Navigating The Citadel’s Online Student Account and Payment Portal

Viewing your Bill and Account Activity

1.

Log in to Lesesne Gateway and choose Student from the menu on the left. Under Manage Money and Make
Payments, select “Click to pay your tuition and review billing information, then select “I Agree”

In the menu on the left, select “Statements”. Note- these statements are a static bill, a snapshot in time of your
account at the day of billing. If there are charges or payments that occurred after the bill date, those will not be
reflected here.

In the menu on the left, select “Activity Details” to see an up-to-the-minute view of your student account,
including any recent transactions that occurred after your most recent monthly statement.
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Making a One-Time Payment

1.

Choose “Make a Payment” from the menu on the left. Click the checkbox next to the term you want to pay for,
and then enter the amount you wish to pay in the box. Then click “Checkout” and follow the instructions to

enter your method of payment.
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Enroll in a Payment Plan

1. Choose “Payment Plans” in the menu on the left.
2. Select “View payment plan options”. A menu will open on the right with the proposed payment schedule.
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3. Click “enrollin plan” and then follow prompts to complete enrollment.
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Sign up for Electronic Refunds

1. The Citadel will send your student refund check via direct deposit to your bank account. To provide your banking
information, click “My Account” from the menu on the left.

2. Inthe “Direct deposit refunds” section, click “sign up”. Agree to the terms and conditions by entering your
Student ID as your electronic signature, then click continue.
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3. Follow prompts to complete enroliment. Be sure to have your bank account number and routing number, and
name of the account holder.

Add an Authorized User to your account

1. You can give someone else (parent, spouse, etc) access to your online account. Select “My Account” from the
menu on the left, then under “Payers” click “send a payer invitation.”
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2. Follow the prompts to send the payer invitation. You can choose whether to allow access to statements or tax
forms by selecting the check boxes next to those options. Then click “send invitation”.
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