Logging In and Viewing Important Account Information

Through your Self Service and Transact (formerly known as CashNet) accounts you will have the ability
to review and/or complete the followingitems:

e Review Balance and Billing Statements
e Make a Payment
e PaymentHistory
Installment PaymentPlans
e eRefunds (ElectronicRefunds)
e Payerlnvitations
e SavedPayment Methods
e SMSAlertSetup

7

**Steps below will provide you with “How To’s”when logging into Self Service or Transact

Logging into Self Service

Step 1) Navigate to the Clarkson College Website.

Step 2) At the Top/Center of the page, select “a current student” from the “Choose an option”
dropdown menu.

Clarkson ' JEEEEEE Apply  Requestinfo  Donste
C()llege a future student

I a current student I

a faculty/staff member

About Academics Student Life Professional Development Alumni Q

an alumni

Step 3) Select Self Service.

Current Students

Office 365 Online My Financial Self-Service
Campus Aid



Step 4) Your Single Sign On (SSO) will automatically log you into your Self Service account

® Clarkson College @ sam

Today's Overview

Your Calendar Welcome to the NEW Self-

Service site!

Friday, June 4, 2021
< June 2021 >

If you need assistance, please contact the
Registrar’s office at 402-552-3100.
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Reviewing your Balance and Billing Statement

Step 1) Select the Finances tab, located in the horizontal navigation bar.

ClarksonCOllege REGISTRATION ~ GRADES  PLANNING CLASSES  SEARCH

Step 2) Click Balance

Clarkson College REGISTRATION ~ GRADES  PLANNING  FINANCES  CLASSES

TOday'S Over\fiew MAKE A PAYMENT

Balance

Balance 2021/Summer Options

Period
Here is @ summary of your account balance for the selected 2021/Summer
Period.

'

View
Detail by

O Ccharges /
$578'00 Credits

Total

Detail by
O Summary Type

® Balance
summary

Summary Type Amount

Tuition $558.00



Step 3) Navigate to Options, located on the right-hand side of your screen to customize your statement
view. **Yourbalance can also be found afterlogging into Transact.

e Period— using the dropdown, select the term you wish to view
e View—select detail by charges/credits (detailed look of each line item charged)

Options
Period
2021/Summer

View

®) Detail by Charges | Credits
(O Detail by Summary Type

(O Balance Summary

Balance 2021/Summer

Here is your Account History for the selected Period.

Total
Charges $578.00 A
. - Due
Date Period Type Description Date Amount
6/3/2021 2021/summer Charge Tuition NS $558.00
Fee Tech
6/3/2021 2021/summer Charge Fee On $20.00

camp



Credits $100.00 A~

Due

Date Period Type Description Date Amount
6/3/2021 20215 Financial Grant Pell $100.00
ummer Aid Federal '
Anticipated Financial Aid $0.00 ~

Mo financial anticipated aid records exist for the selected period.

Logging into Transact

Step 1) Repeat Step 1 under Reviewing your Balance and Billing Statement.

Step 2) Click Make a Payment

=:’Clarks(:gr_[C{)]lege REGISTRATION ~ GRADES  PLANNING CLASSES

1 [+) d ayls Ove I'Vi ew MAKE A PAYMENT

Step 3) If successfully logged in, the image illustrated below should appear. This is the home page of
your Transact account.

GC]ﬂﬂ(SOHCOHEgE Overview

>

Samantha Headley Balance

Clarkson College
Overview ! 8 $ O

Make a Payment

Summary
Payments

Nothing is due! Woohoo!



Payment History

Step 1) Log into Self Service, Transact.

Step 2) From the home page of your Transact account, your recent payments can be found.

a 0]]] Sign up Send a payer invitation
Recent payments View all
Overview o .
Date Description Receipt Amount
£l Make a Payment
10/10/19  2019FA: Fall 2019 ‘ #8917 $2.479.00
T Payments
9/10/19 2019FA: Fall 2019 #8288 $2,479.00
ign Out
8/26/19 Enroliment fee 2019FA: Fall 2019 #7888 $35.00

Make a payment

Step 3) To view any payment made, click the receipt # located to the left of the transaction amount
(HMlustrated above with the blue arrow).

Payer Invitations

Addinga Payerto youraccount will allow this individual to log into youraccount to make payments, sign
up to receive alerts, etc.

Step 1) Log into Self Service, Transact

Step 2) From the home page of your Transact account, navigate to your profile or the tab located within
the vertical menu with “your name.”

Step 3) Under “Payers” listed within the main body of your screen, click “Send a payer invitation”



(¥ Add payment method

Payers
Do you know someone that would like to help you pay? Invite them to have access to your

account!
(® send a paver invitation .

Direct deposit refunds
Receive refunds and disbursements faster with direct deposit.

Step 3) Fill in all required fields: name, emailaddress, and personalmessage to payer. Once completed,
click Send Invitation.

Profile

Payer Invitation

Payer information

* First name

Sam

* Last name

Headley

* Email address

headleysam@clarksoncollege.edu

* Confirm email address

headleysam@clarksoncollege.edu

Message to payer

Please pay my tuition and fees. Thank you! ‘

Maximum 250 characters



An email will be sentto your payerthrough the entered emailaddress which will include their
credentials and the login website address.

2 Reply [22 Reply All (&3 Forward G IM
Mon 11/4/2019 3:21 PM

studentaccounts@clarksoncollege.edu

has created an account for you at Clarkson College

To Headley, Sam

Send Phish Alert

- has created an account for vou at Clarkson College.
Please pay my tuition and fees. Thank you!
Your new login information 1s:

<p=Authorized User</p>: headlevsam@clarksoncollege.edu
Password: mSARDNesE

To access the account, please click the link below.

https://commerce_cashnet. com/clarksoncpay?LT=P

(If clicking the link does not work, please copy and paste the information into your browser.)

The payer(s) can be reviewed through your profile. To review or edit the payers, repeatSteps 1 & 2.
Select the pencil icon or edit across from theirname.

Payers

Do you know someone that would like to help you pay? Invite them to have access to your
account!

Sam Headley ‘ W

(® send a payer invitation




Payerinformation will appearas shown below. Payerinformation can be updated or credentials and
website information can be resent by clicking “Resend payer invitation.” The payer can be removed by
selecting “Remove payer.” Be sure to “Save” all changes.

Profile

Payers

Payer information

Name

Sam Headley

Email address

headleysam@clarksoncollege.edu
Payer access

Remove payer

Resend payer invitation

Cancel Save

Saved Payment Methods

Step 1) Log into Self Service, Transact
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Step 2) Selectyour profile tab located in the vertical menu or the tab title with “Your Name”

gﬂaﬂcsonCollege Overview

Samantha Headley

Samantha Headley

. Clarkson College
Overview =

Make a Payment

8%
=]

Summary
ayments




Step 3) Navigate to payment methods. Toadd a payment method, click the link “Add payment
method.”

Clarkson College

Samantha Headley

Basic information

Name Samantha Headley

Student ID P000293127

Payment methods

(# Add payment method ‘

Step 4) Select the method of payment you wish to save and click save.

Profile

Add a payment method

* Payment method
Select... v

Mew credit or debit card

Mew bank account

[i] We keep your financial details secure

Cancel Save



Step 5) Fill in all requiredfields to complete. Below are examples of the two methods of payments
offered through Transact. Be sure to click Save to save all changes for future use.

Credit Cards Electronic Check/Bank Account

Profile

Add a payment method

Profile

Add a payment method

* Account holder name

New credit or debit card -

e DISCOVER = @lf VISA

,-\'_!_:‘. Account holder name required

* Account type
Checking
Savings
* Card number * Routing transit number (1)
|| Card number required * Bank account number (1)
* Expiration date * Security code (i)
MM/ YY * Confirm bank account number

* Zip/Postal code

Bank account nickname (1)

card nickname (i) My bank account
Meaximum 17 characters

My card

Maximum 17 characters This site is protected by reCAPTCHA and the Google
Privacy Policy and Terms of Service apply.

**Your personal account number and your bank’s routing number can be found at the bottom of your check.

YOUR NAME 123
1234 Main Street
Anywhere, OH 00000 DATE

PAY TO THE $
ORDER OF

DOLLARS

| "OLLOT7Z3aL ) KOO0 CILGEPET ) Kwided

ROUTING ACCOUNT CHECK
NUMBER NUMBER NUMBER

https://smartasset.com/checking-account/how-to-find-your-routing-and-ac count-nu mbers-on -a-check




To review saved payment methods, repeatsteps 1& 2. Click the pencil icon or edit across for the saved
account.

Payment methods

My Checking (=== - B,

& Add payment method

Your saved account information will then appear. Make any necessary edits or remove the account by
click “Remove bankaccount.” Be sure to save all changes.

Profile

Edit payment method

My Checking (--++-- [

* Account holder name

* Account type
@® Checking

Savings

* Routing transit number (i)

Remove bank account

(&) We keep your financial details secure

Cancel Save

**Transact will also ask you during any paymentif you would like to save the method for future use.



