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Accessing Proxy Management 
There are two ways a Student can access Proxy Management. For either, start at the Gateway homepage 
and click on the SSB (Banner Self-Service ) icon to open Banner Self Service.  

 

 
 

Option 1: 
a. Click the Proxy Access tab. 
b. Click the Proxy Management link on the Proxy Access Menu. 
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Option 2: 
a. Click the Student tab. 
b. On the Student Profile screen, click Proxy Management (bottom of the menu on the left side). 
c. On the My Profile screen, click Proxy Management. 
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Creating a Proxy 
1. On the Proxy Management page, click Add New. 

 

 
 

2. On the Proxy Information page, 
a. Complete the required Profile fields. 
b. After completing the required Profile fields, the Authorizations choices will become active. 
c. Scroll down to view and make choices. There are three methods for selection: 

i. Select All 
ii. Individually select 

iii. Copy Authorizations from an existing proxy 
d. Click Submit to create a proxy with the selected authorizations. 
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3. A confirmation message will be displayed indicating the proxy has been created. The status will show 
Inactive until the proxy logs in for the first time and completes their profile. 

 

 
 
 

4. Upon successful creation of the proxy, three emails will be sent from PROXY_ACCESS@dickinson.edu to 
the proxy and the student. 

a. New proxy user request – one-time use URL for initial login. NOTE: This initial URL is active for a 
limited time. 

b. New proxy confirmation – initial password. Proxy will be asked to establish a permanent password 
and complete their profile for subsequent logins. 

c. New proxy relationship – URL for subsequent logins. 
 

TIP: There may be a delay in receiving these proxy notification emails and all three may not arrive at the 
same time. Allow 5-10 minutes for delivery. 

Editing a Proxy & Additional Features 
1. After creation of a proxy, by clicking the edit pencil, the student can edit settings for the proxy and perform 

the following actions: 
a. Modify proxy access start and stop date 
b. Modify proxy authorizations 
c. Reset proxy’s password 
d. Email list of current authorizations to proxy 
e. Review Authorization Log 
f. Review Communication Log 

 
 
 
 
 
 
 
 

NOTE: See screenshots on next page for more information on editing and reviewing Proxy Information. 
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2. To email a proxy a list of their authorizations, on the Proxy Information tab, click E-mail Authorizations. A 
confirmation notification will display, and an email with the subject Proxy authorizations will be sent to 
the proxy. 

 

 
 

Deleting a Proxy 
1. To delete a proxy, click the trashcan and then Delete to confirm deletion of the selected proxy. 

 

 
 

2. The proxy will receive an email from PROXY_ACCESS@dickinson.edu with the subject Delete proxy 
relationship indicating their proxy access has been deleted by the student. 
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