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Griffith University ePermits Portal –  

Update your PayStay payment details 
To update or add card details for purchasing a permit via the Griffith University ePermits portal, you'll need to make these 
changes in your linked PayStay account.  

This user guide walks you through the step-by-step process to add or update your card details in PayStay. 

Your linked PayStay account can be accessed in the following ways:  

1. Access PayStay Via Griffith University ePermits Portal 
2. Access via the PayStay website 
3. Add Payment Details in PayStay 
4. Update Payment Details in PayStay 

Please keep this guide on another screen to reference while setting updating your payment details.  

1. Access PayStay Via Griffith University ePermits Portal 

1.1. Log into your Griffith University ePermits portal using your Griffith Single Sign-on credentials 

 

1.2. Once the My Applications – Griffith University page loads  
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1.3. Select the PayStay link to access your linked PayStay account 

 You will be logged into your PayStay account on a new browser window.   

Now Continue with either:  

• Add Payment Details in PayStay 
• Update Payment Details in PayStay 
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2. Access via the PayStay website 

2.1. Select Login from the PayStay website 

 
 

2.2. Enter your PayStay username and password 

Now Continue with either:  

• Add Payment Details in PayStay 
• Update Payment Details in PayStay 
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3. Add Payment Details in PayStay 

3.1. Click Edit, in the Payment Method section 

 

3.2. Enter your new Card Details 
Tick the checkbox for Save card for future use *important DO NOT MISS THIS STEP* 

Leave Balance Threshold and Top Up Amount Set to 5 

Click Confirm Payment 
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3.3. If this is the first time registering the card with Click to Pay you will be prompted to finish setting up Click to Pay.  
Add your details to register your card with Click to Pay 

Note: PayStay uses Click to Pay,  to store card details, you will be sent a code to your mobile number.  If you did 
not receive a code, click Resend Code to generate a new code. 

 

3.4. Review your saved details and then click Continue.   
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3.5. To complete the update to card details for your PayStay account. 
Click the Update button 

Then click Close on the popup message that appears. 

 

 

3.6. Check that your updated Payment Details are displaying in PayStay.  

 

Your linked PayStay account is now set up to purchase a permit through the Griffith University ePermits Portal.  

Log out of PayStay and return to Griffith University ePermits portal 

  

https://griffithuni-epermits.orikan.tech/ssp/
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4. Update Payment Details in PayStay 

4.1. Click Edit, in the Payment Method section 

Click Payment Details 

 

4.2. Enter the code and click Continue to complete the multi-factor authentication 
PayStay uses Click to Pay,  to store card details, you will be sent a code to your mobile number.  If you did not 
receive a code, click Resend Code to generate a new code. 

 

 



 
 

User guide – Griffith University ePermits Portal- Udating Payment Details in PayStay 

4.3.  Your saved card details will be displayed with the card number masked out for security.   
Click Add a different card to display the card details 

 

 

4.4. Enter your new Card Details 
Tick the checkbox for Save card for future use *important DO NOT MISS THIS STEP 

Leave Balance Threshold and Top Up Amount Set to 5 

Click Confirm Payment 
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4.5. If this is the first time registering the card with Click to Pay you will be prompted to finish setting up Click to Pay.  
Add your details to register your card with Click to Pay 

Note: PayStay uses Click to Pay,  to store card details, you will be sent a code to your mobile number.  If you did 
not receive a code, click Resend Code to generate a new code. 

 

4.6. Review your saved details and then click Continue.   
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4.7. To complete the update to card details for your PayStay account. 
Click the Update button 

Then click Close on the popup message that appears. 

 

 

4.8. Check that your updated Payment Details are displaying in PayStay.  

 

Your linked PayStay account is now set up to purchase a permit through the Griffith University ePermits portal 

 

 

https://griffithuni-epermits.orikan.tech/ssp/
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