Guide to using My Bills

Enter your network login details to
log on to your account – this will be
your student number and password

NB. The first time you log in you will
be asked to enter phone number
information. This will not appear on
subsequent logins.

Click on your account name
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View your account history to look at
old invoices and payments that have
been made

The Description contains the name of the third
party paying for your fees or will describe what
the invoice is for i.e. Library Invoice.
Until the invoices are paid in full they will
continue to show on your account.

To make a payment against an
invoice select the pay button next to
the relevant invoice.

Student Loans/Finance
and other third party
invoices will show on your
account. You have the
option to make payment
against them if required.
This could be because you
have become liable for
the debt or would like to
make a payment towards
them.

Any invoices being paid by direct
debit will show with a due date
as the date of the final
instalment.
For example, if you were paying
your fees in 5 instalments from
1st September to 1st January the
due date would display as 1st
January

Where the document symbol is displayed you can view the invoice
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When you click on ‘Pay’ against one of your invoices the system assumes that you want to
make payment in full. Amend the amount to be paid if necessary.

Once you have checked the
value of the payment click
‘CONFIRM’ to proceed.

After clicking continue it will take you back to the front page of your account details

A payment basket will appear with
the total value of payments you
have selected to make against your
invoices

If you would like make payment against
another invoice click on the account name
and repeat the process

Click ‘CHECKOUT’ to pay by
credit/debit card
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Check the value of the
payment you are going to
make

Select the pay method from the drop down
Click ‘Pay’ to proceed to the card details screens

Click accept to proceed with the payment

A warning that you must complete all payment
screens to complete the payment.
Click ‘OK’ to continue
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Check the amount and click ‘Continue’

Select the type of card that you are paying with
and enter the card details.

Enter your address details and email address that
you would like your receipt sent to

Click ‘Continue’
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Click ‘Pay Now’

You will receive an email with your payment
reference to the email address you supplied.
You make can note it here if you wish to.

Click finish to complete the card payment
process and return to your account
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When you return to your account another
receipt will be displayed along with further
information regarding the updating of your
account

You can email a copy the receipt to an email address
of your choice or print it out for your records

