Setting Up Authorized Users
To add an Authorized User, the student must:

1. Login to Self Service using your username and password
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2. Click Student Finance (where you can view your Account Activity)
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Pl Hello, Welcome to Colleague Self-Service!
Choose a category to get started.

)
Notifications
=
Title Details
‘ @ CCO Schedule Planning Please work with your Academic Advisor to plan your course schedule. Students will not be able to make any changes to their schedules but they

can work with their academic advisor to make any needed changes. Students can view their scheduleand use the planning tools to map future
courses. Please contact your academic advisor with any questions.

[5) | Student Finance Financial Aid

Here you can view your latest statement and make a payment online. Here you can access financial aid data, forms, etc.
‘5 Banking Information Student Planning

Here you can view and update your banking information. Here you can search for courses, plan your terms, and schedule &
§ Course Catalog g Grades

Here you can view and search the course catalog. Here you can view your grades by term.
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3. Then click on Student Finance again at the top or left side of the page and click View and
Pay My Bill


https://selfservice.champlain.edu/Student/Account/Login?ReturnUrl=%2fStudent%2f
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Financial Information _ Account Activity

Account Activity

Account A
= View your Financ _

Alert: To Pay Your Bill and add an Authorized User: click Student Finance again above then click View and Pay My Bill

Financial Information Student Finance View and Pay My Bill

View & Pay My Bill

5. Click “Authorized Users” under the My Profile Setup on the right side of the page
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ﬁ» My Account - My Profile - Make Payment Payment Plans Deposits Help ~

Announcement Student Account ID: My Profile Setup

Balance $ ‘Authorized Users
Fall bills are not ready. Do not pay for Fall until

you receive an email bill notification.

Champlain Online Summer bills are dus April View Activity  Pay Deposit | Enroll in Payment Plan ~ [NETSREI=Ne B Personal Profile

6, 2026. On-campus Summer bills are due May
1, 2026.

Installment plans are available! Check our Statements e Payment Profile
website for details: On-campus students click

here. Online students click here. Your latest eBill Statement View Statements ) ]
1098-Ts will be available by January 31, 0 Security Settings
2026. Check our website for some valuable
o Your latest 1098-T Tax statement View Statements 0 Consents and Agreements
Tuition Insurance is available for all students.

Click on Tuition Insurance to learn about the

offering

Students and Authorized Users- Please review Term Balances

your Statements and Current Activity. Click the

green Make Payment button to pay your account Fél 2020 $



6. Click “Add Authorized User”
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ﬁ My Account Make Payment Payment Plans Deposits Help ~

Authorized Users
Authorized Users _

You can give others (parents, employers, etc) the ability to access your account information. In compliance with the Family Educational Rights and Privacy Act ¢
1974 (FERPA), your student financial records may not be shared with a third party without your written consent.

Adding an autherized user is your written consent that an individual may view your account infermation and make payments on your behalf. Please note that
authorized users DO NOT have access to your stored payment methods, academic records, or other personal information

Email address of the authorized user

Would you like to allow this person to view your billing statement and account activity? ) No
Would you like to allow this person to view your 1098-T tax statement? ) No
Would you like to allow this person to view your payment history and account activity? ) No
Would you like to allow this person to receive your payment plan communications? O No

Cancel



