
Student Financial Services

MAKE A PREPAYMENT ONLINE



Why is prepayment required?

Prepayment is required when one of the following occurs:

1. You were administratively dropped from your courses for non-payment

2. You did not enroll in courses during the general registration period, and the tuition and fees due 
date has passed

3. Note: if you were administratively dropped, you will be required to pay the administrative drop fee 
of $37.50 in addition to the tuition and fees. Only paying the administrative drop fee will NOT 
remove the prepayment hold



What if my account doesn’t 
reflect any fees to pay?

• Since you are not currently enrolled in courses, tuition and fees 
will not appear on your student account or the payment site 

• The process of prepayment is all manual, and this guide will walk 
you through how to make your payment 



I am receiving financial aid; can I 
use those funds to prepay?

• Financial Aid can be used to remove the prepay hold if the following applies:

1. The funds you are receiving are enough to cover the full tuition and fees 

2. The funds pay a portion of your tuition and fees, and you prepay the 
remaining balance 

3. You have no prior balances due on your student account. All prior balances 
must be paid in addition to the current semester prepayment before the 
hold will be removed



Can I still enroll in a payment 
plan?

• Students can prepay and enroll in a payment plan. The following must occur in this 
order before the prepayment hold is removed. 

1. You prepay the first installment (consists of the health services fee + 1/3 of 
tuition and fees)

2. You email a request to be enrolled into a payment plan to sfs@csusb.edu 

mailto:sfs@csusb.edu


The hold has been removed but 
I’m still unable to register…

• The final step after prepayment is made, is to contact the Office of the Registrar at 
recordsinfo@csusb.edu or (909) 537-5200 and request to be term activated

• Note: check your to do lists/holds for any other holds that may be preventing you 
from registering, i.e., health services holds, advising, etc. 

mailto:recordsinfo@csusb.edu


Step 1 

• Log into MyCoyote and 
click on Student Center 

New Version of MyCoyote

Old Version of MyCoyote



Step 2 

• Under the Finances 
section, click on Make a 
Payment



Step 3

• After reading and acknowledging that you 
have read the disclaimer, click Next



Step 4

• Once on the payment site, 
click on Make a Payment 
(either on the top left or 
bottom right of the page) 

• If you are charged the 
$37.50 administrative fee, it 
will appear under Summary. 
Be sure to select this item 
when paying.  



Step 5

• Select the applicable item you wish to pay, or 
click on View all items for a full list of items to 
pay (for the purposes of this guide, the example 
will be using Undergraduate Tuition and Fees)

• Non-Resident students must also pay the non-
resident tuition and fee charges (the option to 
add these fees will appear under your tuition 
and fees selection) 

• Professional Program Fees must be paid for 
graduate students enrolled in the following 
programs (the option to add these fees will 
appear under your tuition and fees selection): 
• MBA
• MSA
• MS IST
• MSEI 
• MPA



Step 6
• Select the applicable item you wish to pay, add to payment and select pay now

• Note: if you are prepaying and enrolling in the payment plan, you will be able to edit the amount in step 2 to pay 
only the first installment. Prepaying the first installment without emailing your request to enroll in the payment 
plan to sfs@csusb.edu will not remove the hold

mailto:sfs@csusb.edu


Step 7
• Scroll down and click on Checkout



Step 8

• Select your payment method



New Credit or Debit Card

• Enter all required (indicated by *) 
information and click continue 

• Note: you can save your card 
information for a quicker checkout 
process in the future (this is not 
direct deposit or auto pay)

• Note: a non-refundable 2.65% service 
fee is charged for all online 
credit/debit card transactions 

• Note: In person credit card payments 
are not accepted 



New Bank 
Account 

• Enter all required (indicated by *) 
information and click continue 

• Note: you can save your bank 
account information for a quicker 
checkout process in the future (this 
is not direct deposit or auto pay)

• No service fee charged 



New 529 
Savings Plan

• Enter all required (indicated by *) 
information and click continue 

• Note: you can save your 529 
savings plan information for a 
quicker checkout process in the 
future (this is not direct deposit or 
auto pay)



International 
Payment

• Select the country you are paying 
from and complete all steps 
required for payment following 
your selection

• Note: international payments may 
take several days to be received. 
Please plan your payments 
accordingly with all payment 
deadlines
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