	
	
	



GUIDE TO STUDENT PORTAL (student billing information)
[bookmark: _Int_9lZdMULZ]This document provides students with a step-by-step guide to accessing their student billing ledger found in the student portal. It walks the student through the process of accessing and logging into their student portal, reviewing tuition and fees, application of loan funds, pending financial aid, and pending housing charges. The guide takes the student through the process of making an online payment in detailed steps and provides the information necessary to make a payment via bank transfer or check.
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Prepared by: SAS Office on August 11, 2023
[bookmark: _Int_etfygyYa]GUIDE TO STUDENT PORTAL (student billing information)
1. Go to my.aup.edu
2. Select MY RESOURCES on left column
[image: ]
3. Under ACADEMIC PLANNING, select Your student portal  
[image: ]
4. [bookmark: _Int_436Kk6VF]You will be directed to AUP’s student portal login page. Enter your AUP NetID (e.g. a123456) and password to login 
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5. [bookmark: _Int_SkNx24zG][bookmark: _Int_mClaW4K3]*If you have problems with login, you may reset your password by clicking the *Can’t log in?  prompt where you can select to request a new password. If problems persist, contact AUP IT Services at helpdesk@aup.edu.
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6. Once logged in, verify you are in the current semester term. If needed, select Switch Term under student name and ID.
[image: ]
7. Under the HOME drop down menu on the left, scroll down and select My Billing.
[image: ]
8. Current tuition and fees (including orientation fees and health insurance) will be displayed in My Billing Ledger. Pending financial aid and pending house charges are applied to the student’s account with any balances owed by the student displayed as **Overall Balance.
[image: ]
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9. If you have a balance due, you may pay by selecting Make a Payment.
[image: ]
10. You will be redirected to AUP’s Tuition and Fees Payment page
[image: ]
*You can make your payment using a credit or a debit card. You also have the option to complete payments via bank transfer or check. You can find the necessary details underneath the online payment form. Please note that wire transfers and checks will take longer to process and confirm.
11. [bookmark: _Int_96nJSdR7]To pay by credit or debit card: Complete the Tuition Payment Form with the following
· Add the student ID number
· Select the correct term
· Add the amount in euros (€)
· Click on the blue “Add to Payment List”
· Unless additional payments are being made, click on the blue “Checkout”
· On the next screen, enter the billing information and click on the blue “Continue to Next Step”
· Select your card type and click on the blue “Continue to Next Step”
· Enter the credit card details
· VALIDATE
[image: ]* IMPORTANT: This form is only to pay your Tuition Fees. If you want to pay your Housing Fees, please use the Housing Payment Form

12. To pay with bank transfer: Scroll to the bottom of page and select Pay with Bank Transfer for AUP bank information. Make sure to include the student’s name and ID in the reference. *Please note: Bank transfers may take up to ten days to be received and should be initiated in time for the University to receive them by the payment deadline.
[image: ]
13. [bookmark: _Int_YPd0VOPr]To pay by check: Scroll to the bottom of page and select Pay with Check for AUP’s billing address. *Please note: Payment must be in euros (€) drawn on a French bank.  
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You will find the important dates for the Spring 2023 semester below, including important

CHECK YOUR SPRING SCHEDULE

Course Offering

Please check My Schedule to see your final course registration for Spring 2023. Be sure to check
Registration the updated times for your courses and contact us with any conflicts. It is your responsibility to
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Note that modifying your course selection via Blackboard does NOT change your actual
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e Campus Map. The classroom number is indicated under My Schedule on your Student Portal.
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Student Portal News
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Welcome to AUP for this new semester! Course Name

You will find the important dates for the Spring 2023 semester below, including important

CHECK YOUR SPRING SCHEDULE

Course Offering

Please check My Schedule to see your final course registration for Spring 2023. Be sure to check
Registration the updated times for your courses and contact us with any conflicts. It is your responsibility to
make sure you are registered for the right courses.
My Courses
Note that modifying your course selection via Blackboard does NOT change your actual

Document Tracking registration. Only the Student Portal displays your academic record.

My Degree Audit
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My Grades
As an introduction for New Students, and a reminder for Returning Students, here is a link to the
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— TIP: The initial of the classroom number corresponds to the name of the street where the building
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¢ Lost password ¢ Academic forms
¢ Campus Security ¢ Request a transcript
« Housing Database ¢ Academic Catalog 2019

¢ Academic Handbook 2019 (pdf)





imagec.png
& Mail - AmandaKer X | € Word|Microsoft 3+ X | (il SASVETERANSSIT X | il GuidetoStudentP X | @ My Billing Ledger X Tuition Fees Payme X 4 v - X

C' @ my.aup.edu/payment/tuition r % ® 0O & ¢

| -
,‘ljp = » v Pay with a bank transfer

MYAUP — Bank transfers may take up to ten days to be received and should be initiated in time for the University to

receive them by the payment deadline.

Note: please make sure to include the ID number and student name in the reference!

< BACK TO PAYMENTS
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Account Name The American University of Paris
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