
 

 

Payment & Payment Plan 
Authorized Users 

Purpose: To allow other authorized users such as parents, 
grandparents, guardians, or other third parties authorization 
to see your student financial transactions, make payments, 

and enroll and/or manage payment plans. 

Please note that with our conversion to the new system, previously saved Payment 
Methods and Authorized Users are no longer in your profile and will need to be re-
added if desired. 

Adding an Authorized User – Student Set Up 
1. Begin by logging into Basecamp, then selecting WorkDay 

 

 
2. Once in WorkDay, you will navigate to the Student > Finance dashboard 

 



 

 

 
3. When you are in the Student Finance dashboard, you will use the Student 

Financials Helpful Links to the right to navigate to TouchNet to Enroll/Manage 
Payment Plans. 

 
4. Once you are in the payment system, you will use My Profile Setup to select 

Authorized Users to add a third-party user to view your account. 

 
5. You will then select Add Authorized User and enter the user's email address. 

 

 
6. After entering the user’s email address and selecting Continue, the user will 

receive two emails; one with their username and the log in link, and a second 
with their temporary password, which they will reset upon their first log in. 

 



 

 

7. Once they use this information to create their login information, they will be 
able to log directly into the payment system to view your account, make 
payments on your behalf, as well as enroll in and manage payment plans. 

 

Authorized User View 
To access the Authorized User login page, visit 
https://secure3.touchnet.com/C21366_tsa/web/ .  Once you log in, you will see the 
main summary page for the student, showing their balance due, any account 
activity, payment plans that they are enrolled in, and the options for enrolling in a 
payment plan, or making a one-time payment. 
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