
   
   

 
How to Set-Up 

Authorized 
Users 

 

 

 

 



   
   

 

 

 

 

 

● Go to Fairmont State University’s homepage 
o www.FairmontState.edu 

 

 
• Click the ‘Menu’ in the upper right-hand corner 

http://www.fairmontstate.edu/


   
   

 
 
 

 
 
 

• The menu below appears- 
 

 
 

● Click ‘myFairmontState’ 
 
 
 



   
   

 
 
 
 
 

● Type your email in and click ‘Next’ 

 
• Type your password in and click ‘Sign in’ 



   
   

 
 
 

• After logging in you will see a dashboard-

 
 

● Scroll down to the Student Billing card on the dashboard (student dashboard may not be in this order) click on 
‘Student Billing’  



   
   

 
 

• You will see the below screen 
 

 



   
   

• Click ‘Authorized Users’ 

 
• If there were listed Authorized Users you would see this above 

• To Authorized Users click ‘Add Authorized Users’ 

 
• Fill in the boxes above and click ‘Continue’ 



   
   

 
• Read the Agreement to Add Authorized User and select ‘I agree’ 

o You can also click ‘Print Agreement’ for your records. 

• An email will be sent to your student email address 

 
• The email account that you granted authorization will receive two emails- 



   
   

o The first one will provide the site and username- 

 
o The second email will provide the Temporary Password- 



   
   

 
• The Authorized User will click the link in the first email 

 
• Using the email and password from the second email 

• Click ‘Login’ Button 



   
   

 
• You will fill in the above * information 

 

 
• You will see the tabs above to set the account up 

 



   
   

 
 


