
Step 1 (Part 1): 
Verify Personal Information

•To complete the payment process and 
finalize your enrollment, you will first 
need to verify your personal 
information.

•Click on the words 

“1.Verify Personal Information”

to review your information.



Step 1 (Part 2): 
Verify Personal Information

•Once you have clicked on the words 
“1. View Personal Information” you 
should see this page.

•Review the information on the page 
and update it accordingly.



Step 1 (Part 3):
Verify Personal Information

•Once you are satisfied that the 
information on the page is correct, you can 
move on to the next step.

•Click on the box next to “I have reviewed 
and/or updated the above information” to 
place a check mark in it.

•Click Continue. The page should 
automatically direct you to Step 2.



Step 2 (Part 1): 
Review the Enrollment Rights 
and Responsibilities

•Next you will need to read the 
Enrollment Rights and Responsibilities 
statement.

•Click on the words

“2. Review The Enrollment Rights And 
Responsibilities” 

to view the statement.



Step 2 (Part 2): 
Review the Enrollment Rights 
and Responsibilities

•Once you have read the Enrollment 
Rights and Responsibilities statement, 
you can continue to the next step.

•Click on the box next to “I have read 
and understand my Rights and 
Responsibilities” to place a check 
mark in it.

•The page should automatically direct 
you to Step 3.



Step 3 (Part 1): 
Select a Refund Option For 
Excess Financial Assistance

•Students who receive financial aid 
sometimes need to have excess funds 
refunded back to them.

•To select a refund option, click  on 
the words “Select Refund Option For 
Excess Financial Assistance”.



Step 3 (Part 2): 
Select a Refund Option For 
Excess Financial Assistance

•The refund options will be presented 
in a dropdown menu.

• Click the down arrow next to 
“Choose an option from below” to 
review the options.

• Students who do not anticipate a 
refund should select “No refund 
anticipated” from the drop down 
menu.



Step 3 (Part 3): 
Select a Refund Option For 
Excess Financial Assistance

•Select your desired refund option.

•Once the appropriate option is 
selected, click to place a check mark 
in the box next to “Confirm and 
Proceed” to continue. 

•The page should automatically direct 
you to Step 4.



Step 4 (Part 1): 
Select a Valid Payment 
Option

•In the fourth and final step, you will 
pay for your courses and finalize your 
enrollment.

•Click the drop down next to

“Select A Valid Payment Option”

to choose a payment option.

•Once a payment option has been 
selected, click “Continue”.



Step 4 (Part 2): 
Select a Valid Payment 
Option

•Please note that this portion of the 
payment process is different 
depending on the payment method 
selected.  This illustration 
demonstrates how to pay in full with a 
credit card.



Step 4 (Part 3): 
Select a Valid Payment 
Option

•Review the various amounts due. The 
“Amount Authorized” entry is the 
amount that will be charged to your 
credit card.

•Once you agree to the authorized 
amount, click the box next to “I agree 
to the terms listed above” to place a 
check mark in the box.

•Click “Continue”.



Step 4 (Part 4): 
Select a Valid Payment 
Option

•On this page you will enter your credit 
card information.

•Click the drop down menus to select 
the appropriate card type and 
expiration date.

•Enter the rest of the corresponding 
information in the correct fields.

•Enter the CSC number. Click on “CSC” 
for help finding this number on your 
card.



Step 4 (Part 5): 
Select a Valid Payment 
Option

•On this page you will confirm that all 
of the information is entered correctly.

•After you have verified that all the 
information is correct, click “Confirm 
Payment Authorization” to proceed.



Step 4 (Part 6): 
Select a Valid Payment 
Option

•On this final page, you will confirm 
that all the information is correct and 
submit the payment for processing.

•After verifying that all information 
displayed is correct, click “Process 
Payment” to finalize your enrollment 
and send your payment information 
to the university.

•Please note that clicking this button 
multiple times may result in multiple 
charges to your credit card.


