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[bookmark: _heading=h.9p55rj37sbco]Proxy Access Guide
Proxy Access allows a student to give a parent, guardian, spouse, or another trusted individual permission to view selected information in Colleague Self-Service.
The student controls who receive proxy access and what information each proxy is permitted to view. Proxy access can be changed or removed by the student at any time.
[bookmark: _heading=h.czrk3xha46fo]Student Instructions
[bookmark: _heading=h.8rvglb3g4oy2]Adding a Proxy
[bookmark: _heading=h.la1ppwgr5r03]Step 1 – Sign In to Self-Service 
Sign in to Colleague Self-Service using your Holy Family University credentials.
[image: ]

[bookmark: _heading=h.snds018xm9zx]Step 2 – Open User Options
From the Self-Service navigation menu:
1. Select User Options.
2. Select View/Add Proxy Access.
[image: ]

[bookmark: _heading=h.b89z3pcmpe5h]Step 3 – Add a Proxy
The View/Add Proxy Access page displays individuals who currently have proxy access and provides the option to add another proxy.
Under Add a Proxy, select the appropriate person from the Select a Proxy drop-down menu.
If the person you want to authorize is not listed, select:
Add Another User
[image: ]

[bookmark: _heading=h.ze6tpuxexli4]Step 4 – Enter the Proxy's Information
If you selected Add Another User, enter the requested information for the person you are authorizing.
Required information may include:
	· First Name
	· Last Name

	· Email Address
	· Confirm Email Address

	· Relationship
	



Complete all fields marked as required.
Important: Enter the proxy's personal email address carefully.
Information about establishing proxy access will be sent to the email address entered on this screen.
Do not enter your own Holy Family University email address for the proxy.
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[bookmark: _heading=h.3kl3ep7oqfn2]Step 5 – Select the Information the Proxy Can Access
Choose the information you want the proxy to view.
Depending upon the options available in Self-Service, these may include information related to:
	Financial Information
	Financial Aid Information

	Academic Information
	Grades

	Tax Information
	Required Documents

	Notifications
	



Remember: You do not have to provide access to everything. The proxy can access only the information you specifically authorize.
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[bookmark: _heading=h.4njtvbopeklc]
[bookmark: _heading=h.t8zvw1dypucm]Important Information About Payments
Proxy Access and payment portal access are separate.
At this time, proxies are unable to make payments through the Payment Portal in Self-Service. Holy Family University is working to provide payment access for proxies in the future. Proxies seeking to make a payment can contact the Office of Student Accounts directly at 267-341-3202.

[bookmark: _heading=h.xdy4hupwqugy]Step 6 – Review the Disclosure Agreement
Carefully review the authorization/disclosure information displayed in Self-Service.
By granting proxy access, you are authorizing Holy Family University to make the selected information available to the individual you have designated.
Complete the required authorization acknowledgment.
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[bookmark: _heading=h.t3bjr3fklhap]Step 7 – Submit the Proxy Request
After reviewing:
	· Proxy’s Information        
	· Proxy Email Address

	· Relationship
	· Information you are authorizing

	· Disclosure Agreement
	



Select Submit to process your proxy authorization.
Note: To add more than one proxy, repeat Steps 3 through 7 for each individual.

[bookmark: _heading=h.l8gdkyluhh19]What Happens Next?
After proxy access is established, Self-Service sends information to the proxy using the email address provided by the student.
The proxy should carefully follow the instructions in the email.
[bookmark: _heading=h.vqdoqrp6022c]Proxy Did Not Receive the Email?
Ask the proxy to:
1. Verify that they are checking the email address you entered.
2. Check their Spam, Junk, or Clutter folders.
3. Allow time for the automated email to arrive.
You should also return to View/Add Proxy Access and verify that the proxy's email address was entered correctly.
[bookmark: _heading=h.r90w85aqci35]Proxy/Parent Instructions
[bookmark: _heading=h.34kfs6693xje]Accessing a Student's Information
You have received this communication because a Holy Family University student has authorized you to access selected portions of their information through Colleague Self-Service.
[bookmark: _heading=h.cbo0ssz8n6tk]Step 1 – Review Your Proxy Email
Open the proxy access email sent to the email address provided by the student. Follow the instructions provided in your email to establish your credentials.   
Do not use the student's Holy Family University username or password.

[image: ]

[bookmark: _heading=h.95wf169x0rnc]Step 2 – Establish Your Access
Complete the form and click Submit. Fill out the required fields marked with (*).
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[bookmark: _heading=h.ofliwfby2go2]Step 3 – Proxy Registration Result
Once you click Submit, you will receive a notification that you are successfully registered as a proxy.
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[bookmark: _heading=h.n543pfohcdw3]Step 4 – Proxy Emails
[bookmark: _heading=h.rakp1jd85yuy]After successful registration, the proxy will receive two emails: one identifying their username and another containing their temporary password.

Username Email: 
[image: ]


Temporary Password Email:
[image: ]

[bookmark: _heading=h.1rlp66kudp1x]Step 5- View Authorized Information
You will see only the information the student has authorized you to access. The information available will depend on the permissions selected by the student:
Possible Permissions include:
	Financial Information
	Financial Aid Information

	Academic Information
	Grades

	Tax Information
	Required Documents

	Notifications
	



The student determines which information is available to you.
· Add or remove permissions as appropriate.
· Click Submit to save your changes.
Changes to proxy access may generate an automated email informing the proxy that their access has been updated.
To remove:
· Select the option to remove the proxy.
· Follow the prompts to remove/revoke access.
· Confirm the change.
Once access is removed, the individual will no longer be authorized to view information previously shared with them via Proxy Access.

[bookmark: _heading=h.okjn15bqc0as]Frequently Asked Questions (FAQs)
1. What is a proxy?
A proxy is a person whom you (the student) authorize to access select portions of your information through Self-Service.
A proxy could be a parent, guardian, spouse, or another trusted individual who you select.
2. Does my parent automatically receive access?
No. Students must establish Proxy Access and select the information they want the proxy to see.
3. Can I have more than one proxy?
Self-Service can support multiple proxies when permitted by the University's configuration. Each proxy can be assigned the appropriate access individually.
4. Does my proxy see everything in my student record?
No. The proxy can view only the information you have authorized them to see and that Holy Family University has made available for Proxy Access.
5. Can I change what my proxy can see?
Yes. Return to User Options > View/Add Proxy Access to review or change the permissions assigned to your proxy.
6. Can I remove a proxy?
Yes. Students can remove proxy access when it is no longer needed.
7. Does Proxy Access give someone my Holy Family University account?
No. Your proxy should never use your Holy Family University username or password.
Never share your University password with a parent, family member, proxy, or anyone else.
8. Does my proxy receive a Holy Family University email account?
No. Proxy Access does not provide an individual with a Holy Family University email account.
9. What if my proxy forgets their password?
The proxy should use the password/account recovery options associated with their proxy account or follow the instructions provided on the Proxy Self-Service sign-in page.
Students should not provide their Holy Family University password to a proxy as a workaround.

[bookmark: _heading=h.6i9zi9za2bla]Security Reminder
Your Holy Family University username, password, and Multi-Factor Authentication information are for your use only.
Never share your University password or MFA authentication with anyone.
Proxy Access is the appropriate way to provide another person with authorized access to selected student information.

[bookmark: _heading=h.ye9raxkcumxz]Need Help?
If you experience difficulty establishing or accessing Proxy Access, contact the HelpDesk for assistance.
When requesting assistance, please be prepared to provide:
	· Full name        
	· Student ID Number

	· Proxy’s Name
	· Proxy Email Address

	· Brief Description of the Issue
	



Never include passwords or Multi-Factor Authentication codes in an email or support request.
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(> signout

@ Help

STUDENTS - YOU WILL NEED TO CONFIRM YOUR ADDRESS, PERSONAL EMAIL AND PHONE and ACCEPT ALL REQUIRED AGREEMENTS PRIOR TO REGISTERING OR DROP/ADD A COURSE.

Click here to Accept ALL Agreements. View each agreement and then click accept.

(@)  click here to add or confirm your Emergency Contact.

Click here to Confirm your information Click on the pencil to edit. When updating your email - enter your personal email only.
When updating your phone - enter the correct phone type.

Thank you!!

Hello, Welcome to Colleague Self-Service!
Choose a category to get started.

o Student Finance

Here you can view your latest statement and make a payment online.

I'i:’ Tax Information S

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

Student Planning il

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

Grades =

Here you can view your grades by term.

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

Banking Information

Here you can view and update your banking information.

Course Catalog
Here you can view and search the course catalog.

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

User Profile

Emergency Information

Proxy Registration

Student Records Release
Account Preferences

Required Agreements
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User Options - View/Add Proxy Access

View/Add Proxy Access

(> signout

® Help

Click on View/Add Proxy Access to view your active proxies. If a user proxy is listed, please update their information. You can add more than one (1) user proxy and/or remove your active proxy.

To add a proxy - Select a Proxy - click on Please Select - click Add Another User. To remove an active proxy member - click on member name - click remove - then submit.

Active Proxies

(@)  vou do not have any designated proxies. Add one now to allow another self.service user to view or edit your account.

Add a Proxy

(@  vou willadd the proxy user information that you are granting access to. Field names with an * are required. Add as much information as possible.

Select a Proxy

‘ Please Select v

©2000-2026 Ellucian Company LLC and its affillates. All rights reserved. Privacy
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Add a Proxy

(@) vouwill add the proxy user information that you are granting access to. Field names with an * are required. Add as much information as possible.

Select a Proxy

Add Another User v
First Name * Last Name * Email Address *
‘ First Name ‘ ‘ Last Name ‘ ‘ Email Address
This field is required. This field is required. This field is required.
Confirm Email Address * Relationship *
‘ Email Address ‘ ‘ Please Select V‘
This field is required. This field is required.
Access *

Allow Complete Access.

(© Allow select Access
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Access *
() Allow Complete Access

© Allow select Access.

[@) You must grant access to at least one workflow. Click one or more checkboxes below to grant access.

[] student Finance () [ Financial Aid ()

[ Account Activity [T Financial Aid Home
[ Account summary (] correspondence Option
() My Awards.

(") FARequired Documents

[ satisfactory Academic Progress

[] General () [] Academics (&)

(] Notifications [ Grades

[] Tax Information ()

[T Tax Information
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[@)] You must give your consent to the disclosure agreement.

Disclosure Agreement

Holy Family University complies with privacy regulations regarding the disclosure of personal information to a third party.

Please be aware that granting your Proxy access to "grades” permits Holy Family University officials to review all aspects of your academic educational record (hard copies and/or electronic). This includes, but is not limited to, your class schedule, class participation,
attendance, and assignments, as they pertain to grade determination.

For further information regarding our privacy policy. please click EERPA - Family Educational Rights and Privacy Act of 1974 (FERPA).
Individuals with Proxy must provide identification in order to receive information in-person, via email, phone, or mail.
Students can revoke their consent at any time by clicking the "remove" option next to the proxy's name.

I certify that my consent has been given freely and voluntarily by checking the box below.

[T 1authorize the institution to disclose my information to this party
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Here is a proxy user invitation for [jiilllllct Holy Family University! ineexx =]

no-reply@holyfamily.edu 1250PM Ominutesage) ¥ @ 6
to me, studentaccounts

Here is your invitation code to be a proxy ser for Ms. Paula M. Holzworth at Holy Family University. Please follow thislink o accept your invitation: HTTPS/SelfService holyfarmily edu-443/Student/ProxyRegisiration. Your invitation code expires on 10/03/2026 at 12:50PM.

Jrr—
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Proxy Registration

prefix First Name * Middle Name
Please select Bryce ‘Middle Nome
Last Name * Suffix Former Last Name
Harper Please select v| | Former tast wame
Emall Address Confim Email Address * Email ype

Phone *

1234567850

Birth Date *

111900

Please Select

Invitation Code *
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‘You now have access to Mick Mouse's account at Holy Family University. inboxx

no-reply@holyfamily.edu

to me, mmouse, studentaccounts v

Dear Bryce Harper.
‘You have been granted proxy access to Mick Mouse s account at Holy Famiy University University. Please log into Self-Service.

The following login has been created for your use at Holy Family University. Your temporary password will arive by a separate email

Username: I
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Here is the password for your new account at Holy Family University. inoexx

' no-reply@holyfamily.edu

Dear Bryce Harper.

Here is your temporary password for the login you received

passwore S

- Ve N - - N
(&« Reply ) ~ Forward ) (@) ( [ shareinchat )
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