
COLLEGE ADVANTAGE PAYMENT INSTRUCTIONS 
FALL 2026 

 
The student will receive two important emails from campuspayments@touchnet.com. 
 
If the STUDENT agreed to designate a parent/guardian as an Authorized User on their Fall 2026 
College Advantage Program (CAP) application, the Authorized User will also receive two 
important emails from campuspayments@touchnet.com. 
 

What is an Authorized User on TouchNet?  It’s a designated individual—such as a parent or 
guardian—who has been granted permission by a STUDENT to view billing statements and 
make payments on their University account. 
 
Students who did not agree to designate a parent/guardian as an Authorized User on their 
CAP application can still do so by following the instructions listed below in the Important 
Notes section. 

 
The first email you will receive contains a username and will have the subject line, "You have 
been given access to St. John's University Student Account Suite." Please keep this email for 
your records, as it contains information needed to access your account. 
 

 

 
 

The second email you will receive contains a temporary password, and will have the subject 
line, "Your St. John's University Student Account Suite Access Information." This temporary 
password must be changed when you log in for the first time.  
 

mailto:campuspayments@touchnet.com


 
 

 
After you have received both emails, please follow the steps below to log in to your account and 
complete your payment. 
 
 

1. Click on the link provided in the first email. 
 

 
2. Enter the Username provided in the first email and the temporary password provided in 

the second email to log in. 
 

3. The user will be prompted to create a new password. Please record your new password in 
a safe location as it can be used for future transactions.    
 

4. Once a new password has been created, the Student Account will appear, and the 
balance will be shown. Click on the green “Make Payment” button. 
 

 

https://secure.touchnet.com/C21315_tsa/web/login.jsp


 
 

5. Select your preferred payment method. You may choose from the following options: 
 
• Domestic or International Credit Card (3% service fee applies) 
• Electronic Check (ACH) from a checking or savings account (no additional fees) 
 

 
 

6. Once payment has been successfully submitted, a "Notice of Payment" email will be 
sent from campuspayments@touchnet.com to the payer and the student.  Please retain 
this Notice of Payment for your records, as it serves as confirmation of your payment.   

 
 
Important Notes: 
 



• Each time the account has a new or updated balance, the student and Authorized User 
will receive email notifications. 

 
• If a user does not remember their password, click "Forgot Password" on the login page to 

reset it. After submitting the request, a password reset email will be sent immediately to 
the email address associated with the request. 

 
• If you enter the wrong password too many times, the system triggers a timed lockout. The 

University staff cannot manually override or reset this for security reasons. You must wait 
20 minutes for the lockout to clear before using the password reset link. 
 

• If the student did not designate an Authorized User on the CAP application, the STUDENT 
can still add an Authorized User after logging into their TouchNet account and following 
these steps: 
 

1. Click on the Authorized Users link (see arrow below).

 

 

 

2. Next, under the “Add Authorized User” tab, enter the personal email address of the 
individual you would like to authorize to view your term bill and submit payments on your 
behalf. 



 

3. Click “Continue.” 

An email invitation will be sent to the address entered. Once the invitation is accepted, the 
Authorized User will receive the same two important emails listed above (username and 
temporary password).   
 
After the Authorized User has received both emails, they can follow the steps outlined above to 
log in to their account and submit payment. 
 

 

 


