Consent to Release Information

Federal privacy regulations do not allow student information to be shared without the student’s consent. If you would like to provide other individuals access to your confidential information use the following instructions to set up Proxy Management.

1. Log in to your WOU Portal and click on the Experience tile.
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2. You will start on the home tab. Click on the My Account next.
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3. Once in My Account, look for the card that says Proxy Management. Click on Setup Your Additional Users.
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4. Clicking on Setup Additional Users will open a new window called “Proxy Management”.
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5. To add a new user, click on the +Add New.
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6. “Proxy Information” page will pop up. Fill in all fields and create a passphrase that you and your proxy will remember.
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7. Next, it will ask you what you want to give your proxy access to. You can select from the list or click “Select All” to give them access to everything. 
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8. After all fields are filled in and authorizations are selected, do not forget to click the “Submit” button.
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9. After clicking submit, the “Proxy Management” page will pop up again. However, this time you should see the person you just added.
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10. From the “Proxy Management” page, you can edit your proxy or delete the person entirely.
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There are no proxies available for you to view. Click Add New to add a proxy.





image6.png
First Name

First Name

LastName

Last Name

EMal

E-Mail Address.

Verify E-Mail

Verify E-Mail Address

Relationship ©

Select a Reationship

Start Date

Mwddlyyyy

Additional Information

Description

Description

Passphrase

Passphrase

Authorizations (Required) (0

Stop Date

MMW/ddryyyy




image7.png
8 scosemic Teansert

Account Summary.
finsncisl A College Finsncing Plan
Finsncisl A Home.

Finsncisl A Awsrd Fistory

Financial Aid Awards

Finsncisl A Notifications

insncis Ad Resaurces

Finsncis A Student Acsdemic Progress
Student Grades

Tex Notification 1098T




image8.png
Setect Al

Academic Transcript

Account Summary

Financial A College Fnancing Plan
Financial A Home

Financial At Award History

Financial Aid Awards

Financial A Noticatons

Financial A Resources

Financial A Student Academic rogress
Student Grades

Tex Notification 1098T





image9.png
¥ Western Oregon

My Profile - Proxy Management

@ @





image10.png




image1.png
Western Oregon P 0 R TH I_ 8 e
/) UNIVERSITY 20

-—-
=EBr 0 @laﬁoouﬁ@@gl

STUDENT 7

brary. Navigate My Finkid WRC  Handshake Degree Schaiarsnips Samer  Cognos WO

£ single sign-on
Welcome to Portal 20




image2.png
Home  Academics  Employee | My Account | Services

Employee Menu | Transact |





image3.png
Proxy Management n

‘ SETUP YOUR ADDITIONAL USERS >

Add People to View Account Information From Your
Perspective




image4.png
Western Oregon
UNTVERST

My Profile - Proxy Management

Proxy Management

There are no proxies available for you to view. Click Add New to add a proxy.





