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Express Loan Payment Portal: Making a One-Time Payment 
 

Step 1  
• On the welcome screen, click “One-Time Payment.” 

	
	

	
	
	
	



 

P a g e  | 2 Updated 1/6/25 

Express Loan Payment Portal: Making a One-Time Payment 
 

Step 2  
• Input ‘Full Name as shown on statement’ 
• Last 6 digits of SSN/EIN/ITIN 
• Click “Continue”	

 
 
 
 
 
 
 
Step 3  

• Once customer information has been validated, related loan account(s) will be visible. 
• To initiate a payment, click “Pay” next to the desired account. 
• Payment amount options will be presented after clicking “Pay” 

o Refer to message banner located at the top of the screen for additional details. 
• Next, select a payment amount: 

o Bubble Options: Select one of the preset amounts shown. 
• Once amount to pay is selected, click “Continue” 
 
Payment Screen Overview: 
Due Date: The due date is when your payment is expected to avoid any late fees. It will always 
show the most recent billing due date. 
Current Payment Amount Due: This is the amount due to keep your account up to date. 
Total Amount Due: This is the total amount you owe, including both your current bill and any past 
due balances. 
Other Amount preset: Enter a custom amount in the “Other Amount” box. Note: The amount must 
be less than or equal to the highest amount shown. 
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Express Loan Payment Portal: Making a One-Time Payment 
 

Step 4  
• Enter all required (*) payment information including: 

o Choose “Payment Type” from drop down 
o Choose “Account Type” from drop down 
o Enter Bank Account Information 
o Enter and confirm email address and click “Continue” 
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Express Loan Payment Portal: Making a One-Time Payment 
 

Step 5  
• Review payment information entered for accuracy. 
• At bottom of screen – an ‘Authorization Agreement’ will be present.  

o Read and review agreement – click “Agree and Submit” 

	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
Step 6 

• After submission a confirmation message will be received. This will include the transaction 
“Reference Number” 
• Click “Save Receipt” or “Print Receipt” to keep a copy for your records. 


