How to Create an Authorized Payer

1) Sign in to your (the student’s) myRedDragon account. For assistance with signing in, select one of the help

SUNY
(ortlan

Sign in with netid@cortland.edu and your password.

links.

8 Forgot username/password?

= New to campus?
? Ineed help!
For security reasons, please log out and exit your web

browser when you are done accessing services that
require authentication!

Systems Status (17 fofofo]

All systems online. No issues reported.
View all systems statuses

2) Select the Student tab (your home page may look slightly different)

SUNY
@}tlan({ welcome Jeb Kerman! # Home | @ Sign Out
myRedDragon Home Tech Help Library Student Campus Life
Campus Announcements myRedDragon Calendar Google Apps

All campus announcements will now be sent to your
SUNY Cortland Google Mail account.

June 6, 2013 mﬂﬁ GO()S[Q ADDS

You can view your most recent messages in the Google Page 0 of 0
Mail channel located below the myRedDragon B Email
Calendar.
Filter Event Types @ Docs
View Fu\.l Calendar @ Calendar
Campus Webeams Academic Calendars -
ghi/k) Chat
Please select a webcam to view: e Mail
GOOg] m Sites
* Raguette Lake
* Bowers Hall Google Apps Support 3
* Siudent Lfe Center 3
+ 0ld Main  Appe Learning Center =
aee * The Basics %
= Info for Mobile Users 3
* Apps Help Center \-8
Status Updates = Video Tutorials =]
=
1]
2
Tweets W Follow @mrdserverstatus o
Cortland eMail =
mrd Server Status 24Apr =
@mrdserverstatus .
Everything sheuld be back. Contact the IRSC at Email Systems (W5 W)
753-2500 if you run in to any trouble. jd « Student WebMa
u mrd Server Status 24 Apr Email Options
@mrdserverstatus * What is my email address?
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3) From the Student Accounts channel, select “My Online Account or “Set up 3" Party payment Authorization”
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Welcome Jeb Kerman! & Home | @ Sign Out

myRedDragon TechHelp  Library  Student  Campuslife
Registrar Cortland el earning System Student Aceounts
Important Information Student ELEalTling (Home Page)

+ Academic Calendar & Deadlines
+ Final Exam Schedule

+ Forms & Documents

+ Offiial Transcripts

+ Renistration Help

myRedDragon Resources

+ Bannerieb Main Menu

» Check Reqistration Status

+ Renister or Drop & Add Courses
+ Academic Transcript

+ CAPP

+ Course Schedule

+ Enrollment Verfication

+ Final Grades

+ Graduation and Commencement
+ Holds on my Account

+ Mid-Semester Estimates

+ Records Meny

o My Schedule

+ My Schedule Grid

o My Schedule (With Books

+ Reqistration Menu

o Who is my Advisor?

+ Blackboard Courses
Navigate to the main menu of the Blackboard course management system.

+ Blackboard Tutorials
.pdf and video clips are available.

+ Blackboard Help
A form that wil be sent directly to the Information Resources Support Center, Fill out the form as completely as
pozsible.

+ Course Teacher Evaluations (CTF)

+ My Onling Agcount (M t, Confirm
Attendance, view online bill, view account activity.)

v Alumni Fee Waiver

+ Process Meal Plan Adjustment

+ Tuition & Fees

+ Stydent Accounts Forms

+ Set up 3rd Party Payment Authonization

v View 1098T

Financial Aid

Residence Life and Housing

Parking

University Police

Parkinn Mananement Sustem

Residence Life and Housing

+ Home Page
» Main Menu

Housing Forms for New Students

+ Housing Preference Form
+ Obtain your Housing ID for Roommate Requests
o Check that vour Preference Form has been Received

Housing Forms for Continuing/Returning Students

+ Pay Room Deposit Onling
+ Room Selzction Process (RSP) Form

» View Available Rooms on Campus

# View Your Time Ticket/Chooss Your Room

+ Check your Room Assignment

(Home Page)

* My Fingncial &id
+ Finangial Aid Important Dates and Deadlines

» Scholarship Application
+ Formg
+ E-mall the Financial Aid Office

Academie Resourcas

v Colleqs Catalog
+ Arademic Calendar

v Student Disabllity Services
+ Transfer Credit Services

+ Wniting Resource Center

ﬂ&-"

Hoeqgpaad uobeaqpaAscu




4) Select “Access QuikPay”

Account Information

¥ You must et charges each semester, regardles of balance due

¥ You must make minmum payment(s] due o avoid e s,

¥ Selecton o 2 term on His page wil pass you nto QukPAY withthatterm's cument balance due defauted n “Wake Payment.

¥ 1Fyau have multple term balances, displayed (..l winter or spring/summer) handle each separately

¥ Payment amounts due may diffr for each tem you select, Retum here torefrsh amount() & term(s) for which you wsh to “Make Payment.

Semesters With Balances - use to accept charges and/or make payments in QuikPay

Semesters Without Balances - use to accent charges on a semester Where you have enough aid to cover your bill or to view the named semester account summary anly

Fall Term 2017 - Rewiew Account Summary
Spring Termn 2017 - Review Account Summary
Fall Term 2016 - Review Accourt Summary

Access QuikPay for Biling and Other Information - use to set up authorized payers or for view access to QuikPay functions

1 Access Quikeay (Do WOT use this ink to make payments) @

5) Select “Authorize Payers”

(ortland

Message Board MESSEQE Board
Payment Proi Welcome i the Guirar system, Through QuikP4Y®, you are conveniently able to manage your payment profiles, authonize others to make payments on your behalf, visw your account
siatus, quickly make payments ta your account, and more - 3ll onling! Please choose from the [ist of options located in the column to the If,
Autharize P
I FErEE IMPORTANT THINGS TO REMENBER:
User Preferences + ALL students are required to acoept financial respansibility for Fall, Spring, Summer, and Winter terms. Authorized payers can NOT do this for you. This functionality xsts anly in your
“myRedCragan” aczount.
View & Pay Accounts + Review the POF copy of your most current biling statement for due dates.
+ [fyou wish to proczss an Alumni Fee viaiver, you should do so before processing initizl payments for the semester,
o + Payments must be recaived by the date indicated on the statement to svoid late fees.
Transaction History

+ Aid mizsing from your account? Make sure you acoept your financiz| aid package 3t the beginning of each aid year, Changes to your aid could resul from failure to maintzin satisfactory
acadzmic progress or failurs to complete paperwaork or ather requirements, Consult your zid advisar if you do not see the aid expected on your aczout,

Messages + Wanthly Payment Plans require payments to be made by the 15t of EACH month. Skipped, parfal, ar late payments will resul in [t faes

» Do MOT ignore billing ststements. Contact Student Account with questions.

GuikPAY® also offers contet-sensitive help, Simply click on the guestion mark nex to 3 field to get help.



5) Select “Add New”

(ortland o

Message Board Authorized Payers

Through GuiPAY?, you are able to authorize others to make payments to your personal acoounts,
Payment Profiles
+ Towreate 3 new authorized payer, please click "Add New” button.

+ Tomodify a currently authorized payzr, please click "Edit’ icon.
+ To deletz 3 cumently suthorized payer, please click "Delste” ioon.

IJser Preferences

View & Pay Accounts

Autharize Payers

Edit Delete Account Status Mame Login Name Email Creation Date
Transaction History N data o digplay currenty

MCITE: Authorized payers will MOT be able o accept charges on your behaff. You must still tke care of that action yoursef
Messages

6) Provide required data and select “Add”

(ortland -

Message Board Add Authorized PEIYEF
. n complianes with the Famity Educational Rights and Privacy Act of 1874 (a5 amended), your educational records and your student 2coount infarmation may not be released o 3 third party (2.
Payment Profiles yoUr spolse, parents, sponsar, ete.) wihout your writen permission, By creafing an authorized payer, you are giving written consent for that indhidual to view your account information and to
make payments toviards your aczaunt. Flzase remember that Student Accounts alzo requires 3 witten FERPA releaze from you in order to discuss details of your account with authorized payers
Autharize Payers
Authorized Payer Informafion
User Preferances | Al I(Ij
ields
Authorized Payer's Name: |Test Student |
View & Pay Accounts e must be
Authorized Payer's Email: |h'ian,crnckeﬁ@cu't|and,c-d|_ | entered.
Transaction History
Confirm Email: [brizn.cracker@cort/and.edu |
Messages

Create Login Name: [szudenttesq x|

Cancel




You will receive a confirmation that the authorized payer has been successfully added.

(ortland

Message Board Authorized Payers

Through GuikPAY=, you are able to authorize athers to make payments to your persenal accounts.,
Payment Profiles
+ Tocreate 3 new authorzed payer, please click "Add New™ button.

+ To modify a currently awthorized payer, please click "Edit” icon.
» Todelete 3 currently sutherized payer, please click "Delete” ion.

User Preferences
0 The suthorized payer has been created and notified by email. h
View & Pay Accounts

Transaction History

Authorize Payers

Add New
Messages Pdit Delete Account Status Name Login Name Email Creation Date
F. (] Aclive Test Stugant Eludentiest trian. crockend coriiand.edu | 0B232017

NOTE: Authorized payers will MOT be able to sccept charges on your behalf. You must still take care of that action yourseff

8. The authorized payer will receive an email from billing@cortland.edu

Dear Test Student, Note the
link in the
Sample T. Student has set you up as an authorized payer on their online student account, | €Mail
Click to
You have been assigned the following username: studenttest set-up your
password.

Please use the link below to set your password:
https://uatquikpayasp.com/cortland/qgp/passwordReset.do?
hash=3da16474e33b330b71e5b562cfcf7939bde3c12a08b7465fc31382a355ab2878& key=4cBcdfat33044a4827d0

Regards,

QuikPAY College


mailto:billing@cortland.edu

9. You will need to select your password and confirm

(omland sl
|

Set Password

For szcunity r=asons, you must change your passviord.

Passwards based on dicionary words, names or dates ars not sscure. Passwords based on 3 passphrase can be
both strong and easy to rememnber. For example: "My aunt Mz was bornin 1823, By taking the first lztter of each
ward, your password could be: “Malwibi1823". If you are using 3 comman phrase such a5 "There is no such ting
as a free lunch” replace 2t least one letier with 3 number, for example; "Tinstd4l

Mew Password: ||u|uuut |

Confirm Password: ||u|uuut{ |

MOTE: Password must be at least 2ight() characters long and must includz at least two (2) lettzrs and two (2)
nurmbers.

10. You will see the following screen when successfully selecting a password

(ortland -

Message Board MESS&QE Board

. Pleass revizw the POF of the most recent billing statement for due dztes and special infructions. Beczuse your sccount was set up by 3 student and not by you, speciz| measures must be taken
Edit My Profile to ensure your security and privacy:

+ Change your password the first time you log in This is a critical security measure. Since a student created your defzult password, the system should prompt you to change your password

Payment Profiles ! ! o= : : PEaE
the first time you log in. If this didn't happen, you should immediztely change your password by clicking "Change Password™ on the menu.

User Preferences + Confirm your email address. In the event that you los2 your password, you can reguest that the system send 2 temparary password to your primary email address This makes it imperative

that your persanal email address is stored comectly by the QuikPay system
View & Pay Accounts
By ensuring that you have selected 3 secure 2nd secret password and have confirmed your email address, you can =afely use zll of the features of this site, including storing payment profiles
Transaction History online, with canfidence that you are the onfy person wha will have access to the information,
Pleass note that if 2 student has autharized you to make payment on their account, they are still raspansible for confirming their attendance, processing Alumni Fee waivers, and accepting their
Messages financial responsibility via their myRedDragon sccount

Authorized payers will be prompted to enter amount{s) & term/semester for which you wish to make payment(s). Please review current pdf billing statements online before
proceading fo "Make Payment.”

MONTHLY PAYMENT PLAN PAYMENTS AND BILLING STATEMENT ARE DUE BY THE 15TH OF EACH MONTH.
+ |fthe 15th falls on 2 weskend or holiday, psyments are due the next business day.
+ Payments received after 5:30PM will be posted on the NEXT business day.
+ Late fzes will be applied to payments received afier 3:30PM on the 15th of each month
+ Missad, lste, or partial payments will be changed |ate peyment fees.

[f you have guestions on how to use your account, you may cortact the Student Accounts Cffice for assistance at G07-753-2313 during normal business hours



