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STUDENT ACCOUNTS/BILLING — ADDING AN AUTHORIZED USER FOR MAKING PAYMENTS AND
VIEWING BILLING INFORMATION

Log in to Student Self Service by clicking on the link on the My CommonwealthU | Commonwealth
University page.

My CommonwealthU

Commonwealth University Resources

23 & Fall 2023 Course List & Directory Lookup &
Helpdesk 3 Student Self Service (PROD) &
Faculty / Advisor Self Service (PROD) (A CU Experience TEST#

From the Student Profile page click on Student Accounts located on the bottom left hand side.
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Bio Information
Emait

CCURRICULUM, HOURS & GPA

General Information
ol

Level: e R

REGISTERED COURSES

Not Registered

Advisors
Ad\

Msors are not assigned for Me selected term

Total Hours | Registered Hours: 0 | Billing Hours: 0 | CEU Hours: 0
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To add a parent or authorized user to have access to your student account information click on the ‘My

Profile’ tab and select ‘Authorized Users’ and then ‘Add Authorized User’. Enter the email address of the
person to be authorized and click ‘Continue’.
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Authorized Users

Authoraed Users Add Authorized User

Confirm the information and check the agree box and click ‘Continue’.

Agreement to Add Authonzed User
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The authorized user will receive two emails. One with their username, which is the email you entered,
and one with a temporary password (these are sent separately for security). You will also receive an
email confirming the authorized user being linked to your profile.

The authorized user will click on the link in the email and proceed to set up their information.

Authorized User Profile Setup

* Indicates required ficlds
* Full name

Password must be a minimum 7 characters and must contain at least one number of special character

* Enter your new

* Confirm your new password

Once everything is set up they will be able to view the same information you view when going into your
Student Account.
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