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How to Use E-BIll and E-Pay

This tutorial covers how to view
your online statement (e-Bill) and
how to make an electronic
payment (e-Pay) through the AU
Online Student Accounts Center



To access the Online Student Accounts Center,
select WebAdvisor at the bottom of the AU home
page, then select “Make A Payment”

sl Aurora University
@ WebAdvisar

Accessihility

WebAdvisor for Prospective Students

WebAdvisor for Students
WebAdvisor for Faculty
WebAdvisor for Employees
WebAdvisor for Advisors

’ Make A Payment

Students: Your WebAdvisor username and password has changed, and your AU email and

TO access Payment I accounts are now linked. If you are having problems logging in, please go to

& for more information.
Gateway : The first time you use your new \WebAdvisor password it will automatically

expire. Follow the prompts to create a new password. This will also be your AU email
password.

Al Home - AL Information Services

WebAdvisor 2.18




Students login with your WebAdvisor/AU student
email user name and password. Authorized Users
will be emailed a temporary password to use for
the first login.

AURORA
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VWelcome to Aurora University Student Account Suite. This site is a 24x7 service offered to students
and their families for viewing bills, making payments and managing their student account.

STUDENTS AND STAFF STUDENT ACCOUNT SUITE FEATURES:

Usernamae:

| Student Account Centear

Checkyour balance

Make a pavment towards vour balance

wiewy your payiment history

Store yvour payiment methods for quick and easy

Fassward:

pavment
ATUTHORIZED 1TSERS e A5 a student, provide permission to others (parents,
e S e s BT G B Al S emplovers, etc) to view vour bill and make paviments
E-rmail:
E-Billing
Password: | e Viewr and print your billing staterment
: Setu oudr bills to be paid automaticall
| Lagin Maows * B p ¥
Forgot wour password? Wiew your password
hint, or hawve your password e-tmailed to yvou. Fayment Flan Management

e Enrollin a payment plan so yvou can pay your halance
in installments

e View youdr current payment plan status

Make a pavment toward one ofyvour installments

& Schedule future installment paviments

£l Done



Once you log in, you will be in the Online Student
Account Center. You may navigate via the tabs at
the top or the text links.



Select the EBiIlls tab to view your EBIl

T

Select EBIlls tab

\

Use drop down box to view other
stored statements




Ebill Statement



To pay your balance online, select the Payments Tab
and then select the Pay text link

™~

Select Payments Tab

Select Pay text link /

Note that this example shows a credit balance, however steps are the same



Follow the prompts to complete payment. You may
save pay methods for future use.

Select Payment Method
from drop-down box




Enter credit card or banking information

Select this box to save

payment method



Enter payment information: amount, term,
and date. Memo is optional.

Do NOT enter $ or comma

/

| Verify Term is correct

f

You may change date to schedule payment for future date




If making payment by ACH transaction, you must
electronically sign this agreement

Your signature will be the

last 4 digits of your Student
/ ID Number.

THIS IS NOT YOUR SSN!




Verify payment information



If your scheduled payment completed successfully, you will
see this screen. You will also receive an email confirmation.



Monthly Payment Plans

» Select the Payment
Plans tab to enroll in
the monthly payment
plan

« Select “Sign Up For /

New Payment Plan”



Monthly Payment Plans (con’t)

The first screen
explains the terms

Select continue

Regular Semester
Students:

— 2 5-month plans per
year

Grad. Education

Cohort Students

— 3 4-month plans per
year



Monthly Payment Plan — Step 2

 This screen will
show total of all
charges and
credits on account

o Select “Display
Payment
Schedule” to

.  »
continue.



Monthly Payment Plans — Step 2

 The next screen will
display your payment
schedule and allow
you to schedule your
payments

o Select the
appropriate choice,
this example will
schedule payments.

 Click continue



Monthly Payment Plans — Step 3

» Select desired pay

method from the
drop down box

 Click continue



Monthly Payment Plan — Step 4

e You must
electronically sign
the agreement form
to complete
enroliment

 Enter the last 4
digits of your
Student ID number.
This is NOT your
SSN.

o Click “l agree” to

continue \\\“‘\\\\\\\\\\\\\\\\$



Monthly Payment Plan — Completed

e This shows the
successful
enrollment.

 If you scheduled
your future
payments, you
may now select
the “Payments”
tab to see those
payments.



Authorized Users — If you would like to grant
permission to others (parents, spouses, etc.), you may
set them up as an Authorized User

Select this button




Enter valid emall address of Authorized User

Make desired
selections for
authorization




Read agreement and then electronically sign

Your signature will be the
last 4 digits of your Student
ID Number.

THIS IS NOT YOUR SSN!




My Profiles: You may set up an additional email address
to receive email messages from the
Online Student Accounts Center.



Conclusion

e This completes our online tutorial

 If you need further assistance please contact one of the
following:

— For problems making your payment: Student Accounts Office at
630-844-5470 or email student.accts@aurora.edu

— For problems with your user name or password: Information
Services at ishelp@aurora.edu

— Graduate Education Cohorts: Fiscal Services Clerk at 630-844-
5456

Thank you for using the Aurora University
Online Student Accounts Center



