
Last updated: 27/09/2019 

 

How to set up a Direct Debit payment plan 

1. Log in to your Student Center and locate the Finances section. Click on the ‘Direct Debit’ link. 

  

2. You will see all of the Direct Debit plans you are eligible to sign up for and any plans that you 

have already set up. Click on the ‘Sign Up For Direct Debit’ link to go to the next screen. 
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3. If you have previously set up a bank account in your Student Center then you will see it listed 

like below. You can either select this account to use or add a new account by clicking on the 

‘Add an Account’ link.  

 

Please note that you can only set up a Direct Debit to a UK bank account. It must be a Current 

Account and not a Savings Account, if you are unsure what you have please check with your 

bank. 

 

 

4. Review your bank account details and then ensure the Yes button is checked and click on the 

Next link to continue. If you do not do this your Direct Debit will not be set up. 
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5. When a Direct Debit is set up you will receive an advance notice, this is a letter that contains 

all of the dates and payment amounts that have been set up.  

 

You will receive your advance notice by email unless you check the ‘Letter Confirmations’ box. 

Please note that if you choose to have a letter posted to your home address you will only 

receive this once. Check your address details carefully and then click on the Next link.  

 

 

6. The next screen shows a Direct Debit guarantee, once you have fully read this information 

click on the Next link to move to the next screen. 

 

7. Select which Direct Debit payment plan you would like to set up and then click on the Next 

link. 
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8. The following screen shows a breakdown of each monthly instalment, including how much 

each payment is and when it will be taken from your account. Click on the Next button to 

confirm your Direct Debit.  

 

9. Tick the box which says ‘Yes, I have read the agreement’ and then the Enrol link to confirm 

your Direct Debit payment plan. 

 

 


