
           

 

How to make a payment  

1 Go to My Finances > “Summary”, and check the outstanding tuition fee balance 

 
 

 

2 Go to My Finances > “Transactions”, the breakdown of the fee balance is available and 
you can make a payment via the Payment Gateway 

 



           

 

3 Select the tuition fee item(s) and click “Pay Now” 
 

 

4 If you need to specify the payment amount in order to make multiple transactions, select 
“Make a general payment” and enter the amount 

*Do not click the fee items to make a general payment. 

 
 

 



           

 

5 Select web gateway for your checkout option 

 

  
6 Type in your card details and select “Pay Now” 

 

7 Wait for the notification “Transaction approved” appears. 

 

8 Select “Finalise” 

 
 
 
 



           

 

How to check the outstanding balance or credit balance 

 

1. Go to the My Finances> ‘Summary’ section.  
 

 

a. If you have no outstanding or credit balance, the ‘Balance’ will be 0 

 
 

b. If you have a credit balance, the graph will be green and the section will show 

a ‘Balance’ amount. 

 
 

c. If you have an outstanding balance, the graph will be orange and the section 

will show an ‘Outstanding Balance’ amount.  

 
 

 
 


