Access BGSU - Proxy Process

Access BGSU provides the Student with the ability to share their information with a proxy of
PROCESS OVERVIEW their choice.

‘ Financial Aid Information

List

TERMINOLOGY
Delegation The act of granting access to another person.

Delegator This is the student; the person that grants access to another person.
Proxy (contact) The person that is granted the access. (parent, spouse, relative, etc.)

Must accept the delegation request to gain access to the student's information.
Must agree to the Terms and Conditions before information can be viewed.
Has view only access to the student's information - cannot change any data.
Can have access to multiple student accounts at the same time.

PROXY’S ROLE

SECTION |

EMAIL LINK H armlyaecers g s
Access to Frieda Falcon's school data has been granted to you.

. o Freddie Falcon
1. Open email message from
familyacceSS@ngU Wlth Freddie Falcon, you have keen granted access to Frieda Falcon's student records at Bowling Green State University (8G6SU). By following the instzuctions below you will be

able to view the following transactions on Frieda's behalf:

the message that Access  sucsar atcrmsteon

has been granted to you. - Grsae Tnocaaticn

2. Click on the link inside the - Ve To po nisc

e aII To access Frieda's data for the first time follow the steps below.

New Delegate Access Instructions:

Please do NOT reply to this email
message. The mailbox is not 2. Ascept or decline the "Temms and Conditions for accessing BGSU Studemt Dacan
monitored.

. NOTE: If you decline the 'Terms and Conditions' your access to the student's data will not

3. If you accept, enter the following twe pieces of information:
a) The Security Rey: So0pcll (copy this code to use on the 'Terms and Conditions' page)

b) The email address to which this nevification was sent.

Any questions should be directed to the Technology Support Center (TSC) by calling (41%)372-0999 or visiting the web site www.bgsu.edu/tsc.

SECTION Il BGSU.

CREATE AN ACCOUNT

Returning User Login

Email Address: Password:

| | . signin |
Forgot your password?

Create Account

Email Address: | |
Createapasswora: [ FeassworgRules
Confirmyourpasswora: [ |
Frsthame: [
LastName: [

[ Create Account. |
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Access BGSU - Proxy Process

1. |If this is your first time
accessing Access BGSU,

fill in all the blanks to
create a new account. BGSU.

Click on Create Account.

wn

If you already have an ST e (e
e Email Address: Password:

account, and an additional ‘ |  sionin |
student grants you access Forgol your pessword
to their information, you Create A .
should use your existing reate fccoun

H lw E\LCON@EGSUEDU 1
account t(_) login. Enter —— e
your email address and Confirm your password : F==
password in the Returning Firsthame: FRECOE |
User Login section. LastName: FAGON ]

Create Account

Proxy can enter a different email
address here if the student didn’t
set them up with their preferred
email address.

BGSU.

4, Read the Terms and

Conditions. FREDDIE FALCON
5. Check the box to accept Terms and conditions for accessing somebody else's data
terms and conditions.

You have been granted accass to view confidential information that belongs to a Bowling Green State University student.
All designees (individuals who have been granted guest access) are required to accept the terms and conditions prior to gaining
access to the student’s By accspting this vou agree to protect the privacy of the student and the
student's data.

6. Type Security Key (this
was in the email sent to
you).

7. Type your email address.
(This must be the same email
address that the student setup

In order to confirm your understanding of these terms and conditions, please accept the agreement by checking the appropriate]
box belovi, entering your Secure Key, and your email address.

4
Where the Ilnk and SeCU”ty ¥ Laccept terms and conditions Acceptance Date:  02/03/2016
Key was sent.) (0 1 dectine terms and conditions
8 Cllck on Su b m|t Security Key  [S20pcll (Security Key was included inside the emall notification you received)
I:umm Email [FFAL EDU I[Email address where email notification was sent to you)

SuBMIT

SECTION Il
PASSWORD CONTROL

Cih on the 200 or Dlue e 10 Make 8 selectn. Cack on rn-Hm W0k iy e toonumnm retum

View Bill & Make Payment

Click on the Password == o
Control icon or blue 6=
underlined text to create a R e e ey e
security question in case you

forget your password and need TR, s
° TraNACTIGts, COMEABON Of loeN entrance counsedng, et

to reset it later.
View Holds.
: T
o e e ok kst e ok
View Grades
e o b st o o
T

Password Control
Change your psssword snd estabish your password reset question. This
Queston wil be uaed I the event you forget your PASSWOrd n the feure.

formation, peyment information, 8nd payment optons
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Access BGSU - Proxy Process

1. Click on Change or setup
forgotten password help.

Password Control
FREDDIE FALCON

Password

[Change password

I Change or set up forgotten password help I

2. Select a Question from the
drop down list. BGSU
3. Typethe answer to the

question in the Response
bOX. If you forget your password, you can have a new password emailed to you.
4 C"Ck on OK Enter a question and your response below. These will be used to authenticate you.

Change or set up forgotten password help

Question: |Whatcitywere you bornin? L

Select from the list of questions.
Response: |BOWLING GREEN

5. Click on Home.

Password Control
FREDDIE FALCON

Password
Change password

Change or set up forgotien password heip

SECTION IV
VIEW BILL & MAKE PAYMENT

Access BGSU v
CIh 0 the 200 Or Dlve e 10 Make 8 Selectn. Cach on e Home Wk it e 10p NGNL 10 (etum.
flew Bl & Make Payment

Click on the View Bill & Make
Payment icon or blue

Vew Financi A narmatin
underlined text to view billing R s ——
and payment information and .

payment options. e

View Holds
y —~
o i
View Grades
=
epuans
Password Control
a Change your pasewerd snd estabiah your pasoword 1658 question Tha
—

1. Click on Student’s Name.

Make sure you have pop-ups
enabled so that a new window can

open. View Bill & Make Payvment

Student Name

Erieda Falcon

I Enable Pop-Ups and Click on Student Name I
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Access BGSU - Proxy Process

The Bursar information will open
in a new browser window titled
CASHNet.

e You will now be able to
view Frieda’s bills or make
a payment.

e Click on Sign Out when
finished.
Close this browser tab.
Click on the Access
BGSU browser tab to

your account view bills make payment payment cart help sign out

BGSU. Offce of the Bursar

FRIEDA FALCON

IMPORTANT INFORMATION

To avoid being dropped from classes, ensure your student account is paid in full or you are enrolled and current on a payment plan.
Log into MyBGSU to check your To Do Items. For faster and safer refunds, enroll in e-Refund
Questions about your eBill contact the Office of the Bursar 419-372-2815.

Questions about loans, schalarships, and grants contact Student Financial Aid 418-372-2651

Total Amount Due $0.00 Enroll into your Spring 2016 Installment Payment Plan

View activity since |ast eBill

Click here to make a payment Saved Accounts

The last payment received was for $115.00 on 8/28/2015.

You have no saved payment methods.
Your Recent Payments
View All

08282015 $115.00 View

0711772015 §1,059.46 View

06/08/2015 5250 View
To return to MyBGSU from here please use the Sign Outlink above.

VIEW FINANCIAL AID INFORMATION

Click on the View Financial
Aid Information icon or blue
underlined text to view
financial aid and scholarship
information.

Access BGSU X3
Cick o e 200 Of Dl 118 10 Moke 8 S60CI00. CAch o e Home Wk i 16 10p NGhL 1 (etum
e ViOW Bl & Make Payment

View Financial Aid information

R View tnancel 3 and scholorsnp mformaton
View To Do's
. e
Vst
o ke A b e e A
e
: =
s
Password Control
Q Change your password and establish your password reset question. This
i it s

1. Click on Search for a list of
all options.

BGSU.

View Financial Aid Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

= Search Criteria

Search by: StudentNamebeginswith ]

[ case sensitive

Advanced Search
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Access BGSU - Proxy Process

2.

Select the aid year that
you want to view.

Frieda

BGSU.

Falcon

Financial Aid

Select Aid Year to View

Select the aid year you wish to view

Aid Yea:

+ Ttnstitution

Aid Year Description

2017 Bowling Green State University o financial aid data available,
2016 Bewling Green State University 2015-2016 Federal Aid Year
Bewling Green State University 2014-2015 Federal Aid Year
2014 Bowling Green State University 2013-2014 Federal Aid Year
2013 Bowling Green State University 2012-2013 Federal Aid Year
2012 Bowling Green State University o financial aid data available,

Aid years listed indicate your access to eligibility information regarding your Financial
Aid Application.

3. You can now vew the
a Falcon

Financial Aid Award Fried
Summary for that year.

4. Click on Return to Aid Year
Selection to view another
year, or click on Home to
return to the main menu.

Financial Aid

Award Summary

2015-2016 Federal Aid Year

Salact the tarm hyparlinks balow o ses more detailed information.

Federal Unsubsidized
== Loan

7.500.00 7.500.00 Loan Details
BESU Founders
Schdastin Scholarship 1,500.00 1,500.00
Jean Roberton Wood Sch Scholarship 250,00 250.00
Aid Yaar Totals 9,250.00 9,250.00

Currency used is US Dollar,

[Terms

Fall Semester 2015 Vi eduled Disbursement Dates
Award [category | Offered| Accepted|
Federal Unsubsidized Loan Loan 2,750.00 2,750.00
BGSU Founders Scholarship Scholarzhip 750.00 750.00
Jean Roberton Wood Sch Scholarship 125.00 125.00
Term Totals 3,625.00 4,625.00

Spring Semester 2016 View Scheduled Disbursement Dates
Award ipti [Category | Offered| Accepted|
Federal Unsubsidized Loan Loan 3,750.00 3,750.00
BGSU Founders Scholarship Scholarship 750.00 750.00
Jean Roberton Wood Sch Scholarship 125.00 125.00
Term Totals 4,625.00 4,625.00

Currency used is US Dollr.

Your financial sid award is determinad from tha information provided in your application. IF
there iz no financial aid displayed your application may be in progress, Please check back,

Return to Aid Vear Selection

SECTION VI
VIEWTO DO’S

CIh 0 the 200 Or Dlve e 10 Make 8 Selectn. Cach on e Home Wk it e 10p NGNL 10 (etum.

e VW Bl & Make Payment

View Financial Al information
R et 30 hcor g eformatn

View To Do's

Click on the View To Do’s
icon or blue underlined text to
view pending items such as
submission of financial aid
documents, transcripts,
completion of loan entrance
counseling etc.

ranacripts, compieton of oan entrance eouneelng,

View Holds.
v specitc
relense of wranssript andicor dploma. fivanciel ad hoiss

View Grades
View grades af the end of he semesier, a8 well 2 the semester and
cumuistive GPA

Password Control
your password 8nd estabih your password reset question. The
wsed our
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1. Click on Search for a list of
all options.

View To Do's

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

= Search Criteria

Search by: StudentNamebegnswtn |

[0 case sensitive

2. Frieda does not have any to
do’s listed.

3. Click on Home to return to
the main menu.

Frieda Falcon

To Do List

No current to de item information found.

SECTION VI
VIEW HOLDS

Click on the View Holds icon
or blue underlined text to view
holds for specific services such
as collection issues, registration
holds, release of transcript
and/or diploma, financial aid
holds.

View Bl & Make Payment

View Financial Ald information

R e trancil ar a0 Khciorng nformanon

View To Do's

e

View Holds.

relense of yansirot ncior dploma. fnancis o hokss

View Grades
v s
cumatie GPA
Password Control

a Change your password snd estabish your password reset question. Ths

1. Click on Search for a list of
all hold options.

View Holds

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

= Search Criteria

Search by: Student Namebeginswith| ]

(0 case Sensitive

2. Select the hold that you
want to view.

BGSU.

Frieda Falcon

Your Holds

Hold Ttem [Amount Institution Start Term End Term Start Date |End Date|Department
Bowling Green

Returned check UsDh  |State Begin Term 01/27/2016 Bursar's Office
University
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Access BGSU - Proxy Process

3. More detail about the hold BGSU.
will be displayed.

4. Click on Return to go back
to the holds menu, or Home
to go back to the main Frieda Falcon
menu. Returned check

Your Holds

Hold Item

Reason and Contact

Description:  Bowiing Green State University
SartTerm g oo

Start Date 01/27/2016

Reason: Returned Check
Department: Bursar's Office

Contact:

Instructions

Returned check from bank. Please contact the Bursar's Office
a1 419-372-2815.

=l

SECTION VIiI
VIEW GRADES

'u-mmmumnmmlumm cuwn.l nmmnmw-wmm’n

View Bl & Make Payment

Click on the View Grades icon e
or blue underlined text to view R i
grades at the end of the VewTopo

semester, as well as the 2 o o M X e
semester and cumulative GPA.
o T e

o
: =
s

Password Control
Q Change your password snd estabiish your password reset question This
aves waed e

1. Click on Search for a list of
a" Options. View Grades

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

« Search Criteria

Search by: StudentNamebeginswith ]

() case Sensitive

[ Jowrcenseors

2. Select the term that you BGSU.
want to view the grades for.
3. Click on Continue.

Frieda Falcon

View Grades

Term Career Institution

N O | [Fellsemester 2015 Undergradusta Bowling Green State University

Wl T5pring Semester 2015 |Undergraduate Bowling Green State University
) Fall Semester 2014 Bovling Green State University
o) Spring Semester 2014 | Undergraduste Bowling Green Stats Universty
@ Fall Semester 2013 Undergraduate Bovling Green State University
) Spring Semester 2013 |Undsraraduste Bovling Green State University
) Fall Semester 2012 Undergraduste Bovling Green State Universty

Conminve
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4. Frieda’s grades for that BGSU.

term will be displayed. Frisda Faleon
5. Click on Home to go back View Grades
to the main menu. — sy

¥ Class Grades - Fall Semester 2015

Official Grades

Class.

HDFS 3050 Fami

7 Tarm Statistics - Fall Samastar 2015

ot | | Cumulative Total
Units Toward GPA:
Taken 15.000 85.000
Passed 15.000 88.000
Units Not for GPA:
Takan 23.000
Pazzed 20.000

GPA Calculation

Total Grade Points 28,000 264,000
/ Units Taken Toward GPA 15.000 85.000
=~ cpa 3200 3207

Academic Standing

BOWLING GREEN STATE UNIVERSITY

e To return to the Access
BGSU page at a later time, BGSUE INFORMATION TECHNOLOGY SERVICES
go to

ACADEMICS ADMISSIONS ABOUT ATHLETICS ALUMNI RESEARCH STUDENTS INTERNATIONAL GIVEd§ MYBGSU EMAILE SEARCHO
www.bgsu.edu/accessbgsu.
e Click on the Returning
User Login button E
. Information Technology Services
ACCESS BGSU
‘ Office of the CIO Bowling Green State University / Information Technology Services
Technology Services BGSU is excited to introduce the new Access BGSU feature to students and their families.
‘ ITS Initiatives Access BGSU provides BGSU students with a means for sharing important information with a
designated proxy parent, guardian, spouse, etc ). The student will initiate the process by I TR
Information Security inviting the proxy of their choice to accept an offer to view student and financial information LOGIN
‘ - Upon accepting, the proxy will be granted access only to specific information that the student
BGSU IT Policies
chooses to share.
‘ CIO Aavisory Board
SHARABLE TRANSACTIONS
‘ About ITs
‘ View Bill & Make Payment
‘ View Financial Aid Information
’ i ‘ View To Do's
*
ITSERVICE PORTAL ~ APPLICATION ‘ View Holds
TRAINING CATALOG
‘ View Grades
Technology Support Center [TSC DOCUMENTATION
Orfice: 110 Hayes coesc BOCLL Open Forym b E’P int Precantation
TROUBLESHOOTING e If permissions have been revoked and you can no longer access some of the

information, you must discuss this with the student. The University will not grant access
to a proxy, the student must be the one to grant all access to their information.
The system will time out after 20 minutes of inactivity and you will need to login again.

e If you are still having trouble, Contact the Technology Support Center (TSC) at 419-372-
0999.
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