
How to Navigate PAWS: Viewing 
and Paying your Student’s Bill

Guide for Auxiliary Users
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Viewing your Student’s PDF 
Billing Statements
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• After logging in as an Authorized User, 
you arrive at the PAWS homepage

• Click on Student Center 
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• This is your student’s Student Center 
page. 

• You can view and make payment on your 
student’s bill from this page

• To view your student’s PDF billing 
statement(s), please click View Bill

123456

Jane’s Student Center

Jane’s Student Center
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• On this page, you may view current and 
old billing statements 

• Click the View button for a breakdown of 
your student’s charges/payment 
transactions for each billing statement

Doe, Jane
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• Once you select a billing statement, an 
invoice similar to the one on the right will 
appear

• In the first box is the invoice number, the 
date the invoice was produced and when 
the amount in yellow is due. In the yellow 
highlight, you can see the Total Amount 
Due. See item 1

• In the second box, is your student’s 
name, permanent address on file, PAWS 
ID, career and school. See item 2
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• The third box shows invoiced items, 
which includes an item description for 
what is due that billing cycle and the 
amount. See enlarged item 3

• Current Invoice Amount- the total of 
these charges posted  

• Prior Invoice Amount- the outstanding 
charges from the previous cycle

• Anticipated Aid Amount- financial aid 
that is recently finalized or waiting to be 
dispersed 

• Total Amount Due- highlighted in yellow, 
is the amount due after subtracting 
anticipated aid amount from all charges. 

Doe, Jane
1 Main Street
Anywhere, NJ
55555
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123456
Undergraduate
Business

1

2

3

3

7



• The fourth box labeled ‘Anticipated Aid.’ 
See item 4

• This box lists all financial aid including 
loans/scholarships and their amount that 
is anticipated for the billing cycle.

• You can find the amount of anticipated 
financial aid listed next to Total Term 
Anticipated Aid

• The fifth box labeled, ‘Term Summary,’ is 
the total charges and payments for this 
billing cycle. See item 5
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Viewing your Student’s Current 
Account Activity- Real Time 
Transactions
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• On your student’s Student Center page, 
you have the ability to view and pay your 
student’s bill

• To view real time activity 
(charges/payments), select Account 
Activity from the drop down link. Click on 
the arrow next to the drop down box to 
proceed

PAWS ID:123456Jane’s Student Center
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• Account Activity allows you to see the 
most current activity on your student’s 
account.

• All Charges Due, Payments and Refunds 
can be seen here

• In the View By field, you may search by 
calendar dates or a specific academic 
term. Select and click Go.

• This differs from your student’s PDF bill, 
as Account Activity consists of real-time 
updates, and your student’s PDF bill is a 
snapshot in time that is distributed 
monthly, similar to a credit card provider.

• You may also make a payment for against 
student’s account balance by clicking the 
Make A Payment button

Jane Doe
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• Clicking Charges Due, Payments and 
Pending Aid provides an even further 
breakdown of your student’s current 
account

Jane Doe
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How to Pay your Student’s Bill
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• After logging into your Auxiliary User 
account, you arrive at the homepage of 
PAWS

• Click on Student Center 
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• On your student’s Student Center page 
you have the ability to, view and pay your 
student’s bill

• To make a payment towards your 
student’s bill electronically, click the 
Make a Payment link

Jane’s Student Center 123456
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• After clicking the Make a Payment link, 
you arrive at the TCNJ Payment Type page

• Please read all sections of this page 
before clicking OK to ensure that you 
understand what is being agreed upon

• Click the OK button to continue to pay 
your bill electronically
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• TCNJ has partnered with a third party 
provider for payment process. The page 
shown starts the payment process. 

• Please enter the amount that you wish to 
pay in the field indicated by the arrow

• The TOTAL will reflect what you entered

• Please be sure amount entered is above 
$0.00

• Please only click NEXT once

$5,976.93

$5,976.93

$5,976.93
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• Please be sure that your student’s 
TCNJ PAWS ID and first and last 
name are correct

• On the right hand side, you will see 
the amount that you typed in on 
the previous page

• If all information is correct and you 
wish to proceed with payment, 
click NEXT

• At any point that you wish to 
cancel your payment, please click 
CANCEL MY TRANSACTION

123456

Jane

Doe

$5,976.93

$5,976.93

$5,976.93
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• Enter your credit card or your 
personal banking information 
on this screen then click NEXT

• If you choose to pay by a credit 
card payment, there is a 
convenience/processing fee 
charged by our third party 
vendor

• At any point that you wish to 
cancel your payment, please 
click CANCEL MY 
TRANSACTION

$5,976.93

$5,976.93

$5,976.93
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• Review all of your student’s 
information for accuracy, then 
click SUBMIT PAYMENT

• Click SUBMIT PAYMENT once as 
multiple clicks with result in 
multiple payments being 
submitted

• At any point that you wish to 
cancel your payment, please click 
CANCEL MY TRANSACTION

$5,976.93

$5,976.93

doej1@tcnj.edu

Jane

Doe
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$5,976.93
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• Once the transaction is approved, you will 
be provided with a receipt screen 

• Your student will receive a copy of the 
receipt at their TCNJ email address.

doej1@tcnj.edu

doej1@tcnj.edu
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Other Methods of Payment 

Mail Checks to: 

The College of New Jersey
Office of Student Accounts

P.O. Box 781791
Philadelphia, PA 19178-1791

Cash, Checks or Money Orders 
are accepted in our office, 

located at 

Office of Student Accounts

Green Hall, Room 119

2000 Pennington Rd

Ewing, NJ 08628
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