[bookmark: _GoBack]HOW TO COMPLETE ELECTRONIC PAYMENT AGREEMENT

Effective Summer 2021 the Electronic Payment Agreement location on your SIS account and the steps to complete the agreement are changing.

· [bookmark: _Hlk58227244]Every new upcoming semester all students need to review and agree to the Payment Agreement terms prior to being able to register for classes in the new term.
· Once you complete the Payment Agreement steps, the Payment Agreement ‘hold’ will release, allowing you to register in classes.
· Completing the Electronic Consent and Electronic Payment Agreement is completely on-line from your SIS account, prior to your registration date.
· If you do wait to electronically sign the Payment Agreement until your registration date, the process is very simple and should not delay your registration more than a few minutes.


How to know if you have a Payment Agreement hold: 

· The red box below shows the holds area of your SIS account on your Student Center page.
· Uncompleted Payment Agreements will have a Payment Agreement hold.
· To know what term the Payment Agreement Hold is for, click on “Details”.
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How to Complete the Consent and Payment Agreement: 
NOTE:   The Payment Agreement is no longer located in the “Finances” drop down box.

Payment Agreement is located in your “To Do List” located on the right side of your SIS account Student Center page.
Click on the Payment Agreement to begin the process of consent for electronic signature and acceptance of the agreement terms and conditions.
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A “Task Progress” status bar is shown on the left side of your screen to show your progress through the steps of completing the Electronic Consent and Payment Agreement.
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1. E-Signature Consent
· After you click on the Payment Agreement in your “To Do List”, the “E-Signature Consent” will appear, which gives your permission to allow your electronic signature on the Payment Agreement.
· Please review the E-Signature Consent definition and terms.
· Click “I consent to Electronic Signature” box.
· Click “Save”
· If you would like to print a copy of the E-Signature Consent, click on the “Printable Page” button.
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· To move forward to next step, you can either click the “Payment Agreement on the left side toolbar (RED Arrow above indicates where to click)


Or click you can click “Next” located in the top right corner of the screen to move forward on next step.
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NOTE: 	You can click “Exit” at any time during the process, however you will not be able to enroll in classes until the Payment Agreement is completed.

If you click “Exit” before completing the Agreement, you have the ability to return to the agreement and the process will pick up from where you left off.



2. Electronic Payment Agreement
· After you click “Payment Agreement” on the left side of the screen, the Payment Agreement will appear.
· Please read the agreement contents carefully.
· Click the “Accept” box to accept the agreement terms and conditions.
· Click “Save”.
· If you would like to print a copy of the Payment Agreement, click the “Printable Page” button.
· After you have clicked Accept and Save, click “Marital Status” (see RED arrow below) on the left side of the screen for the next step in the agreement process.
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3. Marital Status

· Wisconsin state law requires notification be sent to your spouse as the Payment Agreement is an extension of ‘credit’.
· Marital Status section of the Payment Agreement must be completed by all students.
· Click the arrow on “Marital Status” drop down box to reveal status choices and select your Marital Status.
· If you are either a Non-Wisconsin resident or a Wisconsin Resident-Single, the ‘Required of WI Residents if Married or Legally Separated’ box does not need to be completed.
· If you are a Married or Legally Separated Wisconsin Resident, you must complete the “Required of WI Residents I Married or Legally Separated” information box.
· Click “Save”.
· Click “Complete Task” on the left side of the screen to move to last step in the agreement process (see RED arrow below).
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4. Complete Task
The final step to “Complete Task” of the Payment Agreement is to click on “Finish”.
When you click “Finish” the payment agreement hold will release, the payment agreement will be removed from your ‘To Do List’ and you will then be able to register in the upcoming term classes.[image: ]		[image: ]
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University of Wisconsin — Green Bay Terms and Condiions for Enroliment Payment Agreement
‘Spring 2021

I GENERAL ENROLLMENT REQUIREMENTS:
A Payment of Educational Expenses: In order to enroll as a student and register for classes at the University
of Wisconsin-Green Bay (UWGB), | understand that| am responsible for paymentin ful of all educational
expenses, including applicable uition, fees, book charges, library fees, housing costs and associated fees,
dining plan costs, and other charges incurred in connection with my registration and attendance at UWGB. Such
payment must be received in full by the established due dates set by UWG for each term. To see due dates,
please visitthe Term Deadline Calendar on the Bursar's Office website (www.uwgb.edu/bursarferm-deadine-
‘calendari). In orderto complete my enrollment and registration at UWGS, | am required to enter ino this
‘agreement for the purpose of clariying the UWGE requirements in regard to payment for UGB educational
‘senices, online account senvices and other related terms and conditions which relate to my receipt of
educational services from UWGB. | understand thatif| am eligible for the payment plan option described below,
'UWGB shall have the right to automatically initate the payment plan option in accordance with these terms and
conditions.

B. Campus Network Access: UWGB provides access to campus network resources, including the Intemet, in
order to supportearning. Responsibiliy for learing about and complying with the UW System “Student
‘Acceptable Use of Information Technology Resources Policy ”Information Security. Students may not permit
other persons to use their usemames, passwords, accounts or disk space, or disclose their usermames or
passwords to anyone.

C. Campus Email Account: UWGB will provide me with a campus email account. | understand that the official
means of communicating via email for UWG offices is my UWGE campus email account.

. Accessto SIS Account: UWGB will provide me with access to an on-line Student Information System (SIS)
‘account. Through my SIS account, | will be able to register for classes, access my grades and class schedule,

] accept

Date 1210312020

Save Printable Page
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Please review and accept.

E-SIGNATURE CONSENT
By selecting I consentto Electronic Signature” below, | am hereby consenting to the creation, enforcement and
use of my electronic signature to enter into the subsequent “Payment Agreement. | understand that by
selecting I consentto Electronic Signature”, | will be granted access to electronically accept the “Payment
Agreement"in order to enroll as a student at UW-Green Bay.

11 do not wish to execute the “Payment Agreement’ in electronic format, | understand that | needto select I do.
not consent to Electronic Signature”. | understand that have the option of executing the ‘Payment Agreement in
non-electronic format and if wish to do so, will select “Printer Friendly Version” for a hard copy and willsign it
and deliver it to the Bursar's Office, Student Senvices building room 1300.

Iunderstand thatif| do not execute the “Payment Agreement in either electronic or paper format, | will not be
permittedto register for classes at UW-Green Bay.

By selecting I consentto Electronic Signature below, | acknowledge that | am able to print and/or download a
‘copy to the “Payment Agreement" if | wish to retain a copy of it

I consent to Electronic Signature

Date 1210312020
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