
Add an Authorized Party 
 Login to payment plan 

 
 

 Select Add an Authorized party  

 Create Authorized party request 

STUDENT 

NAME 

STUDENT NAME 

 

Contact email 

Student & Id Number 

Student 

Logout 



 

 
 Select Save and send (sends an e-mail to the Authorized party’s email address provided with a direct link to 

Nelnet to create account) 
 
 
 
 
 
 
 
 
 
 
 
 

Allow authorized user to view balance 

Create authentication question  

Send e-mail to authorized party to create an account  



 
 
Authorized user will follow Create Account link in email to confirm access to student’s account. 
 

 
 

 Authorized party will  select create account in email  

 
 

 Verify access to student account by answering student’s security question  

 Select next 

Student 

Student 

Student 

Student 

Student & Id Number 

Student Name 



 

 
 
 
 

 Select Create a new Nelnet account 

 Create username and password  

 Enter Demographic information 

 Select Create new Nelnet account 
 

 
 

 Review Student Charges and balance 

 Select Make a payment 
 
---If you are not the plan owner you will not be able to see the plan, you will just be able make a payment 
toward the overall balance on the account. This payment will then apply to the next scheduled payment.  
 
 

 

Student & Id Number 

Student 



 
 Select Payment option and amount  

 Select Next-Payment Method  
 

 
 Add payment Method and verify correct 

Student & Id Number 

Student & Id Number 



 

 

 
 

 Review payment amount and select Pay 

 Review Receipt in email 

 
 

Student 

Student 


