
If a student wishes for a person to handle their financial business on their behalf and to 
receive notification of new fee bills and charges, and to make payments, the student can 
log in to the e-bill and payment suite and designate someone an “Authorized User” 
 
Step 1.  The Student can log directly into the e-bill and payment suite directly at: 
 https://payplan.uconn.edu/C21646_tsa/web/login.jsp 
 
Step 2.  The Student should log in under the box labeled “Students and Staff”   The log in 
is the student’s PeopleSoft ID and password.  Once logged in the student should see the 
e-bill and payment suite welcome page.  To continue to authorize a user, the student 
should select the “Authorized Users” tab:   

 
 



Step 3.  Once there the student will click the “Add an Authorized User” button: 

 
 
Step 4.  Here the student can enter a parent/guardian’s e-mail address.  Once the address 
is entered, select the “Add User” button.  Make sure the student selects “Yes” to both 
questions so the newly authorized user can view the fee bill and be able to make 
payments.  If the student selects “No” to one of the options then the Authorized User will 
not be able to either pay the bill or view the bill depending on the option that was not 
selected: 

 
 



Step 5.  Next, the student should carefully read the statement and enter the last four digits 
of their PeopleSoft ID number and select “I Agree.”: 

 
  The e-mail recipient is now an Authorized user.  The recipient will receive an e-mail 
with their log-in and password information and can log in at: 
 https://payplan.uconn.edu/C21646_tsa/web/login.jsp 
The newly authorized user will log-in under the “Authorized User” box. 
 
Please note:  Becoming an authorized user does not grant the user with FERPA designee 
status.  For more information on becoming a FERPA designee please visit [FERPA link] 
 


