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Quick Guide: Student Accounts 
Make a Payment & Optional Fees 

 
This guide will provide you with the steps needed to manage your student account when 
making a payment, authorizing users, managing the optional fees and much more. 
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Logging In 
1. After you are logged in to your Bear Cub Hub, locate the My Student Account and click 

the View Student Account button. 

 

Consent Forms 

Upon logging into your My Student Account for the first time, you will have the option to opt in 
or opt out of paperless 1098T tax documentation. Please select an option before the end of the 
tax year.  
 
NOTE: Other consent forms may appear as needed; this function works the same way when 
logging in 

.  
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You can revisit any consent forms on the Main Menu bar under My Account, or on the right 
under My Profile Setup, under Consents and Agreements. 

 

Quick Tour of the New Student Payment System 
There are five main sections of the home page. Main Menu, Announcements, Account Balance 
and Statements, My Profile Setup, and Login and Notification status.  

The Main Menu provides detailed access information, which is also available around the 
welcome page. You can manage your account, profile, make a payment, and review your 
payment plans in the main menu. You can also seek help from this menu as well. 

If you need to get back to the welcome screen, click the home icon on the far left.  
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Announcements will be found on the left of the welcome page and can help you with important 
tasks or updates about your account.   

 

Account Balance and Statements are located in the middle of the welcome page. This will 
display your balance and allow you to view activity and make payments from this window. Right 
below the Student Account is the Statement section, and you will be able to view, download and 
print your statements.  
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The My Profile Setup will allow you to create Authorized Users, update your Personal Profile, 
review and create a payment plan in your Payment Profile, set up Security Settings, and review 
Consents and Agreements.  

 

My Profile Setup 

In this section, you will learn how to set up Authorized Users, Multi-Factor Authentication 
(MFA), and manage. Santa Rosa Junior College will automatically attach your student email 
address to your Student Account, and you can add a secondary email address to receive 
confirmation emails.   
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Authorized Users 

To set up authorized users, such as a parent, guardian, family member, or trusted relative, select 
My Profile from the main menu bar, or Authorized Users from My Profile Setup on the right side 
of the home screen.  

 

Select the Add Authorized Users” tab. Enter a valid email address, select which options you 
would like the authorized user to have access to within your account, and click the Continue 
button.  
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On the pop-up window, review the agreement, select the checkbox, I agree. Make sure to PRINT 
your agreement before you exit the window. You can save it as a PDF or print from this screen.  

Select continue to submit the agreement for the authorized user. You will need to repeat this 
step for each authorized user on your student account. 
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Once an Authorized User has been added, you can edit, delete, or review the agreement by 
selecting the Authorized Users tab, then selecting the gear icon next to the authorized user 
listed. A menu will pop up window, and you can select how you would like to review or change 
the authorized user details. You can always come back here and print the agreement for each 
authorized user.  
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Multi-Factor Authentication (MFA) Setup 
Start by selecting My Profile from the menu bar at the top and selecting Security Settings.  

 

Note: You can also access Multi-Factor Authentication (MFA) by selecting Security Settings in My 
Profile Setup on the right-hand menu. 
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Select which method of MFA works best for you. However, an Authenticator App is preferred.  

 

Option 1 MFA Preferred Method:  

• Choose an Authenticator app such as Google Authenticator, Microsoft Authenticator, or 
Duo. You can use the one that works best for you. They all function the same way!  

• You will open the app and choose to “add,” and when the app scanner opens, scan the 
QR code below to generate the linked account.  

• Once added, a passcode will be generated for the linked account. Enter that passcode in 
the Verify Passcode field below
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Option 2 MFA Mobile Text Number 
Enter the phone number that you have direct access to and click Send Code.  

 

Once the code is sent to your mobile device, enter it in the Verify Passcode field below, then 
click Verify. 

 

Option 3 MFA Email Verification 

Enter an email address that you have direct access to in the email address field below. 
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The email will come from no-reply@touchnet.com and look like this.  

 

Enter the passcode that you received in your email address into the Verify Passcode field below 
and click Verify to continue.  

 

  

mailto:no-reply@touchnet.com
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Make a Payment 
When making a payment, this progress bar at the top of the screen will help you along with 
your status until you have successfully completed your payment.  

Important: All payments can be made in full or partial by changing the amount in the balance or 
charge field next to the ADD button in red.  

 

You can choose to pay the Current Account Balance, Pay by Term, or Pay by Line Item. Select the 
option that works best for you.  
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Option 1: Current Account Balance: 
Click the Add button to add the amount to your Payment Total which will adjust at the bottom 
of the screen.  

 

Option 2: Pay by Term:  
You can choose which term you would like to pay, by adding one or more terms to the Payment 
total by clicking the Add button next to the term amount.  

Important: All payments can be made in full or partial by changing the amount in the balance or 
charge field next to the ADD button in red.  
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Option 3: Pay by Line Item:  
If you have items such as rent for housing that are owed, you can select which line to add to 
your Payment Total by selecting the Add button next to the total.  

Important: All payments can be made in full or partial by changing the amount in the balance or 
charge field next to the ADD button in red.  

NOTE: You must select this option if you want your payment to apply specifically to rent due for 
housing or for payments of a parking permit on your account.  
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Additional Items:  
There are additional items such as parking permits for vehicles and motorcycle permits. Select 
the number of permits. You can add this to your account and pay now or later.  

Note: To prevent duplicate purchases on the Additional items below (either a motorcycle or 
passenger vehicle) please be sure to select only one parking permit type to avoid duplicate 
charges.  

 

Payment Total will list out the balance from one of the three options on the Student Account 
and list out the Additional Item, such as the selected parking permit. Click Continue to proceed 
to enter the credit card information. 
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Select the payment method as Credit Card to continue.  

 

Enter the Credit Card details to continue.  
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Enter all of the information with a *, including name on card, expiration date, card verification 

value (the three-digit security code), and billing information. Then click Continue. 
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Confirm the details you entered. Review the payment amount, the selected payment method, 
and details are correct, and that a confirmation email is in your account.  

 

  



 

Rev.4.1.2026                                                                                                                                                              
20 
 

Once you submit your payment, a payment verification window will pop up. From here, you can 
print your payment receipt.  

 

  



 

Rev.4.1.2026                                                                                                                                                              
21 
 

If you do not print from this screen, you can return to your Account Activity and print the 
payment history there.  
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Payment Plans 
When you have a payment plan set up, you will be able to review it under the Payment Plans 
menu options. You can Mange Plan or review your Plan History.  

To begin, select Payment Plans from the Main Menu.  

 

Payment Plan Enrollment 
Select Enroll Now to start a payment plan.  

 

Select an applicable term from the dropdown menu.  
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Review the details of the Payment Plan by clicking on the Details button.  

 

Please review the required payment due at the time of the plan setup. You can choose to select 
" cancel " in this pop-up window to go back to the plan selection and select your plan there.  
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Once the plan has been selected, please review your payment schedule carefully before 
completing your enrollment. Also, please note that amounts listed on this page may include 
account activity that is more recent than any billing statement you might have received.  
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Select to either have payments automatically be made or come back to make a payment on or 
before the due date, and select Continue.  

 

Enter your credit card information to make your first payment installment, which is required to 
set up a payment plan. Once you enter your credit details, select Continue to confirm payment.  
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Enter your payment details to make the required first payment on your payment plan.  
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Confirm your payment information, payment method, and confirmation email, then click the 
submit payment button.  
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Once the payment plan payment has been accepted, a receipt will pop up. Select print to save 
this payment receipt for your records.   
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View Statements 
To view your student account statements, select the View Statement button on the home 
screen section under Statements. 

 

Select the school Term by clicking the drop-down menu and selecting the term you would like to 
view. 
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After reviewing the statement, you can print or make a Payment from this window using the 
options located at the bottom right.  
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