
Make a Payment as an Authorized User SF

This quick reference guide (QRG) provides instructions on how 

to make a payment to a student’s account as an authorized 

user.

To make a payment on a student account, complete the 

following steps.

ACCESS THE ECOMMERCE SYSTEM

1. Navigate to Workday at 

https://wd5.workday.com/uasys/login.flex?redirect=n and 

login with the credentials assigned to you via email after a 

student listed you as a third-party user.

Note: The student will need to add you as 

both a Third-Party Release in Workday and 

an Authorized Payer in the eCommerce 

system.

2. The Workday homepage will display a Finances for Third 

Party application under Your Top Apps. Click on this to 

continue. 

3. Click Make a Payment.

4. A new page will load. Enter the updated or provided 

login information you received via email from 

avcfmsg@uark.edu when the student added you as an 

Authorized Payer. 
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CHANGE START DATE 

From the eCommerce home page: 

1. Click Make a Payment in the left menu.

2. Enter the amount to be paid or select the entire bill by 

clicking the Balance icon.  

3. Click Continue.

4.  Select or set up the payment method and click 

Continue.

5. Enter all required information and click Continue.

6. Confirm your payment details and click Pay.
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