
How to Add an Authorized User 

Step 1: Student - Access the PayMyTuition portal 
 

[ĺČϙĖĲťĺϙƅĺŪŘϙ���èèôŜŜϙŕĺŘťÍīϙÍĲîϙŜôīôèťϙťēôϙЊRegistration and Other Student ServicesЋϙ
ťÍæϡ 

 

 

�ĲîôŘϙťēôϙŜôèťĖĺĲϙЊFinancial Aid and Payment InformationЋϙŜôīôèťϙťēôϙЊInternational 
PaymentsЋϙīĖĲħϡϙ 

 

 

https://idp.quicklaunchsso.com/roosevelt


 

bôƄťϠϙèīĖèħϙĺĲϙťēô “Pay Now” æŪťťĺĲϙťĺϙæôϙŘôîĖŘôèťôîϙťĺϙťēôϙPayMyTuition ŕĺŘťÍīϡ 

 

 
 

Step 2: Student - Register for an Account with PayMyTuition 

�ŕĺĲϙŘôîĖŘôèťĖĲČϙĖĲťĺϙťēôϙ�Íƅaƅ�ŪĖťĖĺĲϙŕĺŘťÍīϠϙŜôīôèťϙЊCreate a ProfileЋϙÍĲîϙèīĖèħϙťēôϙЊRegisterЋϙ
æŪťťĺĲϟ 

 

 

 

 

 

 



 

�ĺıŕīôťôϙƅĺŪŘϙŕŘĺƱīôϙĖĲċĺŘıÍťĖĺĲϙÍĲîϙèīĖèħϙЊCreate an AccountϟЋ 

 

�ôϙĺĲϙťēôϙīĺĺħĺŪťϙċĺŘϙÍĲϙôıÍĖīϙċŘĺıϙ�Íƅaƅ�ŪĖťĖĺĲϙèĺĲƱŘıĖĲČϙƅĺŪŘϙŕŘĺƱīôϙēÍŜϙæôôĲϙèŘôÍťôîϟ 

 

Step 3: Student – Add an Authorized User 

®ĖťēĖĲϙťēôϙ�Íƅaƅ�ŪĖťĖĺĲϙŕĺŘťÍīϠϙīĺČĖĲϙťĺϙƅĺŪŘϙ�Íƅaƅ�ŪĖťĖĺĲϙÍèèĺŪĲťϟϙ 

�ôīôèťϙťēôϙЊAuthorized UsersЋϙťÍæϙÍĲîϙèīĖèħϙťēôϙЊAdd NewЋϙæŪťťĺĲϟ 

 



IĲŕŪťϙƅĺŪŘϙÍŪťēĺŘĖƏôîϙŪŜôŘϙĖĲċĺŘıÍťĖĺĲϟϙ�ôıôıæôŘϙťĺϙôĲÍæīôϙťēôϙèĺŘŘôèťϙŕôŘıĖŜŜĖĺĲŜϙċĺŘϙƅĺŪŘϙ
ÍŪťēĺŘĖƏôîϙŪŜôŘϟϙ 

 

iĲèôϙƅĺŪϙēÍŽôϙèĺıŕīôťôîϙťēôϙċĺŘıϠϙèīĖèħϙЊAddЋϟϙ´ĺŪŘϙÍŪťēĺŘĖƏôîϙŪŜôŘϙſĖīīϙŘôèôĖŽôϙÍĲϙôıÍĖīϙċŘĺıϙ
�Íƅaƅ�ŪĖťĖĺĲϙŘôŗŪôŜťĖĲČϙťēôƅϙŘôČĖŜťôŘϙÍŜϙÍϙŪŜôŘϟ 

 

®ĖťēĖĲϙťēôϙ�èťĖĺĲϙèĺīŪıĲϠϙƅĺŪϙèÍĲϙŽĖôſϙťēôϙŜťÍťŪŜϙĺċϙƅĺŪŘϙŘôŗŪôŜťϠϙôîĖťϙÍŪťēĺŘĖƏôîϙŪŜôŘϙîôťÍĖīŜϠϙ
îôīôťôϙťēôϙÍŪťēĺŘĖƏôîϙŪŜôŘϙċŘĺıϙƅĺŪŘϙÍèèĺŪĲťϠϙÍĲîϙŘôŜôĲîϙťēôϙôıÍĖīϙīĖĲħϙċĺŘϙŘôČĖŜťŘÍťĖĺĲϟϙ 

 

 

 

 

 

 

 



 

Step 4: Authorized User – Complete Your Account Registration 

´ĺŪϙſĖīīϙŘôèôĖŽôϙÍĲϙôıÍĖīϙċŘĺıϙ�Íƅaƅ�ŪĖťĖĺĲϙſĖťēϙÍϙŘôŗŪôŜťϙťĺϙŘôČĖŜťôŘϙċĺŘϙÍĲϙÍèèĺŪĲťϟϙClick on the 
link within the emailϙťĺϙèĺıŕīôťôϙƅĺŪŘϙÍèèĺŪĲťϙŜôťŪŕϟ 

 

Step 5: Authorized User – Access Your PayMyTuition Account 

�ĺϙÍèèôŜŜϙƅĺŪŘϙ�Íƅaƅ�ŪĖťĖĺĲϙÍèèĺŪĲťϙÍŜϙÍĲϙ�ŪťēĺŘĖƏôîϙ�ŜôŘϠϙŽĖŜĖťϙſſſϟŕÍƅıƅťŪĖťĖĺĲϟèĺıϙÍĲîϙ
Ŝôīôèťϙ[ĺČĖĲϙċŘĺıϙťēôϙťĺŕϙĺċϙťēôϙŜèŘôôĲϡ 

 

 

IĲŕŪťϙƅĺŪŘϙôıÍĖīϙÍîîŘôŜŜϙÍĲîϙŕÍŜŜſĺŘîϙÍĲîϙèīĖèħϙ[ĺČĖĲϙťĺϙÍèèôŜŜϙťēôϙŜťŪîôĲťŜЍϙ�ÍƅıôĲťϙ�ôĲťôŘϙťĺϙ
ÍèťĖĺĲϙĺĲϙŕÍƅıôĲťŜϡ 

 

 

 

http://www.paymytuition.com/

