Halls of Residence Payment Process Guide
Once you’ve accepted the Halls of Residence Terms and Conditions and completed the online induction you will need
to complete the payment process. This step by step guide has been designed to assist you through this process.
The first payment page you will see shows the total accommodation rent amount for your Halls of Residence
contract. You will have 2 payment options; “Pay in full now” or “Pay later – Direct Debit mandate”.
Pay in full now: With this option you can pay the total rent (i.e. the booking fee, which is in effect a pre-payment,
and the rent balance). This will mean the full year’s rent will be paid, with no further amount due.
Pay later – Direct Debit mandate: This option is selected by default. With this option you will be asked to set up a
direct debit for rent payment. Rent will be taken out in equal termly installments over the course of your stay in
accommodation (in October, January and April as detailed on page one of your offer). This will be followed by the
payment of the £200 booking fee, which must also be completed to fully accept the offer.
Once you’ve selected your desired payment method, press ‘Pay now’.

Please select the ‘Pay Now’ button to be taken to the payment portal.

You will now see a payment description confirming what needs to be paid now and what will be paid via direct debit
(unless you’re paying in full, in which case you will see the total.)
If you click on the ‘show instalments’ tab, any rent balance will be listed in full with a due date of 06 May. Please
note however that by completing the direct debit mandate you are agreeing to having your rent balance taken in
instalments over the course of your stay in accommodation (in October, January and April as detailed on page one of
your offer). If you are paying in full the payment will be taken immediately.
Click continue to move forward with the process.
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On the next page you will be asked some questions regarding your bank account.
Once completed, press continue.
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If you selected the Pay later – Direct Debit mandate option, you will now be asked to complete your bank details for
the direct debit mandate. If you selected to pay in full now option please go to page 5. When completing the
‘Account Holder Address’ section, insert your post code and press ‘Find Address.’ You then need to select your
address. Once selected, wait until your full address appears.
Once completed, select continue.
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You will now see a summary of your Direct Debit Summary.
If you’re happy this information is correct click ‘Confirm Details.’
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The next page involves paying the £200 booking fee. If you have selected to pay in full you will come directly to this
page. Please complete the details for the bank account you want the funds to be taken from. Please note that this
payment will be taken once you’ve completed the process. Don’t forget to complete the ‘Billing Address’ information
in the same way highlighted in ‘Account Holder Address’ section on page 3.
Once completed, press continue.
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You will now see a summary of your payment details. It these details are correct select ‘Confirm your transition’.
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You will now see the final summary confirming payment amounts and reference numbers. You will also receive two
emails confirming the direct debit set up and £200 booking fee payment (or one email if you chose the pay in full
now option.)
By clicking select ‘Finish.’ You will be transferred to your Halls of Residence Student Portal. Here you will find lots of
useful information about Halls of Residence along with a printable copy of your Halls contract.

We hope this guide has helped you complete the payment process. If you have any problems please contact our
Income team on 01242 714222 or fees@glos.ac.uk.
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