Log in to Self
Service as student.

Click on “User
Options” to expand
the menu bar

Select “View/Add
Authorized User Access”
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Hello, Welcome to Colleague Self-Service!
Choose a category to get started.

© 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.
@ Tax Information @ Grades

Here you can change your consent for e-delivery of tax information. Here you can view your grades by term.

Student Finance Admin mg Financial Aid Counseling
Here you can view the Student Finance information as a student would so you can help the student Here you can view the Financial Aid Hub information as a student woul¢
with any questions. answer any questions.

ellucian. © 2000-2018 Ellucian Company L.P. and its affiliates. All rights reserved. Privaq

ACKSONVILLE

(EVEEERNS

Hello, Welcome to Colleague Self-Service!

Choose a category to get started.

Financial Information

© Student Finance @ Tax Information

Daily Work Here you can view your latest statement and make a payment online. Here you can change your consent for e-delivery o

User Options ) )
@ Student Finance Admin

Here you can view the Student Finance information as a student

w/Add Authoriz would 50 you can help the student with any questions.
Access
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Under “Select an Authorized User, select “Add User”

Add an Authorized User

Select an Authorized User

‘ Please Select v



https://secureweb.ju.edu/Student/
https://secureweb.ju.edu/Student/
https://secureweb.ju.edu/Student/
https://secureweb.ju.edu/Student/

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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User Options View/Add Authorized User Access

View/Add Authorized User Access

Active Authorized Users

Name Authorized User Access Relationship Effective Date
Mrs. First Last Name Student Finance, Financial Aid Parent 41192024 &

Add an Authorized User
Select an Authorized User
‘ Add Another User V‘ 4
Prefix First Name * Middle Name
‘ Please Select V‘ First Name ‘ ‘ Middle Name ‘
Last Name * Suffix Former First Name

Last Narme ‘ ‘ Please Select v‘ Former First Name ‘
Former Middle Name Former Last Name Email Address *

Former Middle Name ‘ Former Last Name ‘ ‘ Email Address ‘
Confirm Email Address * Email Type Phone
[ enarssars | [ s s J [ rone |
Phone Extension Phone Type Birth Date
‘ Phone Extension ‘ ‘ Please Select v‘ ‘ My ‘
Gender SSN Confirm SSN
‘ Please Select V‘ JOX-X000¢ JOOC-XHA-XHHNX

Relationship *

Access *
() Allow Complete Access to All Areas.

© Allow Select Access

[7] Student Finance (1)
(] Account Activity
(] Account summary

["] Make a Payment

|| General @

[ Notifications

Disclosure Agreement

\:I | authorize the institution to disclose my information to this party < ——————

[~ Financial Aid (3)

() offer Letter

[ Financial Aid Home

[ My Awards

["] FARequired Documents

[ College Financing Plan

Jacksonville University is committed to ensuring that its services are accessible to people with disabilities. If you are experiencing difficulty accessing information or content in this application, please contact the Helpdesk at
helpdesk@ju.edu to gain access to inaccessible content or functionality of Ellucian Browser content.
Individuals who wish to file a formal grievance based upon website accessibility, or who seek disability accommodations, may contact webgrievances@ju.edu

Privacy.




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

Search Results X

a. If you get an error message that
. There is an existing user in the system who matches the search
SayS the user already exists then criteria you entered. Click Continue to assign proxy access to this
. . . ; otherwise, click C .
click “continue” and your Authorized prrmeT CTeTe I A
User will need to be validate by JU.

Cancel Continue

b. If you get a message that says no

L o . . Search Results X
existing user then click “Continue
) . There are no existing users in the system who match the search
and your Authorized User will criteria you entered. Click Continue to create a new user from
) 3 the search criteria that you entered and grant that user the
receive t h elr uysername an d Proxy Access that you specified; otherwise, click Cancel.

password by email shortly. cancel Continue

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.

After logging in, you'll be
prompted to reset your P

password. Once your password il
is updated and you’ve logged ~ Authorized User Name
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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Select the Pencil Icon on the right side of the Authorized User whose access you want to edit

Active Authorized Users
Hame

M. First Last Name

Authorized User Acoess Relatienship Effective Date

Student Finance, Finandial Aid Parent ANw2024 é’


https://secureweb.ju.edu/Student/
https://secureweb.ju.edu/Student/

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.”

Edit Authorized User Details

Name

Email Address Relationship

Parent

Access

© Allow Complete Access to All
Areas

O Allow Select Access

O Remove All Access

Student Finance @ Financial Aid @

Account Activity Offer Letter

Arrniint Cumman:

Cancel

6 Click “Save”



