
 

 

 

Guide to Creating an Authorized Payer 

1) Login to my.UChicago. 

Go to the Finances tab and access the Quick Links under Account 

and Billing. There click on EBill/EPay. 

2) Under Authorized Payers click on Add New: 

 

3) Enter the following information for the Authorized Payer you wish to 

add. 

You will need name, address, and email information. 

You will begin by creating a unique Authorized User Name. This 

name will be their Authorized User Name for login. 

 

https://portal.uchicago.edu/ais/


 

 



4) When complete click on OK. 

5) Your Authorized Payer will receive an invitation email with the 

following information: 

Your login information is: 

Authorized User Name: test123456 
Password: tj8kzaJeN 

 
To access the account, please click the link below: Link 

  

6) They will be asked to change their password and enter a security 
question upon initial login. 
 

 
 

7) Your Authorized Payer has access to make payments, view bills, 
1098-T/1098-E forms and, if eligible, enroll in an Annual Payment 
Plan. 

 
You may enter up to 10 Authorized Users to access your account. 
 
Please contact bursar@uchicago.edu with any additional questions or 
concerns. 

 
 

https://bursar.uchicago.edu/content/contact-us-e-mail

