
Log in to Self
Service as student. 

How to Add an Authorized User

Select “View/Add
Authorized User Access”

1
Click on “User
Options” to expand
the menu bar 

2

3

 Under “Select an Authorized User, select “Add User”4
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Mrs. First Last Name

Enter the contact and personal information of the parent or guardian you’d like to add
to your account. You can grant them full access or select specific areas for them to
access. Make sure you check the box under the disclosure agreement. Click “Submit” at
the bottom to save your changes.
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Student Name

Authorized User Name

 

After logging in, you’ll be
prompted to reset your
password. Once your password
is updated and you’ve logged
back in, a pop-up box will
appear. Be sure to select your
student’s name (not your own),
then click “Continue.”
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Once you give an authorized user permission, they will receive two emails. The first
email will include their username and the second email will include their temporary
password. The emails will come from finaid@ju.edu.
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a. If you get an error message that
says the user already exists then
click “continue” and your Authorized
User will need to be validate by JU.

After you submit the information, you will have to re-enter your password to
confirm your request. 

b. If you get a message that says no
existing user then click “Continue”
and your Authorized User will
receive their username and
password by email shortly.
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Log in to Self Service
as student. 

How to Remove an Authorized User

Select “View/Add
Authorized User Access”

1
Click on “User Options”
to expand the menu bar 2

3

Select the Pencil Icon on the right side of the Authorized User whose access you want to edit 4
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Update the permissions for the Authorized User. If you’d like to remove them,
select “Remove All Access.” If you’d prefer to change their access level, you can
update it to either “Select Access” or “Complete Access to All Areas.”
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Click “Save” 6


