
Guardian Access

Guardian Access functionality enables your student to grant you, the 

parent or guardian (or other selected individuals), viewing access to 

your student’s financial data (e.g. charges, payments, 1098T), as well 

as provide you with the ability to make online payments on behalf of 

your student. 

Your student has the direct authority to grant, as well as revoke, 

access to their financial information.  This new functionality will 

provide your student a way in which to bring you “into the loop” with 

regard to financial planning and paying charges.



Your Student:  How It Works

Your student will sign in to LOUIE, to the Student Center, as they do normally.  The 
Guardian Access link will be located in the url/resource pagelet bar:



Your student will review, and must agree to, the 
access list provided for them.  This list explains in 

detail what access will be provided via the 
Guardian Access system.

Please Note:  This acknowledgment and 
agreement of Guardian Access (list items) in  no 

way overrides FERPA regulations; it will not
grant a guardian/parent right of access, or 

access itself, to any information by any method 
(e.g. phone, writing, etc.) other than what is 

being expressly granted via the Guardian Access 
system, by the student’s authorization and 

agreement (as shown here).

When your student completes the Guardian 
Access account creation, an email is sent to their 

NAU email account with your Guardian Access 
UserID and the link to your sign-in homepage.  

Your student is responsible for creating and 
communicating your first password to you; for 

your student’s privacy, we do not store the 
password in a retrievable format.

Your Guardian Access UserID is system generated and will 
be your student’s NAU UserID, followed by an underscore 

and numerical sequencing (beginning with 1 and 
incrementing by 1 for each Guardian Access account 

created)



Your New Guardian Access Account:  How It Works

Once you receive the necessary Guardian Access information from your student (Guardian 
Access sign-in page link, the Guardian Access UserID and your user password), you’re ready to 

utilize Guardian Access! The link to the Guardian Access sign-in page 
(www.nau.edu/guardianaccess) can be found on the NAU Index (under “G” for Guardian 

Access) as well as on the Office of Parent Services website.
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This page consists 
of several 
pages/links having 
to do with NAU’s 
computing policy 
guidelines.



1 
Cont’d
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The Office of Parent Services has a 
link to your Guardian Access sign-in 
page, as well as a Guardian Access 
tutorial.

Your Guardian Access sign-on 
homepage will be listed in NAU’s 
main index (under “G” for Guardian 
Access).
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The Web Privacy 
Statement page 
gives you valuable 
information about 
NAU’s web privacy 
regulations and 
policies
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Cont’d



5

Finally, when you are ready to begin the sign-in process….



If your Guardian UserID or 
password is incorrect, this 
error message will display

If you do successfully 
sign in, but remain idle 
for 120 minutes, your 

session will “time out”.

During system outages (typically occurring during our LOUIE PeopleSoft system 
“maintenance window”), you will receive the same system outage message that displays 
for students and staff: “The LOUIE (PeopleSoft) system is currently down for maintenance 

*time frame specified+.  We apologize for any inconvenience….”



With a successful sign-in, you will be taken to you Guardian Access Account 
Maintenance page where your password information will be displayed. 

Since passwords expire every 120 days, and you may not be accessing your 
account with a great deal of frequency, it may be helpful for you to see the 
expiration date upon entry to your Guardian Access account; this expiration 

reminder will help reduce instances of account “lock out”.



In addition, 10 days prior to your password expiration, upon sign-in, you will begin 
receiving this message:

If your password has expired (criteria being that the last password change is greater 
than 120 days or your student hasn’t been enrolled in the last three consecutive 
fall/spring/fall or spring/fall/spring terms) you may see the message below.  However, 
if your password expiration date is much greater than 120 days (for example, the 120 
day cut-off passed in between sign-in/account usage occurrences), your account will 
be “locked” (the message displayed will be:  Due to an expired password, your 
account has been locked.  Contact your student to reset your password for you.) and 
your student will be required to reset your password.  



You will utilize the Change Password page if it is 
about time to change your password, or if, for 
security reasons, you’d like to change your 
password (which you may do at any time, and as 
many times as you feel necessary).  

For your privacy, as well as your student’s, strict 
password complexity rules must be adhered to.

Also, as previously stated, NAU does not store your 
password in retrievable format.  If your forget your 
password, your student must reset your password 

for you.

You may not use an immediately previous 
password (you will receive an error message)



Assuming that you have your password information squared away, you are now ready 
to begin using your account.

By selecting “Self Service” you will be taken to the menu items for which you have 
access. 



Selection of the first link takes 
you to the following  set of 
pages:

Selecting the “Charges Due” link takes 
you to the next page/tab.

“Pending Payments” reflects any self 
service electronic payments (made by 
either yourself or your student) that 
have not yet been posted.  A pending 
payment status can occur when NAU 
experiences connectivity problems; this 
type of payment status will not reduce 
the remaining balance amount on this 
or  the Make a Payment page.

Any pending (undisbursed) Financial aid 
will also display.

Make a Payment takes you to the Make 
a Payment page (shown in the next slide 
set)

Remittance address, when selected, 
displays the Office of the Bursar 
address.



The “charges due” tab takes you to 
specific details of charges on the 
account.  For explanation of tuition/fees 
charges, please visit: 
http://home.nau.edu/bursar/tuition_fee
s.asp

This view is the default view.  You may 
refine your view of the charges by 
selecting to view by due date or term.



The next tab displays 
Payment History results 
which may be refined by 

using the date range 
selections.

Paid Amount links take 
you to a detailed view of 

charges paid by a 
particular payment.



The fourth, and final, tab on the Account Inquiry component also has a 
separate page/link labeled Make a Payment.  



The first “Make a payment” 
page is for information only.

Please review the
Instructions.

Click “Next” to continue.



Enter the first and last name on the account  (credit card or checking) of the person 
who  will be making this payment.

Click “NEXT” to continue.



To pay the account in full, click the “pay 
charges” button.  The totals for each charge, as 
well as the ‘grand total’,  will (auto) populate.

To pay specific charges and amounts, enter the 
amounts of each charge, then select “calculate 

grand total” to populate/view the total.

When you have completed selecting 
charges,  click “Next” to continue. 



Payment information is 
displayed for your 

review (with options to 
change payment 
amounts and/or 

payment details).

When you are satisfied 
with this information, 

select “Next” to be 
transferred to the 

PayConnexion website 
and complete the 

payment.

Once transferred to the JP Morgan Chase PayConnexion website, you will be able to 
select a payment type and complete the transaction. 



This page will be displayed in LOUIE when you have 
selected NEXT on the previous screen.  This page will 
remain open in your browser until you return from the 
PayConnexion web site. 



This is an illustration of 
the first payment page on 
the JP Morgan Chase 
PayConnexion website.

Help pages are available 
to assist you in 
completing transactions

Select a payment method

If paying by credit card, 
enter the credit card 
number

Select continue when 
done



Enter the routing number and account number
Click the help icon          next to the routing number field for information about locating the routing number 
and account number.
Account type and Account Category are required.

When done, select Continue.

Not all routing numbers use a consistent format.  If you are unsure about your routing number, consult 
with your bank to ensure accuracy of routing number and account number.

Paying by echeck



Paying by echeck

Required Information



Enter Student Birthdate (example:

September011987):

Paying by echeck

Echeck payments require that you enter the 
student’s birthdate using the format 
illustrated – September081987
The month must begin with a capital letter, 
be completely spelled out, followed by the 
day of the month as two characters and 
followed by a four digit year. 

Acknowledge your acceptance of the terms 
and select Confirm



PAYING BY CREDIT CARD

Required Information

Enter the required 
information and select
Continue



PAYING BY CREDIT CARD

Required Information

Enter required information, 
change billing address if 
necessary,
Select Continue



PAYING BY CREDIT CARD

Enter the security code from the back of 
your credit card and
Select Confirm

This page displays the “Convenience Fee”, 
which is a service fee charged by the bank 
for paying by credit card.  The service fee 
is 1.25%.  Please be aware of this 
additional fee before submitting your 
payment.



PAYING BY CREDIT CARD 
OR ECHECK

The detail on this page will be 
appropriate to the payment method.

It is very important that you print this 
page for your records and as a 
reference should you need to contact 
the Office of the Bursar about your 
payment.



PAYING BY CREDIT 
CARD OR ECHECK

Select Exit



When you have completed making a payment and selected OK, this page 
will appear.

It is advised that you return to the LOUIE page which should still be open in 
your browser and sign out of LOUIE.  The payment should post to LOUIE 
within a few moments.



The pages that follow refer to additional 
Campus Finances pages that are available 

to assist you



The next link is to the Student Invoice, Archived Invoices page.  This page will 
display past invoices for your student (this archive currently spans one year; with 
the creation of June, 2009 invoices the June, 2008 invoice will fall off the view).  You 
will also have the option of requesting paper invoices (however, your student will 
still control the invoice/billing address, as is explained in their access agreement).

Clicking on the View Invoice link will display the invoice for the date specified.



Information 
displayed is an 
exact copy of 
the invoice 
generated for 
the selected 
invoice period. 



The last component available to you is the 1098T Forms page.  This form, if you are 
unaware of its purpose, is utilized by parents, students (and/or tax preparers) to 

aid in identifying whether or not the student is eligible for one of two tax benefits 
granted by the Tax Relief act of 1997 (TRA97); 

for further information about these possible tax benefits, please visit  
http://home.nau.edu/bursar/tax_credit.asp.



This concludes your Guardian Access demonstration.

While it may seem like a lot of information to digest and utilize, before long you’ll be 
familiar with navigating through your Guardian Access account.

We hope that this new feature will be helpful to both you and your student!

Guardian Access:  Another tool for our students’ 
success!


