
V1 October 2025

From the Student Management home screen, select the Enterprise Search bar and 

search for “receipts”

Type or copy and paste your receipt number from Ci / Student Management into 

the ECR search bar. The recent summary including copy will then display. ​

How to reprint an online payment 

receipt from ECR



V1 October 2025

Toggle from ‘Summary’ to ‘PDF” to view (and save) the official receipt. You could 

now manually email this to a student.​

Alternatively, press the ‘three dot ellipsis’ in the top-right and select ‘Re-Print 

Receipt’:​
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Select ‘Edit’ to change email subject, to/from address, email message, etc.

Once all edits are made to the email, click ‘Transmit’ in the top left-hand corner to 

resend the receipt to the listed email address. ​
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Important Notes

How to reprint an online payment 

receipt from ECR

•ECR receipts will be automatically and instantly emailed to students when they make an 

online payment. A ‘copy’ of these receipts is also available in the Student Portal under My 

Finances tile – Payment Receipts; however, this receipt copy may not meet tax invoice 

requirements.

•If a student cannot locate their ECR receipt, help them to search their inbox with, e.g. the 

date of the transaction or receipt no (which would be in the original email subject).

•If a student still cannot locate their receipt, identify the receipt number and then log in to 

Student Management – Receipts (ECR) and reprint the receipt. You can either view, save, 

and send the PDF version or re-transmit via the system to their email.
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