
Step by step guide to pay UPNG Fee Online and Register Courses Online 

It is highly recommended that students should use a Laptop or a Desktop PC to complete online payment and registration process. 

The dimensions of the mobile screens are not compatible with some of the features of BSP Pay as well as the UPNG UIS system. 

Step #1: Activate BSP Pay on your BSP Bank Account 

Go to BSP Bank website https://www.bsp.com.pg/ to login and activate BSP Pay. If you have already activated BSP Pay on your account, you can skip 

this step. 

 

 

 

 

https://www.bsp.com.pg/


Click on Login and then click on BSP Pay as shown in screenshot below: 

 

 

 

 

 

 

 

 

 



Enter your BSP ID#. BSP ID is a unique number provided by the BSP bank when you open an account. For those who use BSP Internet banking, the 

Username you use to login is your BSP ID. To login to BSP Pay, please follow the instructions on the screenshot below: 

 

For any information regarding your BSP Account and using of BSP Pay on your Account, please refer to BSP website https://www.bsp.com.pg/personal-

banking/ways-to-bank/bsp-pay/. 

BSP ID can be also be obtained from BSP Phone Banking, *131#, Option-5 My Services, Option-10 View UserID 

https://www.bsp.com.pg/personal-banking/ways-to-bank/bsp-pay/
https://www.bsp.com.pg/personal-banking/ways-to-bank/bsp-pay/


After you click the SIGN IN button, you will receive a One Time Password (OTP) on the Mobile Number linked with your BSP Account. Enter the OTP 

and click CONTINUE as shown in the screenshot below: 

 

 

 

Note: One Time Password (OTP) or Security Code may not be delivered on to your mobile if you did not link your Mobile number 

with your BSP Bank Account. 

 

 

 

 



 

After you successfully login to BSP Pay, Click the Use Online tab to activate BSP Pay on your Account. Please refer to the screenshot below: 

 

 

 

You can Logout after you activate BSP Pay on your BSP Account. 

 



Step #2: Login to UPNG UIS (University Information System) 

After you activate BSP Pay on your Account, you will have to login to UPNG Information System (UIS) Student Portal. The Student portal is accessible 

through the link https://uis.upng.ac.pg/ 

Click on Student icon as shown in screenshot below to login into the Student Portal. 

 

All continuing students should be aware of their passwords. If any student forgot the password, you can get it reset by a Help Desk officer. Send an 

email request to itservices@upng.ac.pg from your registered UPNG student email account if you need a password reset. 

 

https://uis.upng.ac.pg/
mailto:itservices@upng.ac.pg


For New students, their Student ID# (Which is also the Username for UIS) is mentioned on the Offer letter. Follow the instructions in the screenshot 

below to login to UPNG UIS. 

 

If any student requires a password reset, you can email your request to itservices@upng.ac.pg  

 

After you successfully login to UPNG UIS System, Click on My Fees and follow the instructions as shown in Screenshots below: 

mailto:itservices@upng.ac.pg


 

 

 



All pending Bills/Invoices to be paid by the student are displayed. Please select the bill/invoice and click on Make Payment. Refer to the instructions on 

the screenshots below: 

 

 

 

 



Step #3: Use BSP to pay Online 

You will be redirected to the BSP Pay page to make the online payment. 

Enter your BSP ID# and Name linked with your BSP Account and click on PAY button as shown in the screenshot below. 

 



If the BSP ID# and the Account Name match, then you will receive an OTP (One Time Password) on your mobile phone linked with your BSP Account. 

Click CONTINUE as shown in the screenshot below to enter the OTP. 

If the BSP ID# and the Account Name do not match, an alert is displayed regarding the same. Please contact the BSP Customer Service by calling 

3201212 or 70301212. 

 

Enter the OTP received on your mobile under Security Code and click on PAY button as shown in the screenshot below to make payment. 



 

A Success message along with a Receipt Number will be displayed if the online payment is successful. Please click on OK button as shown in the 

screenshot below: 



 

 

 

Note: Close the BSP Pay Window ONLY after you see the successful payment message along with a Transaction Id. 

 



Step #4: Payment Confirmation and View payments made 

Follow the instructions in the screenshots below to view the payments made online. 

 

 

 



Step #5: Online Course Registration 

Login to the University Information System (UIS) using your login credentials. Upon successful login, Course Registration page appears by default. If it 

doesn’t, click the Registrations link from My Academics menu. 

 

Under Registrations screen, click on “Course Registration” tab. 

 

 



A list of courses mapped for your Program, Year/Semester of study will be displayed at the bottom of the header under Course Registration tab. There 

are 2 steps as shown below to complete your course registration: 

 

1. Click the Check Box before the Courses that you want to register. Shown as step1 in the picture above. 

2. After you select all the courses that you want to register, click on “Enroll” button shown as step2 in picture above. 

Note:  

1) If you just click the check box against a course and did not click on Enroll button, the selected courses will not be enrolled. 

2) The number of courses that can be registered depends on the normal course load fixed by the respective School for each 

Program of study. Usually the normal load is 4 courses but some schools allow up to 5 courses depending on the structure 

of the Program. 

3) If you wish to overload, you will have to apply for a course overload at your School office which is subject to approval by 

the School authorities. 

 



Step #6: Viewing & Confirming the registered courses for the current semester 

After login, click on “My Academics” link and then click on “Courses”. 

 

A list of courses registered in the current batch and Year/Semester of study are displayed as below. You can generate an PDF or Excel report of the 

registered courses by following the instructions on the screenshot below: 

 



Dropping and Changing a registered course in case of a mistake: 

Dropping a Course: In case you chose a wrong course and would like to drop it and enrol in a different course, click on “Registrations” tab and you 

will see the Course Registration page. You will see ticked check boxes () before the courses that you have registered. Select the course that you 

wish to drop and click on “De-Enroll” button on top of the courses list (step ❶). Tick the course(s) that you wish to drop (step ❷) and then click on 

De-Enroll button again (step ❸) to complete course un-enrolment. 

 

 

 

 

 

 

 

 

Repeat the instructions under Step #5 to enrol a new course. 

 

Logout from your Student Portal account by clicking “Sign Out” on the right side of your login page once you complete the registration process. 

 


