Access BGSU - Student Delegation Process

PROCESS OVERVIEW

This application provides BGSU students with the ability to share their student information with
a proxy (parent, guardian, spouse, etc.) of their choice. The following information could be
shared:

. Financial Aid Information

List

TERMINOLOGY

There is no limit on the number of

proxies the student can delegate to.

Term Definition
Delegation The act of granting access to another person.
Delegator This is the student; the person that grants access to another person.
Proxy The person that is granted the access. (parent, spouse, relative, etc.)

STUDENT'S ROLE

Initiate all delegation requests.

Can delegate one or more of the five transactions.

Can delegate to multiple proxies at the same time.

Must agree to the Terms and Conditions before access can be shared.

SECTION |
NAVIGATION

1. Goto bgsu.edu in your
Internet browser.

2. Click on the MyBGSU
link.

3. Login with your BGSU
credentials.

4, Click on Student
Center.

BGSU recommends Two Factor Authentication for better email protection. After enrolling, you will
i anly be required to reset your password every 365 days instead of every 80 days. Turn ON Two
Factor Authentication now.
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Access BGSU - Student Delegation Process

SECTION II
GRANT ACCESS TO A GUEST

1. Select the Profile tile.
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2. Select Share My
Information in the left
navigation menu
followed by Delegate
Access To A New
Contact.

Profile .

< Student Center

Personal Details
Contact Details
Addresses.

Emergency Contacts

Prin|
Share My Information - Summary

Following is the list of contacts you delegated access to your own data. To edit the information for a contact, select the
Edit button. To delegate access to a new contact, select the Delegate Access to a New Contact button.

No current delegated access found.

On Campus Addresses

Voter ID Letter

Share My Information I D.I-gmm:uu To A New Contact I

3. Read the Terms and
Conditions.
4. Select | accept.

Agreeing to the electronic FERPA
covers sharing student information
with an authorized proxy in Access
BGSU only and relates to just the 5
transactions supported by the tool.

The student may be asked to sign
other agreements to allow advisors
or other University representatives
to discuss the student's information
outside of Access BGSU.
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Access BGSU - Student Delegation Process

5. Fillin the contact
information.

6. Check which
transactions you want to
share with this person.

7. Select Save.

The student should check with their
proxy to see what email address
they would like to use.

If the email is typed in wrong, it
cannot be changed later. The
student will need to delete all
access and start over again to grant
access to the correct email address.

§ Student Canter Profile
Personal Detaits
Share My Information
Contact Details
" Share My Information - Details
“Contact Name ||
Emergency Contacts
“Relatorship -
m i
o - “Confirm Email Address
Contact Status  Unknown
Voter i) Letter
Transaction Hame Description Start Date Transaction Status
Bursar Informanon Vagw biling information, payment rformnaton, and paymment aptions.
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8. A message will appear
notifying you that an
email will be sent to the
new proxy notifying
them of the access
granted to them. Select
OK.

An email notification will be sent to

An email notification will be sent to
to inform him or her about the new or revoked delegated transactions. Press Ok to continue or Cancel to go back.

(14025,76)

9. Select OK.

Save Confirmation

v e

Save was sucoessfd

10. A summary will display to
show you who you have
shared your information
with. To edit this
information, select Edit.
To delete this account,
click on Delete.
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Access BGSU - Student Delegation Process

SECTION Il
EDIT ACCESS

1. To edit the information,
return to the Share My
Information page.

2. Select Edit next to the
proxy’s name whose
information you would like
to edit.

Peruoral Detas )
Share My Irformation - Summary
Cortact Deteily Foliwing s vour A Cortact seec
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3. Check or uncheck the
transaction hame you
would like to add or remove|
and select Save.
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4. A notification will display
asking if you are sure you
want to change the access
and informing you that the
contact will receive an
email notifying them of the
changes. Click OK to
accept or Cancel to reject
the changes.

An emai netification will be senl o Fiona Faloon. {14025, 78)

An email notfication wil be sent to Fiana Falcon to mform him or her about the new or revoked delegated transachions. Press Ok to continue or Cancel to go back.

o o
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Access BGSU - Student Delegation Process

5. Select OK again to save.

SECTION IV P
RESEND EMAIL NOTIFICATION e R D e oo
TO PROXY o __Jm;:;mm_ i
1. To resend a proxy email, = = =]
return to the Share My ———
Information page. = e e
2. Select Edit next to the o e
proxy’s name whose — b e
information you would like - e
to edit.
3. Click on Resend Email
Notification. [ ¢ oo o Profile
Peraonal Detah
Notice that the Contact Email Gt Sy —"
Address is greyed out. You cannot hapenes e
change the initial email address. PR—— P =
e e s
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4. Click on OK to
acknowledge that the
email will be sent to the
proxy. The last email notification sent will be resent to the email address used at the time it was originally sent.

Resend last email nofification. (14025,82)

| OK m Cancel ‘
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SECTION V
DELETE ACCESS

1. To delete a proxy, return
to the Share My
Information page.

2. Select Delete next to the
proxy's name whose
information you would like
to edit.

Perscral Datas
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4. Select Yes — Delete to
delete the proxy’'s
access

Delete Confirmation

? Ase you sure you want to delete Fiona Falcan?

[ Yes-Delete |

No - Do Not Delete
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