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Express Pay: Making a One-Time Payment 

Step	1	 
• On	Welcome	Screen	–	Click	‘One-Time	Payment’	

	 	
	

Step	2	 
• Input	‘Full	Loan	Number’	
• Click	‘Continue’	
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Express Pay: Making a One-Time Payment 

Step	3	 
• Once	loan	account	information	has	been	validated,	payment	details	related	to	the	loan	

account	will	be	visible.	
• To	initiate	a	payment,	select	‘Pay’	next	to	the	loan	
• Payment	amount	options	will	be	presented	at	the	bottom	after	clicking	‘Pay’	
• Once	amount	to	pay	is	selected,	click	‘Continue’	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



 

P a g e  | 3 Updated 10/28/24 

Express Pay: Making a One-Time Payment 

Step	4	 
• Enter	required	payment	information	

o Select	‘Payment	Type’	(Bank	Account	or	Card)	
o Select	‘Account	Type’	

§ ‘Checking’	or	‘Savings’	if	Bank	Account	was	selected	as	Payment	Type	
§ ‘Visa’	or	‘Mastercard’	if	Card	was	selected	as	Payment	Type	

o Enter	Bank	Account	or	Card	Information	
o Enter	and	confirm	email	address	and	click	‘Continue’	
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Express Pay: 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’	
• 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	records.	

	 	

	
	


