
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
AUTHORIZED USERS & PAYMENT PLANS 

 

 

 

 

 

 

 

 

 

 



 

 

An Authorized User can make payments toward a payment plan but cannot enroll the 
student in one. Since there is a payment plan agreement that must be signed by the 
student, only the student can complete the enrollment. 

To enroll in a payment plan, the student must access the PayMyTuition Payment Center 

from Self-Service and select the "Enroll in a Payment Plan" button.

 

Select the desired payment plan and click "Calculate". Then, select "Next". 

 

 



 

 

Read and sign the required payment plan agreement form (example below). 

 

For payment plans where the setup fee is due at enrollment, it must be paid from the 
student’s account. If the setup fee is not due at enrollment, it can be paid by an 
Authorized User after the student signs the payment plan agreement. 

If someone other than the student wants to cover the setup fee, they have two options: 

1. Add their card to the student’s account, then remove it once the payment is 
complete. 

2. Send the funds directly to the student so they can make the payment. 

 

 

 

 

 

 

 



 

 

Authorized User Instructions 

When logged in as an Authorized User, select the "My Profile" tab to add a payment 
method. 

 

Within the "Add a New Payment Method" section, click "Add New" to add a new 
payment method. 

Only the Authorized User has access to the payment method they add. The student 
cannot view the card details or use the payment method. Any payments made using the 
Authorized User's payment method must be initiated by the Authorized User. 

 

To pay for payment plan installment(s) as an Authorized User, access the Payment 
Center tab, scroll to the bottom of the page to view the payment plan schedule, and 
select the "Edit" button in the "Action" column. 

An Authorized User can choose which installments to pay and how many they would like 
to pay for. 

 



 

 

 

Select the desired payment method or add a new one. 

 

Click "Yes" to confirm. 

 

At any time, an Authorized User can access self-service using the same link as students 

to view, update, or change payment methods.  


