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TouchNet instructions for Authorized Users 

Your student will need to grant you access to view and make payments to their account.  
Once you receive the email to set-up a profile, you will be able to view billing information, 

make payments, and enroll in a payment plan on behalf of your student. 

How do I set up a payment plan in TouchNet? 

Log in to TouchNet: https://secure3.touchnet.com/C20911_tsa/web/login.jsp 

Once you're on the TouchNet homepage, look for the tab “Payment Plans" or click 

“Enroll in Payment Plan”. 

 
 

Click “Enroll Now”. 

 
 

 

https://secure3.touchnet.com/C20911_tsa/web/login.jsp


 

 

Updated 9/18/2025 

Select the term you wish to pay from the drop-down menu. 

 

  

Select an available installment plan.

 
 

IMPORTANT:  In box under “Charges”, enter the amount to add to your Payment Plan.   

Click “Update Schedule”. 
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The Payment Schedule will update and automatically divide the amount between the 
number of installments.  Review carefully and click “Continue”. 

 
 

From the drop down menu, Select Payment Method and click “Continue”. 
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Enter your Account Information and Billing Information. Click “Continue”. 

 
Tip: Contact your bank and confirm the Routing Number, Bank Account Number and the exact 

Name on the account. (You can request a copy of a voided check so that you can verify.) 

 

Check the box to indicate that you agree to the payment plan agreement. 

Click “Continue”. 

 
Tip: Carefully review the Payment Plan Agreement, including the setup fee (which is non-

refundable and due at the time of setup), installment amounts, and due dates. Read through all 

terms and conditions. 
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You will again be asked to review the agreement and agree to the payment plan 

agreement. 

 

Once completed, you will receive a confirmation message on screen and via email. You will 

also be able to see your payment plan details on your TouchNet home page.
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Why is there still a balance on the account, even though I’m 

enrolled in a monthly payment plan? 

If you are enrolled in the monthly payment plan and a balance remains, you may have under-

budgeted your contract or additional charges may have been incurred.  

 
Our payment plans do not recalculate for additional charges added to your account.  If the 

student incurs charges throughout the semester, the total of these charges will show as 

“Balance Not Included in Plan” 

 
 
This outstanding balance can be added to your current plan or you can make a one time 

payment. 

 

 

 

How do I change my payment plan? 

Payment plans DO NOT ADJUST AUTOMATICALLY. If you need to increase or decrease your 
payment plan, please log in and make the adjustment. 

Log in to TouchNet: https://secure3.touchnet.com/C20911_tsa/web/login.jsp 

https://secure3.touchnet.com/C20911_tsa/web/login.jsp
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Once in the TouchNet system, look for a "Payment Plans" tab in the top menu bar. 

 

Tip: Only the person who enrolled in the payment plan can edit the amount in the plan. 

 

You will see your current payment plan, including installment amounts, due dates, and 

status. To adjust the plan, look for the option "Edit Payoff Amount".  

 



 

 

Updated 9/18/2025 

 Enter the new total amount you wish to pay.

 

 

Click “Save” and your plan will automatically update. 

 
 


