
 
 
CREATING AN AUTHORIZED USER 
 
Step 1: Click on the Authorized Users tab. 
All Authorized users will display or click on “Add..” to add another one. 
 

 
 
Step 2: You will be prompted to answer two questions. Then click on Add User. 

 
 
1. Would you like to allow this person to view your billing statement? Yes or No 
 
If you select yes, then this authorized user will be able to view all the ebills that get 
posted to your account, just as you see them. 
 
If you select no, they will only see the statement balance, your current balance and 
then have the option to pay a designated amount. 
 
2. Would you like to allow this person to view your payment history? Yes or No 
If you select yes, then this authorized user will be able to see all payments made to 
your account, regardless of who made the payment. 
 
If you select no, then this authorized user will only see the payments he or she has 
made to your account. 
 



3. You will have to agree to the authorization and enter in the last 4 digits of your 
Student ID number. Click I Agree. 
 

 
 
4. You will receive the following message. An email will be sent to your authorized 
users email with their password. 
 

 
 



DELETING AN AUTHORIZED USER 
 
You can easily delete any authorized users by clicking on the X. 
 

 


