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HOW TO REGISTER AN AUTHORIZED PAYER 
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Navigating to the Payment Site 
1.) First, navigate to our general TCNJ site: https://tcnj.edu/ 
2.) Click on the TCNJ Today button on the top menu bar: 

 

3.) Click the PAWS icon in the yellow banner at the top of the screen: 
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4.) Enter your TCNJ credentials to sign in via the SSO login: 

 

5.) Click the Student Accounts tile highlighted in red below: 
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6.) Click the “Payment/Payment Plans” button on the left side menu, then click “Make a Payment” 
button in the middle of the screen to be signed into the payment site: 
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Registering an Authorized Payer 
1.) On the left-hand menu bar, click the My Account button to see your account settings: 
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2.) On the My Account screen, you’ll see your (Student) name, saved Payment Methods, any 
registered Authorized Payers, whether or not you signed up for SMS notifications, and the 
agreements the Student signs upon signing in for the first time. Click on Send a Payer Invitation: 
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3.) Fill in the Authorized Payer’s information in the Form and click Send Invitation: 
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4.) The Authorized Payer will receive the email below with their User name and a temporary 
Password: 

• When the Authorized Payer logs in for the first time, they will be prompted to change their 
password. 
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Removing/Resetting an Authorized Payer and Their Credentials: 
1.) Click on My Account and then click the Pencil icon to edit the Authorized User: 
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2.) Click either Remove Payer to revoke the Authorized Payer access or click Resend Payer 
Invitation to reset the Authorized Payer’s credentials. The Authorized Payer would receive the 
email below:  
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