
Tartan Card Portal Instructions  

1. Login to my.sinclair.edu  
 
Employees will need to click on the 
button shown below:            

2. NOTE: The Tartan Card Portal can also be  
accessed  in the Angel Course Portalðsee the 
picture below 
 

 
 
 

Students will on this button shown below: 
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3. The Tartan Card portal home page will open. The home pageôs default view is the Account Summary page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on +Add Money to add 
money to your Tartan card 
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4. Enter the amount of money that you  
wish to deposit 
 
NOTE: The minimum deposit is  
$10.00. The maximum deposit is  
$500. 
 
 
 
 
 
 
 
 
 
 
 
Enter the Payment Information, the Billing Information, put a check next to I have read and agree to 
Terms and Conditions, then click on Submit 
 
The deposit will be charged to the credit card number that you entered 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: You can also use Debit 
Cards in the Tartan Card portal 



 4 

5. Click on Make Deposit 
          
  
 
 
 
 
 
 
 
 
 
 
 
 
   
 
  
 
 
 
 
 
 
  
 
 
 
 
 
 
 

The email message shown below will be sent  
automatically to your Sinclair email address. NOTE: 
Check your Spam folder if you do not see the  
message in your Inbox. 

 
 
Enter a Save Payment Method. Be sure to give the 
method a name in the Payment Method Alias 
 
Put a check next to Set as Default if you have saved 
more than one payment method and you wish to use one 
as a default 
 
Then be sure to click on Save 
 
Enter email information if you want to email a receipt to 
an email address other than your Sinclair email 
 
Then click on Send Receipt 
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6. Click on Account Transactions 
 
 
 
 
 
 
 
 
Choose from the search criteria to  
search for transactions for your 
Tartan Card then click on Search 
 
 
 
 
 
 
 
 
 
 
 
 
 
A report of those  
transactions will open 
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7. Click on Account Statements 
 
 
 
 
 
 
 
A list of available statements for your Tartan card will be displayed 
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8. Click on the statements name to open it within the Tartan Card portal 
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9. There is also an option to download a PDF copy of the statement 
 
 
 
 
 
 
 
 
 
 
 
 
A PDF copy of the statement will open and you can save the PDF to a PC or to a USB drive. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: If the PDF does not 
open correctly, check your web 
browser settings or try another 
web browser.  
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10.Click on Profile then on Personal Information 
 
 
 
 
 
 
 
 
 
 
You can edit your Tartan Card 
Portal profile on this page. 
 
NOTE: Your Sinclair email is  
entered by default in your  
profile. 
 
Options include: changing the  
email address to receive  
email alerts from the portal;  
adding your address; and 
adding your phone number. 
 
NOTE: Be sure to click on  
Update 
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11.Click on Saved Payment Methods 
 
You have the option to save credit card information when you make deposits. You add credit information when 
making deposits. You can edit saved credit card information under the Saved Payment Methods option. 
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12.There are options to access Tartan Card FAQs and to contact IT about the portal 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 

 
 

There are also links at the bottom of the page to access the portalôs features and links to changing 
your Tartan Card Portal profile information. 
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Guest Deposits 

 
 
 
 
 
 
 

 
      
 
     
  
 
 

 
 
 
 
 
 

1. Go to www.sinclair.edu 
 
Click on Student Services 

2. Click on Tartan Card 

3. Click on the Non-Sinclair Students  
link 
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5. Enter your last name 
and your Tartan ID 
number and then click 
on Contribute 

4. You will be taken to the login screen for 
the Tartan Card portal. 
 
To make a quick deposit for someone  
other than yourself such as your son or 
daughter, click on Make a guest deposit 
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6. Enter the amount and then click on Next 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Enter the Payment Information, the  
Billing Information, put a check next 
to I have read and agree to Terms 
and Conditions, then click on  
Submit 
 
The deposit will be charged to the 
credit card number that you entered 
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7. Click on Make Deposit 
 Enter email information if you want to email a  
 receipt to the user you are making a deposit for  
 and/or to send a receipt to yourself. Then click 
 on Send Receipt 
 
 
 
 
 
 
 
 
 
 
 
 
 

      
 
       
 
 
 
 
 
 
 

The email message shown at the 
right will be sent. 


