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Purpose: This document illustrates the process of making a deposit payment for a specific 
program.   

Step 1:  Log into MyGSU Portal 
Log into mygsu.govst.edu from Google Chrome or Mozilla Firefox.  

Step 2: Student Finance  

Go to Student Finance, click “Student Finance” button.  

 
 

Step 3: Student Finance (continued) 

Click Make Payment to view your student financial account. 

 
 

Step 4: Payment Center 

https://mygsu.govst.edu/students/Pages/default.aspx
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You will be directed to another page. Click Continue to Payment Center green button. 

 
  

Step 5: Payment Plans  

A new window appears containing your information. In the toolbar, click Payment Plans to 
proceed with scheduling payments.  

 
 

Step 6: Enroll in Payment Plan 
The student’s balance will appear, click the Enroll in Payment Plan button to proceed with 
payment plan.  
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Step 7: Payment Plans 
You will need to enroll in the Payment Plan Program, click the Enroll Now button. 

 

 

Step 8: Plan Enrollment 

1. Select the Term by clicking the drop down arrow next to Select Term.   

2. Click Select to proceed with the Payment Plan process.   
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Step 9: Plan Enrollment 
Review the information that appears on the screen and click Continue to proceed. 

  

Step 10: Plan Enrollment – Display Payment Schedule  
Review the text in the yellow section. Click Display Schedule to proceed with the process and 
view the payment schedule.   

  

Step 11: Review Payment Schedule  
Click Continue to proceed with the payment plan.  
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Step 12: Select Payment Method  

1. Select Payment Method by clicking the drop down arrow.  

2. Click Select to proceed with Plan Enrollment.  
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Step 13: Enter Credit Card Number 

1. Enter Credit Card number 

2. Click Continue to proceed with the Payment Plan process.  
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Step 14: Enter Credit Card Information 

3. Enter cardholder’s name in the Name on Card blank field 

4. Select the Card expiration date 

5. Enter Card Verification Value. Click View example if you are uncertain of the card 
verification number. 

6. If your billing address is an International Address, check the International Address box. 
The remaining fields on this page will not be available. Proceed to Step 15. 

 

7. Enter Billing address 
8. Enter City 
9. Select State from drop down box 
10. Enter Postal Code (Zip Code) 
11. You must create an appropriate name for payment method. If you skip this step, you 

will get a message stating, “Please enter an appropriate name for your payment 
method.”  Please acknowledge the message by clicking OK.  

 
12. Click Continue to proceed with the transaction. 
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Step 15: Payment Plan Agreement 
A new screen appears that contains the Payment Plan Enrollment Agreement. Please review the 
information you entered.  

Click View Worksheet to understand the calculations.  

Click Print Agreement to obtain a copy of the Payment Plan Agreement for your records. 

If all the information is accurate and you agree to the information provided, check the box I 
Agree and click Continue to proceed.  

• If the information is inaccurate, click Back button to return to the previous page.  

• If you prefer not to proceed with the Payment Plan, click Cancel button to cancel the 

process. 
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Step 16: Payment Receipt  
After you have agreed to the payment plan, a new window contains an acknowledgement stating 
that your payment was successful and a confirmation email was sent to your email address 
Please print this page for your records. 

 

Step 17: Log Out  
Your transaction is complete. Please log out by clicking Log Out found in the upper right corner. 
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Step 18: Log Out (continued) 
To log out of all applications and return to Self-Service, click on the words click 
here. 

 

Step 19: Confirmation Email Message 
Log into your student email account, to review your confirmation email.  
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