
BPoint Instructions 

Step 1:  
Find the correct invoice in your email inbox (use 
key words such as the name of the excursion or 
Goode, our finance officer’s surname)   

Step 2:  
Open the invoice attached to the email and ensure 
it is the correct invoice that you wish to pay. 
Ensure it doesn’t say DO NOT PAY – this means it 
is a credit note. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



 

Step 3: 
Once you have opened the invoice and confirmed 
it is the correct one, find the BPoint payment 
section in the bottom left hand corner of the 
invoice.  
 

 
 

Step 4: 
Click on the link provided in the BPoint payment 
section to open the online payment portal.  
 
Please note:  
The payment portal should populate the student’s 
customer reference number (CRN), the invoice 
number and the student’s name automatically. If 
so, skip Step 5 and go straight to Step 6. If it does 
not populate automatically please go to Step 5.  

 
 
 

(example of what BPoint payment 
screen should look like)  

 



SKIP THIS STEP IF THE STUDENT’S INFORMATION 
HAS ALREADY POPULATED 
Step 5:  
Using the invoice find the student’s customer 
reference number (CRN) and invoice number and 
input them in the BPoint payment portal. You may 
also need to enter the student’s full name.  
 
 

 
Step 6:  
In the box next to ‘amount AUD’ input the amount 
you wish to pay (it will be the price stated on the 
invoice unless you are paying in instalments).  

 



Step 7:  
Next to ‘select your payment option’ you will need 
to click on either the ‘Mastercard’ or ‘Visa’ icon 
depending on which kind of credit/debit card you 
have.  
 
*This will then bring up a screen that will prompt 
you to enter your credit/debit card details.  

 
Step 8: 
Enter your credit/debit card details as per the 
prompts and when you have completed this you 
must click on proceed, below your details.  

 
Step 9: 
After you have clicked on proceed it will bring your 
receipt up on the screen, below the receipt details 
it will request your email address, input your email 
address to receive a copy of the receipt!  
 
Congratulations you have completed your BPoint 

payment 😊  

 



 


