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Online Payments Portal 

Help Guide 

The details below provide a guide on how to navigate the Online Payment Portal (the ‘Portal’) and select your 

tuition fee payment option. Please note that if applicable, the payment plan that you select for this year will continue 

for subsequent years. Adjustments to your chosen plan may be completed during next year portal process or by 

requesting assistance through the Finance Department on +613 8862 1234.  

* Note – The single ‘Make a Payment’ module will be open all year for credit card payments only.

1. Accessing the Portal

Click on the tile "Payments & Details" to connect to the payment portal  

2. Welcome and Introduction

https://schoolbox.gen.vic.edu.au/
mailto:support@genazzano.vic.edu.au
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3. Finance Portal Options

(a) Finance

This area of the portal is primarily for information purposes, in particular

enabling you to review transaction history and account activity.

(b) Nominating your Payment Plan

To access information about your tuition fees and the available

payment plans, go to the ‘Finance’ tab at the top of the Portal Page

and then select ‘Payment Plans’.

On the ‘Payment Plans’ screen, you have a choice of payment plans 

to choose from. Our preference is for the College to administer your 

fee payments.  

i) ‘Yes’ to College Managed Plan

Please select the ‘Yes’ box if you would like the College to manage your payment plan.
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Select a payment plan of your choice. Acknowledge the ‘Terms and Conditions’ and proceed to the next step. 

Please note if you have chosen to contribute to the Voluntary Building Fund a payment(s) amount will be adjusted 

accordingly. 

Please review the selection and continue. 
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Select ‘Continue’. 

Confirmation of payment will be displayed.  

 

ii)   ‘No’ to College Managed Plan  

By selecting ‘No’, you are required to administer the payment via BPay, EFT, Cheque or Eftpos/Cash in 

accordance with the due dates.  

Select a payment plan of your choice. Acknowledge the Terms and Conditions and proceed to the next step.  
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Please review the selection and continue  

 

Confirmation screen will show advising payment amount.  

 

As you have chosen to self-administer your tuition payment with the College, please ensure you comply with the 

due dates.  

4. Manage Payment Options 
This allows you to edit, delete and activate your stored credit card/s or 

direct debit details.  

The credit card currently used (if one exists) will have the status of 

‘confirmed’.  

Once ‘New Payment Option’ is selected, choose the account you wish 

to connect the details to. 

 

 
  

Select ‘Next’ 



6 

 

Genazzano FCJ College   Telephone: 03 8862 1000 
301 Cotham Road   enquiries@genazzano.vic.edu.au 
Kew VIC 3101 Australia  genazzano.vic.edu.au 

 

(a) Adding a Credit Card  

Ensure ‘Credit Card’ is selected, then choose your card type and continue to enter credit card details and select 

save. 

 

Confirm your payment options are to be submitted. 

 

The following confirmation of acceptance will display.  

Your credit card will be added to your list of managed stored cards.  
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b) Adding Direct Debit Details  

 

 

Confirm your payment options are to be submitted. 

 

The following confirmation of acceptance will display.  

Your direct debit will be added to your list of managed bank accounts.  
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5. Make a Payment   
At any time, you can make an additional payment towards your college 

accounts using your credit card option only.  

 

 

 

 

 

Queries 
If you have any queries, please contact a member of the Finance Office via phone +613 8862 1234 or email: 

accounts@genazzano.vic.edu.au  

mailto:accounts@genazzano.vic.edu.au



