
How to Add an Authorized User 

Step 1: Student - Access the PayMyTuition portal 
 

xŸŊШŔŰƣŸШǃŸƨƖШÅÖ ĦĦĲƚƚШƓŸƖƣċũШċŰĬШƚĲũĲĦƣШƣőĲШљRegistration and Other Student ServicesњШ
ƣċĤа 

 

 

ÖŰĬĲƖШƣőĲШƚĲĦƣŔŸŰШљFinancial Aid and Payment InformationњШƚĲũĲĦƣШƣőĲШљInternational 
PaymentsњШũŔŰťаШ 

 

 

https://idp.quicklaunchsso.com/roosevelt


 

 ĲǂƣЯШĦũŔĦťШŸŰШƣőĲ “Pay Now” ĤƨƣƣŸŰШƣŸШĤĲШƖĲĬŔƖĲĦƣĲĬШƣŸШƣőĲШPayMyTuition ƓŸƖƣċũа 

 

 
 

Step 2: Student - Register for an Account with PayMyTuition 

ÖƓŸŰШƖĲĬŔƖĲĦƣŔŰŊШŔŰƣŸШƣőĲШÂċǃ~ǃÑƨŔƣŔŸŰШƓŸƖƣċũЯШƚĲũĲĦƣШљCreate a ProfileњШċŰĬШĦũŔĦťШƣőĲШљRegisterњШ
ĤƨƣƣŸŰЮ 

 

 

 

 

 

 



 

9ŸůƓũĲƣĲШǃŸƨƖШƓƖŸǯũĲШŔŰŉŸƖůċƣŔŸŰШċŰĬШĦũŔĦťШљCreate an AccountЮњ 

 

7ĲШŸŰШƣőĲШũŸŸťŸƨƣШŉŸƖШċŰШĲůċŔũШŉƖŸůШÂċǃ~ǃÑƨŔƣŔŸŰШĦŸŰǯƖůŔŰŊШǃŸƨƖШƓƖŸǯũĲШőċƚШĤĲĲŰШĦƖĲċƣĲĬЮ 

 

Step 3: Student – Add an Authorized User 

ìŔƣőŔŰШƣőĲШÂċǃ~ǃÑƨŔƣŔŸŰШƓŸƖƣċũЯШũŸŊŔŰШƣŸШǃŸƨƖШÂċǃ~ǃÑƨŔƣŔŸŰШċĦĦŸƨŰƣЮШ 

ÉĲũĲĦƣШƣőĲШљAuthorized UsersњШƣċĤШċŰĬШĦũŔĦťШƣőĲШљAdd NewњШĤƨƣƣŸŰЮ 

 



fŰƓƨƣШǃŸƨƖШċƨƣőŸƖŔǍĲĬШƨƚĲƖШŔŰŉŸƖůċƣŔŸŰЮШÅĲůĲůĤĲƖШƣŸШĲŰċĤũĲШƣőĲШĦŸƖƖĲĦƣШƓĲƖůŔƚƚŔŸŰƚШŉŸƖШǃŸƨƖШ
ċƨƣőŸƖŔǍĲĬШƨƚĲƖЮШ 

 

§ŰĦĲШǃŸƨШőċƻĲШĦŸůƓũĲƣĲĬШƣőĲШŉŸƖůЯШĦũŔĦťШљAddњЮШòŸƨƖШċƨƣőŸƖŔǍĲĬШƨƚĲƖШƽŔũũШƖĲĦĲŔƻĲШċŰШĲůċŔũШŉƖŸůШ
Âċǃ~ǃÑƨŔƣŔŸŰШƖĲƕƨĲƚƣŔŰŊШƣőĲǃШƖĲŊŔƚƣĲƖШċƚШċШƨƚĲƖЮ 

 

ìŔƣőŔŰШƣőĲШ ĦƣŔŸŰШĦŸũƨůŰЯШǃŸƨШĦċŰШƻŔĲƽШƣőĲШƚƣċƣƨƚШŸŉШǃŸƨƖШƖĲƕƨĲƚƣЯШĲĬŔƣШċƨƣőŸƖŔǍĲĬШƨƚĲƖШĬĲƣċŔũƚЯШ
ĬĲũĲƣĲШƣőĲШċƨƣőŸƖŔǍĲĬШƨƚĲƖШŉƖŸůШǃŸƨƖШċĦĦŸƨŰƣЯШċŰĬШƖĲƚĲŰĬШƣőĲШĲůċŔũШũŔŰťШŉŸƖШƖĲŊŔƚƣƖċƣŔŸŰЮШ 

 

 

 

 

 

 

 



 

Step 4: Authorized User – Complete Your Account Registration 

òŸƨШƽŔũũШƖĲĦĲŔƻĲШċŰШĲůċŔũШŉƖŸůШÂċǃ~ǃÑƨŔƣŔŸŰШƽŔƣőШċШƖĲƕƨĲƚƣШƣŸШƖĲŊŔƚƣĲƖШŉŸƖШċŰШċĦĦŸƨŰƣЮШClick on the 
link within the emailШƣŸШĦŸůƓũĲƣĲШǃŸƨƖШċĦĦŸƨŰƣШƚĲƣƨƓЮ 

 

Step 5: Authorized User – Access Your PayMyTuition Account 

ÑŸШċĦĦĲƚƚШǃŸƨƖШÂċǃ~ǃÑƨŔƣŔŸŰШċĦĦŸƨŰƣШċƚШċŰШ ƨƣőŸƖŔǍĲĬШÖƚĲƖЯШƻŔƚŔƣШƽƽƽЮƓċǃůǃƣƨŔƣŔŸŰЮĦŸůШċŰĬШ
ƚĲũĲĦƣШxŸŊŔŰШŉƖŸůШƣőĲШƣŸƓШŸŉШƣőĲШƚĦƖĲĲŰа 

 

 

fŰƓƨƣШǃŸƨƖШĲůċŔũШċĬĬƖĲƚƚШċŰĬШƓċƚƚƽŸƖĬШċŰĬШĦũŔĦťШxŸŊŔŰШƣŸШċĦĦĲƚƚШƣőĲШƚƣƨĬĲŰƣƚќШÂċǃůĲŰƣШ9ĲŰƣĲƖШƣŸШ
ċĦƣŔŸŰШŸŰШƓċǃůĲŰƣƚа 

 

 

 

http://www.paymytuition.com/

