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Third Party Contract: Military Accounts 
 

1. Login to My.FSCJ.edu  

 

2. Go to View Customer Account to determine the amount of the matriculation of the course. 

Review the TA Form to match the amount. The amount added on the contract should be the 

exact amount of the matriculation amount. If the amount is greater than the matriculation it 

may cause additional unnecessary credits. 

 

 
 

 

3. Select one of the 3 options:  

 

a. Click on the Main Menu, Campus Solutions, Student Financials, Payment Plans, 

Third Party Contract, Term Session Specific, Term Session Specific 
i. Examples: Navy, Marines 

 
 

b. Click on the Main Menu, Campus Solutions, Student Financials, Payment Plans, 

Third Party Contract, Course Class Specific, Course Class Specific 
i. Example: Navy 

 
 

c. Click on the Main Menu, Campus Solutions, Student Financials, Payment Plans, 

Third Party Contract, Assign 
i. Rarely selected for military accounts. Example: Military contractors 

Rogers, Steve 
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4. Business Unit should default to FSCJ1 or use the Look Up    and choose FSCJ1.  
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5. Enter Contract Number or External Org ID. 

a. Term Session Specific:  

i. Examples: 2182_ A7_Navy, 2182_B12_Navy, 2185_C7_Navy 

 
b. Course Class Specific 

i. Examples: 2182_ A7_Navy, 2182_B12_Navy, 2185_C7_Navy 

 

 
 

6. Click Search  
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7. Click the + (Plus Sign) to add the student’s EMPID. Notice that Active will change to Not 

Posted. Do not post until all steps are completed. 

a. Term Session Specific 

 
b. Course Class Specific 

 
 

a. Example Tuition Assistance Authorization (TA)/ Voucher: 3263032 

 

 

  

Rogers, Steve 
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8. Click on Additional Details. Enter on the Reference Nbr: TA/ Voucher number. Enter 

on the User Defined 1: Course, Approved amount, SFS name or initial, & Date entered. 

Click OK. Enter for all types: Term Session Specific, Course Class Specific, or Assign. 

Example 3263032 Steve Rogers 

 

 
 

  

Rogers, Steve 

Rogers, Steve 
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9. Click the Enrollment Details link. Select the course(s) in the include flag column and 

enter the amount the Tuition Assistance (TA)/ Voucher for each line the TA/Voucher is 

approved for. Click OK. 
 

Example 3263032 Steve Rogers 

 
 

 

Rogers, Steve 

Rogers, Steve 

Rogers, Steve 
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10. Click Post. Notice in the Status column changes from Not Posted to Active. 

 

Before: 3263032 Steve Rogers 

 
 

After: 3263032 Steve Rogers  

 

 
  

Rogers, Steve 

Rogers, Steve 
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11. Click on View Customer Accounts to confirm student’s TPC has been applied and if the 

student has an out of pocket balance due. Notify the student regarding remaining amount due 

by the payment deadline. 

 

Pathway: Main Menu, Campus Solutions, Student Financials, View Customer Accounts 

  

 
 

Rogers, Steve 


