How to Set-Up
Authorized
Users




e Go to Fairmont State University’s homepage
o www.FairmontState.edu
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http://www.fairmontstate.edu/

e The menu below appears-

e Click ‘myFairmontState’

About

Academics

Admissions

Student Life

Student Services

Athletics

QUICK LINKS
myFairmontState
CARE Form

Library

Request Transcript
FERPA

Title IX Information
Academic Catalog
Calendar

Campus Carry

Job Opportunities

Close X



e Type your email in and click ‘Next’
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Sign in

ts.fairmontsta

For assistance, please contact our technology support team.

Q\u Sign-in options

Type your password in and click ‘Sign in’
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Enter password

For assistance, please contact our technology support team.

e After logging in you will see a dashboard-
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Add your tasks Add quick links

ADD NEW TASK [ ADD NEW LINK

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



Student Billing 4mmmm

$2,616.00

Account Balance

PAY NOW

e You will see the below screen

FAIRMONT STATE Logged i a Bresene Ry | Logou €4

A MyAccount~ MyProfile~ Make Payment Payment Plans Help ~

Announcement Student Account 3 My Profile Setup

Balance $600.00 Authorized Users

[ 1o Payment )
Personal Profile

Security Settings

Welcome to your Fairmont State Student Account!

Consents and Agreements

Term Balances

Spring 2025 $600.00




e Click ‘Authorized Users’

Logged in as: | | Logout [+

UNIVERSITY
* My Account ~ My Profile~ Make Payment PaymentPlans Help~

Authorized Users

Authorized Users Add Authorized User

nt information.

o |f there were listed Authorized Users you would see this above
e To Authorized Users click ‘Add Authorized Users’

( L{%III;\’}!II{OSN']{ STAT Logged in as: - | Logout [+

‘- My Account~ My Profile~ Make Payment Payment Plans Help ~

Authorized Users

Authorized Users Add Authorized User

Email address of the authorized user

Would you like to allow th
Would you like to allov

Cancel Continue

e Fill in the boxes above and click ‘Continue’



Agreement to Add Authorized User

| hereby autherize Fairmont State University to grant raime.santee@gmail.com partial access to my accounts, including
ability to view my payment history and/or make payments accordingly. My payment methods, billing stateme nd
credit card and/or checking account information will remain confidential and hidden from all other users. | understand that
| am still primarily responsible for ensuring that all my accounts are paid on time and in full.

Access to my accounts also includes the ability to :
* Receive my payment plan communications
This agreement is dated 02-Apr-2025 2:12:06 PM EDT.
For fraud detection purposes, your internet address has been logged:
66.118.76.117 at 02-Apr-2025 2:12:06 PM EDT

Any false information entered hereon constitutes as fraud and subjects the party entering same to felony
prosecution under both Federal and State laws of the United States. Violators will be prosecuted to the fullest
extent of the law.

Please check the box below to agree to the terms and continue.

O 1 Agree

Cancel Print Agreement m

¢ Read the Agreement to Add Authorized User and select ‘| agree’
o You can also click ‘Print Agreement’ for your records.
e An email will be sent to your student email address

FAIRMONT STATE
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UNIVERSITY™

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



o The first one will provide the site and username-

You have been given access o Inbox

FAIRMONT ST
UNIVERSITY™

edule, automate future payments, and more
nd username shown b For securi e are sending the initial password for this account in a separate m

studentservices@fairmontstate.edu

tome «
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o The second email will provide the Temporary Password-
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e Using the email and password from the secnd email
e Click ‘Login’ Button



FAIRMONT STATE

Logout (+

UNIVERSITY

Authorized User Profile Setup

Reset password, Please enter a new password.

Minimum 12 character length and must contain the
followins

e You will fill in the above * information

Logged in as: | Logout (+
Student Account

A MyAccount= My Profile~ Make Payment Payment Plans  Help -

My Profile

ny charges.

Logged in as: R 1 Logout [
Student Account: e

Add New Payment Method

Electronic Check - Payments can be m:




Logged in as | Logout (+
Student Account: |

IRMONT
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& MyAccount~ My Profile~ Make Payment Payment Plans Help ~

My Profile

Personal Profile Payment Profile Security Settings

Multi-Factor Authentication

Primary Method

Google Authenticator (Preferred)

y to get Started:

Backup Method (optional)

Adding a backup method




