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Proxy (Parent) Access Setup 

Once the student has created the proxy account in their Self Service account, the proxy should receive a notification 
email alerting them titled “New proxy identity”. This email will contain the verification link and temporary PIN for initial 
access for the proxy.  Click the link and record the PIN for the initial login. 

When you click the link, you will be delivered to a webpage to enter the temporary PIN provided in the email 

in the Action Password field. Enter the PIN in this area and click Submit. 

Once submitted, you should be redirected to verify your email address and select a new PIN. Enter the email 

address where proxy access was granted.  The Old PIN will be the temporary PIN in your email. The new PIN 

can be of your choosing. We strongly suggest you use a 6 digit PIN that is familiar to only you such as a 

birthdate, anniversary, etc.  Once you have entered the information, click Save. 



When this information has been completed, the proxy needs to complete their profile by adding mailing address 

information. Everything with a red asterisks next to it required information. If this is not completed, the proxy cannot 

view permitted areas.  Once the required information is entered, click Save. 

 

Once you save the information, you should see tabs with any student’s name who has granted you proxy access. 

Click the student’s name and the information you have access to should display below and can be clicked to view. 

 

Jane Doe 


