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1. Your business partner will provide you with your unique Identifier; this may be a Student #, property number, 
membership # as examples.

2. Click the green “Pay Now” button.

How to Submit a Payment
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3. Enter the following Payer information:
a. Name – this should match your Name as it appears on your PDF invoice.
b. Phone – required field (may be optional)
c. Email – required field, to receive your confirmation of submitted payment.
d. Country – default is United States
e. Address (Street Address, City, State, Zip Code) – optional fields

4. Enter the Payment Amount.
5. Enter the Biller Invoice No. – may be required or optional.
6. Select a Pay Date - may be static or editable.
7. Click the “Continue to Payment” button to add your payment method (Bank Account or Card).

How to Submit a Payment (continued)
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8. Select your payment method.
9. Enter your desired payment method information:
10. Click the “Enter Account” button

How to Submit a Payment (continued)
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11. Click “Continue to Payment”.

12. Review your payment summary on the ‘Verify Payment’ screen.
13. Check the box agreeing to the Terms and Conditions.
14. Click “Make Payment”.

How to Submit a Payment (continued)
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15. Save or print your payment confirmation page for your own records.  Note: you will also receive an email 
confirmation.

How to Submit a Payment (continued)
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Payers will typically be encouraged to enroll.  Enrollment allows a payer to save Payment Methods for future 
payments, see Payment history and perform activities configured or allowed by your business partner.  Also, if you 
do not see ‘Enrollment’ as an option, your business partner has not enabled and configured that option for payers.

To being the Enrollment Process:
1. Select the “Enroll” button.

2. Input Payer credentials.

Enrollment Process
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3. Confirm or update Payer profile information.

Enrollment Process (continued)
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4. Create Login - “User Name” and “Password”.
5. Select “Security Image”.
6. Select and answer “Security Questions”.

Enrollment Process (continued)
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7. Acknowledge “Terms of Service” - Terms of Service may be shown as a hyperlink to another page, or may be 
displayed in a scrollable frame. 

Link to View Terms of Service

Scroll to View Terms of Service

Enrollment Process (continued)
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8. Choose “Bill Delivery Method” and set up “Payment Methods”.

Enrollment Process (continued)
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9. Access email and select “activate” to complete the enrollment.

10. Activation will return Payer to the “Login Screen”.

Enrollment Process (continued)
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Frequently Asked Questions

Q: Is there a fee to Payers for using the site to make a payment?

A: No, there are no fees for our Payer using this site to make your payment.

Q: Are customers required to submit payments via this site?

A: No, Payers may continue to pay outside of this site.

Q: Can we set up recurring enrolled payments?

A: Not currently, the site only accepts one-time payments from unenrolled users.

Q: Can our payment method information be saved for future use?

A:
As a one-time payer, you may be presented with the option to enroll, and with that option you can save your payment 
method to your enrolled account.  This enrollment option to save payment methods does not change the configura-
tion by your business partner to setup recurring payments.

Q: What payment methods are permitted through this site?

A: Your business partner determined what payment methods they wanted to accept; you may be presented with ACH 
only, Card only or both methods.

Q: Can multiple invoices be paid with a single payment?

A: Please only pay one invoice per payment.

Q: Where can I find our Customer ID?

A: Your business partner will provide you with your unique Identifier; this may be a Student #, property number, mem-
bership # as examples.
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