
Creating a New Payment Plan Account  

**Nelnet is in the process of updating our payment plan site to reflect Bluefield University 
instead of Bluefield College. You may see both currently. ** 

1. Enroll with Nelnet for your payment plan. There is a one-time per semester $55 
payment plan fee.  

2. Enroll at http://mycollegepaymentplan.com/Bluefield/. 
3. These instructions are for creating a new account. Anticipate needing 30 minutes to an 

hour to complete the setup. You will need the credit card or banking information you 
plan to use, your account balance, student ID number and contact information.   

 

 

4. If you already have an account, you will sign into it. You do not have to create a new account 
each semester. This process is only completed on your initial setup with Nelnet.  For all future 
semesters, you will log into your Nelnet account and select your next payment plan.  

 

 

 

 

 

 

 



5. The first screen will request you provide them an email account as the primary email contact. 
This does not have to be your Bluefield University email account.  

 

 

6. If you are creating a new account, select that option. If you already have an account and simply 
need to set up your semester’s payment plan, select that to be redirected to your previously 
created log in information. New students will create a Nelnet account tied to their Bluefield 
University student account. Returning students will utilize their BC Nelnet account and enroll in 
a new payment plan for the upcoming semester.  

 

 

 



7. Enter your student information on the next screen. This is not always the same as the payer 
information which will be entered later.  

 

 

 

 

8. At the bottom of the screen, you only have to enter one phone number. If you elect to use a 
mobile phone, there are options later to receive text message notifications.  

 

 

 

 

 

 



9. Nelnet does have the availability to contact students using international numbers. If you have an 
international phone number, simply use the drop down to select it.  

 

 

 

10. Create your unique, individual online profile with your username and password. Once created, 
you will want to retain this information in a secure location.  

 

 

 

 

 

 



11. The phone authentication information is required to continue the enrollment process. This is for 
your protection to ensure your payment plan information is only given to yourself or a party you 
authorize. Your 4-Digit PIN will be required if need assistance from Nelnet’s Customer Service.  

 

 

12. Once the account is created and you hit submit, you will be directed back to your individual 
home screen. From here you will enroll in your payment plan each semester.  This is also where 
you may go in to set up for text messages (no additional Nelnet fees) and add additional 
authorized parties who may make payments.   

 

 

 

 

 



13. After you select Set up a Payment Plan you will be directed to the welcome screen below. 
Please note the semester you are creating a plan for is listed on the right as well as the option 
here again to designate another payer. Select Begin once you have your banking / credit card 
information ready to enter.  

 

 

14. The first screen is confirming the student information payment plan. You will note at the top of 
the screen there is a progress tracker which will assist you in knowing where you are in the set 
up process.  

 

 

 

 



15. The next step is where you will enter the payment amount needed for the semester (not the 
year balance).  You will obtain this information by generating a course and fee statement in 
MyBC. If your student account balance changes due to loss of aid, additional charges or 
additional aid being applied to your Bluefield College account, you will be required to adjust 
your Nelnet Payment Plan. Nelnet does not sync with your individual Bluefield University 
student account. It only tracks the information you provide.  

 

 

16. After obtaining your student account balance in myBU, enter it in the designated location and 
tab down to select Next.  

 

 



17. After entering your student account balance and selecting next, you will be directed to the 
payment plan options. Fall and spring semesters, there will be two options, a 5-Month Plan and 
a 4-Month Plan. For summer semesters, there is a 3-month payment plan option. 

 

 

 

18. After you select your plan and select next, prior to advancing to the next screen, you will receive 
the message below reminding you the enrollment fee is a $55 non-refundable charge.  

 



19. Your next screen is where you will select the payment type you will be using for your monthly 
payments. While there is a one-time enrollment fee, there are banking fees associated if you 
elect to utilize a credit or debit card for your plan. The exact amount will be listed on future 
screens. There are no fees if you are using automatic withdrawal from a checking or savings 
account. Prior to finalizing your plan, you may go back and change this payment information if 
you wish to see the different amounts associated with your cards.  

 

 

20. For this example, a credit card payment was selected. After entering your information, select 
Next to advance. If a checking or savings account was selected, your prompts would be similar.  

 



21. For this 4 Month Plan with a Down Payment (5-Month Plan), the down payment is required at 
the time the payment plan is created. The credit card fees associated are broken down at this 
point as well as your remaining balance on your payment plan.  

 

 

22. Your next screen will provide you with your payment plan schedule. If your payment date falls 
on a weekend, the payment will be the following business day. You will have access to this 
information from your Nelnet home page. 

 

 

 



23. The next step processes your payment upon your authorization.  

 

 

24. After your payment has successfully processed, you will receive your agreement number for 
your semester’s payment plan and be prompted to select Done that you agree to the payment 
plan.  

 

 



25. Upon completion of enrollment and setting up your payment plan, you will be redirected to 
your individual home page. From this page, you may set up for text messages, review your plan 
details, add additional authorized payers, make a payment or update your profile information.  

 

 

 

 

 

 

If you need additional assistance you may contact Nelnet at 800-609-8056 

  

 

 


