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USER GUIDE 
Credit Card Payment Integration 
Global Payments × AIMS Enrollment System 

 

Overview 

This document provides a step-by-step guide on how the Credit Card Payment Integration 

works within the Academic Information Management System (AIMS) using Global 

Payments Hosted Checkout Page (HCO). 

The integration enables students to securely pay their enrollment fees and other school-related 

charges using credit cards. 
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1. Introduction 

1.1 Purpose 

This document provides a step-by-step guide on how to use the Credit Card Payment 

Facility integrated into AIMS via Global Payments. 

1.2 Scope 

This guide covers: 

• Student payment process  

• Payment confirmation  

• Transaction handling within AIMS 

1.3 Intended Users 

• Students / Applicants  

• Cashier / Finance Office  

• System Administrators  

2. System Overview 

2.1 Description 

The AIMS–Global Payments integration enables secure online payment of tuition and 

other school fees via credit card, with real-time processing and automatic posting to 

student accounts. 

2.2 Key Features 

• Secure payment gateway integration  

• Real-time transaction processing  

• Automated ledger posting  

• Transaction reference tracking  

• Seamless redirection between AIMS and payment gateway 

2.3 Payment Flow Summary 

1. Student initiates payment in AIMS  

2. System redirects to Global Payments secure page  

3. Student enters card details  

4. Payment is processed  

5. Result is returned to AIMS  
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3. Payment Process Flow 
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Detailed Step-by-Step Payment Process within AIMS
 

Overview 

This page provides a step-by-step guide on how the student will pay their tuition/other non-

assessment related fees using the Credit Card. 
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PAYMENT FOR ENROLLMENT FEE 
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4.1 Student Payment via Credit Card (AIMS × Global Payments) 

Step 1: Log in to AIMS 

1. Open your web browser  

2. Go to the AIMS URL: https://aims.usls.edu.ph/lasalle/students/index.php 

3. Enter:  

o Username  

o Password  

o Birthdate 

4. Click Login  

Step 2: Navigate to Registration Module if you are going to pay your current tuition fee for 

enrolment. 

1. From the dashboard, click “Registration”  

2. The Enrollment Fee pop up will appear.  

3. Click the Proceed button to process your payment. 

4. Select Credit Card in the how would you like to pay portion of the page 

 

Step 3: Initiate Payment 

1. Click “Continue to Payment” button. 

 

 

https://aims.usls.edu.ph/lasalle/students/index.php
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1. Read the Payment Terms and Conditions and click the Yes, Proceed button. 

 

You will be redirected to the check-out page of global payments. 

    Note: Do not refresh or close the browser during this step. 

Step 4: Enter Credit Card Details 

Provide the following required information: 

• Billing Information 

• Card type 

• Card Number  

• Expiry Month 

• Expiry Year  

• CVV / Security Code  

Then click “PAY” button. 
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Step 6: The OTP (One-Time Password) will be sent to the mobile number registered with your 

credit card. Enter the OTP number in the provided field then, Click the Submit button to finalize 

your transaction. 

 

Note: Some banks may have different authentication procedures. Please follow the instructions provided 

by your selected bank to complete the authentication process. 

 

 Step 7: Payment Processing 

• The system sends the transaction to the issuing bank  

• Wait for processing (a few seconds) . 

Step 8: Payment Result 

After processing, the system will redirect back to AIMS: 

A. If Payment is Successful. A message will display: “Payment Successful”. Click the close button 

to redirect back to AIMS. 
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• AIMS will:  

o Automatically post payment to student ledger  

o Update outstanding balance  

B. If Payment Failed 

• Message: “Payment Failed”  

• No changes will be made to the account  

User may: 

• Retry payment  

• Use another card  

• Contact bank  

C. If Transaction is Cancelled 

• User clicks cancel on payment page 

• Message: “Payment Cancelled”  

• No payment is recorded  
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Step 9: Verify Payment in AIMS 

1. Go to My Accounts 

2. Check:  

o Payment status  

o Updated balance  
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PAYMENT FOR OTHERS OR  

NON-ASSESSMENT FEES 
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Navigate to Other Payments tab if you are going to pay other non-assessment fees. 

 

1. From the Dashboard, click the Other Payments tab. 

2. Select the fee(s) you wish to pay by ticking the corresponding checkbox. 

3. Under the “How would you like to pay?” section, select Credit Card as your payment 

method. 

 

Step 3: Initiate Payment 

 

1. Click the “Continue to Payment” button. 

2. Read the Payment Terms and Conditions, then click “Yes, Proceed” to continue. 
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You will be redirected to the check out page of global payments. 

    Note: Do not refresh or close the browser during this step. 

Step 4: Enter Credit Card Details 

Provide the following required information: 

• Billing Information 

• Card type 

• Card Number  

• Expiry Month 

• Expiry Year  

• CVV / Security Code  

Then click “PAY” button. 

 

 

 

Step 6: The OTP (One-Time Password) will be sent to the mobile number registered with your 

credit card. Enter the OTP number in the provided field then, Click the Submit button to finalize 

your transaction. 

 

Note: Some banks may have different authentication procedures. Please follow the instructions 

provided by your selected bank to complete the authentication process. 
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 Step 7: Payment Processing 

• The system will send the transaction request to the issuing bank for processing. 

• Please wait a few seconds while your payment is being processed. 

Step 8: Payment Result 

After processing, the system will redirect back to AIMS: 

A. If Payment is Successful. A message will display: “Payment Successful”. Click the close button 

to redirect back to AIMS. 

 

• AIMS will:  

o Automatically post payment to student ledger  

o Update outstanding balance  

B. If Payment Failed 

• Message: “Payment Failed”  

• No changes will be made to the account  

User may: 

• Retry payment  

• Use another card  

• Contact bank  

C. If Transaction is Cancelled 

• User clicks cancel on payment page 

• Message: “Payment Cancelled”  

• No payment is recorded  



CONFIDENTIAL: All data furnished of all these pages, in connection with this AIMS User Guide shall not be duplicated, transmitted, 
 used, or otherwise disclosed to anyone other than University of St. La Salle & St. Joseph School Bacolod. This restriction is applicable to all 

sheets of this document.  

 

 Powered by Pinnacle Technologies, Inc. 

Copyright 2025 AIMS 

 

Page 15 of 17 
 

Academic Information Management System 

Credit Card Online Payment - User's Guide 

 

 

Step 9: Verify Payment in AIMS 

3. Go to My Accounts or Online Payments Trail 

4. Check:  

o Payment status  

o Updated balance  
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Troubleshooting Your Online Payment 

Transactions 
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Transaction declined or unsuccessful: 

• If your school payment transaction is declined or unsuccessful, check for errors in your credit 

card information, ensure sufficient funds. You can contact your credit card bank customer 

service for assistance or and you contact the school finance/accounting office for school fees 

assistance. 

Incorrect billing information 

• Ensure that your billing information matches the details associated with your credit card to 

avoid payment issues for school-related expenses. 

Best Practices for School Payment Security 

• Regularly check your school payment statements or ledger. Review your school payment 

statements regularly to identify any unauthorized transactions promptly. 

• Keep your computer, laptop or mobile phones updated for enhanced security. Ensure that 

your device's operating system, browser, and antivirus software are up to date to protect 

against security vulnerabilities when making school payments. 

• Use secure Wi-Fi connections when making school payments. Avoid making school 

payments using public Wi-Fi networks to reduce the risk of unauthorized access. 

• Avoid using public computers for sensitive school-related transactions. When possible, use 

your personal device for online payments related to school expenses or fees to minimize the 

risk of information compromise. 

 

 

 

 


