7

©
Holy Family

UNIVERSITY

Self-Service
User Proxy



User Proxy gives institutions the ability to allow student users to designate one or more

persons, and grant each proxy permission to view and act on that information.

Access User Proxy

Log into Self-Service and click on
home button — User Options —

View/Add Proxy Access.

You can also click on your name
and click on View/Add Proxy

Access.
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Please go to User Profile to confirm your address and phone numbers prior to registration. Thank you.
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Hello, Welcome to Colleague Self-Service!
Choose a category to get started.

Student Finance
Here you can view your |atest statement and make a payment enline.

Tax Information
Here you can change your consent for e-delivery of tax information.

Student Planning

Here you can search for courses, plan your terms, and schedule &
register your course sections.

Graduation Overview
Here you can view and submit a graduation application.

Advising

Here you can access your advisees and provide guidance & feedback on

bs

Financial Aid

Here you can access financial aid data, forms, etc.

Banking Information
Here you can view and update your hanking information.

Grades
Here you can view your grades by term.

Academic Attendance
Here you can view your attendances by term.

Faculty

Here you can view your active classes and submit grades and waivers for



View / Add Proxy Access

When you click on View/Add a
Proxy you will see currently active
proxies.

If a user proxy is listed, you can
decide if you would like to keep
that proxy user and/or add another.

If you would like to remove and
active proxy member —click on that
member name and click remove
then submit.

Add a Proxy click on Select and click
on Add User.
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i Anather User. To remove an active proxy member - click on meml

Active Proxies

Name. Proxy Access Relationship

- Student Finance, Financial Aid, General, Academics, Tax Infarmation Grandparent

Add a Proxy

Effersive Date

ﬂ You willadd the proxy user information that you are granting accessto. Field names with an * are required. Add as much information as possible

Select a Proxy
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Parameters for Adding a Proxy User
You will add the proxy user
information that you are granting
access to.

Field names with an * are required.

Add as much information as
possible.

User Options * View/Add Proxy Access

View/Add Proxy Access

Active Proxies

You do not have any designated proxies. Add ane now to allow another selfservice user toview or edit your account.

Add a Proxy

Select a Proxy

[ Add Anather User

Prefix First Name * Middle Name
Please Select *| | Hrst Nome Middle Name
Last Name * Suffix Former Last Name
Lost Name Please Select Former Last Name
Email Address * Canfirm Email Address * Phone
Email Address Email Address Phane
Birth Date SSN Confirm SSN
Wy SN SN
Relationship *
Please Select
Access*
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Edit Access for Proxy User

Allow Complete, Select or Remove
access. Save your selection.

Parent will receive two (2) emails
from rp3440@holyfamily.edu — 1
with username and 1 with
temporary password.

Student will receive email granting,

changing or removing proxy access.

Edit Proxy Details

Email Address

Access

© Allow Complete Access
() Allow Select Access

() Remove Al Access

Student Financa (D)

Financial Aid ()

Account Activicy

Account Summary

Financiol Aid Home

Make a Payment

Corresp e Option

My Awards

FA Required Documents

Sarisfactory Academic Pragress

General (T)

Academics (T)

Notifications

Grades

Tax information ()

Tox Information
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Change Password

Change Password ZLZZS-.;EGErZTEF your user name, current passweord, and new
) ;::Sr‘:;‘lf::word has expired. Please choose a new

Proxy user will need to change

password sent to them Via email |_ | Enter the password the

the student entered. Current password ‘ same password you
| | received in your email

and reset with one you

MNew password ) will remember.

Confirm new passwaord
Change Password

Screenpresso.com



Password Reset Successful

Login into Self-Service with new
password.
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Change Password

Your password has been successfully changed.

Please sign in using your new password o continue.
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Proxy Access Selection

Proxy will select student name to
see student information

Person Proxy

Welcome to Co & Self-Service! Select the person's account you wa
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Cancel
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S Hello, Welcome to Colleague Self-Service!
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Proxy View
When proxy clicks on Student they 0 NI e
will be able to see what the student

E zj\nformanon ﬂ (Grades

has given them access to.

Click on each tile to view further
information.
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