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This guide provides instructions for students to view housing charges, pay a balance, or 

apply excess financial aid toward University Student Housing (USH) charges using the 

University Student Housing card on the RamPortal homepage.   

Important: The ability to authorize aid via the USH card becomes available once charges and 

bills are posted for the upcoming term. Once your aid has been fully disbursed, you will not 

be able to apply the aid to your charges. If there are questions or concerns, please submit 

an AES Support Portal ticket. 
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NAVIGATION 

• Login to Ramportal using your WCU Single Sign On (SSO) at ramportal.wcupa.edu.     

• Locate the University Student Housing card on your home page.  For help with finding 
cards, visit Home Page Navigation: A Guide to the RamPortal Home Page  

 

 
 

Fig 1: USH Card as it appears after bills are posted.   

https://wcupaprod.service-now.com/auth_redirect.do?sysparm_stack=no&sysparm_url=https%3A%2F%2Fshibidp.wcupa.edu%2Fidp%2Fprofile%2FSAML2%2FRedirect%2FSSO%3FSAMLRequest%3DlVJNb%252BIwEP0rke%252FYsZNQahEkFrRapG4bEdrD3hxnKJYSO%252BtxYPffNwSqtpdWPVoz72Pe8xxV24hOLvtwsFv42wOG6F%252FbWJSXSU56b6VTaFBa1QLKoGW5%252FH0nBY1l511w2jUkWiKCD8bZlbPYt%252BBL8Eej4XF7l5NDCB1Kxk6679SAqSlephPrTlS7lll17NQz0NqRaD14MFadyd6geDCVqTs6UlCoeza82MC1Nw2wsyHBtlAbDzqwsnwg0U%252FnNYx35WSvGgQSbdY5Ke9Xsz3nVXWbVmnKq1hxBboSWiiepPFMJLNhEQuFaI7wBkXsYWMxKBtyImKRTeKbCc92PJVZIpMpveHTPyQqron8MLY29vnz%252BKrLEspfu10xKR7K3UhwNDX4%252B2H7u8k9gccxtYGcLOZjg3J07t%252BX%252Brkp9dokWXypPmfvNa6KnTx736wL1xj9P1o2jTutPKgw3BN8D2M1rQpXG6aWnAo6S2PKeZJlU8ppSpOMsMWV%252FuP3XLwA%26RelayState%3Dhttps%253A%252F%252Fwcupaprod.service-now.com%252Faes
https://experience.elluciancloud.com/wcuop/
https://www.wcupa.edu/academicEnterpriseSystems/training/ramportal-training/documents/Homepage_Navigation.pdf


 

VIEW HOUSING CHARGES 

Your current USH Balance is displayed in the middle of the card.   

 

Fig 2: Example of USH Card showing Balance, Apply Excess Aid button, and Note about balance. 

There is a red message at the bottom of the card stating: “Recent authorizations to apply excess 

financial aid to your USH charges may not be reflected in the balance shown above.”  This 

means that if you recently applied aid, the balance on the card may not be updated yet. 

 

APPLY EXCESS AID TO USH CHARGES 

If you have excess aid available, you will have the Apply Excess Aid to USH Charges button 

visible on your card.  If you don’t see this button, you don’t currently have excess aid available 

to apply.   

To authorize aid: 

1. Click the Apply Excess Aid to USH Charges button (Fig 2).  

2. Complete the Student Information section (see Fig 3 below). 

3. Check the box to authorize WCU to apply the funds to your USH bill. 

4. In the USH Authorization Amount field, enter the amount of excess aid you’d like to 

apply.   

5. Check the Student Signature box. 



 

 

Fig 3: Example of Form showing Authorization check box, Amount, and Student Signature box. 

6. Use your mouse to sign in the pop-up window, then click Apply Signature. 

7. The Date Submitted field will populate automatically. 

8. Click the Submit button at the bottom left to complete the process.   

 

Fig 4: Completed form with signature.  Submit to finalize approval. 

COMMON ERRORS 

1. The amount must be less than or equal to your total housing charges.  The amount must 

also be less than or equal to your available excess aid. See Fig 5 below. 



 

 

Fig 5: Example Error message when the authorization amount exceeds the room charge.  

2. Do not include the $ symbol. Enter the amount as a number with decimal (i.e. 5000.00). 

 

Fig 6: Error message triggered by using a dollar sign in the Authorization Amount field. 

 

For support, please submit a ticket at https://wcupaprod.service-now.com/aes 
 

https://wcupaprod.service-now.com/aes
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