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Making ACH (Electronic Check) Payments 
 
 

Concept 
 
The Campus Finance component of Student Self-Service enables students to access their student 
bill information and manage their charges and payments. This topic covers how students can 
make electronic check (ACH) payments via Student Self-Service. 
 
Background Information 
TouchNet is a company that serves higher education institutions by handling all online credit card 
and bank account numbers. This includes account numbers used to pay application fees, 
enrollment deposits and student bills. TouchNet provides UMS with a payment solution that 
eliminates the storage of account numbers byUMS, either electronically or in hard copy form.  
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Navigation  

 

 
Step Action 

1.   Click the Student Self-Service link. 

 
2.   Click the Student Center link. 
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Step Action 

3.   In the Finances section of the Student Center, an Account Summary shows your 
total charges and deposits due.  
 
Note: The account balance figure only includes charges due - not deposits due. 
 
You can click the make a payment link to process a payment or click the Account 
Inquiry link to review details about your account. 
 
For this example, click the make a payment link. 
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Step Action 

4.   On the Step 1 E-Payment Institution page, the student's name and MaineStreet ID 
appear in the Select the student for payment processing field. 
 
All online payments are processed through the TouchNet online payment system. 
TouchNet is a company that serves higher education institutions by handling all online 
credit card numbers and bank account information provided during the payment 
process.  
 
Click the drop-down arrow in the Select the Institution for payment... field. 
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Step Action 

5.   Only institutions where you have charges/deposits due will appear in the list. 
 
Select the institution you are processing a payment for. Note: You can only make 
payments one institution at a time. 
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Step Action 

6.   After selecting an institution, the How will you be paying? field should appear. 
 
Click on the drop-down arrow. 
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Step Action 

7.   Select the appropriate payment type. 
 
For this example, click on E-Check to select it. 
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Step Action 

8.   Click the Next> button. 
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Step Action 

9.   On the Step 2 E-Payment Allocation page, the total amount due to the institution you 
selected appears in the Total Charges Due field. You can click the Pay All Charges 
link to enter the total amount due in the My Charge Payment Amount field. You can 
enter a specific payment amount in the My Charge Payment Amount field.  
 
Note: partial payments are possible but not over-payments. 
 
For this example, click the Pay All Charges link. 
 

10.   After entering the payment amount, click the Next> button. 
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Step Action 

11.   On the Step 3 E-Payment Confirmation page, verify the payment data. 
 
When ready, click the Start Payment Process button to go to the TouchNet online 
payment system and start the payment process. 
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Step Action 

12.   You are now in the TouchNet online payment system. The logo for the institution you 
are processing a payment for should display. 
 
Click the drop-down arrow in the Payment Method field. 
 

13.   For this example, click on Electronic Check to select it. 

 
14.   When ready, click the CONTINUE button to move to the next step in the payment 

process. You also have the option to cancel out of the payment process, if you wish. 
 

Click the button. 
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Step Action 

15.   Now you will enter information about the bank account the payment will be processed 
from. 
 
Click on the drop-down arrow in the Account Type field. 

16.   Click on the appropriate account type to select it. 

17.   Next, enter the Routing Number in the ABA Routing Number field.  
 
Note: Click the View Illustration link for information about the Routing Number.  

18.   Next, enter the bank account number in the Account Number field.  

19.   Re-enter the Account Number. 

20.   In the Name on the Account field, enter the account holder's name. 

21.   In the Email Address field, enter the account holder's email address. Note: email 
notification will be sent to this address after the payment is processed. 

22.   In the Billing Address of the Account section of the page, enter the billing street 
address into the Street Address 1 field.  

23.   Enter the city into the City field.  

24.   Maine appears by default in the State field. Lookup and select a different state if 
necessary. 
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Step Action 

25.   Enter the appropriate zip code into the Postal Code field.  

26.   It is not a required field, but you can enter the country code into the Country field.  

27.   
When ready to complete the payment process, click the button. 
 

  

 

 
Step Action 

28.   On the ACH Payment Information page, verify that the payment information is 
correct. If corrections are necessary, click the Change Payment Information link. 
 
When ready, click the CONTINUE button. 
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Step Action 

29.   Click the Click here to complete the payment process link. 
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Step Action 

30.   When the Step 4 E-Payment Applying Payments page appears, TouchNet is 
applying your payment to your account. You will be returned to the MaineStreet 
Account Summary page when the process is completed. 
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Step Action 

31.   On the Account Summary page, click the Activity tab to go to the Account Activity 
page and review your payment. 
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Step Action 

32.   On the Account Activity page, check the Transactions section to verify your 
payment was posted. 
 

33.    End of Procedure. 

 
  


