Student Guide to Navigating the Finances App in Workday

Instructions for Students to navigate the Finances App in Workday to view balances, generate statements, make payments, submit insurance waivers and access the

1098-T tax form.

Log into Workday.

Navigate to the Menu and select Finances.

Menu

Apps Shorteuts

Your Saved Order

= Academics

ﬁ Finances

Q Helpdesk and Workday Training

My Account: View Statement allows a specific term to be
selected to view all related activity. The [Generate PDF ]button
creates a printable version. Statement view will only show
current term balance details. *See page 4 for more details.

View Statement
=1 My Account

I View Statement Academic Period * | Search =
() Fall 2022
View Account Activity () Spring 2022
() spring 2023

Wiew AC Dollars Account

My Account: View Account Activity will allow you to see a Transaction Summary
of ALL account transactions regardless of term.

(&1 My Account
( View Statement )

View Statement
Transaction Summary Due Now Details

Due Now Details will allow you to see Past Due Charges, Current Due Charges, and
Anticipated Payments regardless of term by clicking the blue dollar value. A pop up
box will appear listing the individual charges that make up the total amount.

View Statement

I View Account Activity I

View AC Dollars Account

Transaction Summary Due Now Details
Criteria  View by | Select a Field v andthen by: | Select a Field v ( Refresh )
iems £ ] = il
I Past Due Charges 2,500.00 I
TP | Acadomic Period Transaction Date Due Date Premipr— Amount Due

Current Due Charges 0.00
Spring 2023 01/20/2023 02/20/2023 Financial Aid Advance - Access Grant 500.00

Anticipated Payments  0.00
Fall 2022 01/17/2023 02/18/2023 Lost/Destroyed IT Equipment 2,000.00

Unapplied Payments 255


http://www.amherst.edu/go/payment
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Payment Links: Make a Payment Through Nelnet will bring you to the Payment Links: Enroll in a Nelnet Payment Plan brings you to Nelnet. Click Set
One Time Payment option. The current balance will be the combined Up a Payment Plan and follow the prompts through the “Thank You” screen. Click
sum of all term balances due. Click the Make a Payment box to proceed. Add an Authorized Party to give delegate access to a parent to create a plan on your
Hello behalf. Hello Norman
- Payment Links Payment Activity R [ Payment Links Payment Plan & Billing  viewoewis @ Norman Nelnet
I Make a Payment Through Melnet I Currgéon Details Make a Payment Through Nelnet $58,94;.qr Details g .
Enrollin Nelnet Payment Plan oG 20 JR— I Enroll in Nelnet Payment Plan FALLZON AMOUNT DUE @) rovee rancia coounis on e
Currenlchargés $50.00 1 T P o @ lcczu IZ;c.:.aTi‘ IR
Deposit Funds to AC Dollars FALL 2022 AMOUNT DUE Deposit Funds to AC Dollars
Current Charges $35.00 SPRING 2022 AMOUNT DUE
Check the box for each of the charges to pay and click Next-Payment
Method. This brings you to the screen to enter the credit/debit card* Payment Links: Deposit Funds to AC Dollars will bring you to the GET Funds
(additional fees apply) or checking/savings account (no additional fees). site where you can electronically load funds to your AC Dollar account. Select

the Click here to login link.

[C1 Payment Links AC DOLLARS DEPOSITS

Make A Payment (1] 2 3

SelectAPayment  Payment Method  Receipt

Select Accounts to Pay

ACCOUNT TERM CURRENT BALANCE PAYMENT AMOUNT Make a Payment Through Nelnet vtz o - , please " redit card that you . We spologi - o ate your
Student Account Balance Spring 2023 $50.00 $ 50.00 Weicome to the AC Dollar$ Deposits system (sometimes referred to as GET Funds).

Make a Pay ment to Your Nelnet P aym ent Plan This system allows students to deposit funds nto their AC Dolar$ accounts using a credit card or to E-mail a fequest for funds to thelr parens, friends or family,

Parents, fiends, or family system to deposit funds into a students AC Dollar$ account. (The students last name and S-cigit D card number is required )
2022 £35.0
Student Account Balance Fall 2022 2500 $  Enter Amount | h Elvwi (Note that this deposit service s intended only for students and should not be used by faculty or staff)
= " i T
Make a Pay ment Thro ug F ywire Login to AC Dollar$ Deposits with your Amherst username and password:

. Family and Friends (no login required):
IDe:nDsr. Funds to AC Dollars amily and Friends (no login required)

Click Here to Depositinto a Student's AC Dollar$ Account

How does AC Dollar$ Deposits work?

Find out more about AC Dollars Deposits here.
Cancel

PAYMENT AMOUNT $50 OO
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Insurance Waivers: Waive/Enroll in Health Insurance Plan will bring you to Other Financial Links: Financial Aid Portal brings you to the Amherst College
the Gallagher Student Health website. Under the Plan Summary box, select Online Financial Aid System where you can submit an aid application or view your
WAIVE to complete a waiver prior to the published deadline. award documents and history.

m Finexio brings you to their main login page. This is a third party vendor the College

partners with to send non-Payroll related payments such as refunds and prizes to

Carrier Name: Blue Cross Blue Shield of
Massachusetts Stlldents.

I Insurance Waivers

Waive/Enroll in Health Insurance Plan

Eligible students are automatically enrolled unless a . . .
Waive Tuition Insurance waiver form is submitted. Select "WAIVE’ to complete I—'D Other Financial Links
a waiver before the published deadline. Select
‘ENROLL’ to enroll your dependent(s) by the

published deadline.

Financial Aid Portal

Finexio
Insurance Waivers: Waive Tuition Insurance will bring you to the Amherst Student Account Tax Information: Manage Paperless 1098-T allows you to choose
College: Tuition Insurance Waiver Form via Google Forms. Students must NOT to have a paper copy mailed for the tax year. (Complete each year in January)
access this with your Amherst College email address. Print My 1098-T allows you to print a copy for your records or save a PDF version
to be electronically sent to the person who can claim you as a dependent.
[E Insurance Waivers Amherst College: Tuition Insurance Waiver Form View My 1098-T lists the information and includes explanations on the box values.
Waive/Enroll in Health Insurance Plan ivyv(v:zml)i::;?r::.lsmrm oS et o et Ao PRI e oy heunes ffrecy
P Oncehe walver ageement s been bt your st st ttren b rde the ot of & Student Account Tax Information

This form is automatically collecting emails for Amherst College users. Change settings

Manage Paperless 1098-T

Print My 1098-T
**IMPORTANT- Unless the waivers are submitted by the posted deadline
on the Student Accounts webpage, you will be enrolled in the plan(s) and

the premium(s) will be due in full.

View My 1098-T
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Prior term balance details must be viewed on the corresponding term statement. Prior term
past due balances will show in the past due total on both the related term and the current
term statements. Prior term Non-past due balances will NOT show at all on a statement

. : Workday and Nelnet links and username/ passwords will not
that is not specific to the term.

be the same. Please be sure to bookmark this link to access
each of the below options and save your username and
STATEMENT OF STUDENT ACCOUNT password fOI' each platform

STATEMENT OF STUDENT ACCOUNT

Remit To: Remit To:
mpm}&e:l(él”eﬁl Amherst College
fice of the Controller
PO Box 5000 Office of the Controller

Amherst, MA 01002-5000 PO Box 5000

Amherst, MA 01002-5000 b
Unted s of Amerca e Ao e  Student Workday Login

EEST | Student D Statement Date: | Student ID.
February 10,2023 |

- — e N — * Make a One-Time electronic Payment through Nelnet
L | _men « Make a payment to your Payment Plan through Nelnet
* Make an International Payment through Flywire

PLEASE MAKE CHECKS PAYABLE TO: Amherst College

CURRENT PERIOD ACCOUNT ACTIVITY Fall 2022
CURRENT PERIOD ACCOUNT ACTIVITY Spring 2023 . .
Tk Ol Dearpen O oo We also recommend you bookmark these instructions for
Statement Charges Tﬂ?;ysa(mﬂ“ Due Date  Description Charges Credits.
£

D o o = future use. Should you have any questions we can be

07082022 08052022 Tution 2175000 12062022 0062023 Tuifon Insurance (Waivable) 12000
07082022 0BI0S2022 Tuition Insurance (Waivable) 12000 12/06/2022  01/0612023  Tuition 31,750.00 h d t t d t t h t d 4 1 3 5 4 2 2 8 1 1
07/08/2022  08/05/2022 Transcript Fee 2500 12/06/2022  01/06/2023 Room 4,525.00 I'e aC C a S Ll el’l aC C OU.I’I S am GI'S . e Ll = =
07/08/2022 08/05/2022 Board 3,850.00 12/06/2022 01/06/2023 Board 3,850.00
07/08/2022 08/05/2022  Student Activities. 300.00 12/06/2022 01/06/2023  Student Activities 300.00
010672023  02/06/2023 Missing Athletic Equipment 47.00 ‘ R —rc—. T |
Total Statement Ch: .« . . . . . . .
‘ S CIAECD | Financial Aid / Payments (Disbursed and Applied) t b t f d t 1 d f t d t t
o922 Financial Aid | Payments (Disbursed and Applicd) 332900 Visit our website for detailed information and instructions
Wire - Flywire
\ Total Student Payments s43329.00] ‘ USRS | th t . 1 t d t t d t t
on many other topics reiated to your stuaent account.
Explanation of Terms: Statement Summary Explanation of Terms: Statement Summary h . t
Prcoue - ttps://www.amherst.edu/offices/controller/student- t
Past Due: The past due balance consists of all charges past its due date c::_r:es_m”‘_r Balance: $47.00 ) Past Due: $40,575.00 p S ° ° a ers hd e u O lCe S COn rO er S u en aC C Oun S
regardless of the academic pericd it relates to : L :’:;3:; The past dus l:glsgrc‘z Consits of ll oarges past s AUe Ga1e. | Cuyront Somestor Baancs: $40.545.00
Current Semester Balance: The current semester balance consists of all
outstanding charges in the current period. This includes past due charges, Current _Samssmr B_alance: The current serg!e_sler balance consists of all
current due charges, and future due charges within the same academic outstanding charges in the current period. This includes past due charges,
period the statement was run for. The current term balance does consider current due charges, and future due charges within the same academic
pending financial aid and anticipated payments. If the anticipated financial period the statement was run for. The current term balance does consider
aid and/or anticipated payments result in a credit balance, the current term pending financial aid and It the financial
balance vill be reflected as 50. Once anticipated financial aid and/or aid and/or anticipated payments result in a credit balance, the current term

anticipated payments are disbursedireceived, a credit balance will be

balance will be reflected as $0. Once anticipated financial aid and/or
shown at that time.

are eived, a credit balance will be

shown at that time.



https://www.amherst.edu/offices/controller/student-accounts/access-workday-payment-portal
mailto:studentaccounts@amherst.edu
https://www.amherst.edu/offices/controller/student-accounts
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