
Adding an Authorized Party 

Purpose An Authorized Party is someone that the customer has authorized to contact FACTS about the account  
and to make changes on their behalf. The customer can add and remove authorized parties through the  
user account.  

Navigation  
• On the blue navigation bar at the top of the screen, click My Profile.  
• Select Add or Edit in the Manage Payers section, depending on the action you want to take. 
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• Authorized Party Information: Complete the First and Last Name fields.  
• Authentication Question: This will be used to authenticate the authorized party for phone calls to FACTS 
or during online account creation.  

• Web Access: The customer determines whether the authorized party can create an online account by 



entering their email address. Upon saving, an email will be generated to the authorized party inviting them 
to create a  user account.  

• Terms and Conditions: Click Save to agree to the terms and conditions.  
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Additional information about Authorized Parties  
• Authorized Parties cannot view the financial account information for other users or access someone 
else’s financial account to make payments. They have access to the payment history, where the last four 
digits of any financial account used to make payments are displayed.  

• When an Authorized Party makes a payment, a confirmation email is sent to the customer and the 
Authorized Party making the payment. This email contains the name of the bank and the last four digits of 
the financial account number used to make the payment.  

• The link in the invitation does not expire, but if the user doesn't have the invite, it can be resent by 
clicking Edit for the Authorized Party and then clicking Save and Send at the bottom.  



Sample Invitation for online access  
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Deactivating an Authorized Party  
• Click Edit next to the Authorized Payer in the Manage Payers section of My Profile.  

• Select Deactivate.  
• Click Save.  

The Authorized Party will continue to show in your profile with an inactive status. You may reactivate their 
status at any time.  
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