
How to Share Access
at Union College



Log in at www.uCollege.edu/portal and select “Self-Service”.

http://www.ucollege.edu/portal


Enter in your 6-digit ID number and click next.



Hover over your name in the top right corner and in the drop 
down menu, select “Profile”



Select “Shared Access” on the right.



If you have already shared your information, you will be able 
to see their names (in green) here. Or if there is a pending 

request, they will also be listed (in gray).



To add a new person, click the plus sign.



Use the drop down list to select the relative you would like to 
share access with. 

If you don’t see the person listed, please email 
records@ucollege.edu. 

mailto:records@ucollege.edu


Once the person is select, confirm that the right email is listed 
and select the options for access listed below.



Make sure to select the Disclosure Statement box and click 
“Send”



An email will be sent to the person’s listed email account. 
They will need to click on the link listed.



Please note that there is an expiration date for the invitation. 
It is listed in Self-Service as well as the email. If the invitation 

expires, you will need to send another invite through 
Self-Service.



Once your person clicks on their invitation link, they will need 
to choose a password and enter it again to confirm.



After creating their account, your person will be notified via 
email of their username and password.



If they already have an account (either a former student or 
given shared access before), they will not need to create a 

new password. They will just need to sign in with their current 
account information.



Once they create their account, you will be notified that they 
have accepted your invitation.



Once the person with shared access has their account set up, 
they will need to click on the “Shared Access” menu item and 

then select “Students”.



They will then need to click on the name of the student with 
whom they have shared access 

(hidden on the screenshot below).



They will then be able to navigate through the specific options 
you have allowed them access to.



If you would like to remove an invitation or shared access, 
click the trash can button.



Then confirm your request by selecting “Delete” again.



Your person will receive the following email notifying them of 
the change.



Running into Issues?

Please email records@ucollege.edu, call the Records Office 
(402-486-2529) or stop by DB 507.

mailto:records@ucollege.edu

