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Purpose: The purpose of this tutorial is to guide you through the process of setting up an 
electronic check payment.  

Step 1 
Log into mygsu.govst.edu from any browser.  

Step 2  
On the home page, Click the Self-Service button.  

 
 

Step 3  
On the Self-Service home page, you will be greeted with a message Hello, Welcome to 
Colleague Self-Service. Click the Student Finance link.  

 
 

Step 4  
You will be directed to the Account Summary page. On the Account Summary page, click the 
Make a Payment button. 

 

  

https://mygsu.govst.edu/students/Pages/default.aspx
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Step 5  

On the Make a Payment screen, click the Continue to Payment Center button. It will direct 
you to another site (TouchNet) featuring GovState’s name and logo.   

 
 

Step 6 

Once you are in TouchNet’s site, you will see My Profile Setup on the right. Listed in that 
section, click the Payment Profile button.  
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Step 7  
On the My Profile page, the Payment Profile tab is open. Go to Add New Payment Method 
section.  

1. Click the drop-down arrow next to Select Method.  

2. Other payment methods appear; click Electronic Checking (checking/savings).   

3. After making your selection, click the Select button.  

 
 

 
 
Step 8  
When adding a new payment method, you will need to complete the account information.  

1. Select checking or savings. 

2. Enter bank routing number.  

3. Enter bank account number. 

4. Re-enter bank account number. 
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5. Enter the name on the account.  

6. Enter billing address 

7. This extra billing address line is for additional address information, i.e., apartment or 

condominium unit number.  

8. Enter city 

9. Select state/province from the drop-down box. 

10. Enter postal code (zip code). 

11. Create a name for the new payment method.  

12. Click the Continue button to complete the account information process. 
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Step 9  
The Agreement appears for you to approve the authorization of Governors State University to 
use your new electronic payment method, and in the event this electronic payment is 
returned as an unpaid transaction, there will be a $25 fee applied to your student account.   

1. Check the box in front of I Agree. 

2. The option to print the Agreement is available by clicking the Print Agreement 
button.  

3. Click Continue to proceed.  
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Step 9  
The new payment method appears in your Saved Payment Methods section. The status of 
'awaiting verification' will remain in this mode for 14 days until the verification is complete.  
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