
  

 

 

 

 
 

v.241009 Avaap - Confidential Page 1 of 8  Make a Payment and Payment Plans 
All Howard University Workday Student / BisonHub training artifacts are confidential and proprietary to Avaap.   

 

BisonHub 101 

Student, Third Party 

Access 

Make a Payment and Payment Plans 

This job aid provides instructions for students and those granted Third 

Party (authorized user) access to use ePay to enroll in a Payment 

Plan or make a payment on the student account.  

To make a payment, users will first access the Make a Payment link 

through BisonHub, which will route to ePay where the payment will 

take place. For instructions on how to enroll in a Payment Plan, click 

here.  

 

MAKE A PAYMENT 

This section provides instructions on how to access the Make a 

Payment link in BisonHub for both students and third parties, as well 

as instructions on how to make a payment in ePay.  

STUDENT: ACCESS MAKE A PAYMENT LINK 

From the BisonHub Home page: 

1. Select Menu in the upper right. 

 

2. Click the Financials Hub.  

 

3. The Financials Hub dashboard displays. Under Suggested Links, 

click Make a Payment.  

 

4. The Make a Payment link will route to the ePay external site to 

complete the payment. Refer to the Make a Payment in ePay 

section below for instructions on making a payment.   

THIRD PARTY: ACCESS MAKE A PAYMENT LINK 

Third party users must first be granted access by the student to 

receive BisonHub login credentials. Refer to the Third-Party 

Accessing BisonHub job aid for further instructions on receiving and 

using login credentials. Students should refer to the Manage Third 
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BisonHub 101 

Student, Third Party 

Access 
Party Permissions job aid for instructions on designating Third Party 

access.   

From the BisonHub Home page: 

1. Select Menu in the upper right.  

 

2. Click Finances for Third Party. If Finances for Third Party 

application does not display in your menu, refer to the Third-Party 

Accessing BisonHub job aid for further instructions on adding 

the application to your menu.  

 

3. The Finances for Third Party tasks display. Click Make Payment 

in ePay. 

  

4. The Make Payment in ePay link will route to the ePay external site 

to complete the payment. Refer to the Make a Payment in ePay 

section below for instructions on making a payment.   

 

  

 

Note: The tasks available are dependent on access 

granted by the student. If the Make Payment in ePay 

task is not displayed, confirm the student has granted 

you access to make a payment on their account.  
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BisonHub 101 

Student, Third Party 

Access 
MAKE A PAYMENT IN ePay 

After clicking Make a Payment in BisonHub, users will be routed to 

the ePay login page. Use your ePay login credentials to sign in.  

 

1. Enter login credentials. The ePay Home page displays.  

2. Click Make Payment.  

 

3. The Account Payment steps display. Select the desired Amount 

to Pay option. The options include the current account balance, 

pay by term, or the amount due.  

 

4. The Amount Due section displays and auto populates based on 

the Payment Option selection. If you need to edit the amount 

displayed, enter a new amount and click Add.  

 

5. Review the Payment Total displayed and click Continue.  

 

Note:  Third party users must be designated as third 

party users in both BisonHub and ePay to make a 

payment. If you are unsure of your ePay login 

credentials, confirm the student has designated you 

as a third party authorized user in ePay. As a 

designated third party you will have received an 

email from ePay with your login credentials. 
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BisonHub 101 

Student, Third Party 

Access 

 

6. The Payment Method page displays. Click the Method drop-

down to select a payment method option.  

 

7. After selecting the payment method, enter details for the method 

selected. Note: Select the Option to Save checkbox to save the 

payment method for future use on this account.  

8. Review details and click Continue.  

 

9. The Confirmation page displays. Review Payment Information, 

Total Amount, Payment Method, and Confirmation Email details.  

 

10. After reviewing details, click Submit Payment.  

11. The Successful Payment confirmation page displays. Click Print 

to print the page for your records.   
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12. The payment is complete.  
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BisonHub 101 

Student, Third Party 

Access 

ENROLL IN PAYMENT PLAN 

Users can enroll in Payment Plans from the ePay Home page.  

1. Click Payment Plan.  

 

2. The Payment Plan Enrollment page displays.  

 

3. Click the Select Term drop-down to select the term required for 

your balance.   

 

4. A list of available payment plans displays. Click Select for the plan 

you would like to choose.  

 

5. The Payment Schedule page displays. Important: Missed 

installments are due upon enrollment. Review the yellow callout 

and Due Date column to review any missed installments.  

     

6. Review Total due now amount and click Continue.  
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BisonHub 101 

Student, Third Party 

Access 
7. The Payment Plan Enrollment page displays.  

 

8. Click the Method drop-down to select a payment method option.  

 

9. Enter selected payment method details.  

a. Credit Card  

 

b. Electronic Check  
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BisonHub 101 

Student, Third Party 

Access 
10. After entering payment method details, click Continue.  

11. The Payment Plan Agreement page displays. This is the final 

verification before the payment authorization is processed.  

 

12. Review details and when ready, mark the I agree checkbox.  

13. Click Continue.  

14. The Payment Receipt page displays. Click Print to print the page 

for your records.   

 


