
How to Set-Up Authorized Users 
TouchNet v7.0 Tutorial 

Version 2 – 11.20.2025                                                         Page 1 of 4 

Purpose: The purpose of this tutorial is to guide you through the process of setting up an 
additional authorized user.    

Step 1  
Log into MyGSU portal mygsu.govst.edu from any browser.    

Step 2  

On the portal home page, click the large Self-Service button.  

 
 

Step 3  

On the Self-Service home page, you will be greeted with a message Hello, Welcome to 
Colleague Self-Service. Click the Student Finance link. This will take you to your Account 
Summary page. 

 
 

Step 4 
Once on your Account Summary page, click the Make a Payment link to initiate the 
payment process. 

 

https://mygsu.govst.edu/students/Pages/default.aspx
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Step 5 

On the Make a Payment screen, click the Continue to Payment Center button. It will direct 
you to another site (TouchNet) featuring GovState’s name and logo.   

 
  

Step 6 
 Click the Authorized Users button found on the right side.  
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Step 7  

The Authorized Users page needs some information to complete the process. 

1. Enter the Email address of the authorized user 

2. Answer the question with a click on yes or no response 

3. Answer the question with a click on yes or no response 

4. Click Continue to proceed with the process 

 
 
Step 8 
 The Agreement to Add Authorized User form must have your agreement.  

1. Click the check box in front of I Agree. 

2. Click Continue to proceed  

You have the option to print the Agreement by clicking the Print Agreement button.  
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Step 9  
The information will appear in the appropriate fields. You will always have the option to edit, 
delete or add Authorized User.  

 

 

Contact Information 
If you have any questions about the tuition and fee payment process, please contact Student 
Accounts at 708.235.3990 or email studentaccts@govst.edu; or the Financial Aid Office at 
708.534.4880 or email faid@govst.edu. 
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