Why do | need an authorized user?

e Due to FERPA, federal privacy laws, we cannot give anyone information related to
your account without your permission.

» An authorized user has your permission to speak to someone




Set up Authorized User
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e Tuition and Aid
 View your statement

or pay your bill




Click on the Authorized User tab on the right




Enter the authorized user’s email address and answer all three questions as to how much access




The Agreement to
Add Authorized
User page will
pop up so make sure
you enable Popups.

k2852@yahoo.com

Check the box next
to | Agree
then click Continue.




Each user will
appear on your
Authorized Users
page

Authorized Users

You may add
5 authorized users
to your account

Authorized users —— |
Can be Edited Or Jonn " Public kgv1637@yahoo.com Edit,K????@yahoo-coim

Action

e S —

deleted at any time

e

Edit or Delete







Enter your email address and temporary password
then click the Login button

k2852@yahoo.com
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The authorized user’s profile
must be setup

Authorized User Profile Setup

Enter all information with an * S— —
next to it ———
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You can enter an alternate email § |
address if you choose smen Cheses:

“Ehter your new password:
{minimunr7 Tharacters-and:at least ons number or special eh3faster)_

CI |Ck Save ' - “Confirm your new password:




authorized user for

more than one
student, they will all
appear on your
screen.

Profile changes were saved.

You may make a

payment to all at Select Student Account
the same time or — e
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Student Mame UL ID E-mail Address
Ifyouwant to pay et R — o'y ric 1= SR _
just one, double KarenViator_ C00555255rnn154555
click the student’s  FESEREIARHS €00998245 -
name you would like

to pay. ——




This will take you to the student’s statement and Payment Center.
Click either Make Payment or Enroll in Payment Plan.




[ forgot my password or I hever
received a password



Go to the Touchnet website

https://secure.touchnet.net/C22198 tsa/web/login.jsp

Click on the | _ — _ e B b o
Forgot E— i --







The system will lock you out after 5 incorrect
passwords.

The system will reset itself in a little over an hour
SO you can try again.



THE END



