
How to Report Additional Credits



This is the “Make a 
payment” page. Here you 
will see your balance, 
pending aid, additional 
credits, and your current 
amount due. 

*As a note, do not report credit until 
you are prepared to pay at that time. 



"Pending aid" disburses, or 
pays, to the student account 
around the first day of classes 
as long as the student has no 
To Do list items to complete.

Aid already known to UD appears as "Pending 
aid"  and reduces the balance due.



For aid not listed as pending, select 
“Additional credits” here to let us know 
it's coming.



You will see this pop-up. 

Select the type of credit you 
wish to report, private 
scholarship or otherwise. 

Then input the amount of 
credit you expect to receive 
for the semester.

Under comments explain any 
relevant details about the aid. 
Guidance language populates 
once you select the type of 
credit. Refer to that for what 
info to enter. 

To report another additional 
credit, select “Add another 
credit” at the bottom. Once 
complete, you can select 
“save credits.” 



Here is an example of 
a reported credit:

Note aid is 
automatically split 
between fall/spring 
unless we hear 
differently from the 
funding source.



You will be brought back to 
the “Make a payment” page 
and should see your reported 
credits now reflected on your 
amount due.

Select “Pay this 
amount” to make a 
payment. 

You should have the 
option of paying the 
full amount or 
joining the monthly 
installment plan.



This should reflect your 
payment amount.

This box is only for 
students who want to 
add Flex funds to their 
accounts.

Select how you want to 
make payment and 
where you want 
confirmation receipt 
sent

Click "Next step" to 
finish submitting 
payment.
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