
 

 

Save & Switch Default Payment Methods 
Description: How to save multiple  payment methods and set a default for your  
customers.  

------------- 

Save a Payment Method On-File 
Add First Payment Method 

- Click the Families tab 
- In the search results panel on the left side of the screen, click the name of the family account to 

which you want to add a new payment method for 
- Select Edit Payment Information 
- Input payment information for either a card payment or bank account.  
- Select Enable Automatic/Recurring Payment plan if you’d like this method of payment to run for 

auto-tuition or payment plans.  
- Select Ok 

 
NOTE: If you only have one payment method saved this will be the on-file default payment method.  
 

Switch Default Payment Methods 
- Click the Families tab 
- In the search results panel on the left side of the screen, click the name of the family account to 

which you want to add a new payment method for 
- Select Edit Payment Information 
- Choose the option Switch Payment-Method 

- This allows you to switch to previously saved payment-method, if any. 
- Does not delete/overwrite the payment-method shown above, but stores it for future 

use. 
- The new payment-method will be used for all online payments for the family, including 

recurring payments, unless it is changed again. 
- From here you can see all previously saved payment methods and the current default on-file. 

(You can also delete old payment methods from here) 

 

 
  



 

 

- Choose from the following:  
1. Pick a previously entered payment-method 

 Select Review payment-method for “Family” 
2. Enter New Payment Method: 

 Input payment information for either a card payment or bank account.  
 

Customer Portal: Save a Payment Method On-File 
Your customers can add payment information in the customer portal and choose a default method.  
 

Add First Payment Method 

- Go to the Customer Portal and choose My Account 
- Select Edit Payment Method On-File 
- When your customer has no form of payment on-file they will be prompted to add one:  

 

 
 

- Enter payment details for credit card or bank account 
- They must choose Enable Autopay for recurring auto tuition or payment plans.  

 

Add Additional Payment Method 

- Go to your Customer Portal and choose My Account 
- Select Edit Payment Method On-File 
- The screen will show all previously saved payment methods 

 

 



 

 

 
- Select Enter a New Payment-Method 
- Enter payment details for credit card or bank account 
- They must choose Enable Autopay for recurring auto tuition or payment plans.  
- Save your new payment method 
- Select from the available options for what method should be the primary default option.  
- Select Save 

 

 


