
How to Enroll for a Manual Payment Plan 
1.  Log in to Self-Service by clicking here 

 

2. Select “Student Finance” 

 

3. Click “Make a Payment” 

 

 

 

 

 

https://selfservice.ec.swbts.edu/Student


4. Click “Create Payment Plan” 

 

 

 

 

5. Select the Item you want to set up a payment plan for then click “Continue” 

 

 

 

 

 

 



6. You will see your Payment Plan Preview. Review the information, check the "I agree to the terms and 

conditions outlined above." checkbox, and click the "Continue" button. 

 

 

 

 

7. You will see your Payment Plan Acknowledgement. Please make note of your Payment Plan Schedule, 

which includes due dates and amounts due. Click “Continue” to return to the “Make a Payment” screen. 

 

 



8. From the “Make a Payment” screen, you can log out of Self-Service if you do not want to make a 

payment at that time. 

 

 

 

 

 

9. If you do want to make a payment, select the item you would like to pay by checking the box on the 

left hand side, then choose your Payment Method from the drop down box at the top. 

 

 

 



 

10. Once you have selected your Payment Method, verify the Total Payment amount and Payment 

Method are correct. Then click “Proceed to Payment”. 

 

 

 

 

11. Review your Payment Amount and click “Pay Now”. 

 

 

You will be taken to our third party payment processing site. From here, enter your payment 

information and continue to follow the on-screen instructions to complete your payment. 


