SIS Guest Access — Student Tutorial
STUDENTS can access the Student Information System (SIS) to:

« View financial account information.
o Make payments.
o Authorize up to 5 SIS Guest Access accounts to their financial information.

o Guests will only have access to student financial account information and the “Make a Payment”
functionality. No other student information will be viewable. If you have questions regarding
what Guests will have access to, see the SIS Guest Access Tutorial.

o Once in the SIS, click on “SIS Guest Access” in the left-hand navigation area to begin the
authorization process.

o A confirmation email of the Guest Username and password will be sent in separate emails to the
student's campus email address. Students will be responsible for forwarding this information to
their authorized guests.

o SIS Guest access can be revoked and passwords can be reset by the student at any time.
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5. CLICK ON SIS Guest Access
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6. CLICK ON SIS Guest Access again
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7. CLICK ON Add Guest

«FPH»r TEEEEEE——

Search:
@ Guest List
[ UWGB
[> Self Service
[~ 515 Guest Access
- Use Username |First Name Last Name Student Finances | [ [ |

change password change access | delete
change password change access | delete
change password change access | delete

Once the Usernames =nd Password are assigned, confirming emails vill be sent to your campus

I email address.

The "change access" function will not generate confirming emails.
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* Fill in your guests first and last name. Using the UWGB password standards, create a password.
(Click on Password Rules for help.)
* Read and accept the Terms and Conditions and click OK.

You can add up to 5 Guest Access accounts.

You will receive a separate email with the User ID and Password for each account.
It is the student’s responsibility to share this information with their Guest.




8. Maintaining your guest accounts.
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NOTE:

You can temporarily suspend access to your SIS account for a particular Guest by clicking “Change Access”
and un-checking the Student Finances box. The Guest retains their User ID and Password, no email will be sent
to the student. If / when you wish to re-establish access recheck the Student Finances box.

To see the information that your guest has access to, log in as your established Guest.



