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 (4

STEP 1

In the Payment Portal
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Logged in as: | Logout &

To sign up for direct deposit of your
refunds, complete your setup in the
Refund Account Setup page.

View Account:

Balance $29,845.00

Statements

c“d_‘ the button e, on Demand Statement
to view your

current account

balance and

details.

Announcement

Welcome to the
Account Center!

Carroll University Student

You can view your current account activity, make a
payment, or enroll in a payment plan. You can also
allow your parent/guardian to access your account
to make payments and view your current activity by
completing the Authorized User set up.

CCE Bills

Financial aid is not yet reflected on your CCE bill,

Please Fill Out FERPA!

FERPA (Family Educational Rights and Privacy Act) is
the privacy act that protects students’ confident

information such as their tuition bill. Carroll can only
talk to the people listed in the FERPA Settings about
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STEP 2

Click on Authorized Users

STEP 3
Click on Add Authorized User
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Click the button  view on Demand Statement

to view your
current account
balance and
details.

My Profile Setup

0 Authorized Users

o Personal Profile
@ Payment Profile

o Security Settings

Consents and Agreements

1thorized Users

Please Fill Out FERPA!

FERPA (Family Educational Rig
the privacy act that protects s°
information such as their tuitis
talk to the people listed in the
your bill. If no one is listed, we
out information such as tutior
financial aid award amounts.

You may have filled this put in
Carroll; but with a new portal,
not carry over, and needs to k&

Security Settings

Set up two-step verification b
Security Settings.

Student Direct Deposit Refu

Chiidante Fan anrall in dirart A

ithorized Users

Add Authorized User

name

Email address
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STEP 4

Type Email address of the authorized user

That person will receieve 2 emails. The first email will be their username to log into the
payment portal. The second email will be their temporary password. It will expire in 24
hours so they have to log in during that time frame.

/ view your account information and
sers DO NOT have access to your
il information.

nt ® Yes O No

Y ® Yes O No

STEP 5
Select "Yes" or "No" to what you are giving them access to see on the site

Authorized Users T

Authorized Users Add Authorized User

r account infermation. In
ERPA), your student
your written consent. Adding an
ay view your account information and

You can give others (parents, employers, etc.) the ability to access
Educational Right
chared with a third

consent that an individu.

mak ¥ ts on your . Please note that authorized users DO NOT have access to your

2 p y b
stored payment methods, academic records, or other personal information.

Email address of the authorized user test@carroliu.edu
Would you like to allow this person to view your billing statement @Yg; O No
and account activity?

Would you like to allow this person to view your payment history ®ves O No
and account activity?

Wauld you like to allow this person to receive your payment plan ® Yas O No

communications?
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STEP 6

Click on Continue

® Yes O No

® Yes O No

STEP 7
Check | Agree

-

For fraud detection purposes, your interne

{72.133.197.22} at {04/13/2024 10:09:04 PN\

Any false information entered hereon cc
party entering same to felony prosecuti
laws of the United States. Violators will
of the law.

Please check the box below to agree to the

I Agree
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STEP 8

Click on Continue

\greement Continue

STEP 9

Click on the Action icon

Here is where you can edit what an authorized user can view, delete adn authorized user,
or see the agreement you made when setting up the authorized user.

Eﬁ“ CARROLL Logged in as: | Logout =

. UNIVERSITY

A =
Authorized Users
Authorized Users Add Authorized User
Full name Email address Action
o

Edit D

Delete

Show Agreeqent

Privacy Policy Student Accessiblity Services

Copyright 2024 Carroll University. All Rights Reserved.

Cﬁ.*sé%sz.kt 6 of 11



STEP 10

Click on Edit to change what an authorized user can see

"

-

Edit

Delete

Show Agreement

STEP 11

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

Edit Authorized User

Full name

Email address

Would you like to allow this person to view your billing statement and account
activity?

® Yes O No

Would you like to allow this person to view your payment histary and account
activity?

® Yes O No

Would you like to allow this person to receive your payment plan

communications?

O Yes @No
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STEP 12
Click on OK

e i

ients to your accounts in
1 scheduled or automatic

STEP 13

Click on Delete to remove an authorized user from your account

Edit

Delete

Show Agreement
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STEP 14

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

Authorized Users

Are you sure you want to delete I ? If you delete an
authorized user, that person can no longer make payments to your accounts in

this system. All of that person's upcoming or unapplied scheduled or automatic
payments will be canceled.

Cancel m

STEP 15

Click on Show Agreement

Edit

Delete

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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Authorized User Agreement

| hereby authorize {Carroll University} to grant { I } full
access to my accounts, including ability to view all billing statements, payment
history, and/or make payments accordingly. My payment methods and credit
card and/or checking account information will remain confidential and hidden
from all other users. | understand that | am still primarily responsible for
ensuring that all my accounts are paid on time and in full.

This agreement is dated {04/13/2024 10:10:54 PM CDT}.
For fraud detection purposes, your internet address has been logged:
{72.133.197.22} at {04/13/2024 10:10:54 PM CDT}

Any false information entered hereon constitutes as fraud and subjects the
party entering same to felony prosecution under both Federal and State
laws of the United States. Violators will be prosecuted to the fullest extent
of the law.

Close Print Agreement ]
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