
A Guide to Applying Online for Student 

Bursary



To apply for a Student Bursary, please use the link or 

scan the QR code below

City of Portsmouth College PMS

https://copc.paymystudent.com/portal/


Changing the Language setting

Use this box to select the

Required language



Registering / Logging in to 

PayMyStudent

Students who are new to PMS will need to 

   register

Students who have previously registered will need 

to login



Activating your new account

If you have registered as a new student you will be

sent an activation email to your college email

address, as shown below:

                                                     

Click here to activate your account and then                                        log in



Once logged in, you will see this page, please follow the 

instructions. 



On this page, you will need to check your personal details and choose your campus. 
You must choose the correct campus to ensure you get the correct financial assistance.





Adding Bank Details 

It is important to provide us with bank details, you will be asked for a sort code, account 
number, bank name, account holder name and roll number (if applicable)

Once bank details are entered, click ‘Next’. 

If the details are incorrect, the system will 

not allow you to continue.



Declaration

Please check your information is correct and complete. Then tick the declaration box, 

add your name, parent signature (if required) and press submit application.



Evidence Guide
NOTE: This is a guide only, there may be other forms of evidence requested.

Incomplete applications will not be assessed, and this will cause delays in receiving support.

Employed – Last 3 months payslips

Universal Credit – Last 3 months statements

Self-employed – SA302 tax calculation/tax return

EHCP (Educational Health Care Plan)

Jobseekers allowance – Full award letter

In care/Care Leaver – Proof of care status letter from social worker

Pension/Pension Credit – Full Pension award letter/statement

Letter from Home Office showing immigration status or ARC

PIP (Personal Independence Payment)  or DLA (Disability Living Allowance) – Full award letters

Income support or ESA – Full award letter

Birth Certificates (applications for childcare support)

Downloads or scans of evidence will be required. 



How to find your Universal Credit Statements

Step 1 – Sign into your universal credit a/c

Step 2 – Go to payments section

Step 3 – Go to statement summary page and click 

the last 3 statements

Step 4 – Open statement, click on print 

statement 

Step 5 – Save each complete 

statement as a PDF and 

upload evidence into PMS



Students who have received their college log in details can sign in 
to their student email through Microsoft Outlook

To log in to your student emails, use Microsoft log in:

• Type in your username which is: 
(yourstudentnumber)@students.copc.ac.uk.Your 
student number can be found on your ID 
CARD. For 
example: 2040010@students.copc.ac.uk

• Type in your password which is: The initial 
password is Portsmouth01

• PLEASE NOTE: There will be an option to reset it 
at the password stage

• The password you reset to must contain 8 digits, a 
capital letter, a number and must be two words 
that wouldn't usually go together.

• For example: Chattydoll7

mailto:yourstudentnumber@students.copc.ac.uk
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