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Delegated Access
Granting Access Guide For Students

Step 1: Student logs in to accesSPoint

Step 2: Student clicks on the Profile tile.

Step 3: Click Share My Information from the navigation menu and then 
click the Delegate Access to a New Contact button.
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Step 4: Read the Terms and Conditions and click I Accept button to 
proceed.

Step 5: Fill out the information for the person you are delegating access to.

Step 6: Designate how much information the delegate can access by 
clicking the appropriate checkboxes in the Shared Area column.

Step 7: Click Save.
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Step 8: Student receives an email acknowledgment of what was granted.

Step 9: The delegate receives an email with instructions on creating an 
account to access the student’s information.

Step 10: The delegated person will now appear on your delegates list.



Need Help? Contact the UWSP It Service Desk at 715-346-4357

Delegated Access
Re-sending Email to Delegate

Step 1: Student logs in to accesSPoint

Step 2: Student clicks on the Profile tile.

Step 3: Click Share My Information from the navigation menu and then 
click the Edit button of the delegate you wish to resend email to.
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Step 4: Click the Resend Email Notification button. This will resend the last 
email.


