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*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. 
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The Authorized Payer will receive log in credentials to the email your 
student inputted in their invitation. 
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Step 1: Navigate to the 
Authorized User PAWS 
Portal located on the 
Authorized User 
homepage: 
https://authorizeduser.tcnj
.edu/

Step 2: Login to PAWS 
with your authorized user 
Username and Password. 

*please note that the authorized user 
credentials are different from an authorized 
payer credentials

https://authorizeduser.tcnj.edu/
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Step 3: Once on the 
homepage, click the 
Student Accounts tile.

Step 4: Select from the 
left side menu 
“Payments/Payment 
Plan Portal” to access 
our third-party payment 
provider, Transact. 



How to Pay your Students Bill 

Step 5: To be directed to our third-party payment provider, Transact, 
read over the information presented and click “I Accept”.
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Step 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 students payments. 
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Step 7: Once logged in, you will see the “Overview” tab first by 
default. Either click the “Make a Payment” button on the left side 
menu bar, or the button at the bottom right corner of the page. 
*Note: students will NOT by default be enrolled in a Payment plan, therefore the Payment Plan section may or may 
not show depending if the student is enrolled in one. 



How to Pay your Students Bill 

Step 8: You will be shown your available balance items. Select the 
checkboxes on the left to choose what you would like to submit 
payment for and enter the amount of money you want to pay towards 
each selected item in the drop-down boxes on the right.
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Step 9: You also have the option to pay for specific items/charges. If 
you see your available item on the list, please select and proceed. If 
you have no balance but would like to make a payment, you can 
select to make a “One-Time Semester Payment”.



How To Pay Your Bill

Step 10: On the next screen you will be asked what method you would like to 
pay the balance with. Select your payment method and then click continue.

You can either select 
an existing bank 
account or 
credit/debit card if 
you have saved one 
from past payments, 
or you can add a 
new method of 
payment. 



How To Pay Your Bill

Step 11: The final step for checkout is to review the following: 
- Items you are paying towards
- The amount of funds that is going towards each item
- Payment information and the recipients email address

Once you have 
confirmed all the 
information is correct, 
click the “Pay” button 
at the bottom right 
showing the total you 
will be paying
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Receipt: Once a payment is submitted, the email recipient will receive a 
copy of the payment receipt via email:
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