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Setting up an Authorized User 

For a parent or guardian to enroll in a payment plan on behalf of the student, you must first add them 
as an Authorized User. As an Authorized User, the parent or guardian can log in using their own 
credentials and make a payment or enroll in a payment plan.  

 
1. After logging in your Self Service, select the three lines in the upper left corner. 

 
2. Select Financial Information, then Student Finance. Select Make a Payment. 

 

 

 

3. You will be directed to the Secure Payment Center. Click Continue to Payment Center. 
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4. Click the Authorized Users link under My Profile Setup 

 

5. The first tab will show any Authorized Users that have been previously set up. To set up an 
Authorized User, click on the Add Authorized User tab. 

 

Here you can enter the email address of the parent or guardian and select what you would like the User to 
have access to. If you want more than one authorized user, you will need to set them up separately.  

NOTE: Only one Authorized User can set up a payment plan, but you can have multiple Authorized User to 
have payment access.  


