
SETTING UP AN AUTHORIZED USER

Go to www.my.usu.edu and login to your account using your A-number and passwordStep 1
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In TouchNet
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In the lefthand column, go to Finances → Make a Payment. This will take you to TouchNet, the 
online payment system

In TouchNet, go to My Profile → Authorized Users

Step 2
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Select Add Authorized User. Read the information provided in the yellow box, then add the email of 
the person you want set up as an authorized user. You can also choose what information they can 

access. When you have finished, select Continue

Step 4
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Read the agreement, click I Agree, then click ContinueStep 5
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You will see a confirmation that you have set up an authorized user and you will see their email. You 
will also receive an email confirming that an authorized user was added to your account. To make 

changes to the authorized user, select the settings/gear icon beneath Action. This will open a drop-
down menu with the options to Edit or Delete the user
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To edit your authorized user, select Edit. A window will open allowing you to update what the user 
can access. Once you have made the updates, click Update User
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To delete your authorized user, select Delete. A window will open confirming whether you want to 
delete the authorized user. Click OK to confirm. You will then see a confirmation of the deletion.

USU Registrar’s Office, 1600 Old Main Hill, Taggart Student Center 246, Logan, UT 84332-1600  435-797-1116 (ph), or 435-797-1110 (fax)  registrar@usu.edu (email)

mailto:registrar@usu.edu


To add an additional user, click Add Authorized User. Then repeat steps 4 and 5 to add a new user
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Thank you for setting up an authorized user. If you have any questions about this process, please 
contact the Registrar’s Office at 435-797-1116 or registrar@usu.edu

When you have finished using the TouchNet online payment system, please Logout to protect your 
information
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