
Online Registration in Populi

1) Go to https://spst.populiweb.com

2) You will be directed to office365.com

3) Login with your full Saint Paul email address and password 
(i.e.       firstname.lastname@spst.edu)

4) Click on My Profile
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5) Click on the Registration Tab

To Remove a course click the Remove button (trash can) to the right of the course, then 
click OK to remove the course.

6) To Add a course click the green plus sign next to available courses, then click Add

a. A Clock symbol indcates a course with a waiting list

b. A lock symbol means the course is unavailable for you to register, either due to a schedule 
conflict or not meeting the prerequisite for the course

8)

7)

Click on the SAVE button to save your changes and to register fully.
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9)

You will receive an email with your schedule changes listed and a direct link to view those 
changes in Populi.  You will also receive an email asking for approval signatures from your DS 
& LPR/BOM for each semester you take a class.

10) Click on the Financial tab to view or pay your bill.
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Student Financial Account & Payments in Populi

Go to https://spst.populiweb.com

You will be directed to office365.com

Login with your full Saint Paul email address and password (i.e. firstname.lastname@spst.edu)

Click on "My Profile", (your profile, not mine)

To make a payment on your balance due, you may do so via accessing your student account in 
Populi.  Note that payment is due in full by the first of the semester.



Click on the FINANCIAL Tab

It defaults to the "Dashboard" tab.  This shows unpaid invoices, unapplied, transactions.  Notice box 

to the right that says "PAY NOW AMOUNT: $0.00", and click on the "MAKE A PAYMENT BUTTON"

a.

You will see this window pop up, fill in all info, using either a credit card, debit card, or checking 
account.  Notice at the bottom you can enter the amount you want to pay.  Make sure you hit 
the button "PAY NOW"  at the very bottom center or the payment will NOT go through.  We use 
a payment portal named Stripe, as I may refer to that from time to time.  



Paying via a CHECK:

If mailing a CHECK, please send it directly to our Bank at the following address, and make sure 
your name, semester/term & class is listed on the check:  (i.e. Jane Doe, COS FAL24 or John Doe, 
COS FAL24 #122)

Saint Paul School of Theology at Commerce Bank 
GROUP 1
P. O. Box 843740
Kansas City, MO 64184-3740

You may also view your account via the "By TERM" tab, as this will show the charges and classes 
for that term.



Another great tab full of info, is the HISTORY tab.  Click on that, checkmark the box next to
"Show Detail" and "Include Voided Transactions".  Notice in the Detail column, this can show 
where the payment came from, such as an Outside/External Aid.  Have a look at this, if you are 
trying to confirm if an entity has sent Saint Paul a check for your behalf.  

You can also download this history into an excel spreadsheet.



To print a STATEMENT for yourself, or to send to an organization for them to pay, select the  By 
Term tab, select the term you want (underneath the By Term tab), and to the very right, you will 
see "Print Statement", and click on that.

updated 7/2/24



Transcript (unofficial) / Grades Prin�ng and/or Downloading By Student in Populi 

• Log into student account.
• Go to Student tab under your name.
• Click on Transcript Ac�ons under Transcript tab.
• Select Export Transcript.
• A new box pops up.  Select Type Unofficial.  You may also select course descrip�ons if you like.
• Click on the box, Export.
• Your transcript will appear, and you can then download to either save and/or print.  Please contact 

cosregistrar@gbhem.org for your official transcript showing all course of study schools you have attended.



CONTACT INFO – please 
review for current mailing 
and phone and personal 
email.  YOU can update this 
on your own.   

OTHER INFO – please review 
all items, especially your current 
District and Conference, the DS 
& LPR NAME and EMAIL 
(very important for me to get 
approvals), FT/PT pastor.  If 
you see an error that needs 
updating, email me asap. 




