
How to set up an automatic payment 

To set up an automatic payment, you must first create an account. 

If you have already set up an account, meaning you followed steps 1-10 and have previously created 
a password and answered security questions, follow this link: 
https://internet.speedpay.com/dartmouthcollege/#/login/profile and skip to step 11. 

1. To create an account, follow this link:
https://internet.speedpay.com/dartmouthcollege/#/login/guest or click the green “Pay Your
Invoice” button in the email you received from Dartmouth College Accounts Receivable
(accounts.receivable@dartmouth.edu)

Email Example: 

2. You should then see the screen on the follow page:

https://internet.speedpay.com/dartmouthcollege/#/login/profile
https://internet.speedpay.com/dartmouthcollege/#/login/guest
mailto:accounts.receivable@dartmouth.edu


• Your account number is listed on your 
invoice in the top right corner, as well as in 
the first sentence of the email you received 
(indicated above with a yellow arrow).  
• If you are an alum or retiree of the 
college, your account number is your 
Dartmouth ID number (if applicable, omit 
the D at the beginning). Account numbers 
must be in ALL CAPITAL letters.  
• Your email address must be the one 
associated with the account. 

 

 

 

 

3. You will then need to select the box next to “Take me to set up my profile” before clicking “Log 
in” (indicated on the image above with a yellow arrow). 

4. If you have entered your information correctly, you should now see this screen: 

 

5. You will create a password that abides by the follow criteria: 
• A minimum of 7 characters and must include: at least one upper case character, at 

least one number, at least one symbol, should contain maximum 2 identical 
consecutive characters. 

 

 



6. You will then select three security questions and provide the answers. 
• Make sure to write down your password and answers to the security questions. 

7. Once all information is entered, click the green “Save” button.  
8. You will then see the following screen where you will be asked to enter your payment 

information:  

• The first option that comes up is the option to enter your bank account and routing 
number for an ACH transfer (there is no fee for this option).  

• If you wish to pay with a debit card or credit card, you will click “add a new card” on the 
top right-hand corner (indicated on the image to the left with a yellow arrow).  

• Credit card payments have a fee of 2.65%. 
• Debit card payments have a fee of 1.45%. 

9. You will then click the green “save changes” button and then the large green “save” button (see 
image below). 

 
 



10. You will then continue through the “Notifications”, “eBills Settings”, and “Personal Information” 
sections by entering your information and pressing the green “save” buttons at the bottom of 
each page as you have previously done.  

11. Once you have competed all the sections (finishing with “Personal Information”), you will want 
to click the “Autopay” circle at the top of your screen: 

 
12. You will first be asked to confirm your personal information before clicking the green “Next 

Step” button at the bottom of the screen.  
13. If you have previously saved your payment information to your wallet, you will just want to 

ensure the information on this page is accurate. If you have not entered it, you will need to at 
this point (refer to step 8 for more information).  

14. Once you save the information and click the green “Next Step” button you should see the 
following page: 

 



 
• Click the box that says “select” and choose the “monthly” option that appears. Once 

you have down this, an additional section “Schedule” should appear (see below): 
 
• If you do not 
wish to start the 
plan today, you can 
change the start 
date by clicking on 
the date (indicated 
on the image to the 
left with a yellow 
arrow) 
• Whatever date 
you choose, is the 
day of the month 
that your automatic 
payment will be 
taken out on.  
• You will then 
have the option to 
choose if you want 
the automatic 
payment to 
continue until you 



cancel it or have a planned stop date based on total number of payments, amount paid, 
etc.  

• You will then need to select if you want a fixed amount (an amount you choose) or the 
amount due (the amount that is invoiced to you each month). Amount due is 
recommended for anyone who gets billed monthly. The selection will make it so you do 
not have to change your autopay if your monthly charge increases/decreases. You 
should only enter a numeric value in the box if you have selected “fixed amount.”  

15. Once you have made all of your selections, you will click the green “submit” button and should 
see this page.” 

 
16. You will need to confirm all of the information is correct before reading and acknowledging the 

terms and conditions.  
17. The final step is to click “Authorize”: 

 
 

18. You should then see a screen that confirms your autopay with a Plan ID# and receive an email 
within a few minutes. If you do not, please contact Accounts Receivable. 

 

 

 


