
 

 Authorized User Setup –TouchNet  
 

1. Login to the Payment Portal using your net ID and password.  
2. From the Start page, to the right, under the “My Profile Setup”, there is an option for 

Authorized user.  
 

 
 
  

3. On the Authorized Users page, you will need to enter the users email address, and 
select what information they are allowed to access.  Then click Continue. 
 

 

 

 
 
 
 

https://login.txstate.edu/a/login?service=https%3A%2F%2Fsecure.touchnet.com%3A443%2FC24322_tsa%2Fweb%2Fcaslogin.jsp


 
4. After clicking the Continue button, you will view the authorized user agreement. Check 

the “I Agree” box and click Continue.  
 

 

5. The person(s) you have set up will receive an e-mail once they have been set up as an 

Authorized User with their login and temporary password.  

 


