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Creating an Account:  
Creating an account allows you  
to save your payment options, send     
one-time payments, and view your 
transaction history. 
 
 
 
 
Step 1 

• On the Welcome screen, click 
Create Account right below the 
Login button.  
 

 
 
 
 
 
 
 
 
 
 
Step 2 

• Enter all required information, including 
your security question and answer.  
 

Click Register at the bottom 
of the screen. 

 
 
 
 
 

 
 

 
 
 

Step 3  
• You will receive on-screen confirmation and an email confirmation. The email will contain a 

password link. 
• To complete the registration, click the link in the email to create your password.   
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Step 4 

• Before setting your password, 
verify your identity by entering the 
answer to your security question 
and click Submit Answer.  

 
 
 
 
 
 
 
 
 
 

 
 
 

Step 5 
• Enter and confirm your new 

password and click Update 
Password.  

 
 
 
 
 
 
 
 
 

 
 

• Once your password has been 
updated, close this screen and 
return to the login page.  
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Step 6 

• Enter your User Name and your 
new Password, then click Login. 

 
 
 
 
 
 
 
 
 

Making Payments:  
Once you are logged in, you 
can Make a Payment, Edit 
Payment Options, and Edit 
Profile.  
 
 
 
 
To make a payment, click 
Make A Payment at the top 
of the screen.  
 
 
 
 
 
 
Step 1 

• On the next screen, enter your 
Loan Account Number and 
Account Name, then click 
Validate Account.  
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Step 2 

• Enter your 
Payment Amount, 
the Pay From 
Account, and 
Payment Date. 
Choose Continue.  

 
 
PLEASE NOTE:  
You can select Add 
Payment Option on this 
screen if your payment 
account information has 
not been saved.  
 
 
 
 
 
 
Step 3  

• Review the payment 
information you entered to 
ensure it is correct.  

 
• At the bottom of the screen, 

you will find an 
Authorization Agreement. 
After reading the agreement, 
click Agree and Submit.   

 
• Once submitted, you will 

receive a confirmation 
message which will include 
the transaction Reference 
Number.  
 

• Click Save Receipt or Print 
Receipt to keep a copy for 
your records.  
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Step 4 
• Navigate back to your 

Express Pay home 
screen to view your 
Transaction History or 
Edit Payment Options.  

 
• To add and save a new 

“Pay From Account”, 
click Edit Payment 
Options.  

 
 
 
Step 5 

• Select Add  
Payment Option. 

  
• Enter your Bank 

Account or Card 
information you would 
like to save as a new 
“Pay From Account.”  
 

• After entering all 
required information, 
click Add Payment to 
save the new Payment 
Option. 

 


