How to View My Account Statement in Portico

A. Goto http:/portico.leeuniversity.edu, click on Portico Login

Portico

Portico @ Lee University

Welcome to Portico @ Lee University

Portico serves as the web portal to all student and administrative information provided by the University via the web.

To login to Portico, use your University assigned network account and password. If you are experiencing problems, contact help desk at (423) 614-8027 or at helpdesk@leeuniversity edu.

I = PORTICOLOGIN &, SEARCH FOR CLASSES
© FORGOT PASSWORD [Z] PORTICO TUTORIALS

MOODLE + |[MOODLE #

Student Faculty Leel

Registration | Overview Overview Website

B. When “Connect to portico.leeuniversity.edu” box pops up, insert User name and Password, click Sign In.

adfs.leeuniversity.edu

Type your user name and password.

User name: | Insert User name here |

Password: | Insert Password Here |
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http://portico.leeuniversity.edu/

C. Inbottom right hand corner of screen, go to Self-Service Menu tab, click Student Financial Information:

Self-Service Menu h

2 ACADEMIC PLANNIMG

> REGISTRATION

?  ACADEMIC PROFILE

> STUDENT FINANCIAL INFORMATION

? EMPLOYEE PROFILE

> FINANCIAL AID

?  TIME ENTRY AND APPROVAL

> COMMUMICATION

?  USERACCOUNT

a. To view your account information (such as charges, payments, and/or financial aid),

click View Account and Make Payments
Self-Service Menu e

> ACADEMIC PLAMMIMG
> REGISTRATICOMN

> ACADEMIC PROFILE

STUDENT FINAMCLAL IMNFCORMATICMN

VWiew SAccount and Make Payments

Make a Payment

Account Summary

Account Summary by Term

Wiew Ny Payment Plan Schedule
T4A Electronic Consent

Bank Information (L1.S_)

> EMFPLOYEE PROFILE
> FIrAarCLaL A0
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0 Student Finance

a. Click on Account Activity

9 Student Finance

Make A Payment Account Activity

Make your Payment below

Q Mo account balance to pay.

b. The Account Activity defaults to the current term. To change terms, click on the term
drop down box and click on the term you want to view, then Click on View Statement

Make A Payment Account Activity

View your Financial Activity
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Term [Fall Term 2013 - Balance: $0.00 v

Balance is derived from Charges minus Payments (if any)
1 @ minus Financial Aid Posted plus Refunds Issued.

Charges Financial Aid

s9.572.88 $10.428.00 et : Pending Financial Aid is not reflected in balance.

Expand All

» Charges $9,572.68

¥ Financial Aid $10,438.00

» Refunds $865.32
Balance: $0.00

Top of page
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c. Your statement will pop up in a separate window.

LEE kSlINIVERSI'I’T

Lee University

1120 Morth Oeoee 5t

PO Box 3450

Cleveland, TH 37320-3450

Miss Jane Doe
11 Creek Way
Hendersonville, TN 37075

Account Activity Summary - Fall Term 2013

Charges

Student Statement

Tuition by Total

Fees

Room & Board

Miscellanegus Charges
+ Total Charges

- Financial Aid

+ Refunds

Balance

Total Balance

Course Schedule | are registered for in the current term.
Section Course Title Credits CEUs
COUN-521-.01  Community 3.00
Interventions
Mon-P rofit
N Design/Evaluation =i
Anthropology of
COUN-580-01 Childhoad 3.00

This area shows the details of each class you

Hame
Student ID
Total Balance 50.00
Current Amount Due £0.00
Payment Due Date
Amount Enclosed
This area shows a summary of all charges
by category, payments, financial aid,
payments (if applicable), refunds issued $6.875.00
and credits on the account. It also shows £200.00
the actual current balance due on the $2.000.00
$9,572.68
$10,438.00
$865.32
S0.00
Days Times Classroom Start/End Dates
P BIZ1/2013-
Tu 6:00-8:50 PM  HUM 202 12102012
P BIZ1/2013-
TuTh 4:00-5:15PM  HUM 101 e
P BIZ1/2013-
W 5:00-7-50 PM  HUM 203 12102012



LEE KS UNIVERSITY

Miscellaneous Charges (4).

This area shows the detail of the charges by
Tuition (1), Fees (2), Room and Board (3), and 1

Student Statement - Page 2

Name
Student ID
Course Schedule
Section Course Title Credits CEUs  Days Times Classroom Start/End Dates
Counsel. Children & o 812172013
COUN-581-01 SO 300 TuTh 2:35-3:50 PM  HUM 202 e
Thesis/Portfolic 8/21/2013-
\ COUN-Seap1  1eEe 1.00 TBD TED NRN NRN et
Account Activity Details - Fall Term 2013
Tuition by Total
Section Course Title Billing Credits CEUs  Status
COUN-521-01 Community Interventions 200 New
COUN-522-01 Non-Profit Design/Evaluation 200 New
COUN-580-01 Anthropology of Childhood 200 New
COUN-581-01 Counsel. Children & Adolescant 200 New
COUN-588-01 ThesisiPortfolio Seminar 1.00 New
Total $6,875.00
2 Fees
Graduate Student Activity Fee 550.00
Graduate Student Publications $50.00
Graduate Health Fee 575.00
Graduate Registration Fae 525.00
Total $200.00
3 Room & Board
Description Date Building Amount
Apartments & BowiObn 711012013 Kesble Hall $2,000.00
Total $2,000.00
4 I Miscellaneous Charges
¢ Invoice Date Descripfion Amount
000861608 7/10/2013 Registration - 2013/FA §75.00
000885467 10/2/2013 Graduation Fee -$130.00
000884740 10/1/2013 Graduation Application Fee $130.00

LEE kSllNIVERSI'I'Y

Student Statement - Page 3
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Hame
Student ID
4 Miscellaneous Charges
cont’d
from prev Invoice Date Descripfion Amount
page 0OD0E88010 B8/2B/2013 FLMK-Rcpt: 7991288 1 2B9 319111
0006886839 8/2B/2013 Parking Permit Fee $40.00
ooD0oEE8215 8/28/2013 FLMNK-Rcpt: 802722889 2 280 $01.57
0O00E88045 B8/2B2013 Graduation Application Fee $100.00
Total $497.68
1 | Financial Aid
The final page of the statement Awarded Term Disbursed . 7°B%  OtherTerms  Loan Fee Not Yet Disbursed
shows Financial Aid (1), Refunds $285.00 Fall Term 2013 $285.00
issued to you (2), and Balance (3). Fed Direct Unsubsidized Loan n Comment
If you have FlnanCIa| A|d WhICh haS Awarded Term Disbursed Disl;ro Bel Dther Terms Loan Fee Not Yet Disbursed
0 $10,143.00 Fall Term 2013 $10.143.00
not actually paid to your account,
it will be listed under the “Not Yet Total
Disbursed” (A) column. All aid $10,438.00 s0.00
which has actually paid and is 5 | Refunds
reflecting in your balance is listed Voucher Date Description Amount Pay Method
. 0= ” wWD158350 @3/2013 | Fin Aid Refund $570.32 E-Check
n the DISbursed (B) CO|Umn. 0182848 1V2/2012  Fin Aid Refund $205.00 E-Check
Total $BE5 32
Balance reflected on this statement does NOT
3 |Balance include Financial Aid not yet disbursed. > $0.00
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d. To see the detail of Charges or Anticipated Financial Aid without viewing your statement,
click the Expand All button. To see the detail of only one category, click on that category:

@ Student Finance ‘

Make A Payment Account Activity

View your Financial Activity

Term [Fall Term 2013 - Balance: $0.00 v

= Le

Charges Financial Aid
5657288 $10,438.00

Expand All

$9,572.68

$10,438.00

» Refunds

I ~ Charges

» Tuition

» Room and Board

» Required Fees

» Other Charges

} Miscellaneous

$9,572.68

$6,875.00

$2,000.00

$200.00

$422.68

$75.00

2. If you have a balance on your account, you can make a payment using Portico.

a. To make a payment to your account, click on Make A Payment

| o Student Finance

Make A Payment Account Activity

Make your Payment below

Total Payment: $2.497.00 Choose a Payment Method E”

Caollapse All Please Note: Amounts Due may include credit amounts.

w Fall Term 2013

$2,497.00

Select tem Payment Group Date Due Amount Due Amount to Pay
Student Receivables - Current WECOM 2/14/2013 (Overdue) 52,497.00 5 2497.00
Total Amount Due: $2,497.00
Top of page




]
b. Follow these steps: | Available payment methods are:

i. Choose Payment method from the drop down box (A) é{gi{;gﬁ?c%‘ﬁggfhf;:fe"r‘g ' and

ii. Enter the amount you want to pay (B) Visa. Lee does not charge a
processing fee or convenience fee

iii. Click Proceed to Payment (C) for payment online.

© Student Finance

Make A Payment  Account Activity

Make your Payment below

Total Payment: $2.497.00 | Visa to Payment

Collapse All Please Note: Amounts Due may include credit amounts.

w Fall Term 2013 $2,497.00

Select  ftem Payment Group Date Due Amount Due Amount to Pay

Student Receivables - Current WECOM 2/14/2013 (Overdug) 32,457.00 2497 00

Total Amount Due: $2,497.00

Top of page

c. Click on Pay Now:

© Student Finance

Make A Payment Account Activity

Make a Payment

Review Payment Selection

ltem Amount

Student Receivables - Current $2,497.00

Total Payment Amount $2,497.00

Payment Method: Vig Pay Now

d. You will be asked to enter your payment method information and verify your account holder
information: The zip code must match the billing zip code of the credit card. Click Continue

Please enter your account information.

Payment Description Amount
Payment on 1 account $1.00

Payment Options

@l @ E Debit or Credit

* indicates required field
Account Number Expiration Date (mm/yy)  Card Identification Number
| - 0~ /13 “biow do 1 find thiz
Account Holder Information
Account Holder Name: -
Street Address: ' -
Apartment/Suite
City: ™
State/APO -
ZIP Code:
Country: -

Primary Phone Number E-Mail Address

mcasas00@leeu.edu

I Continue I cancel
e——

wyright 2012 Official Payments Corporation.

TFRMS OF USF | PRTVACY STATFMFNT [ |
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e. The next screen asks you to verify the payment information and amount is correct
Click Make Payment

Please verify that the following information is correct.

Payment Description Amount
Payment on 1 account $1.00

Account Type: Visa Credit

Account Number: Current Amount Due: 1.00
Expiration Date: January 2014

Billing Address: Email Address: mcasas00@leeu.edu

Contact Number:

Go Back |‘ Make Payment

Cancel |
-ight 2012 Official Payments Corporation.

TFRMS OF HIZF | PRTVACY STATFMFNT

f. If the payment is successful, you will receive a confirmation number. Keep this

number for your records. Click Continue

Confirmation of Payment
Confirmation Number/Transaction ID:30096273
Date/Time Paid:10/8/2013 9:36 AM Central

Payment Description

Amount
Payment on 1 account $1.00
Account Type: i i i
¥p Visa Credit Amount Paid: 1.00
Account Number: Miss Jane Doe

gilling Address: Email Address: idoe002@leeu.edu
Contact Number:

Do not pres: button below

Continue |

g. You will be directed to a final confirmation screen, click Continue to go back to the main screen.
The payment will be reflected in your balance on the main screen.

@ Student Finance

Make A Payment | Account Activity

Payment Acknowledgement

Receipt Number Date/Time
000351543

Payer
10/8/2013 10-36:55 AM

Merchant
Lee Universit

Account Payments

Accountt holder Account Typs Term Location Descri ption Amount
Student Receivables - Current Fall Term 2013 Payment on account it 1.00

Payments Tendered

Payment Method Control Mumber Authorization Code Transaction Number

Visa 3852

09579C 30096273

Still have questions? Please contact us at sfs@leeuniversity.edu
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