UNIVERSITY OF NORTH CAROLINA

CHARLOTTE

Instructions for Guests - Gaining Access to View Records

STEP 1: Check your email for your Access Email

e When a student adds you as a guest through the UNC Charlotte Guest Access Portal,
you will receive two (2) e-mail messages that contain a URL and a temporary
password.

e You can click the URL provided or copy and paste it into a browser window. We
recommend that you also bookmark this URL for future access. The email will look
similar to this:

From: =DoNotRephy@unce edu=

Date: Mon, Jul 31, 2023 al 2:22 PM

Ta: nminer 2Echariotte adu

Subject: UNC Charlolle Guest Access-Craeate Mew Gues! Account

Tia, Marm Miner
Mormalita Minaer has addad you as a guest who can wew salecled UNC Charlolte studant

information. Youwr guest access is available using the follewang UNG Charlotie Guest Access Porial
URL and credentials:

URL: hittps:{'ssh

upq.test unce edwStudentSelfSenicessbiproxy’prosyAction?p  token=0UFBY DkeQUINQUFBMER
QUFL ‘\.

Usarnarme: nninari2@charolte edu URL TD GUEST LDGIN
nitial Password'Old PIN: EMVSET his Initial Password will expire in five (5) days. After logging
n new password

You can learn more mformation about the UNC Charlotte Guest Access Portal from our
wabsile, ninercaniral charofte edu/student-records-personal-informationquest-access-porial-ferpa

Thank youl
UNC Charlotte
(704} BBT-5505

Please do not respond to this system-generated email. If you feel you have recanved this message in
armor, please contact reqisiranm@charotie edu




STEP 2: Enter your Initial Password

e A screen will prompt you for your Initial Password. This temporary password was
provided in the email received.
e Enter your Initial Password into the designated space and click the “Submit” button.

Banner®

Enter your Initial Password, then click Submit to continue.

An email you received contained a URL (which you have used to get here), and a separate email
contained an initial password. These are used together to verify that you are an intended recipient. You
will also use the password for the Initial Password on the following page when establishing your new
password.

© 2013-2023 Ellucian Company L.P. and its affiliates. All rights reserved.

This software contains confidential and proprietary information of Ellucian or its subsidiaries. Use of this [site/software/app] is
limited to Ellucian licensees and is subject to the terms and conditions of one or more written license agreements between
Ellucian and such licensees.

STEP 3: Create your Password

e A screen will appear that allows you to create a password for future use of the UNC

Charlotte Guest Access Portal.
NOTE: Your password must be at least eight (8) characters and can use letters
or numbers.

Enter your e-mail address, your “Initial Password”, and a new password.

Validate your new password by entering it a second time.

Click the Submit button.

A message will confirm that your password was successfully saved.

Banner®

Reset your security password for Proxy Access.

Your email address has been verified. The next step is to save your password for proxy access. Enter your new
password twice. For higher security, use a combination of uppercase letters, lowercase letters and numbers.

Email Address
Initial Password
New Password

Validate Password




STEP 4: View Profile/Verify your Profile information
The “Profile” page is where guests view student records.

e Please verify that the information on this screen is correct.
e You can change your password at any time using the corresponding link as circled
below.

Proxy Personal Information ::: Click here o change your password, ::-

G} Please keep your Banner Web proxy information up-to-date.

Personal Details * . indicates a reguined fild
First Name* Last Mamae*®

Korm Mirer
Contact * . indicates a requined fiekd

Home E-Mail Address*

nininer 28unce.edu

STEP 5: View Education Records

Guests will receive an email message informing them about their access when it is granted.
The email will look similar to this:

To: Charlotte Testing

Mormalita Miner has authonzed you 10 have view-only access 1o the fallowing student information in the UNC Charlotle Guest Access Portal. The UNC Charlotte Guest Access Portal allows
students 1o grant a guest, such as a parent, spouse, or employer, access o view their education records in Banner Seif-Service

Your access to the information listed below was selected by the student. If you would like to change or add additional access, please discuss this with the student. The UNC Charlotte Guest
Access Pertal {ninercentral charotte edu/student-records-personal-information/guest-access-portal-ferpa) website provides step-by-step instructions to complete your Guest Access Portal
account setup

Guest Access

Financial Aid - Dashboard

Finangal Aud - College Financing Plan
Financial Ad - Award History
Financial Aid - Award Offer

Financial Aid - Notifications

Financial Aid - Resources

Financal Aud - Satistactory Requiremeants
Student Grades

Student Profile

Tax Notification 1088T

Unofficial Academic Transcript

UNC Charlotte Guest Access Portal
= Access this information through your UNG Charlotte Guest Access Portal at the following URL: hiips //ssh-upg test unce edu/StudentSelfSenvicelogin‘auth
=You will need your username and password

=View a bnef description of all tems available in the UNC Charlotte Guest Access Portal at ningrcentral charlotte eduwstudent-records-personal-information/guest-acc -portal-ferpa
«We ancourage you o have a conversation with Normalita Niner about how best to support their educational progress, which may include shanng ther education records with you of anyone
alse

You can learn more information about the UNC Charlotte Guest Access Portal from our website: panercentral chanotte edu/student-recoids-parsonal-informanon/auest-access-poral-feipg

Thank youl
UNC Charlotte
(704) 687-5505

Please do not respond to this system-generated email. If you feel you have received this message in emor, please contact registrar@charlote &




e (lick the drop-down menu next to the student’s name to view the student’s
academic records. Each student who has granted this access will have a separate

section.
& Proxy Personal Information Financial Aid - Satisfactory Requirements )
view/Update Proxy Personal Information
den e
ACCESS DROP-DOWN MENU -
\ Inofficial Academic Transcript
E | am a proxy for Normalita Niner Select to view A

e (lick one of the options displayed to see the student’s information.

o Access to a student’s academic record can only be provided by that student. If
you wish to view other education record information, you must contact the
student to request additional access.

Your UNC Charlotte Guest Access Passphrase

Some guests may wish to contact the University by telephone or in person to discuss
matters pertaining to their student’s education records. A passphrase is a distinct verbal
expression created by the student and shared with the guest.

The passphrase enables UNC Charlotte staff to confirm the guest’s identity and the
information the student has allowed the guest to view. Once the student creates a
passphrase, this information can be sent by the student to the guest’s email address. The
email will look similar to this:

To: Charlotte Testing ( mesanbur@charlotte eduy )

MNormalita Niner has authorized you to have view-only access to their UNC Charlotte education records via the UNC Charlotte Guest Access Portal. If you need to call the university regarding
this student's information, you will be required to provide this passphrase as an additional form of identification.

Your access to the information was selected by the student. If you would iike to change or add additional access, please discuss this with the student. Nermalita Niner has established the
following passphrase for you.

‘ Passphrase: | love the Miners! ’

Passphrase

« Please keep this passphrase private.
- Your passphrase is unigue to you and the access you have been provided,

UMNC Charlotte Guest Access Portal

« View a brief description of all items available in the UNC Charlotte Guest Access Portal at pinerceniral.charlotte edw/student-records-personal-information/guest-access-portal-ferpa.
« Your guest access is avallable using the following URL; https://ssb-upg test.unce.edu/pls/banupgribwgkprxy,P_ProxyLogin

= You will need your username and passphrase.
You can learn more information about the UNC Charlotte Guest Access Portal from our website: pinerceniral.charlotte edu/student-records-personal-information/guest-access-portal-ferpa.

Thank you!
UNC Charlotte
(704) 6B7-5505




