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Self Service Banner 9 - Proxy
Student Instructions
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Self Service Banner 9 - Proxy
Student Instructions

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.
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Option 1:
a. Clickthe Proxy Access tab.
b. Click the Proxy Management link on the Proxy Access Menu.

DICKINSON BANNER SELF SERVICE

Personal Information (Students only) ¥ Student ¥ Faculty & Advisors § Employee Dashboard ¥ Finance [ Proxy Access

N —

ACCESSIBILITY SITE MAP HELP EXIT

MAIN MENTU

Personal Information (Students only)
View contect information and personal details. (Stafl/Taculty should reference Workday for personal information)

Student
Course reguest, Acadenic records, Financial Aid

Faculty & Advisors
Enter Grades and Registration Overrides, View Class Lists and Student Infermation

Employee Dashboard
Time sheets, time off, benefits, leave or job data, paystubs, W2 and W4 data.

Finance
View/updale budget information and Expense Account List.

Class Schedule Search
Click o Browse Classes 3t the link Sbove o sasrdh the class schedule.

RELEASE: 8.11
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DICKINSON BANNER SELF SERVICE

Personal Information (Students only) Faculty & Advisors §f Employee Dashboard § Finance Y- Toe -1

e —

RETURN TO MENU  SITE MAP HELP EXIT

PROXY ACCESS MENU

oy acress bo selected Banner Web pages. Anyone with an e-mail address can be a proxy.
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Self Service Banner 9 - Proxy
Student Instructions

Option 2:
a. Clickthe Student tab.
b. Onthe Student Profile screen, click Proxy Management (bottom of the menu on the left side).
c. Onthe My Profile screen, click Proxy Management.

DICKINSON BANNER SELF SERVICE

Personal Information (Students only) fStudentl’ Faculty & Advisors ¥ Employee Dashboard ¥ Finance §¥ Proxy Access

s [

ACCESSIBILITY SITE MAP HELP EXIT

MAIN MENU

Personal Information (Students only)

Ve cantact informalion ard pérsnal deta, (Stalffacuty should reference Viorkday far pérsanal infarmation)
Student

Course request, Academic records, Financial Aid

Faculty & Advisors

Enter Gradis and Regiatralion Qvesrides, View Class Lists and Student Infarmation
Employee Dashboard

Tine: sheets, time of, benefits, leswe or ob data, paystubss, W2 and WA data
Finance

Viewlupdate buget nformation and Expense Account Lt

Class Schedule Search

Click on Browse Classes al the fink Sbove Lo Search the class schedule.

RELEASE: 8.11
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Student « Student Profile

| Standing: ing. as of Fi
Bio Information
mail: CURRICULL
Phane:
Emergency Contact:
Emergency Phone: Degree:
Lewvel:
General Information Program:
Level: Major:
Class: Congentral
St s
Student Type: =
Residency: Admit Typs
Admit Tem
Catalog Te:
Advisors
Advisors are not assigned for the selected term. REGISTERE
Curriculum and Courses
Mot Registen

Prior Educafion and Tesfing

Additional Links

Course Request & Registration . .
Previous « My Profile
Course Priorifies

Academic Transcript .
My Profile
Degree Audit y

Grades

Registrafion History

Enrollment Verifications View, edit and update your general information records.

Status of Transcript Request

Personal Information

Financial Aid
_4? Personal Information . . Direct Deposit
Account Information 2 »
Viiew and update your Create, view and update your
Account Summary biographical and demographic L~ direct deposit allocation(s).
information

Account Detail by Term

Statement and Payment History Proxy Management

Tax Notificaion = Add proxy access to selected

Proxy Management Banner Web pages.

Onliine Texthook Ordering
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Creating a Proxy
1. On the Proxy Management page, click Add New.

l My Profile « Proxy Management

Proxy Management

(i) There are no proxies available for you to view. Click Add New to add a proxy.

2. Onthe Proxy Information page,
a. Complete the required Profile fields.
b. After completing the required Profile fields, the Authorizations choices will become active.
c. Scrolldown to view and make choices. There are three methods for selection:
i. SelectAll
ii. Individually select
iii. Copy Authorizations from an existing proxy
Click Submit to create a proxy with the selected authorizations.

_ [Ratrorizations (reauea]©

My Profile « Proxy Management « Proxy Information

Proxy Information ()

Select All

Profile (Required)
First Name

First Name
Last Name

Last Name
E-Mail

E-Mail Address
Verify E-Mail

Verify E-Mail Address

Relationship (¢
Select a Relationship w

Start Date Stop Date
MM/ddryyyy (0} MM/ddyyyy

Additional Information
Description

Description
Passphrase

Passphrase

Copy Authorizations (&

Select a Person v

Academic Transcript

Account Detail by Term

Account Information

Account Summary

College Financing Plan

Financial Aid Award History
Financial Aid Award Offer
Financial Aid Dashboard
Financial Aid Notifications
Financial Aid Resources
Financial Aid Satisfactory Requirements
Registration History

Staternent and Payment History
Student Grades

Student Profile

Tax Notification 1098T
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Self Service Banner 9 - Proxy
Student Instructions

3. Aconfirmation 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.

= Sllucian *

|

My Profile « Proxy Management

@ The proxy has been successfully created.

() Add New

Proxy Management

Test Parent

Inactive
A Fm—

) L)

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 m
b. Modify proxy authorizations
c. Reset proxy’s password My Profile « Proxy Management
d. Email list of current authorizations to proxy
e. Review Authorization Log
f. Review Communication Log Proxy Management

Test Parent

|”f‘ )]

iy
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1
()

NOTE: See screenshots on next page for more information on editing and reviewing Proxy Information.
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Test Parent (I

Action
Legin
Enable
Enable
Enable
Enable
Enable
Enable

Frahle

‘) Reset Password

Communication

Page

Display authorization menu

- »

Account Information
Account Summary
Award History

MAward Package
College Financing Plan

Course Schedule Details

My Profile « Proxy Management « Proxy Information My Profile « Proxy Management « Proxy Information
k
Test parent (D  © - oo
History Communication Proxy Information
Relationship 1
Parent or Legal Guardian v l
Start Date Stop Date Date
11/07/2025 03:34 P
11/07/2025 (o] l 01/05/2032 ]
11707, 03:25 PM
11/07/2025 03:25 PM
Additional Information 11/07/2025 03:25 PM
) 11/07/2025 03:25 PM
Description
11/07/2025 03:25 PM
Description 11/07/2025 03:25 PM
Passphmsa TMT/ANTS NR-75 PR
Passphrase

Password expiration date: 01/05/2032
E-mail address verified on: 11/07/2025

% E-mail Passphrase

Authorizations (Required) 0

Copy Authorizations (1

Statement and Payment Histary

Select All

Account Summary

Sllucian

My Profile « Proxy Management

Proxy Information

O Reset Password

Test Parent ()

Proxy Information History

I Communication Log I

Transmit Date Subject Action Date Expiration Date

114072025 03:35 FM Send updated proxy profile data

11/07/2025 0325 FM IMew provey identity 11707/2025 11N22025
11/07/2025 0325 FM Mew provy relationship
11/07/2025 03:25 PM Mew prosy confirmation 1NZ2025

Finanrial &id &ward Histnne v
Resend
(=)
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2. Toemail aproxy 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.

My Profile « Proxy Management « Proxy Information

@& E-mail message with authorizations has been
sent to proxy.

Authorizations (Required) (&

Copy Authorizations

Select All
Select a Person v

Registration History

Account Summary

Statement and Payment History
Account Detail by Term

College Financing Plan

Financial Aid Award Offer
Financial Aid Award History
Financial Aid Dashboard
Financial Aid Resources
Financial Aid Satisfactory Requirements
Financial Aid Motifications
Student Grades

Student Profile

Tax Notification 1098T

Account Information

Academic Transcript

E-mail Authorizations

Deleting a Proxy

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

A\ Are you sure you want to delete the selected proxy?

My Profile « Proxy Management

L—
1+ Add New

Proxy Management

Test Parent

@ |®

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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