
 
 

                              

Sign Up and Maintain Authorized Users 

Sign Up a New Authorized User 

 Login to your portal at my.ohio.edu and access the Accounts Tab 

 View My OHIO Student Center  

 Choose the link for ‘Sign Up Authorized User’ 

 

 Enter the authorized user information 

 Check ‘View Student Financial Information’ 

 Change status to ‘Active’ 

 Click ‘Save All Changes’ 

 Notify Authorized User of password 
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Authorized User with Multiple Students 

 Each student will need to set up the authorized user with same email address. 

 The most recent password will be the valid password that the authorized user will use.  

 

Example:   

 Student 1 sets up smith@gmail.com with password of Momisgreat1 on 8/1/2011. 

 Student 2 sets up smith@gmail.com with password of MomSmith1 on 8/3/2011. 

 Because Student 2 is the most recent one set – MomSmith1 will be the valid password that the authorized user 

will use to access both accounts.  
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Add Additional Authorized Users 

 Login to your portal at my.ohio.edu and access the Accounts Tab 

 View My OHIO Student Center  

 Choose the link for ‘Sign Up Authorized User’ 

 

 Click on ‘Add Another Authorized User’ (Students are limited to 3 active Authorized Users) 

 Enter the authorized user information 

 Check ‘View Student Financial Information’ 

 Change status to ‘Active’ 

 Click ‘Save All Changes’ 

 Notify Authorized User of password 
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Update Authorized User Password 

 Login to your portal at my.ohio.edu and access the Accounts Tab 

 View My OHIO Student Center  

 Choose the link for ‘Sign Up Authorized User’ 

 

 Go to the Authorized User record to update 

 Enter and confirm a new password 

 Click ‘Save All Changes’ 

 Notify Authorized User of password 
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Inactivate an Authorized User  

 Login to your portal at my.ohio.edu and access the Accounts Tab 

 View My OHIO Student Center  

 Choose the link for ‘Sign Up Authorized User’ 

 

 Go to the Authorized User record to update 

 Change the Status to ‘Inactive’ 

 Click ‘Save All Changes’ 
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Reactivate an Authorized User  

 Login to your portal at my.ohio.edu and access the Accounts Tab 

 View My OHIO Student Center  

 Choose the link for ‘Sign Up Authorized User’ 

 

 Go to the Authorized User record to update 

 Change the Status to ‘Active’ 

 Click ‘Save All Changes’ 

 

 

 


