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Delegated Access

Delegated Access is a functionality in PeopleSoft Campus Solutions that allows a student to
authorize another person such as a parent to be a representative to perform a certain task. The
student may authorize that person to execute a transaction on their behalf by delegating access.
For example, a student could allow a parent to view their personal and academic information or
make a payment on

behalf of the student. If the parent previously did not have access to PeopleSoft, the student cou
Id invite the parent to register and create a user account in order to access the system.

What is this new feature?

Delegated Access is a feature that allows a student to authorize a person to view student inform
ation or perform transactions on behalf of the students. For example, a student may allow a
parent to view grades or to make a payment on tuition that is due.

Why did | get it?

This feature is being rolled out to help students share information with family or friends and to a
Iso simplify the tuition payment if the students would like another person to make that
payment.

What is the point of it if folks can see my tasks, but not help me complete them?

Some information would be better controlled by the students themselves to preserve data integ
rity and security that the students will need to maintain.

How long does this Delegated Access last?

The access will last until the student revokes the access that has been granted to a delegate.

Do | need to update this each semester?

No, it does not need to be updated each semester, but we do recommend that students periodi
cally review the access that they have granted to delegates.
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Granting Access

1. Student logs in to Student Self-Service.

UNIVERSITYof HOUSTON SYSTEM
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P.A.S.S. m : Delegated

Password

User ID

Forgot Password? | Forgot User ID?

[1Enable Screen Reader Mode

2. Student clicks on the Share My Information tile to navigate the Share My Information
page.
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Student clicks on the Delegate Access To A New Contact button.
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Student fills out the information of the delegate that they would invite to access their

information and then clicks on the Authenticate Identity button.
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5.

Student clicks on the Send PIN to Email button.
< Share My Information - Details Share My Info Details

Student Authentication

[ Send PN 10 emai ]

Enter PIN Verification Status

Cancel

Student receives email for the PIN.

Delegate Access Student Authentication PIN

€ Reply & Reply All ~> Forward
sa92tst@central.uh.edu s odln K

7o 2 uh.edu Sun 8/8/2021 6:40

-
-

You are attempting to create a Delegate or modify an existing Delegate.
You must enter the PIN below on the Student Authentication page before you can save your changes.

This PIN expires in 15 minutes. After the PIN expires, you must send a new PIN to your email.

[ Your Student Authorization PIN is 2901.]

This is an auto generated email; please do not respond to this message.

This is an official message sent by the University of Houston System. To verify the validity of this message, email

security@uh.edu.
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7. Student enters the PIN on the page and clicks on the Verify button.
< Share My Information - Details Share My Info Details

Student Authentication

Chck on "Send PIN to emad” and enter PIN below to proceed

Resend PIN

Enter PIN 2901 Verification Status

Verfy

Cance!

8. Student enters a last name and a first name for the digital signature, checks the "I accept
the terms and conditions” checkbox, and then clicks on the Save button.
¢ Share My Information - Details Share My Information - Details

- Dedegate the abdsty 10 view your phone numbers
| View Conmtact information v Ll o 0 <
J View Contact informatic omail addresses and addresses
 ‘View Emecoency Conticts Desegate the abiity 10 view and update your
booantos b s o s BMEIQEncy CONtacts

View Grades Delegate ablty 10 view your grades

v 3o holds placed on your

View Holds

pecific service:

Dedagate the abdity 10 view the pending fams on your

View To Do List 10 do kst generated by the insatution

Seloct Al Ciear All

Verification Status Complete

-

Ploase ender your name in Last name, First name format and press Enter 10 continue
— Oute 08082021
I accept terms and conditions

decing 10 elecironially sign this agreement

To request paper coples of documents of, withdraw consent 10 Conduct Dusiness elecronicall

phone or e-mad In order 10 & m FERPA Release

sé the mformation in a paper format, students will need 10 comp
Form

Terms and Conditions Save

Return 0 Share My Information Summary
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9. Student receives an email acknowledgment that contains a key to be used by the
delegate.

Access to some of your school data for University of Houston-Downtown has bee...

SR & ReplyAll = = F d
noreply@central.uh.edu 5 Rey © Reply g

To 2 uh.edu Sun 8/8/2021 645 PM

UNIVERSITYof HOUSTON SYSTEM
—

Delegate access has been granted to Steve Rogers (Friend) in your self-service account to view or update the following information for
University of Houston-Downtown:

- View Grades
- View Holds
- View To Do List

In order for your Delegate to create an account, you must provide them with the security key below. The security key will expire after
48 hours. After the key expires, you must log into your self-service account and reset the security key.

ISecurig Key: 0f8228W l

nstitution |

If you did not authorize the Delegate access, please contact UHS Information Security at security@uh edu or 832-842-4695. To remove
or make changes to the Delegate access, please sign-in to your self-service account and select the Share My Information tile,

You are solely responsible for the actions taken on your behalf by the designated person.
This is an auto generated email; please do not respond to this message.

This is an official message sent by the University of Houston System. To verify the validity of this message, email security@uh edu.
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10. The delegate receives an email with instructions to create an account to access the

student’s information.

Access to s choo! data has been granted to you for [ NN = LE

B (noreply@central.uh edu) Sun, Aug 8, 2021 6:44 pm

To. you Dela N

Steve Rogers,
You have been granted access o R o vin be abie to view or update the foliowing transactions on [JJJJJJj venatr:
- View Grades

- View Holds

= View Yo Do List

Wudz;P
Account 0N Instructions:

In order 1o create a Delegate account, you must obtain a security key fri The sacurity key will expire after 48 hours,

Note: if you have an existing Delegate account or an existing PeopleSoft account (student, employee, etc.), visit my.uh.edu and log in to the Delegated Access site.
Then dlick on the Term and Conditions tile and enter the information in Step 2 below. This will establish access to the student's information.

1. For new users, ciick this link 10 create your new Delegate account
2. You will be required to enter both of the following:
a) The Security Key.
AND
b) The email address where we sent you this notification

You will receive a confirmation email after completing the registration.
For assistance, please visit this webpage.

This is an auto generated email; please do not respond to this message

This is an official message sent by the University of Houston System. To verify the validity of this message, email security@uh edu,

11. The delegate clicks on the link identified above and then fills out the information as in

the example below.
UNIVERSITYof HOUSTON SYSTEM

Create Account
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12. After clicking on the Create Account button, the delegate is presented with a
confirmation message.

Siews Aogert

et Aureis Completon

A ppfrnabon ool wi pour Doiegale Ut ID. regictored greall padeds. 280 B oG N LR, Suix Boor prraiind 0 you Wiy

O g0 el 30 BNe MOLUPEd 12 0P 1 0 vigw I IROST I SRR

13. In addition, the delegate receives a confirmation email that contains the userID assigned
to the delegate to be used for logging in.

€&~ Delegate Access Account Confirmation

sa92tst@central.uh.edu
22002 SN (’) «) 9
Sun 8/8/2021 11:50 PM

To: You

Thank you for accepting the Terms and Conditions to establish your Delegate Access.

You can log in with your User ID or Email ID found below.

You can also find the executed Terms and Conditions that you agreed to and instructions on
how to log in below.

Your Delegate User ID is PO00035.
Your Delegate Login Email ID isjill2 outlook.com.

Name: Steve Rogers

Accepted Date: 2021-08-08

instituton

Terms and Conditions: You have been granted access to view data that belongs to a student.
The privacy of student education records is protected by a federal law known as the Family
Educational Rights and Privacy Act (FERPA) 20 U.S.C. Section 1232g; 34 CFR Part 99. FERPA is 2
Federal law that is administered by the Family Policy Compliance Office (Office) in the U.S.
Department of Education (Department). 20 U.S.C. Section 1232g; 34 CFR Part 99. Once a
student reaches 18 years of age or attends a postsecondary institution, he or she becomes an
“eligible student,” and all rights formerly given to parents under FERPA transfer to the student.
The eligible student has the right to have access to his or her education records, the right to
seek to have the records amended, the right to have control over the disclosure of personally
identifiable information from the records (except in certain circumstances specified in the
FERPA regulations), and the right to file a complaint with the Department. The term
"education records” is defined as those records that contain information directly related to a
student and which are maintained by an educational agency or institution or by a party acting
for the agency or institution. By requesting authorization to view student information and
records, you understand any records accessed must be held in trust and confidence. By
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14. The delegate can now login by using the portal below with the userID that has been
assigned to them and a password that they have created.

UNIVERSITYof HOUSTON SYSTEM

o
i
-

User ID
P000035

Password

Forgot Password? | Forgot User |ID?

[J Enable Screen Reader Mode

15. On the main Delegate’s page, the delegate can click on the Student’s Personal
Information tile.

Tarms B Condmiong et Fassword Fase STutnrs Personal Informanon
[ ]
< oy
Student's Firancisl indo Srudent Firancial Aud
I
-
' L =Y
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16. Based on the access that has been granted by the student, in this example, the delegate
can access the three information below.

¢ Delegale Acce Tage Delegate Personal Information

(5) View Holds
i View To Do List

o View Grades

17. View Holds.

Delegate Personal Information

(S View Holds )
View Holds
] View To Do List 1 row
k4 Tl
g View Grades
Hald Institution Department

D Bactenal Meningitis UH-Downtown Registrar 3
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18. View To Do List.

Delegate Personal Information

sudent 0 ([

@ View Holds ) A
View To Do List

| View To Do List Mo currént 1asks

g View Grades

19. View Grades.

¢ Delegate Access Home Page Delegate Personal Information

Summer 2021

© View Holds View Grades
7] View To Do List Term GPA. 0.000 »
: 2 View Grades Cumulative GPA 0,000 ¥
D 2 rows
Class Units Grading Grade Grade Points
ACC 3323 3.00 Graded »

MiS 3302 3.00 Graded N
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20. If the delegate has access to multiple students’ records, they can select from the students
list.

¢ Delegate Access Home Page Delegate Personal Information
(© View Hads .

=] View To Do List

' View Grades
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Revoking Delegates’ Access

1. Students can revoke a delegate’s access by going to the Student Self-Service page where

they granted the access.

Acknowtecdgements

I

Manage Ciasses

:

Persona Information

2. To revoke certain access from a delegate, the student clicks on the ‘Edit’ button.
Share My Information

< Save Confirmation

Winw Grades

il Steve Rogers Wsar T0

Contact Nama Contact Emall Address

v Student Home

Communicovons

=

Tosas

A

Ne Cunent tasas

Academic Adviving

oe

08 04721

Ralationship

Share My Information

-
‘)
A e s

Studemt Center

i

Student Records & Envoliment

Access Granted

Contact Status

Stave Rogars _ Frignd Unkrgwn
Shared Access Stari Date Transaction Status
Wiaw To Do Liak O8/08/21 Submitted
Wiew Holds o&fo8r21 Eubmittad
View drades QEr0ES 2L Submitked
B 10 100

Ch
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3. After unchecking the ones that the student would like to revoke, similar to granting
access, the student will digitally sign the revocation, accept the terms and conditions,
and then click on the Save button.

< Share My Information Share My Information - Details

Share My Information - Details

*Contact Name Steve Rogers

*For the purpose of informing | Other v

*Relationship | Frend s

*Contact Email Address—

Contact Status Accepted

Institution UH-ODowntown Resend Emad Nobfication

Transachon Narme Descripbon Transaction Status

he abiity 1o Make a Payment on your

Make a3 Payment

View Contact Information ¥ 10 view your phone numbers
$e5

View Emergency Comtacts 3y 10 view and update yout
Vi argancy Comtacts

View Grades W your grades Access Granted

w the hoids placed on your

oW Holds

Vi
View To Do st 10 do st generated by the instaution

Sedect All Ciear Al

Authanbcate Identty
Sl Verification Status Pending

Flease enter your nama in Last name, First name format and press Enter to continue

| accept terms and conditions

w consent 1o conduct busine

300N In a paper format, sty

Return to Share My Information Summary v

4. To remove access entirely from a delegate the student clicks on the Delete button on the
page Share My Information page.

¢ Save Confirmation Share My Information

Wik Gradas CRIDAITE Agran Grantad

Comiact Nams Contact Fmail Address Eelatiomahip Coantact Status
swve sz | unkmonn

Shared Access Start Date Transsction Status
Viaw To Do Lind SRIORTE Fwbmitiad

Viaw Woide oa‘oR/2L Submittad

Wiaw Sradad ER/0R21 Bwbmittad
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5. The student will then confirm the access deletion as shown below.
{ Student Home Delete Confirmation

Delete Confirmation

- Arg you sung you want 1o dolebe Sheve Rogers?

e - Delets | Mo - Do Not Delebe
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Making a Payment

1. The delegate will click on the delegated Access tile using their login.

UNIVERSITYof HOUSTON SYSTEM

__
s ¢
—
Tres
User ID

P000029

Password

Forgot Password? | Forgot User ID?

2. The delegate will click on the Student’s Financial Info tile.

v Delegate Access Home Page

Terms & Conditions Delegate Password Reset Student's Personal Information

"
©

&« L/

Student's Financial Info
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3. The delegate will click on the student’s name.

I Student Account Balance

4. The delegate will fill out the digital signature box, agree to the terms and conditions, and
then click on Make a Payment. Please note, if the delegate has access to more than one
student, the delegate can click Change to choose another student.

Delegate Financial Information

-

- FORIMATION ENTERED MEREON CONSTITUTES AS
L Make a Payment URJECTS THE PARTY ENTERING SANE TO FELONY
N UNDER BOTH FEDERAL AND STATE LAWS OF THE
- 1 O SIATES VIOLATORS WLl BE PROSECUTED 1O THE FLILL
Sudent Account Balance EXTENT OF The LA

FLECTRONIKC CHECK BOLICY

| hareby autharze he Unrversty 5 mbiate dobit ertres o my Depostory

Acordng 1 ™e terma below ana for my Depasaory 1o debst the same 10

SUCH BCCOUT [N B Svent DL TS cRInes Dayment IS reaamed for Non,

SuSicaont Fund o Ty reasans | undetatand That 3 feturn feo vl bo -

20004 1 e ot aocoart I addeon | yadenstandg har ff s alechonc
I‘a:w enier yOur name i Last name. Pt Name formst

e
Date 10042Y 120PW

| agree 10 the above Terms and N
Conagitions
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5. Next, the delegate will fill in the payment amount, check the box to accept the terms and
conditions, then click Submit button.

< Delegate Access Home Page

Delegate Financial Information

Make a Payment

If you wish to use multiple credit cards or bank accounts to pay off your balance, you will need to
submit multiple transactions.

What | Owe
Description Outstanding Charges Payment Amount |
lOnllne Payment | o.oo| [ 20.00

*pay By Credit Card/ Debit Card v

A non-refundable Processing Fee of 1.54% ($0.31) is added for credit/debit Card
payments. Your credit/debit Card will be charged $  20.31. The University of Houston
system charges a processing fee on all credit/debit card transactions. The processing fee
is assessed on all credit/debit card brands. The processing fee imposed Is not greater
than the University's applicable merchant rate for it card tr

Terms and Conditions

~
ANY FALSE INFORMATION ENTERED HEREON CONSTITUTES AS FRAUD AND SUBJECTS THE PARTY

ENTERING SAME TO FELONY PROSECUTION UNDER BOTH FEDERAL AND STATE LAWS OF THE
UNITED STATES. VIOLATORS WILL BE PROSECUTED TO THE FULL EXTENT OF THE LAW.

ELECTRONIC CHECK POLICY

1 hereby authonze the University to initiate debit entries to my Depository, according to the
terms below, and for my Depository to debit the same to such account. In the event that this
electronic payment is returned for ‘Non-Sufficient Funds or any reasons, | understand that a
return fee of $30.00 will be apphed to my account.

REFUND POLICY

Cancellation Refund

1f you cancel your registration by withdrawing from all your classes before the first official day
of classes for any term, you are entitled to a full refund of tution and refundable fees minus a
$15.00 administrative fee/matnculation fee, (The matriculation fee does not apply to UH

N €

T accept the above Terms and Conditions

Return to Home | Submit

6. Then, enter payment information and click Continue.

ate Financial In

Bequired Nebds are haghlighied vwith a0 asTensh
Parpimaenil Inbormathon:

At 2031 W
Campus; DOTHS

Finplii e W
Cashier: L

Flease enter the following infcemation about your payment method:
Cardhalder's Mame:* — W

Cards Accapbod: = ] visa

Card Numsbar:* i

Card Security Cosde:®

Expiration Date:*

Billing Inforrmsthcn:
Address Lime 1:*

Address Lin 2:
Coumng®

LIP Codde; ™
City:

Stata:

Fecelpt Information:
Emall Address: i

Continue  Exit
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7. Verify all information is correct and then click Confirm.

Ploase werify the following informaticn:

LU F20.51
Clllﬂl-l'f OGS
Emplid?

Card Informnstion:

Cardhoider s Hama:

Card Type: Maatirlard Dahit
Card Bumber:

Card Security Code:

Eapiraticn Dutn; 2023

By Irdiormation:
Address Lne 0z
Counbry:

Ciby:

Stalc

FIP Codc:

Bl Adkliess:

15 this informaticn correct?
Confirm | | Modiy | Exit

8. The delegate will see the payment confirmation information for their records.

Delegate Financial Information

Confirm Payment

Student 0 I

Remitiancs 1D

Thank you for your payifent. Your payment has been accepted.
It may take up to 2 hours fer your student account to be updated,

Please do NOT attempl another payment if youwr account is not
updated and contact Student Billing at 361-570-4833 or BT7T-970-4848
@xt #4833,

Please print this page for your records. £

Transaction 10
Tedal Payment 520 31
Eftwctive Payment Date OR08
Email ID

A neceipt P DOen senk io M proviced tmal aoaness

Restum B Home
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Reviewing Financial Aid

1. The delegate will click on the delegated Access tile using their login.

UNIVERSITYof HOUSTON SYSTEM

_
BEE=—

User ID
P000029

Password

Forgot Password? | Forgot User ID?

2. The delegate will click on the Student Financial Aid tile.

v Delegate Access Home Page A AL :

Terms & Conditions Delegate Password Reset Student’s Personal Information

:o «

3"

Student’s Financial Info Student Financial Aid

-

D ¢
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3. If the delegate has access to only one student, the Financial Aid information for that
student will be displayed by default. To select a different aid year, the delegate will click
on the Change button. In addition, if the delegate has access to multiple student records,

a different student can also be selected by clicking on the Change button. To view the

award summary by semester, the semester can be select from the drop down menu.

Delegate Financial Aid Info

T Award Summary Award Summary /
- ¥ rowen

Colege Franorg Flan
¥ | Display Summary w

I Cout ot Amendance Award Desoription Caswgory Award STt avmard
DOED CARES Funds — B ,
A
FED PELL GRANT Pr— 4 158 00 E
D Gram
RES UGRD STUDENT ASSISTAMCE Acosoud (00 B 3
[T
Totals LN
Curency weed i U5 Doilar

Voul PASHOE D Fudfd 13 1606°% e YO P PRTEIN0T DIwded = pbef ROSECENNA 1T Wi 1 A0 TRRSIE BT DApE S Dt RRINCES My D
n s PRESE thah pace

4. College Financing Plan can be viewed by clicking on the College Financing Plan button. A
separate tab that contains the College Financing Plan will open.

Delegate Financial Aid Info

T Awato Surmmavy ) :
College Financing Plan
= Plan Azademic Career
College Pirancing Undergraduate

Selacting Te DUNton Cotegd Financing FIan will 0pen & New Drowsde wodow You may nied 10 Mlow DopuDs Sr this

e

TRCH0S 80 DATRINANE ‘5 BerIE WD Nibee MO 1 MUTE® ettt Tre Cotmpe Frarcng Flan 1 merded ' piowiie tes w N 3 03 1D

Tre France Ad Cotege Fnancng Pias 1 3 sndend2ed leders bward ADSE Detgred 42 civgi?; e trarcnl 8 miorm s fir proepectve US
COmEae e Nt oot (104N C08t TN graers 3T SOTRrINDT ) Bt £8C0 MUt W rmore
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5. A sample of the College Financing Plan is shown below.

111104 | 201
Download
Undergraduate College Financing Plan

Total Cost of Attendance 2021-2022

On Campus Residence Off Campus Residence

Tuition and fees: 6,032

Housing and meals 50,682

Books and supplies §1.038

Transporation g8z

Other education costs 55,854
‘Eiﬁmd Cost of Attendance 524,418/ yr ]
Based on FAFSA 595 7 yr

As caleulatied by Bhe imstituion using informaion reported on the FAFSA or to your institution

Based on Institutional Methodology 30/ yr
Used by most privabe instiutions in addon 1o FAFSA.

Scholarship and Grant Options
Scholarships and Granis ane considered “Gilft™ aid - no rapaymant is naaded

Marit-Based Scholarships Heed-Based Grant Aid
Scholarships from your school 50 Federal Pell Grants 54159
Scholarships froem your state 50 Institutional Granls 52,000
Othar scholarships 50 State Grants 50
Employar Paid Tudlion Banaiils 50 Oiher Tarms of grant aid 51,000
Total Scholarships 80 /yr Total Granis $TA50/yr
Met Price AT, 250/ yr
‘Ltvo:ﬂ of aflendance mers total grands and scholarships)

Loan and Work Options to Pay the Net Price to You
Wou musi rapay koans, plus inferest and fees

Federal Direct Subsidized Loan 50 /yr Work-study 801yr
(2.75% interest rate 0% ongination fea) Hours Per Week (estimated) 20wk
F%ﬂwmubdm%“ S0 /yr Other Campus Job S04 yr
= e Fai 0 Do ! Tortal Work S0 yr
Prvate Loan S0 /yr
(chack with your lender on interest and faes) i
Eor Mare Infermation

Institubional Loan S0/yr 2
(0% inferest rate)(0% ongination fea) University of Houston-Clear Lake
Parents may &is0 aoply for the falowing Office of Student Financial Ald
5 Prus I Solyr 2700 Bay Area Bivd

arent ‘ederal Loan Houston, TX 77058
(3.3% interast rate)(0% ongination fee) Telephone: 281-283-2400
Total Loan Options S0 0yt E-mail uhcl_fao@uhcl.adu

* For federal student loans, origination fees are deducted from loan
procesds

Education Tax Benefity

Income Share Agreement S0 /T « American Opportunity Tax Credit (AQTC) Parenls or students
(0% of income for 0 months) may qualify bo neceive up o 52,500 by claiming the American
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6. To view the annual Cost of Attendance estimate, the delegate will click on the menu
navigation as shown below. To view the cost estimate by semester, the semester can be
selected from the drop down menu.

T Cost of Attendance
] College Financing Plan / 6 rows
Display | Summary v
7 Cost of Attendance
Category an 2021 Amount
Books ar gr:g_ﬁ?z 1,038.00
Loan Fees B5.00
D Miscellaneous Personal Expense 5, 764800
Room & Board B882.00
Transportation 1.812.00
Tuition and fees 6.032.00
Total 24.418.00

Cumandy whed i US Dobar
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