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Clarendon College offers the following online payment options: a one time payment by credit card or bank 
account, and a Payment Plan via the Student Portal.  The Payment Plan option will allow you to divide your total 
payment into smaller amounts spread over a few months.  The Student Portal online payment process and 
options are described below.  PLEASE NOTE: You will need to complete one of the following actions to maintain 
course enrollment.  You will be dropped from your course or courses if you fail to pay. 
 

How to Pay Your Bill. 
 
1. After registering for classes and setting up any housing charges, you can see your current bill by logging into 

the Student Portal, choosing the enrolled term.  After you login, click Admin from the portal menu and then 
“My Bill”: as shown in Figure 1. 

 
Figure 1. 
 
2. After clicking “My Bill”, a bill will be displayed showing all of the charges for the term: as shown in Figure 2.  

You can access a payment option by clicking on the “Make Payment” or “…Payment Plan” button. 

 
Figure 2. 
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3. In the Totals section of the My Billing Ledger window, as mentioned in Item 2 and shown in Figure 2, the 
following choices will be available: “Make a Payment”, and “…Payment Plan”.  Click on the “Make Payment” 
button to make a one-time full payment or click the “…Payment Plan” button to setup a payment plan: as 
shown in Figure 3 below. 

 
Figure 3. 
 
4. You can also see your billing statement by clicking on the “My Payment Plan” option on the Student Portal 

menu.  Once the Payment Plan ledger page is displayed, click on the “Choose This Option” button to make a 
one time payment or you can access the Herring Bank or College Green Payment Plan site by clicking on the 
“Enroll in Payment Plan” button.  Both options are located under the Payment Options Action column: as 
shown in Figure 4.  

 
Figure 4. 
 

How to Make a One Time Payment 
 
5. When selecting the option to “Make Payment”, you will be redirected to the Herring Bank College Green 

Payment site: see Figure 5 on page 3.  Please notice that there is a “Help and Support” link in the upper left of 
the Herring Bank Payment page if there are any questions.  After completing this page, please click the “Next” 
button to proceed to the next page. 

Payment options 

are located here. 

Payment 

options. 
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Figure 5. 
 
6. After clicking the “Next” button, another payment entry screen will appear.  Please complete this 

information.  After completing this page, click the “Next” button: as shown in Figure 6. 

 
Figure 6. 
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7. After completing your payment, a summary page will be displayed regarding your payment: as shown in 
Figure 7.  Please click the “I agree to the Terms and Conditions” check box to complete and confirm the 
payment transaction. 

 
Figure 7. 
 
8. Once accepted, a “Thank You” message will be displayed at the top of the screen and the page will display a 

summary of your payment: as shown in Figure 8. 

 
Figure 8. 
 

Click here to 

agree to the 
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9. You will also receive an email receipt of the payment: as shown in Figure 9. 

 
Figure 9. 
 

How to Setup a Payment Plan 
 
10. The Payment Plan site can be accessed by clicking the “…setup Payment Plan” button: as mentioned in item 3 

or by clicking the button mentioned in item 4.  Once you have clicked either of the buttons, you will be 
redirected to the Herring Bank College Green Payment Plan site: as shown in Figure 10.  Please notice the 
indicator at the top of the page to help guide you toward your payment plan setup completion.  On this page, 
please enter your email address and click “Next” to proceed.   Please Note: Once a payment has been setup, 
all future payments will be automatically drafted against the payment card or bank account you have 
previously selected. 

 
Figure 10. 
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11. At Step 2, as shown in Figure 11, please choose a plan and click the “Generate Payment Timeline” button.  
Please notice the Payment Timeline located on the right hand side of the window.  The timeline will adjust 
according to the selected plan.  This will also contain the dates for your various payments based on the 
selected plan.  Press the “Next” button to proceed. 

 
Figure 11. 
 
12. At Step 3, as shown in Figure 12, you will need to review and accept each of the documents listed.  To review 

and accept the documents, you will need to click each of the “Review and Accept” buttons.  After clicking the 
“Review and Accept” button, the document will be displayed.  Please notice that the “Accept” box for each 
document is located at the bottom of each displayed document.  While the document is open, you may also 
print or download and save the document.  NOTE: Each document must be viewed and accepted before 
proceeding to the next screen.  Please click the “Next” button when you have accepted and reviewed each 
document to proceed. 

 
Figure 12. 
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13. At Step 4, as shown in Figure 13, you will complete the enrollment for the College Green Payment Plan site.  
After entering the requested information click “Next” to proceed. 

 
Figure 13. 
 
14. At Step 5, as shown in Figure 14, you will review your payment plan and make a down payment on the plan.  If 

needed, click the “Prev” button to go back to the previous screen.  Click the “Finish” button to accept the 
displayed plan. 

 
Figure 14. 
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to next page. 
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15. Next, you may review and print your plan by clicking the Print icon in the upper right of the window: as shown 
in Figure 15. 

 
Figure 15. 
 
16. After you complete your payment plan enrollment, you will receive a confirmation and enrollment email from 

the College Green Payment Plan site: as shown in Figure 16. 

 
Figure 16. 

Print 
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17. You will later receive email notifications or reminders for any upcoming payments as they become due: as 
shown in figure 17.  These payments will be automatically drafted against the card or bank account you used 
when setting up your payment plan. 

 
Figure 17. 
 
18. If you have any questions, please email Student Billing, billing@clarendoncollege.edu or call 806-874-4849. 

mailto:billing@clarendoncollege.edu

