Instructions for granting an Authorized User electronic access to a student’s 1098-T
through the Samford One Stop Payment Portal.

Step 1 — Select Student and Staff Login.
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Step 2 — Enter your Samford Student ID number or User ID along with your Password, then
select Login.
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Step 3 — Select Authorized Users
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If you have a family member or friend who
should receive statements on your behalf
and/or be able to access your account,
please add them as an autherized user. Use
the link under "My Profile Setup” to the right
to do so.

Step 4 — Select the settings gear icon below Action on the Authorized User listing.
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Step 5 — Select Edit.
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Step 6 — Select Yes for, Would you like to allow this person to view your 1098-T tax
statement? After selecting Yes, select Update User.
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Step 7 — Select the, I Agree radio button and then select Continue to grant the Authorized
User access to view your 1098-T electronically.
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Agreement to Update Authorized User

| hereby authorize Samford University to grant my accounts, including ability
to view all billing statements, payment history, anasor maxe payments accoraingly. vy payment methods and credit card
and/or checking account information will remain confidential and hidden from all other users. | understand that | am still
primarily responsible for ensuring that all my accounts are paid on time and in full.

Access to my accounts also includes the ability to
o View my 1098-T tax statement
This agreement is dated 29-Jan-2020 1:32:44 PM CST.
For fraud detection purposes, your internet address has been logged
104.245.151.28 at 29-Jan-2020 1:32:44 PM CST

Any false information entered hereon constitutes as fraud and subjects the party entering same to felony
prosecution under both Federal and State laws of the United States. Violators will be prosecuted to the fullest

Please check the box SRR to agree to the terms and continue.
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