Student Self-Service Proxy Access
Students can grant access to their accounts from within Self-Service using the “View/Add Proxy” feature.  This allows other people, called “Proxies”, to access to the student’s records for things like:
· Viewing student statements
· Making a payment
· Viewing grades
To grant someone else Proxy access to your student account in Self-Service:
1. Login to SelfService from OneLogin.
2. Click on your username in the top right corner and choose “View/Add Proxy Access”
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3. If you have any existing Proxies, they are listed under “Active Proxies”.  You can come to this page at any time to edit access for your existing Proxies.
4. To add a new Proxy, choose the person from the “Select a Proxy” drop-down.  If the person isn’t listed, choose “Add Another User” and fill in the name, email, and other information about the person.
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5. Choose the level of access you want the Proxy to have by checking the appropriate boxes.
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6. After reading the Disclosure Agreement, check the box below and click Submit.
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7. You will then see a confirmation message stating whether or not the Proxy user was found in our system; click Continue to give the user access or Cancel to go back.
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8. The Proxy will receive an email with their username and instructions for resetting their initial password and accessing your records in SelfService; you will also receive a copy of this email as confirmation that access has been granted.  
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9. Your Proxy will receive a second email with their initial password.  For security reasons, you will not receive the password via email.
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helpdesk@nichols.edu <helpdesk@nichols.edu> B Jun26at1225PM

To: johami614@yzhoo.com
Ce: jared hamilton@nichols.edu

Dear Dawn Hamilton,

You have been granted proxy access to Jared O. Hamilton s account at Nichols College

Your username is below; an additional email will follow with your intiial password

To begin

Login to our self-service password reset tool at https://password nichols edu to reset your password. You can retur here at any time to reset your password if you forget it

formation at hitps //selfservice-test nichols.edu/Student

After resetting your password, use your new password to access Jared O. Hamilton's i

Username: p-dhamilton2
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helpdesk@nichols.edu <helpdesk@nichols edu>
To: johami614@yzhoo.com

Dear Dawn Hamilton,

Your temporary password is rS91Q34D
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Add a Proxy

(@) You can give someone access to your account if you have basic information, such as their name and email address.
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Search Results

There are no existing users in the system who match the search criteria you
entered. Click Continue to create a new user from the search criteria that you

entered and grant that user the Proxy Access that you specified; otherwise,
click Cancel.
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