
Need Help? Contact the NIU Service Desk at 815–753–8100.

Creating a Shared Access Account in MyNIU

Once a student has shared access through MyNIU, you will receive an email 
containing instructions on how to set up a guest account (PR-ID). The security key 
and email address listed on the email will be used to set up your account.

From the email, click the link to create your new PR-ID. 

If you have already set up a PR-ID, follow steps 3–5 from the email.

For Delegates: Creating Your Shared Access Account,
Viewing Student Information, 

and Making a Payment with Shared Access
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Fill in the fields on the Create Account page with your information. All fields 
marked with an asterisk (*) are required. Click Create Account when finished.

A confirmation message will appear. Click OK to continue.

You will receive a confirmation email with instructions on how to login to MyNIU 
with your new PR-ID. Note: Before you login, change your initial password to a 
permanent password.
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Click the password.niu.edu link to change your temporary password. Select the 
Applicants/Alumni/Retirees: Change Your Password button.

Enter your username (PR–ID) and the initial password, then click the Login button.

Click the Change Password button.

Read the password instructions at the top of the page before creating your new 
password. Enter your new password and then confirm it by entering repeating the 
same password. Click the Change Password button when finished.
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After changing your initial password, go to myniu.niu.edu. Enter your User ID 
(PR-ID) and Password then click the Sign In button.

Click the Shared Access Center link. Read the terms and conditions and then 
select the I accept terms and conditions check box.

Fill in your Security Key from your initial email and the email address where you 
received it. Click the Submit button.

Note: If this is your first time accessing the Shared Access Center, you will be prompted to 

agree to the terms and conditions. You can return to the Terms-Condition Shared access page 

through the icon/link on the portal page. For every subsequent student that gives you access, 

you must accept the terms and conditions for each student.



Need Help? Contact the NIU Service Desk at 815–753–8100.

You now have access to the shared student information. The links you see may 
vary based on the access you have been granted by the student.

Click the Sign out link once you have finished using MyNIU Shared Access.
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Log in to MyNIU by entering myniu.niu.edu in your browser’s address bar. Enter 
your User ID (PR–ID) and Password then click the Sign In button.

Click the Shared Access Center link.

Under Financials, click the Make A Payment link.

Enter the desired information into the Payment Amount field. Click Next.

For Delegates: Making a Payment 
with Shared Access
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Select the payment method that you want to use from the Pay By dropdown 
menu. Click the Next button.

Payment Options
Credit card–MasterCard, American Express, and Discover. Visa is not an accepted credit card. A

2.4% convenience fee is added to the final total of credit card payments. To make a payment by

credit card you will need the card number, card verification number (CVN), expiration date, and the

card holder name as it appears on the card.

eCheck–Checking, savings, or corporate checking accounts. No convenience fee added for

eCheck transactions. To make a payment by eCheck you will need the name and address on the

account, checking account number, and the routing number. No convenience fee added for eCheck

transactions.

Review the Confirm Payment information then click Continue to Make Payment.
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Enter your billing information. 

Enter the Payment Details for the payment method you selected. Click Continue.
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Review your payment details and click the Submit button to finalize the payment.

The Payment Result page will show your Payment Confirmation Details. Click the 
Sign Out link once you have finished using MyNIU Shared Access.


