DELEGATED ACCESS

Granting Access Guide

STEP 1: Student logs in to Student Self-Service. -
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User ID
Password
Forgot Password? | Forgot User ID?
[ Enable Screen Reader Mode
STEP 2: Student clicks on the Share My ———
Information tile to navigate the Share S oo
My Information page. e E,ﬁ )
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NO CUMent tasks
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STEP 3: Student clicks on the Delegate < susenome e L N

Access To A New Contact button.
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STEP 4: Student fills out the information of the
delegate that they would invite to access their
information and then clicks on the Authenticate
Identity button.

STEP 5: Student clicks on the Send PIN to
email button.

STEP 6: Student receives email for the PIN.

STEP 7: Student enters the PIN on the page and
clicks on the Verify button.

Share My Informa

< Share My Information

Share My Information - Details

“Contact Name
“Forthe purpose ofinforming_________ ¥]

*Contact Email Address

“Confirm Email Address
Contact Status Unknown
Institution University of Houston

Transaction Name Description
; Delegate the abilty to Make a Payment on your
() Make a Payment e

Delegate the ability 1o view your phone numbers
email addresses and addresses.

Delegate the ability to view your Financial Aid
information.

[ View Contact Information
[J View Financial Aid

(O View Grages Delegate abiiity to view your grades

Delegate the abilty to view the holds placed on your
record for specific services

Delegate the abilty to view the pending items on your
to do list generated by the institution

O View Holds

O View Te Do List

Authenticate |dentity

Please enter your name in Last name, First name format and click the Save button te continue.

Verification Status Pending

Date
I accept terms and conditions

I deciine to electronically sign this agreement

Transaction Status

To request paper copies of documents or, withdraw consent fo conduct business electronically, please contact the registrar's office by
phone or e-mail. In order to release the information in a paper formal, students will need to complete the UH System FERPA Release

Form.
Terms and Conditions

Return to Share My Information Summary

£ Share My Inform: Share My Info Details
Student Authentication
Emplia -
Chic n ta proceed

Enter PIN Verification Status

Cancel

Delegate Access Student Authentication PIN
sad2tst@central.uh.edu € Reply
To (M@ uh.edu

You are attempting to create a Delegate or modify an existing Delegate.

% ReplyAll  —> Forward

Sun 8/8/

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.

I Your Student Authorization PIN is 2901. I

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.

Share My Info Details

£ Share My Information - Details

Student Authentication

[ |
Emplig -

nd PIN to email’ and enter PIN below to proceed

Resend PIN

Entor PIN 2601 Verification Status

ey

Cance!
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STEP 8: Student enters a last name and a first < Share My Information - Details Share My Information - Details

y = Delegae the abifly o viev: your phone numbers
) Ve cop e oy s email addresses and addresses

name for the digital signature, checks the “I O vorsmam s SSe ee svps o

View Grades Delegate abilty to view your grades.

accept the terms and conditions” checkbox,

e Delegate the abilfty to view the pending items on your

and then clicks on the Save button.

Authenticate

Please enter your name in Last name, First name format and press Enter to confinue
L Date 0810812021
41 accept terms and conitions

1 decline to electronically sign this agresment
To request paper copies of documents or, withdraw consent to conduct business electronically, please contact ihe registrar's ofice by
phone or e-mail. In order to release the information in a paper format, students will need to complete he UH System FERPA Release
Form.

Terms and Conditions Save

Retur to Share My Information Summary

STEP 9: StUdent receives an emall Access to some of your school data for University of Houston-Downtown has bee.

acknowledgment that contains a key to be used by eyt © Ry | © Reral | > Fomars ||
To  EZuh.cdu Sun 8/8/2021 £:45 PM

the delegate. 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 seff-service account and reset the security key.

Security Key: 0f8ZZ8W

If you did not authorize the Delegate access, please contact UHS fon Security at securi 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.

STEP 10: The delegate receives an email for the ccass to SRS ool data s been granced o you for N
|nStrUCtlon to Create an aCCOU nt to aCCeSS the ™ (noreply@central.un.edu) Sun, Aug 8, 2021 6:44 pm

To:you  Details v

student’s information. I

Steve Rogers,
You have been granted access tol Y o il Le able to view or update the following transactions on [l behait:
- View Grades

- View Holds
- View To Do List

Account Regist
In order o create a Delegate account, you must obtain a security key from[JJlll The security 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, click this

link to 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 yeu this notification.

You will receive a confirmation emal 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.
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STEP 11: The delegate clicks on the link identified UNIVERSITYof HOUSTON SYSTEM
above and then fills out the information as in the ’

“Passwond

example below. —

“Fist Name 3

“Last o Rozar
et Addres s [
“Confirm Emst Address I

*Securty Gusstion 1 [Pt igh schoet 80 grasass o5

“Response 1 U

*Sacuity Guwstio

Hasgonse 2

P nticabirs

STEP 12: After clicking on the Create Account

Delegated Access Completion

button, the delegate is presented with a :

now be logged out and are required 1 10g in o view te student’ data

confirmation message. =

STEP 13: In addition, the delegate receives a I —
confirmation email that contains the User ID Q i - &
assigned to the delegate to be used for logging in.

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 is|li2 cutlook.com.

Mame: Steve Rogers

Accepted Date: 2021-08-08

Institution:

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 US.C. Section 1232g; 34 CFR Part 99, FERPA is a
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 persanally
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 recards 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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STEP 14: The delegate can now login by using
the portal below with the User ID that has been
assigned to them and a password that they
have created.

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

STEP 16: Based on the access that has
been granted by the student, in this
example, the delegate can access the
three information sections.

UNIVERSITYof HOUSTON SYSTEM

=
w B I s

User ID
P000035

Password

Forgot Password? | Forgot User ID?

[J Enable Screen Reader Mode

Delegate Personal Information

© ViewHolds __________J

[E] View To Do List

[ View Grades
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STEP 17: View Holds.

< Delegate Access Home Page

Delegate Personal Information

sucent o (N

© ViewHolds
View Holds
[E] View To Do List 1row
-
v N
g View Grades ‘—'
Hold Institution Department
D Bacterial Meningitis UH-Downtown Registrar >
. . a
STE P 18. V ew TO DO |_|St < Delegate Access Home Page Delegate Personal Information n L i
sucent o (N
© View Holds
View To Do List
=) View To Do List No current tasks
% View Grades
. 1 i
ST E P 19 . \/| ew G rad es. < Delegate Access Home Page Delegate Personal Information ® O
Summer 2021
© View Holds View Grades
7] View To Do List Term GPA  0.000 >
‘% View Grades

Cumulative GPA  0.000

>
D Class

2rows
Units. Grading Grade ‘Grade Points
ACC 3323 3.00 Graded >
MIS 3302 300 Graded

STEP 20: If the delegate has access to multiple

A VA
students’ records, they can select from the DA N
students list.

[=] View To Do List

< Delegate Access Home Page Delegate Personal Information

% View Grades




