
ESA Direct Pay Steps 
 
Step 1: Go to your ClassWallet account and click on Pay under Direct Services 
 

 
 
Step 2: Search for St Francis in Who do you want to pay? and then hit Pay. Please note: Do 
not add a period after St., just search St Francis and it will come up. 
 

 
 
 
 
 



Step 3: Upload an invoice 
 

 
 
 
How do I get an invoice? Go to your FACTS Financial Account and click View Details. 
 

 
  



 
Under the Schedule tab, select Print. 
 

 
 
Select the Quarter you are paying for: 
 

 
 
 
 



And it will give you a PDF summary for that quarter that you can upload in ClassWallet 
 

 
 
Step 4: Once you’ve uploaded it, it may pre-populate some items. Otherwise you have to 
manually enter them: 
 

 
 



Under Direct Pay Details: 
●​ Item Description: Type which quarter this is for 
●​ Expense Category: Tuition or Fees Online Learning (non-public) 
●​ Unit Price: Totally tuition cost for the quarter 
●​ Amount: Is the amount in your Class Wallet account 

 
**Sometimes it might populate additional charges, but you only need to have the one item for 
that specific Quarter** 
 

 
 
Step 5: Next, click the Check Box next to Arizona ESA and click Continue.  
 

 
 
 
 
 
 
 
 
 
 



Step 6: Then review and click Submit.  

 


