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Delegated Examining Payment Job Aid 

1. Once you arrive to the DE payment site, select Add to cart.  

 

2. Select Checkout.  
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3. If you have an account created, select the icon at the top right to Login. Otherwise, select Create a new 

account. All users will need separate login credentials to submit payments. 

 

 

4. Fill out the information. E-email address must be the same email used for de.usalearning.gov. 

 

5. Select the cart icon then checkout. 

 

 

 

 

 

http://de.usalearning.gov/
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6. Select Update Information.  

 
7. Complete all required fields and select Continue. 
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8. Review your contact information and select Next Step. 

 

 

9. Select Assign Student. 

 
 

10. Select either Create new student, I am the student, or Select previous student. The student email must 

be the same as the one used to create the account at de.usalearning.gov. 

 

11. Once the student is assigned, select Next Step. 
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12. Select a payment method: Funding Document or Credit Card. Complete required steps for payment 

method and then select Complete purchase. 

a. If no payment method is shown, check the Payment Status. If the course is full, the status will say 

“Waitlisted.” Select Complete purchase to be notified if a space becomes available. 

 

13. The student will receive a confirmation email. 

 

 


