How to Add an Authorized User

Step 1: Student - Access the PayMyTuition portal

H

Log into your RUAccess portal and select the “Registration and Other Student Services’
tab:

R RUAGGE!

All Users | Registration and Ssvudent Services | Financial Aid Services

Employees  Finance

All Users

Banner and RU Access Will Be Unavailable on Aug. 31 Starting at 5:00 p.m.

kK Personal Information , Action Items
[ View and update your biographical and [ View and process your assigned Action
demographic information. Items.

Under the section “Financial Aid and Payment Information” select the “International
Payments” link:

R/ U/

Degree Works Student Login (Some information may not be available yet)
Course Finder
Student Profile
Registration (Registration Training Video)
Student Records
= Apply for Graduation
Enrollment Verification
I-Grade Contract
Unofficial Transcript
Order Transcript
Wait List Instructions
Textbook Information for Registered Classes
* Email Office of the Registrar
* Housing Application
* PROXY/FERPA Management

FINANCIAL AID AND PAYMENT I}

¢ Financial Aid Dashboard

* Make a Payment and enroll in a payment plan (Statement and Payment History)
°_|nternationml Payments

* Learn More About Your Payment Options

* View Tuition and Fees

* My Refund Selection

* Tax Identification Number Verification



https://idp.quicklaunchsso.com/roosevelt

Next, click on the “Pay Now” button to be redirected to the PayMyTuition portal:

= R | RUACGESS

Pay My Tuition « Account Payment
Account Payment

Current Address:

Current Telephone:
Current Account Balance:

$0.00

Preferred Email:

Step 2: Student - Register for an Account with PayMyTuition

Upon redirecting into the PayMyTuition portal, select “Create a Profile” and click the “Register”

button.
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PAYMENT CENTER STATEMENTS REFUNDS E-DOCUMENTS CREATE PROFILE

Click on the register button below to setup your profile. You will be able to update your information prior to setting up
your profile.

REGISTER




Complete your profile information and click “Create an Account.”

LOGIN/SIGN UP X
Log in

First Name Last Name
John Smith

Email address Phene Number
johnsmith@outlook.com Q000000000

Password Confirm password
PassSWOrC <@ “onfirm passworc 2

Do you want to enable 2 factor authentication?

Already have an account?
Be on the lookout for an email from PayMyTuition confirming your profile has been created.

Step 3: Student - Add an Authorized User

Within the PayMyTuition portal, login to your PayMyTuition account.

Select the “Authorized Users” tab and click the “Add New” button.
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PAYMENT CENTER STATEMENTS REFUNDS MY PROFILE

Authorized users list

Name Phone Number Email Address Status Action

Parent A 8708393838 parentalll@gmail.com |=| & |



Input your authorized user information. Remember to enable the correct permissions for your
authorized user.

ADD AUTHORIZED USER X
First Name Last Name

First name* Last name*
Email Address Phone Number

Email address® Phone number*

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

Would you like to allow this authorized user to view all transactions? No

CANCEL ADD

Once you have completed the form, click “Add”. Your authorized user will receive an email from
PayMyTuition requesting they register as a user.

Within the Action column, you can view the status of your request, edit authorized user details,
delete the authorized user from your account, and resend the email link for registration.

Authorized users list ADD NEW

Name Phone Number Email Address Status Action

N
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Carla Alegre 4164665555 test@gmail lllll.com (" pending )




Step 4: Authorized User - Complete Your Account Registration

You will receive an email from PayMyTuition with a request to register for an account. Click on the
link within the email to complete your account setup.

Step 5: Authorized User — Access Your PayMyTuition Account

To access your PayMyTuition account as an Authorized User, visit www.paymytuition.com and
select Login from the top of the screen:

tu’t[on Payment Solutions ~ Platform & Integration ~ Resources ~ Company ~

sssssssssssss

Input your email address and password and click Login to access the students’ Payment Center to
action on payments:

Login

Email address

Password


http://www.paymytuition.com/

