
  

     
     
   
   

     

Self Service 

1. Login as the student on Self Service 
2. Click on Main Menu 
3. Self Service 
4. Student Center 

5. Go to Account Activity 



      
                

         

 

 

   
  

6. Click on the Activity Tab 
A. The Information and Opt Out Icon are visible next to the Student Representation Fee charge 

7. Click the Information icon – it displays the text below: 

Student 

8. Click Return 
9. If Opting out, click the Opt Out icon 



                      
       

               

       

10. Select one of the drop down Opt Out reasons; the “Other” reason will bring up a free form text field to 
enter a reason. Click the Opt Out button. 

11. The user is returned to the Account Summary after Tuition Calc is automatically performed 

12. Click the Activity Tab – the $2 reversal should appear on the details 
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