
1. Log on to Ursa at http://
ursa.unco.edu using your Univer-
sity of Northern Colorado Personal 
Digital Identity (PDID) information 
(network user name and pass-
word). (Not Shown) 

 

2. Click on the Financial tab.(Fig. 1) 
 

3. Click on the e-Bill or Credit Cards 
icon in the My Account or My 
Statement channels. (Fig. 2) 

 

4. On the Select Term Screen (not 
shown),  use the Drop-Down 
Menu to select the term and click 
on the Submit button. 

 

5. On the Account Detail for Term 
screen, click on the Pay Bill or 
View eBill button. Wait while your 
information loads. (Fig. 3) 

 

6. You’re now in e-Bill. Use the main 
navigation menu below the page 
banner to view and print your bill, 
view account activity, make or 
schedule a payment, set up auto-
matic payments or add an author-
ized user. Some of the more fre-
quently used functions are found 
in the Quick View box. (Fig. 4) 

 

7. To view your e-bill, click on the 
eBills link. (Fig. 4) 

 
(continued on next page) 
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Get Help 

Help accessing Ursa or using e-Bill 
is available 24/7 by contacting the 
Technical Support Center at  

    970-351-4357 or 
    www.unco.edu/it/SupportU.htm. 
 

If you have questions about your 
student bill, call 970-351-2201 or e-
mail bursar@unco.edu. 

http://www.unco.edu/it/supportu.htm
mailto:bursar@unco.edu


If you want to make an elec-
tronic payment, click either on 
the Payments link in the main 
navigation menu or the blue 
Pay link in the Account Sum-
mary section and follow the 
instructions on the subsequent 
screens.  

If you want to create a printable 
copy of your bill, click on the 
blue Print This Statement link. 

If you want to mail your pay-
ment to the Bursar’s Office, you 
can create a remittance slip to 
include with your payment by 
clicking on the Mail in remit-
tance slips link at the bottom 
of your e-bill. 

You also can view recent activ-
ity for your account and view 
previous statements (e-bills). 

8. In the e-Bill screen (Fig.5): 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 

 
 
 

9. To give an authorized user access 
to your e-bills, click on the Author-
ized Users link in the main navi-
gation menu (Fig. 5). 

 

10. Read the privacy rights informa-
tion and if you want to add an au-
thorized user, click on the Add an 
Authorized User button. (Fig 6.) 

 

11. In the Authorized Users screen, 
enter the e-mail address of the 
person you want to add as an au-
thorized user. (Fig. 7) 

 

12. Make sure that Yes is marked for  
the two questions in order to allow 
the person you are authorizing 
access to your e-bills and payment 
history; then click on the Add 
User button. (Fig. 7) 

 

13. After reading the Authorization 
Agreement, enter the last four 
digits of your Bear Number in the 
Student ID number field and click 
on the I Agree button to add the 
authorized user. (Fig. 8).  

 

14. Your authorized user will automati-
cally be sent an e-mail notifying 
them that they have been added 
and containing his or her randomly 
generated password, which they 
can change after logging in the 
first time, and instructions for log-
ging in to e-Bill. 

 

15. Click on the Log Out link in the 
top right corner of e-Bill and Ursa 
screens when you are finished to 
protect your confidential informa-
tion. 
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williamtjones@billjones.com 

williamtjones@billjones.com 

 
Your Name Here 


