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ENROLLING INTO A PAYMENT PLAN AS AN 
AUX PAYER 

 

Aux Payer Account 
*Before attempting to make a payment for your TCNJ Student, make sure they have set you up as an 
authorized payer. To do so, your student can log into the Transact payment portal, go to the “My 
Account” tab, and select “Send a Payer Invitation” and input the appropriate information (steps pictured 
below). 
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The Authorized Payer will receive log-in credentials to the email your student inputted during account 
setup.  
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Navigating to the Payment Portal 
1) Navigate to the Authorized User PAWS Portal located on the Authorized User homepage: 

https://authorizeduser.tcnj.edu/ 
2) Login to PAWS with your Authorized User username and password. 

 

 
 

 

 

NOTE: the authorized user login credentials are different from the authorized payer credentials in 
the previous steps.  
 
 
 
 
 
 
 
 
 
 

https://authorizeduser.tcnj.edu/
https://authorizeduser.tcnj.edu/
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3) Once logged into PAWS, click on the Student Accounts tile  
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4) On the side menu bar, click the “Payments/Payment Plan Portal” option 
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5) The TCNJ Payment Type page with the Convenience Fee (Subject to change) disclaimer will be 
presented – once you have read and understood the verbiage, please click OK: 
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6) If this is your first time logging in with your authorized payer account, you will be prompted to 
change your temporary password to a permanent password for security reasons. Here you can 
also select to receive notifications about the student’s payments.  
 



8 
 

Enrolling into a Payment Plan  
1.) From the Overview screen, you can either click the Payment Plans button on the left side menu 

bar, or click on the View Payment Plan Options button on the Overview screen: 
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2.) A side panel on the right side of your screen will open up, displaying the payment plan options: 
 
 

  

Click the arrow icon to view 
the other plan options. 

NOTE: Plans have an 
enrollment fee of $25

 
Enter the amount to 
finance with the Plan 

States the number of Monthly 
Installments this Plan includes
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The Payment Schedule will show how 
much your monthly installments will 
be and their due dates 

Click Enroll in Plan to 
proceed to the next page 

• After clicking Enroll in Plan, you will need to accept the eSignature Disclosure 
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3.) You will then see a Review of Plan page below: 

 
• The Annual Percentage Rate [APR] does not apply to Payment Plans, but is there to show a 

comparison if this was a loan and show what your APR would have been 
• Under the Payment Schedule is the Terms and Conditions, please review the verbiage and click 

the checkbox under it to acknowledge you have understood the Terms and Conditions then click 
Continue 
 

4.) Enter the Phone Number and Date of Birth of the Student enrolling into the Payment Plan and 
click Continue: 
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5.) Select a Payment Method for paying the Enrollment Fee – you may also use this payment 
method as your Auto-Pay option, then click Continue: 
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6.) After entering your payment method and payment information, you can enable or disable Auto-
Pay. If enabling Auto-Pay, please review the Auto Pay Terms and Conditions: 
 

 
 

• Click I Agree then click Continue at the bottom right corner 
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• If using the Credit Card or Debit Card payment option, you will need to review the Service 
Charge verbiage/charges and click the Checkbox to acknowledge it and click Continue again: 
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7.) Upon clicking Continue, you’ll see the final Review Page below. Please ensure all payment 
information is correct then click the Pay button that shows you will be charged the enrollment 
fee immediately: 
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8.) You will see a payment confirmation message appear: 

 

• You can click the Receipt Number hyperlink to review the digital receipt  
• The email entered under the Enrollment Information section will receive a copy of the receipt 

via email as well as an email with the Installment Due Dates and Amounts 
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9.) The Payment Plan will appear on your Overview screen. Click on the Payment Plan to see the 
Plan Details and Payment Schedule: 
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