
 

REGISTRATION 

If your account is in good standing (i.e., not past due) you may 
pre-register for future classes during specified periods each 
term.  You become responsible for all tuition, fees, and other 
charges for the term upon the completion of registration.  You 
must be officially registered in a course in order to attend clas-
ses.  The university reserves the right to cancel any course 
with insufficient enrollment.  

STUDENT PAYMENT AGREEMENT AND                 
DISCLOSURE STATEMENT 

After you are accepted for admission, the university will re-
quire you to set up a student account. To do this, you will go 
through your Murphy Online account. You also will need to 
sign the Student Payment Agreement and Disclosure State-
ment.  This document is a legal agreement that contains the 
official explanation of terms of payment, application of fi-
nance charges, consequences of a past due account and oth-
er important financial information.   

THE UNIVERSITY OF ST THOMAS RESERVES THE RIGHT TO ADD, AMEND, OR REVOKE ANY OF THE 
CONTAINED RULES, POLICIES, REGULATIONS AND INSTRUCTIONS, OR INCORPORATE ADDITIONAL 

ONES AS CIRCUMSTANCES MAY REQUIRE. 

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT 
(FERPA)  

The Family Educational Rights and Privacy Act of 1974, as 
amended, prohibits the University of St. Thomas from disclos-
ing the education records of students to most third parties 
without the student’s written (or electronic) consent.   

Parents, guardians, spouses, employers, etc...are all consid-
ered third parties; consequently,  the Business Office must be 
granted authorization by the student to communicate with 
any of them regarding student account information.   

For information on granting access to third parties, please 
review the sections on Authorized Users and Murphy Proxy.  
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PAYMENT OF TUITION AND OTHER CHARGES 

The University of St. Thomas allows you to pay your tuition 
and fees using a payment plan that spreads your payments 
out over time. That means you can attend classes before you 
have fully paid your tuition and fees for that term.  An elec-
tronic notification will be emailed to your “@stthomas.edu” 
account when a new statement of account is available online 
for review.  For the fall term, the first eBill notification email 
will be sent toward the end of August.  See the billing table 
for more information. 



The University of St. Thomas recog-
nizes the challenge of meeting the 
costs of higher education.  To assist 
you in budgeting for educational 
expenses, we offer students the op-
portunity to make payments in 
monthly installments, eliminating 
the need for one large payment at 
the beginning of each term.  On the 
Extended Payment Plan, a minimum 
payment will be calculated each 
month based upon your new ac-
count balance (adjusted for new 
charges, payments, and/or financial 
aid).  The minimum payment is due 
on the 19th of the following month.  
AÊfinanceÊchargeÊofÊ1.1%ÊperÊmonthÊ
willÊbeÊassessedÊonÊtheÊremainingÊ

unpaidÊbalance.ÊÊThe full balance  
must be paid by the end of the 
academic term. You will not be 
allowed to enroll (start classes) 
in a subsequent academic term 
until the charges for the prior 
term are fully paid. 

You may choose to pay more 
than the minimum payment due, 
resulting in a reduction in your 
finance charge for that month.  
The Extended Payment Plan 
allows you the flexibility to de-
termine payment based upon 
your individual financial circum-
stances each month.  As long as 
you continue to make the mini-

mum payment due each month, your 
account will be in good standing 
with the university.  Students are 
automatically enrolled in the Extend-
ed Payment Plan upon receipt of the 
Student Payment Agreement and 
Disclosure Statement, unless they 
affirmatively choose to enroll in the 
End of Term Payment Plan.  Students 
will be required to sign a new agree-
ment each term. 

Payment of the balance in full is the 
most cost effective payment option 
because you can avoid paying fi-
nance charges.   

BILLING INFORMATION TABLE 

THE UNIVERSITY OF ST. THOMAS EXTENDED PAYMENT PLAN 

Page 2 Taking Care of Business 

ACCOUNT STATEMENT GENERATED MINIMUM PAYMENT CALCULATION PAYMENT DUE  

FALL TERM   

August = account balance ÷ 4 September 19 

September = (new account balance ÷ 3) + finance charge October 19 

October = (new account balance ÷ 2) + finance charge November 19 

November = new account balance + finance charge December 19 

JANUARY TERM   

December = account balance January 19 

SPRING TERM   

January  = account balance ÷ 4 February 19 

February = (new account balance ÷ 3) + finance charge March 19 

March = (new account balance ÷ 2) + finance charge April 19 

April = new account balance + finance charge May 19 

SUMMER TERM   

May =  account balance ÷ 3  June 19 

June = (new account balance ÷ 2) + finance charge July 19 

July = new account balance + finance charge August 19 



PAYMENT OPTIONS 

The University of St. Thomas accepts payment by 
check, money order, or online via ePayment 
(payments initiated by you that electronically transfer 
funds directly from your checking or savings account) 
or PayPath, a third-party credit card payment service.  

A drop box is  located just outside of the Business 
Office for your convenience.  If you would like to mail 
in a payment, please remit to the following: 

 University of St. Thomas 
 Business Office Mail 5002 
 2115 Summit Avenue 
 St. Paul, MN  55105 

LOCATION & HOURS 

· St. Paul Campus 
 Murray-Herrick Center  -  Room 105 
 2115 Summit Avenue 
 Saint Paul, MN 55105 
 Window Hours:  10:00 am—2:00 pm 

           Monday—Thursday 
 Phone Hours:  8:00 am—4:30 pm 
            Monday through Friday 
 
 
 

4. Follow the steps listed previously in 
the Murphy Online access section  
(above). 

5. Select the “eBill & ePay” card option, 
then select the “Business Office eBill & 
ePay” link. 

6. Click on “My Accounts” (just below the 
school logo) and then on 
“Statements” 

7. The most recently available statement 
should be presented.  Review or print 
as desired. 

Alternatively, the system can be accessed through 
the OneStThomas page; scroll down under My Ac-
tions > Tuition > Balance—click on “Balance is 
$x.xx” 

· UST does not furnish paper billing statements.  
All student account bills are available onlineÊ
only.   

· Students who have account activity (which 
generates a billing statement) will receive an 
email notification at their “@stthomas.edu” 
email address to review their recent eBilling 
statement. 

 

INSTRUCTIONS TO ACCESS THE eBILL  

INSTRUCTIONS TO ACCESS MURPHY ONLINE  

· The Murphy Online system (SSB9) is a tool students can use for various reasons, such as register-
ing for classes, obtaining grades, reviewing 1098-T tax information, and accessing  the online 
eBilling/ePayment system.   

· A username and password are required in order to access Murphy Online. 

1. The web address for Murphy is https://murphy.stthomas.edu. 

2. Select the “card” you wish to access - if you don’t see it, search using the “Discover More” op-
tion. 

3. Business Office and Student Account related cards include “eBill & ePay” and “Payment Agree-
ment Form.” 
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AUTHORIZED  
USERS 

(eBill/ePay System) 

To set-up  parents, 
spouses, and/or other 
third parties as 
“Authorized Users” in 
the eBill/ePay system, 
students must follow 
these simple steps: 

1. Access the eBill 
system via Murphy 
Online. 

2. Select the menu 
option 
“Authorized Us-
ers” at the right of 
the screen. 

3. Select the “Add 
Authorized User” 
option. 

4. Read the disclaim-
er. 

5. Enter the email 
address of the par-
ty  to whom you 
are granting ac-
cess and answer 
the permission 
questions. 

6. Select “Continue.” 

7. Read the disclo-
sure and check the 
“I Agree” box.  
Continue. 

8. An email will be 
sent to the Author-
ized User with 
their access infor-
mation. 



Payment of the charges on your student account must be made 
in accordance with the Student Payment Agreement and Disclo-
sure Statement.   

Should you fail to pay the minimum amount due each month 
under the payment plan that you are enrolled in, your account 
will be considered past due.  Within 30 days of being past due, 
you are required to make payment arrangements with the Busi-
ness Office.  If you and the Business Office cannot reach a  satis-
factory arrangement, the entire balance will be due and payable 
immediately.  You will not be permitted to attend classes in sub-
sequent academic terms. The University also reserves the right 
to take steps to collect the balance, including but not limited to 
the  following: prohibit you from scheduling classes for the fol-
lowing term; place your account with a third party collection 
agency; and/or take legal action to collect the balance due.  
Please note: financial aid is applied to your account like any oth-
er payment.  If your aid has not yet been received and applied to 
your account, and you have an outstanding balance, your ac-
count may be considered past due. 

We encourage you to contact the Business Office immediately if 
you anticipate any difficulty in paying your bill or if problems or 
delays have occurred in obtaining your financial aid.  Our student 
account representatives are here to assist you and can advise 
you concerning  unresolved balances.  Please call (651) 962-6610 
to discuss your student account or to schedule an appointment.  

CREDIT BALANCES/eREFUNDS  

Overpayments or excess financial aid are not kept on your 
account unless you specifically request such action by 
completing the Keep Credit Balance Authorization Form.  
Credit balances are refunded automatically and/or by re-
quest. 

Refunds are issued to students via direct deposit (also 
known as ACH, or often referred to on campus as an 
“eRefund”).  To authorize direct deposit, simply go to the 
student eBill/ePay system and set up an eRefund profile.  
(Found under “Refunds” on the menu bar.)  eRefund pro-
files can only be set up and accessed by students; Author-
ized Users do not have this option.    

Refunds from overpayments of excess financial aid will 
begin approximately 10 days after the add/drop date at 
the start of each term.   eRefunds are processed weekly 
thereafter; you should verify the funds are available in 
your bank account before spending.  

PAST DUE ACCOUNTS 
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MURPHY PROXY 

In addition to Authorized User access (eBill/ePay system), students may also grant third parties access to select student rec-
ords within Murphy Online.  This access is referred to  as “Murphy Proxy.”   For more information visit online 
www.stthomas.edu/proxy. 

  



Title IV federal financial aid funds are identified as Pell Grants, 
Supplemental Education Opportunity Grants, Direct Subsidized 
or Unsubsidized Loans and PLUS Loans.  If you receive Title IV 
aid in excess of tuition, fees, room, and board, federal regula-
tions require the university to obtain your authorization to al-
low excess funds to be used to pay other charges on your stu-
dent account.  Other charges might include (but are not limited 
to):  Tommie eXpress card charges, parking fees and fines, li-
brary fines, etc…  If you are offered Title IV aid, you will receive 
a notification email from the Business Office to complete the 
authorization form.  Please contact (651) 962-6610 with any 
questions you might have on the Title IV authorization form.  

 

FINANCIAL AID IMPORTANT REMINDER REGARDING STUDENT 
EMPLOYMENT 

Earnings from on-campus student employment included in 
your financial aid package (work study) can be credited to 
your student account once you have secured a job, com-
pleted all required paperwork, and have actually earned 
the wages.  Even if you are authorized to work for a spe-
cific amount of money, as indicated in the Notification of 
Award you received from Financial Aid, that amount will 
not be reflected as a credit on your student account.  
When completing your employment paperwork, you de-
termine what percentage of your earnings, if any, will be 
applied to your account.  Should you choose to use your 
student employment wages to assist paying your account, 
your remaining monthly account balance will still be sub-
ject to the 1.1% finance charge. 
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TITLE IV FEDERAL FINANCIAL AID AUTHORIZATION 

Don’t assume that because your family has a certain in-
come level that you won’t be eligible for financial aid.  
There are other factors besides income that are used to 
determine your ability to contribute to the cost of your 
education.  You also may be eligible for merit-based schol-
arships.  The important thing to remember is that there 
are many ways to finance your education.  Our Financial 
Aid Office is here to help you identify which financing op-
tions will benefit you most.  If you haven’t been in contact 
with a financial aid counselor, please call (651)962-6550, or 
email financialaid@stthomas.edu, to learn more about the 
possibilities. 

TUITION PROTECTION PLAN (Tuition Insurance) 

The cost of an undergraduate education is a significant 
investment, often second only to a home mortgage.  Stu-
dents who are hurt or become seriously ill and must with-
draw due to medical reasons stand to lose thousands of 
dollars.  While the University of St. Thomas offers refunds 
in accordance with its refund schedule, refunds are not 
available throughout the entire academic term.  Conse-
quently, the University would like to inform you of an op-
tionalÊinsurance plan that provides coverage options for 
tuition, mandatory fees, and other related costs when a 
student must withdraw due to a verified medical condi-
tion.  The GradGuard Tuition Protection Plan (or TPP) is 
underwritten by Allianz Global Assistance and is a service 
of Next Generation Insurance Group, LLC. It is not a plan 
of the University of St. Thomas, but it is available to our 
students. 

Subject to the terms and conditions of the TPP and the 
specific coverage you choose to purchase, if a covered 
student withdraws from classes due to a personal injury or 
sickness, the Plan will return up to 100% of the insured 
term tuition, academic fees, room and board.  For more 
information search “tuition insurance plan” on the 
www.stthomas.edu website. 



THE TOMMIE EXPRESS ACCOUNT 

Money you’ve deposited into your Tommie 
eXpress Account can be used for purchases 
at any dining service location, both 
bookstores, The Tommie Shop, Tommie 
Central, select vending machines, and at a 
variety of off-campus businesses.  The eX-
press Account program allows you the free-
dom of making purchases throughout cam-
pus (and beyond) without carrying cash.  
Funds are credited to your eXpress Account 
by making a deposit via the online GET 
Funds system or the GET Funds app.  GET 
Funds allows for deposits to be made with 
credit cards or by billing it to your student 
tuition account.  Students receive a 5% bo-
nus for creditÊcardÊdepositsÊ(with a required 
minimum of $50 and  there is a  convenience 
fee.)  Charges to your tuition account will be 
reflected on your eBilling statement from 
the Business Office.  eXpress dollars can only 
be used with an activated Tommie ID card.  
Each time you purchase items using your 
card, the cost of the item is deducted from 
your eXpress account balance.  eXpress ac-
count transactions can be monitored using 
GET Funds.  For more information on the 
Tommie Card, eXpress accounts, or GET 
Funds, visit www.stthomas.edu/cardoffice. 
 

STUDENT PRINTING CHARGES 

Every student is provided an allotment for “free” printing and will be 
charged a per-print fee over and above the allotted amount.  The allotted 
amount is determined by Innovation & Technology Services (ITS) .  

The allotment is equal to  about 400 grayscale prints.  Each page printed 
beyond the allotment will be charged back to you at the standard print rate.  
If charges are incurred, they will be reflected on your January, May, and Au-
gust billing statements.  For more information on printing, check out Tom-
mie Tech Services online. 

Note:  Larger paper prints and/or color prints may cost more when these 
features are available.  
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CHANGE OF CLASS SCHEDULE/REGISTRATION 

A change in schedule occurs when you add or drop a course, or change from 
one course (or section of a course) to another. 

Visit the Academic Counseling and Support’s website for information on 
registration including adding or dropping classes.  Be sure you understand 
applicable policies for withdrawing from courses. Your change in schedule 
will be effective on the date of your Murphy Online transaction or when your 
completed form is received (during regular working hours) by the Office of 
Student Data and Registrar.   

a. Adding courses—You are charged full tuition and fees for each course 
added.  Courses will not be added after the 7th calendar day of the term 
unless the student receives permission from the instructor. 

b. Dropping courses—Full refund of tuition and select fees may apply for 
courses dropped at the beginning of the term according to the applica-
ble refund schedule and tuition model (See item c. Banded tuition.)    

c. BandedÊtuition—Students charged using the undergraduate banded 
tuition  model will be charged  the same tuition rate for taking  12  - 18 
credits  during the term.   Registration changes that take place within 
the banded range will not impact the tuition charge.  However, it is im-
portant to note that students under the banded model will be charged  
overload tuition for registering for more than 18 credits a term.  

d. Changing courses—Students may change from one course, or section of 
a course, to another at no charge during the first 7 calendar days of the 
term.  Changes are not permitted after the 7th calendar day of the term 
unless the student receives permission from the course instructor. 

e. Audit course changes—Students who change their grading option from 
standard grading to audit through the 14th calendar day of the term  
may receive a tuition reduction; students who change after the 14th 
calendar day of term will not  receive a tuition reduction.  However, stu-
dents who change from audit to standard grading will be charged the 
full tuition for that course (regardless of change date).  Audited courses 
will count as one credit toward banded tuition. 



You may be eligible for certain tax credits and benefits for out
-of-pocket payments made to the University of St. Thomas for 
tuition and certain fees.  Accordingly, a 1098-T Tuition Tax 
Statement will be mailed to applicable students by January 31 
of each year.  The 1098-T and supplemental data are also 
available through Murphy Online (see Instructions to Access 
Murphy Online).  The information on these documents may 
be helpful when calculating tax credits.  Individual tax circum-
stances determine a taxpayer’s eligibility.  Additional infor-
mation regarding education tax credits may be obtained 
through the Internal Revenue Service  (IRS).  See 
www.irs.gov for publications, FAQs, and other reference ma-
terials.   

EDUCATION TAX CREDITS 

AUDIT TUITION REDUCTION SCHEDULE  

Applicable to courses billed on a per-credit basis: 
· 75% refund or 25% charge for a four credit course. 
· 67% refund or 33% charge for a three credit course. 
· 50% refund or 50% charge for a two credit course. 
 
If you have any questions regarding registration or change of 
class schedule please contact the Office of  Student Data and 
Registrar, (651)962-6700 / registrar@stthomas.edu. 
 

Refund policies and schedules described in this section apply 
to undergraduate students for fall and spring terms.  All re-
funds will be applied directly to your student account.  Re-
funds for summer and J-term courses may vary based on the 
course start date.  Please contact the Business Office at 
(651)962-6603 for more information. 

a. Tuition —Should you drop a course or withdraw from 
the university, your tuition refund will be calculated ac-
cording to the following schedule (per-credit model): 

 Through the 14th calendar day of term………..100% 
 The 15th through 21st calendar day of term…....80% 
 The 22nd through 28th calendar day of term…..60% 
 The 29th through 35th calendar day of term…...40% 
 The 36th through 42nd calendar day of term…..20% 
 After the 42nd calendar day of term……………..0% 
 For courses that begin at mid-term, the above schedule 

applies from the first day of the class. 
 
 Banded Tuition—ChangesÊwithinÊtheÊ12-18ÊcreditÊband
 rangeÊwillÊnotÊimpactÊtuitionÊcharges.ÊÊHowever,  it is 
 important to note that students under the banded mod-
 el will be charged overload tuition when registering for 
 greater than 18 credits per term. 

  
The effective date of your tuition refund will be the date 
of your Murphy Online transaction to change your regis-
tration, or the day your Change in Registration form or 
Checkout form is received by the Office of the Registrar.  
See CHANGE OF CLASS SCHEDULE/REGISTRATION and 
WITHDRAWAL FROM THE UNIVERSITY sections of this 
publication for more information. 

 
b. Fees—Most fees (unless otherwise noted) will be re-

funded through the 14th calendar day of the term if you 
drop courses or officially withdraw.  There is no refund 
after the 14th calendar day of the term. 

 
c. Food Service/Board Plans—for more information, 

please search the “Refund Policies and Schedule” sec-
tion of the Business Office website. 

REFUNDS 

WITHDRAWAL FROM THE UNIVERSITY 

Students may withdraw from the university at any time by 
contacting the Academic Counseling and Support Office.  If 
you withdraw after completing registration, you will be 
charged or refunded according to the refund policy and 
schedule described in the REFUNDS section of this publica-
tion. Be sure to review applicable policies about withdrawal 
so you understand any other consequences of withdrawing. 

The effective date of withdrawal will be the date you report 
to the ACS Office.  This date will be used to calculate your 
tuition refund, if any. 
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MHC 105, Mail #5002 
2115 Summit Avenue 
St. Paul, MN 55105 

Phone: 651-962-6600 

Email: busoffice@stthomas.edu 
CONTACT THE BUSINESS OFFICE: 



READING AND UNDERSTANDING YOUR STATEMENT OF ACCOUNT 

The University of St. Thomas utilizes an online electronic billing (eBilling) system to present student account billing statements. 
The Business Office produces eBills on a monthly basis and students are notified via email when a new statement is available 
online for review. 

 

1. Due date—Your first eBill for fall term is generally available online on or around August 27th.   An email notification will be 
sent to your “@stthomas.edu” email account when it is ready for viewing.  Payments are always due on the 19th of the 
following month. 

2. Minimum Payment Due—If you are enrolled in the Extended Payment Plan (as most undergraduate students are), the 
monthly minimum payment is calculated by taking the new account balance, dividing that number by the remaining 
months of the term, then adding the appropriate finance charge (if applicable.)  See the BILLING INFORMATION TABLE 
section presented earlier in this publication for more information. 

3. Account Activity—This section of the statement will reflect any activity that occurred on your account during the previous 
month.  You will find an itemization of charges (tuition, fees, room, board, etc.), payments, and/or other credits.  As the 
academic year progresses, other fees (i.e. eXpress card, printing charges), fines, or finance charges may be added to your 
student account as applicable.  

4.  Pending Financial Aid—This section of the statement will reflect “PENDING FINANCIAL AID.”  If you are expecting finan-
cial aid, be advised that not all of your financial aid may credit to your first Statement of Account at the beginning of the 
term.  Please reference your account via Murphy Online for updates.  Loans are gross amount; your actual loan may be less 
if your lender charges a fee.  Contact the Financial Aid Office at (651)962-6550 (option #4) if you have questions or con-
cerns. 

5. Remit Address—For those who would rather not take advantage of the available online ePayment system (electronic pay-
ment via ACH deduction from a checking or savings account), payment by check or money order is also accepted at the 
Business Office cashier window.  Additionally, payments  by check or money order can be mailed to the Business Office; 
please enclose a copy of the student bill with the payment to ensure application to the proper student account.     
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For more information visit  our website at  
www.stthomas.edu/businessoffice/ 

TheÊUniversityÊofÊSt.ÊThomasÊadmitsÊstudentsÊofÊanyÊrace,Êcolor,Êcreed,ÊandÊnationalÊorÊethnicÊorigin. 
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EXAMPLE—STUDENT PAYMENT AGREEMENT AND DISCLOSURE STATEMENT (EXCERPT)  
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