How to Make a Partial Payment in Buff Advisor Last updated Aug. 13, 2013

1) Access the main website for West Texas A&M University. Open Mozilla Firefox or Microsoft Internet Explorer
and go to www.wtamu.edu. Firefox is the preferred browser. See snapshot below of www.wtamu.edu. The images or
content may be different due to updating of the site.

2) Click on the “My Buff Portal” button found on the right pane of the website.
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3) Enter your Iogin credentials as shown below. Your login will be your first and last name initials followed by
your Buff Gold Card number (with no leading zeros).
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B3 wramu — single Sign-On

Please Remember

), Never share your WTAMU passwords with anyone via email, including us!
More about phishing...

WTAMU User Name:
‘ ts989102

Always verify that the address bar appears as below before you login.
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Password:

are done accessing services that reguire authentication!
D Warn me before logging me into other sites.
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o
mWest Texas A&M

UNIVERSITYw

), For security reasons, please Log Out and Exit your web browser when you
). If you are experiencing difficulties please contact the ITSC at (806) 6514357

NOTE: If you have an issue logging into the My Buff Portal, contact the Information Technology Service Center (ITSC) at
806-651-4357. The ITSC is also known as the Help Desk. You’re also welcome to contact the Help Desk by email at
itsc@wtamu.edu .
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4) Once you successfully log in, click on the “Buff Advisor” button found at the top of the My Buff Portal page,
as shown below. The Buff Advisor icon resembles a compass.
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5) Within the Buff Advisor webpage as shown below, the first name of the student will display as “Welcome” plus
his/her name.

Click on the Students button to access the Student web forms.
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6) In the Student web forms as shown below, under the Financial Information Section, click on “View Account

and Make Payments” form to access billing information. When you click, a separate web page will open for this
particular form.
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7) A summary bill screen will display as shown below. Click on the "Expand All" button to view the columns
labeled as 'ltem', 'Payment Group', 'Due Date', Amount Due' and 'Amount to Pay'.

(You can also expand the semester summary line by clicking the gray arrow on the left of each line.)

If you have multiple semester lines, make sure to expand all of them and check the ‘Select’ box for applicable terms you
plan to pay.
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@ student Finance

Make A Payment Account Activity

Make your Payment below

Alert: If you have no balance. click on the Account Activity tab to see all of your activity at WTAMU.

Total Payment: $10,210.86 | Choose a Payment Method [ v||
7 | | W_l Please Note: Amounts Due may include credit amounts.
P 2013 Spring Semester $10.86
b 2013 Fall Semester $10,200.00
b 2014 Spring Semester $10,200.00

Total Amount Due: $20,410.86
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8) Below is an example of all the summary terms expanded to reveal more columns for each semester.
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Make A Payment Account Activity

Make your Payment below

Alert: If you have no balance, click on the Account Activity tab to see all of your activity at WTAMU.

Total Payment: $10,210.86 Choose a Payment Method [ﬂ\[_ Proceed fo Payment |

[l collapsean | Please Note: Amounts Due may include credit amounts.

v 2013 Spring Semester

Select Itern FPayment Group Date Due Amount Due Amount to Pay
Student PBW 5114/2013 (Overdue)} 510.86 % 10.86
Rec-Fund
10
Expanded o
Summary w 2013 Fall Semester
of
Charges Iterm Fayment Group Date Due Amount Due Amount to Pay
Student PBW 8M2/2013 (Overdue) $10,200.00 % 10200.00
Rec-Fund
10

* 2014 Spring Semester

Select Item Fayment Group Date Due Amount Due Amount to Pay
O Student PBEW &M1312014 $10,200.00 %

Rec-Fund

10

Total Amount Due: $20,410.86




9) If you have multiple semester lines, make sure to expand all of them and

a. Select the semesters you plan to pay by checking the box below it.
b. Enter the partial amount to pay for each Semester you checked the box for

C. Select your method of payment. (The example below shows a payment of $500 with MasterCard.)

d. Click on the “Proceed to Payment” button to continue the transaction.

L% = . - f
L | [~ https: //zss.wtamu.edu/Student Finance Fayments

c | " Google

N webadvisor for Students x | [l student Self-Service x | - ‘

&P Student Finance

Account Activity

Make A Payment

Make your Payment below

Alert: If you have no balance, click on the Account Activity tab to see all of your activity at WTAMU.

Total Payment: $500.00 | Master Card

| \_“ Proceed to Payment
o
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| Collapse All |

Please Note: Amounts Due may include credit amounis.

~ 2013 Spring Semester

Select Item Fayment Group Date Due Amount Due
Ll Student PBW 1442013 (Overdue) $10.86
Rec-Fund
10

Amount to Pay

$10.86

= 2013 Fall Semester

ga Select [tem Fayment Group Date Due Amount Due
Student PBW 81212013 (Overdue) $10,200.00
Rec-Fund
10

Amount to Pay

$ 500.00

¥ 2014 Spring Semester

Select Item Fayment Group Date Due Amount Due

O Student

Rec-Fund
A0

PBW 5132014 $10,200.00

Amount to Pay
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10) Below is a summary of the transaction to make sure that is what is intended. If so, click on the “Pay Now”
button.
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@ student Finance

Make A Payment Account Activity

Make a Payment

Verify Amount You
Intend To Pay

Review Payment Selection

ltem Amount

Student Rec-Fund 10 3500.00

Total Payment Amount $500.00

FPayment Method: Master Card
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11) Below is a snapshot of the next step. Enter the necessary credit card information to finalize the transaction.
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West Texas A&M University

Order summary

Total {(USD): 500.00
Pay with credit or debit card

Card Number

VISA

mm Wy
Expiration Date 7

CsC

(optional)

Winalis thisie
Billing Address

First name | Test

(optional)

Last name Smith

(optional

Country | United States of America ™

(optional)

Billing address | 9876 Home Address

{optional)

City  |canyon

(optional)
State Texas :v
(optional o
4P 79015
(optional)

Phone Number

(optional

Email Address | tsmith1 @buffs wiamu edu|

Note: If you have an issue with finalizing the payment, please contact the Information Technology Service Center
(the Help Desk) at 806-651-4357. ITSC personnel will open a work order for Information Services to assist you.

Also, if you are using a Bank Debit card, sometimes banks have limitations with a maximum daily amount or maximum
transaction amount. So, if you are using a debit and are unable to complete the transaction, please check with your bank
to see if you have a maximum limit that is blocking your payment.



