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HOW TO ACCESS YOUR STUDENT BILLING INFORMATION

Benedictine College partners with TouchNet, a leading provider of online software for
student tuition billing, payments and electronic refunds. Online bill pay gives you and
your parents 24/7 access to view and pay your bill, with real-time updates.

EASY Gain immediate access to your current bill, your current account balance, and unbilled student activity.
You are only a couple clicks away from viewing your bill and making a payment. And it’s easy to give your
parents access too!

SECURE Pay online using a credit card or electronic check knowing your information is secure using industry
standard protection.

CONVENIENT Want to know when a new statement is available? Check your email. Want to make a payment
during a study break at the library? No problem. Access your student bill through a web browser on your
SmartPhone, tablet or laptop, anywhere, anytime.

FAST Scrambling to meet payment deadlines is a thing of the past. Payments made through our eBill
system will update your student account in real-time.

Parents: your Benedictine College student can give you direct access to the secure TouchNet software by
setting you up as an Authorized User. See instructions on page 3.



HOW TO VIEW AND PAY YOUR BILL ONLINE
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Welcome to the Benedictine
College Student Payment
Center! You can view your current
account activity and make
payments. You can also allow

My Profile Setup

0 Authorized Users
$0.00 @ Payment Profile

To sign up for direct deposit of your refunds, complete your setup
in the Refund Account Setup page

Student Account ID: Xxx XXX

5 Balance
authorized users to access your
account information, make
payments;and view,yourcurrent View Activity | [ Consents and
account activity,
Agreements
Statements
e Electronic Refunds
Your latest eBill Statement Viewt

(1/11/18) Statement:  $0.00

e Notifications

Term Balances

1. LOG IN TO RAVENZONE
All students are issued a username and
password to access RavenZone.

2. CLICK ‘VIEW AND PAY ACCOUNT’
in the middle of the page.

3. SELECT ‘I AGREE’ on the Electronic
Authorization in order to proceed (this
consent agreement only appears the first
time a student logs in).

4. THE STUDENT IS NOW IN TOUCHNET,
allowing him/her to view account
activity, make a payment, enroll in a
semester payment plan and electronic
refunds (eRefund), among other things.



HOW TO CREATE AN AUTHORIZED USER
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Authorized Users  Add Authorized User

If you delete an autho
or automatic payment:

user,

person can no longer make payments to your accounts in this system. All of that person's upcoming or unapplied scheduled
anceled

Full name Email address Acti

Parent Name parent.name @gmail.com °

BENEDICTINE Loggedinas: StudentName | Logout @
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#  MyAccount MakePayment PaymentPlans Deposits  Refunds My Profile

Authorized Users

Authorized Users Add Authorized User

Email address of the authorized user

Would you like to allow this person to view your billing statement and account act ® Yes No

Would you like to allow this person to view your payment history and account activity? ® Yes No

Agreement to Add Authorized User

| hereby authorize Benedictine College to grant Authorized Name Here  full access to my accounts, including ability to
view all billing statements, payment history, and/or make payments accordingly. My payment methods and credit card
and/or checking account information will remain confidential and hidden from all other users. | understand that | am still
primarily responsible for ensuring that all my accounts are paid on time and in full.

This agreement is dated Friday, April 27, 2018,
For fraud detection purposes, your internet address has been logged:
IP ADDRESS  at 4/27/18 2:09:24 PM CDT

Any false information entered hereon constitutes as fraud and subjects the party entering same to felony
prosecution under both Federal and State laws of the United States. Violators will be prosecuted to the fullest
extent of the law.

Please check the box below to agree to the terms and continue.

| Agree

Note: An Authorized User can be anyone the student
wants to give permission to see his or her student bill,
payments on account, etc. It can be a parent, grandparent,
anyone who helps the student understand his/her
financial situation at Benedictine College.

1. LOG IN TO RAVENZONE
After the student has logged in to RavenZone and
selected ‘View and Pay Account,’ the student is directed
to TouchNet’s secure website.

@ oo \ 2. UNDER THE ‘MY PROFILE SETUP’ CLICK

‘AUTHORIZED USERS.’

3. TYPE IN THE EMAIL ADDRESS
of the person the student chooses to receive
notification of his or her tuition billing information.
Please read both questions, answer accordingly,
and click ‘Continue.’

4. PLEASE READ THE AGREEMENT ON THIS SCREEN,
check the box labeled ‘I Agree’ and ‘Continue’
(Print agreement for your records if a hard
copy is desired).



HOW TO CREATE AN AUTHORIZED USER (CONTINUED)

Authorized Users

5. THIS SCREEN SHOWS THE STUDENT
HAS SUCCESSFULLY SET UP AN
AUTHORIZED USER, and an email
notification will be sent to the email
address the student input for the
Authorized User. Note that the student

T TR S B N R T may add more than one Authorized User.

ur billing and payment plan inf

our e-mail address on record.)

Authorized Users Add Authorized User

If you delete an authorized user, that person can no longer make pa
or automatic payments will be canceled.

Full name Email address Action
Parent Name #1 parent.name@gmail.com o
Parent Name #2 parent.name.2@gmail.com o

5A. THE AUTHORIZED USER WILL RECEIVE
TWO EMAILS, similar to those at the
left. The first email has the Authorized
User’s username, and the second has a
temporary password. Each Authorized
User will have to change the password
when he/she first logs in.

You have been given access

hi youtthat below has granted you access to his or her online billing information. You now have the bty of hedule or
automate future payments and more.

touchnet.net/C23265 tsa)

Student Name — [
Username — [

1f you have any the Business Office at emailus du
Thank you.

C e 5B. QUICK ACCESS FOR AUTHORIZED
USERS: The link to TouchNet is found
on the Benedictine College website at
www.benedictine.edu. First, click on
‘Resources’ found in Quick Links.

Students and Staff Welcome

1D: | Welcome to Benedictine College Student Aggefit Suite. This 24x7 service lets students
and their families view bills, make pgynts, and manage the student account.

PIN: Students and staff may log#fGising their ID and PIN. Parents, guardians, or employers

require student pg€ion through the student's authorized user process. If you have

Then, click on ‘Student Billing’. On the
_ right, click on ‘Authorized User Link
Authorized Users _ s
Lo o s o ebrs e v boim g s | | hE O e Ite RS to TouchNet’. Input the username and
Email: Student Account Center

password given in the emails.
* Check your balance.
Password * Make a payment towards your balance.

* View your payment history.
;

Store your payment methods for quick and easy payment.

* As astudent, provide permission to others (parents, employers, etc) to view

e IMPORTANT RAVENZONE SECURITY TIP:
When logging out of TouchNet, this
% BENED[ET[NE screen pops up. Students must select

‘click here’ in bold to close out of
TouchNet, which sends them back to

their RavenZone account. Students must
Log ged OUt then select ‘Sign Out’ (located in the
dropdown under the student name in
the upper right corner) to fully log out
of RavenZone.
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You have been logged out of Bill+Payment.

To log out of all applications, click here.

OFFICE OF STUDENT BILLING

bebusinessoffice@benedictine.edu

Becky Miller Laura Hammersmith Diane Schletzbaum Tona Stone
Bursar Cashier Student Billing Specialist Student Collections Specialist
913.360.7410 913.360.7403 913.360.7407 913.360.7405

beckymiller@benedictine.edu lhammersmith@benedictine.edu  dianes@benedictine.edu tstone@benedictine.edu



