
 

How to Set up an Authorized User 

Log into your MyHeliotrope account and select the Payment Center link on the Student 
Accounts Card.  Once on the Payment Center home screen, under the My Profile Setup section, 
select Authorized Users on the righthand side of the page.  

 

 

 

On the Authorized Users screen, you will be able to view any Authorized Users that you have 
already set up.  To add a new user, select the Add Authorized User tab and enter the email 
address for the person you are adding.   

 

 



 

Click the Continue button.  You will be presented with a pop-up agreement.  Check the box at 
the bottom next to I Agree and submit. 

 

  

  



 

When you agree to the set-up of an Authorized User, two emails will be sent to your Authorized 
User with instructions on setting up their login access.  The email below will be sent with the 
link for the Authorized User to log in.   It will be followed by an email with a temporary 
password that the user will need to change to a permanent password.  

 

Note: It is recommended that Authorized Users bookmark this link so that it is accessible for 
future logins.  The link can also be found on the billing page of the Purchase College website.    

 

 


