How to Make a Payment as an Authorized Payer

Important notes to remember:

e An authorized payer may not accept charges for a student. Only the student can do this, and the
recommended way is online through his/her myRedDragon account.

e An authorized payer will be prompted to enter a payment amount. Paying the minimum amount due or
an amount less than the full balance will result in the student being enrolled in the monthly payment
program and a $45 application fee being added to the student’s account.

e Authorized payers are granted limited online online access to a student’s financial information. Being
granted such access is not the same as being granted permission to discuss the details of an account via a
FERPA privacy release.

e View pdf printable statement version of the billing statement for due dates, billing messages, and other
payment information

e Plan to review the Quik Pay account not less than monthly as billed charges and financial aid amounts
could change from the initial semester bill and/or as the result of add/drop activity

1) Select “Make Payment”
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(ortland pa

Message Board MESS&QE Board

Please review the POF of the most recent billing statement for due dates and specizl intructions. Because your 2ccount was setup by a student and not by you, specizl measures must be taken
Edit My Profile to ensure your security and privacy:

+ Change your password the first time you log in This is a critical security measure. Since a student created your default password, the system should prompt you to change your password

Payment Profiles ! e e e
the first time you log in. If this didn't happen, you should immediately change your password by clicking "Change Password™ on the menu.

User Preferences + Canfirm your email address. [n the event that you lose your passward, you can request that the system sand 2 temporary password to your primary email 2ddress. This makes it imperative

that your personal email address is stored comeatly by the QuikPay system
View & Pay Accounts @
By ensuring that you have selected 3 secure and secret password and have confirmed your email address, you can safely use 2l of the feztures of this site, inchuding storing payment profiles

- . anling, with confidence that you are the onty person wiha will have acoess to the information.
ransaction History o ¥p

Pleasz note that if 3 student has authorized you fo make payment on their account, they zre still responsible for confirming their attendance, processing Alumni Fee waivers, and acoepting their
Messages financial responsibility via their myRedDragon account

Authorized payers will be prompted to enter amount{s) & term/semester for which you wish to make payment{s). Please review current pdf billing statements online before
proceeding to "Make Payment.”

MONTHLY PAYMENT FLAN FAYMENTS AND BILLING STATEMENT ARE DUE BY THE 15TH OF EACH MONTH.
+ |fthe 15ih falls on & weskend or holiday, psyments are dus the next business day
+ Payments received after 5:30PM will be posted on the NEXT business day.
+ Late fzes will be applied to payments received after 5:30FM on the 15th of each month
+ Miszed, late, or partial paymants will be charged |ate payment fees,

[ you have guestions on how to use your account, you may contact the Student Accounts Cffice for sssistance &t 607-753-2313 during normal business hours



5) You will need to click Make Payment to choose the term/semester, enter the amount you are paying, and

chose a payment method.

Cortland

Msssage Board View & Pay Accounts

it My Profle Student Accounts Details

Payment Profiles

User Preferences Pay towards the Current Balance of o Current Activity

View & Pay Accounts 0_54: 161.12 Current Balance: $4,161.12
Transaction History b

Mezgsages

Staternent Informnation

0 Information Mo cument statement available.
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Message Board Enter Payment Amount

Please enter in the amount you want to pay and click "Continue” bution. Mote that if you are making the initial monthly payment plan payment:
Edit My Profile
+ You must be sure to make the minimum amount due.

Payment Profiles + The student must still confirm their attendance and accept their financial responsibility.

Fayment Amount

User Preferences

Account: Student Accounts

View & Pay Accounts
Current Balance: 34,181.12
Transaction History
Term: 2/ mmer 2017]w
Messages

Payment Amount:

Total Amount:

Payment Method: I:SE ot Onen VI




6) Provide requred data and select “Confirm.” To facilitate future payments, assign and save a profile name.

This will allow you to pay the bill without re-entering all the required fields again.
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Massage Ecand Provide Credit Card Information

Please enter pour credit caed Indcemation In the folleswing fi=ids, then click “Continue” bution.
Edit My Profils NOTE: All fi=lds ane reguied.
Paymant Profllsc For hislp, please click on B queston mark next bo = field

Current Paymsnk

Usar Prefaraneac
View & Fay Aooounts Ehusdent Asocunte Paymant Amaurt: 54 50000

Effaotive Dade: D3R T
Traneaoton History

Credit Card Infarmation
Massagee
CArGNOIGErs Mame: [Tagt Stucent ¥ irhual Ksypad
Coard Type: |yI1sa W

Credit Cam Number: [4111111111111111 |

Expiration Date: |07 Wl | 201E ""'I

Ellling Adanyes Informetion

Aodrece 1 |1 pain = |

Aodrece 2:

ity |Cortiane

For U, & Addmce

state: |NEW YORK v

2w

Far intsmiationsl Addrece

Raglon | Frovinos: | |

Country: [UNITED STATES 2]

Contaot Informetion

To facilitate future

Daytime Fhone: |r207)123-4547 | payments, assign

wp. (BN BT OF 421 43 1334087

and save a profile

Emall Acdrece: |t'an crockerPortiand. sty |

name

To save your account infiormation for futune use=, =rier a prodle name and dick the chec ko,
Froflle Information
Prafie Name: K4 sove Frarin




7) Review the information you provided and if it is accurate, click “Confirm.”
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Massage Eoard

Edit My Profila

Paymant Profliec

Ucar Profarnoec

Wisw & Fay Apoounts

Trancaotion History

Mascapgec

|s This Credit Card Information Comrect?
Please reyi=w your credk card Informabaon.

* To submk & payment, pizase click the "Confirm” bution.
* Tomeke changes, please click the "Edit” bution.
» Tocancsl a payment, please dick the "Cancel™ buffon

Current Fayment

Ehsdend Aoocunte Paymant Amount:

§1,500.00

Effaoties Dads:

DE2WIAT

Profilx information

Froflle Hams:

AFest

Cradit Card Information

Cardholcer's Nams:
Card Type:
Cradit Card Humber:

Explration Dats:

Test Eludent
VIEA

ending with 1911

.,
g
&

Bllling Addrece Information

Addrece 1:
ChHy:
Ebads:

Zip:

1 Maim 2t

Cordand

WY

12045

Contast Information

Daytime Phone:

Emall Addrecc:

[ECT)123-45E7

brian.crockerdhooriand edu

(o | (2ot | [onemt |




8. You will receive confirmation of your payment and you will also receive an email confirming your

payment. We suggest you print a copy for your records.
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Message Board Payment Receipt

. This is your receipt. Thank you for your payment. If applicable, "holds" are not removed until the next business day. if you need s hold remowed before then, please call the Student Accounts.
Edit My Profile Offica at (B07) 753-2313 during normal business hours.

Plzase click the Print icon to generate a prnter-fiendy rin

Payment Profiles
version for your recards.

User Preferences

View & Pay Accounts The payment hss been submitted by Tezt Student Thank you.

Confirmation Number: 5001580578
Transaction History
Payment Date: Jun 28, 2017 at 1:26 PM, EDT
Messages Effective Date: Jun 23, 2017
Primary User Id: COOEEEETT
Primary User Name: Sample T. Student
Account: Student Accounts

Payment Amount: $1,500.00
Cardholder's Name: Test Student

Payment Method: 'VISA ending with 1111

Term: 201760

Billing Address Info: 1 Main St
Cortland, NY 13045

Contact Info: 5071234587 (dayime pore)
brian.crocker@eortiand. edu (e-mal)

9. A confirmation email will be sent to the Authorized Payers email address with the following:

Test Student,

A credit card payment for Sample T. Student in the amount of $1,500.00 was approved on 06/29/2017 at 01:26 PM.
The confirmation number is 5001599676.

Regards,

QuikPAY Online Services



