
Adding and Managing Authorized Users
This guide will walk you through how to add authorized users (payers) on your payment 
portal account; and how you can manage their access.
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Student Account Home 16 Steps

STEP 1

In the Payment Portal
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STEP 2

Click on  Authorized Users

STEP 3

Click on Add Authorized User
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STEP 4

Type Email address of the authorized user

That person will receieve 2 emails. The Irst email will be their username to log into the 
payment portal. The second email will be their temporary password. xt will e4pire in 25 
hours so they have to log in during that time frame.

STEP 5

Select "Yes" or "No" to what you are giving them access to see on the site
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STEP 6

Click on  Continue 

STEP 7

Check I Agree
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STEP 8

Click on Continue

STEP 9

Click on the Action icon

,ere is where you can edit what an authorized user can view7 delete adn authorized user7 
or see the agreement you made when setting up the authorized user.
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STEP 10

Click on Edit to change what an authorized user can see

STEP 11

You can select "yes" or "no" to add or remove account views
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STEP 12

Click on OK

STEP 13

Click on Delete to remove an authorized user from your account
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STEP 14

Read the message; and click "okay" if you still want to proceed with deleting
 an authorized user.

STEP 15

Click on Show Agreement
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STEP 16

You can see when the Authorized User was added, and print the agreement
 if need be
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