
How to Setup an Authorized User 
 

 After logging in to Bill+Payment click on Authorized Users under My Profile Setup in the right hand column. 

 

 

 

 

 

 

 

 

 

 

 

 



 Click Add Authorized User 

 

 

 Enter preferred email address of the person being setup as an authorized user and select what permissions you 

would like them to have. 

 

 



 

An Agreement disclosure will display.  If you agree with the terms and conditions,  

 Select the check box next to I Agree and click continue. 

 

 

 

 

 

 

 

 

 

 

 



A confirmation page will display listing the newly added authorized user and their email address.   

 The authorized user will receive 2 emails.  The first email will let them know they have been added as an 

authorized user to your account and the 2nd email will contain a temporary password for the authorized user’s 

initial login.   

 

 

 

 


