
How to Add an Authorized User 

Step 1: Student - Access the PayMyTuition portal 
 

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

 

 

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

 

 

https://idp.quicklaunchsso.com/roosevelt


 

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

 

 
 

Step 2: Student - Register for an Account with PayMyTuition 

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

 

 

 

 

 

 



 

Complete your profile information and click “Create 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. 

 



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

 

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.  

 

 

 

 

 

 

 



 

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: 

 

 

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

 

 

 

http://www.paymytuition.com/

