Proxy Access Management Guide for Students

This guide explains how College of Charleston students share limited access to certain academic and financial aid
information with a parent or legal guardian. Designating a parent or legal guardian as ayimesghe proxy direct
access to the information specified by the student through-Selvice Banner.

Step 1

1 Go to MyCharleston.
1 Login with your CWID and password.

Use the links provided if you have forgotten your password or need other login assistance.

Parents Alumni Visit Bookstore Directory Site Index ContactUs
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LOGIN TO MYCHARLESTON I WELCOME I ADMITTED STUDENTS | CURRENT STUDENTS I FACULTY & STAFF I ALUMNI _

Login: ] Welcome to MyCharleston

Password: MyCharleston is your secure gateway to the College’s online services. Admitted students, current students, faculty, staff, and

o] [Cane alumni can access and manage academic and administrative information and services quickly and easily. Please select the tab

that best describes your relationship to the College to leamn more about logging in and available services
Forgot Password?

Get Login Assistance NEED HELP?

Step 2

Select theAcademic Servicesb.

-
Welcome Queen Billie Test
Content Layout You are currently logged in
l:m! Academic Services , Financial Aid Student Services My Accounts My Forms Help & Training
N
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Step 3

1 Locate theBanner SelServicechannel

Click on the Banner Sedervice folder to expand it.

Click on the Proxy Access Management folder to expand it.
Click on Proxy Access Management

Banner Self-Service

‘3l Banner Self-Service
3 Personal Information
3 student
LA Financial Aid
== Froxy Access Management
& Froxy Access Management

= =4 =4

Step 4

TheProxy Access Management home page displays. Please read the information on this page carefully t
understand proxy access before adding a proxy user.

1 Once you determine that you wish to grant proxy access, AliickProxy
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Proxy Access Management

Proxy List
This service provides students with 2 way to designate proxy access to frusted users to view selected student information. The student is able to modify the access rights and valid date ranges 25 well as view 2 log of the most recent activity.
Proxy access does not authorize Collage of Charleston personnel to communicate with authorized proxies. To authoriza this typ of communication, students must complete a FERPA Cansent Farm. For mare information on FERPA, please visit

hitp: registrar. cofc.eduferpaindex. php.

Granting access allows the proxy to view the student's confidential record as if they were the student themselves. Students should consider and discuss the confidential nature of the authorized access with the designee prior to granting access.
If the authorized proxy has questions about the information they are viewing, they should speak to the student. Only the student can authorize Proxy Access; College of Charleston Staff/Faculty cannot grant or madify those rights.

This service is voluntary. Students are not mandated to specify a proxy. To begin this process, click Add Proxy below. To madify an established proxy's access, dlick on the yellow triangle next to the proxy's name.

1 Expand a proxy to define relationship type, begin and end dates, and authorizations.

I Your provy st is empty.

# Add Proxy dfsmm—
RELERSTT87
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Step 5
TheAdd a Proxyform will now display.
1 Complete the information about the person you are designating as a proxy. Make sure to provide
email address*.
1 When finished, click the Add Proxy button.

0 The person you designated as a proxy user will receive two emaildogit and PIN informatiof
to set up their account. You will also receive a copy of these emails. The proxy cannot se
information until they complete setup and you authorize information for them to view (steps
8).

*Note: The recipient must kable to receive email at this address.
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Proxy Access Management

Proxy List
This service provides students with a way to designate proxy access to trusted users to view selected student information. The student is able to madify the access rights and valid date ranges as well as view a log of the most recent activity.
Proxy access does not authorize College of Charleston personnel to communicate with authorized proxies. To authorize this type of communication, students must complete a FERPA Consent Form. For more information on FERPA, please visit
http:/jregistrar.cofc.edu/ferpa/indax.php.
Granting access allows the proxy to view the student's confidential record as if they were the student themselves, Students should consider and discuss the confidential nature of the authorized access with the designee prior to granting access.

If the authorizd proxy has questions about the information they are viewing, they should speak to the student. Only the student can authorize Proxy Access; College of Charieston Staff/Faculty cannot grant or madify those rights,

This service is voluntary. Students are not mandated to specfy @ proxy. To begin this process, dick Add Praxy below. To medify an established proxy's access, click on the yellow triangle next to the praxy's name.

® Expand 2 proxy to define relationship type, begin and end dates, and authorizations.

I our proxy list is empty.

Add a Proxy
7 dd a new proxy using the form below. Then edit their profile and authorization settings to enable appropriate access.

& - indicates a required field.

First Namej Clyde
Last Namex Cougar
Email Addressy  [cougarcgeoteeds |
Add Proxy J
s

RELEASE: 8.7

Step 6

A message at the top of the screen will alert that you have been successful in adding your proxy. You my
give the proxy access to the information you wish to share.

9 Click orExpandnexttothepr oxy '’ s name.
Note: To the right of the name is the number of pages you have shared with this proxy user.

Note: You may add additional proxy users with the Add Proxy button, however, the email address is a uni
identifier; multiple users cannot be setwjih the same email address.
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Proxy Access Management

/A new proxy has been successfully added)

Proxy List

This service provides students with a way to designate proxy acoess to trusted users to view selectad student information. The student is able to modify the access rights and valid date ranges as well 2s view 2 log of the most recent activity.
Proxy access does not authorize College of Charleston personnel to communicate with autherized proxdes. To authorize this type of communication, students must complete a FERPA Consent Form. For more information on FERPA, please visit
http://registrar.cofc.edu/ferpa/index.php.

Granting access allows the proxy to view the student's confidential record as if they were the student themselves. Students should consider and discuss the confidential nature of the authorized access with the designee prior to granting access.
If the authorized proxy has questions about the information they are viewing, they should spaak to the student. Only the student can authorize Proxy Access; Collage of Charleston StafffFaculty cannot grant or madify those rights.

This service is voluntary. Students are not mandated to specify a proxy. To begin this process, dick Add Proxy below. To medify an established proxy's access, dick on the yellow triangle next to the proxy's name.
¥ Expand 2 proxy to define relationship type, begin and end dates, and authorizations.
v Expand Clyde Cougar - cougarc@icofc edu pages &8

# Add Proxy
RELEASE: 8.7

Step 7
Complete the Proxy Profile information.

Select “Parent or Guardian” for the relations
OPTI ONAL: Give a description for this proxy.
The start date will default to the day you are settingthp proxy. You may change this date.

OPTIONAL: Set an end date. If you do not set an end date, the system will default to 1 year from the
date.

= =4 =4 =4

Note: Information you input is auteaved. An email is generated to the proxy user, but they nmastsét up their account
before using the link in this email.

b2dSY ,2dz YI& NB&aSiG | LINPEé& dzaSND&a LAY AT (KSeé f2a8$
screen.

Note: f you ever wish to revoke access entirely fora pazyS NE Of A 01 (KS 458t S0S t NRH
page. An email will be generated to the user.
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' A naw proxy has been successfully added.

Proxy List

This service provides students with a way to designate proxy access to trusted users to view selected student information. The student is able to modify the access rights and valid date ranges as well as view a log of the most recent actvity.
Proxy access does not authorize College of Charleston personnel to communicate with authorized proxies. To authorize this type of communicatian, students must complete a FERPA Cansent Form. For more information on FERPA, please visit

http://registrar.cofc.edu/ferpa/index.php.

Granting access allows the proxy to view the student’s confidential record as if they were the student themselves. Students should consider and discuss the confidential nature of the authorized access with the designee prior to granting
access,

If the authorized proxy has questions about the information they are viewing, they should speak to the student. Only the student can authorize Proxy Access; College of Charleston StafffFaculty cannot grant or modify those rights.
This service is voluntary. Students are not mandated to specify a proxy. To begin this pracess, click Add Proxy below. To madify an established proxy's access, click on the yellow triangle next to the proxy's name.
¥ Expand a proxy to define relationship type, begin and end dates, and authorizations.

A Collapse

Arolc edy

Authorization History | Communication

Proxy Profile
Please select your relationship with this proxy. The list of resources available to the proxy is based on relationship type. The description field is your personal note about this proxy (dad, mom, guardian, etc.). Once you select the

relationship type, you can control the start and end dates for proxy access below. You may edit the end date, o if you do nothing, the default end date will change to 1 year from today.
Each semester, students should review their proxy authorizations and expiration dates.

3 - indicates a required field. - [eo oo

Description W

Start Date (MM/DD/YYYY)x 09/05/2017
Stop Date (MM/DD/YYYY)s 09/04/2017 —} *Note: If you do not set an end daie, the end daie wil default i 1 year fom foday

*= Reset PIN . Delete Proxy Relationship

PIN expiration date: Aug 31, 2018
E-mail address verified on: Aug 31, 2017

Step 8

(0]

Select the information your proxy should be able to access.

M Click on theAuthorizationtab.

1 Click in the box to the left of th@formation that you wish to share.
If you would like to share everything under a main heading, you need only click the box to the
the heading and all pages under that heading will be selected

Note: Click on an option to see what your proxy weeld if granted access to that option.

Note: You may change the access of your proxy at any time. Authorized information and changes to
Fdzi K2NAT FGA2y&a FNB y2i 02YYdzyAOVESR [azi € KSA LINE K
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Proxy Access Management
/ A new proxy has been successfully added.

Proxy List
s service provides studerts with 3 way to desgnate proxy acces totrusted users to view selected studen irformaton. Th student is able to mofify the acces rights and vaid dte ranges a5 welas view a log of the most recent actity. Proxy access does not
authorize College of Charleston personnel ith authorized proxies. To auth type of students must complete a FERPA Consent Form. For more information on FERPA, please visit htp://registrr.cofc.edu/ferpa/index.php.

Granting access allows the proxy to view the student’s confidential record as if they were the student themselves. Students should consider and discuss the confidential nature of the authorized access with the designee prior to granting access.
If the authorized proxy has questions about the information they are viewing, they should speak to the student. Only the student can authorize Proxy Access; College of Charleston Staff/Facuity cannot grant or modify those rights.
‘This service is voluntary. Students are not mandated to specify a proxy. To begin this process, dick Add Proxy below. To modify an established proxy’s access, dick on the yellow triangle next to the proxy’s name.

¥ Expand a proxy to define relationship type, begin and end dates, and authorizations.

ar cougarc@oof

A collapse Cide Coug

icedy

‘ Profile History | Communication
Page Authorization
Select the information your proxy should be able to access. Once authorized, your proxy will be able to view the information when they log in. These
settings may be changed at any time.

-mail Authorizations
Cicking 3 check xosow vty saves your slection.
== ¥ Financial AID Options Check to Select or Deselect ALL items below.
@ Financial Aid Status
¥ Academic Progress
¥ Avard History
 Personal Information Options Check to Select or Deselect ALL items belor,
View Addresses and Phones
few E-mail Addresses
 View Emergency Contacts
stration Options Check to Select or Deselect AL items below.
O Student Detail Schedule
: Registration History
[ Student Records Options Check to Select or Deselect ALL items belov:.
0 Final Grades
= ¥ Jidterm Grades
0 Unofficial Transcript

0 View Holds

O Re

r.g « w ®

Note about History and Communication tabs.
These tabs allow you to:

1 See a history of access given, what access has been removed and what information has been vig
1 View the email communications sent to your designated proxy.
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Proxy Access Management

m"s:,::u provides students with a way to designate proxy access to trusted users to view selected student information. The student is able to modify the access rights and vaiid date ranges as well as view 3 log of the most recent activity. Proxy sccess does not
authorize College of Charfeston personnel to communicate with authorized proxles, To authorize this type of communication, students must complete a FERPA Consent Form. For more information on FERPA, please visit hitp://registrar.cofc.edu/ferpa/index.pho.
Granting access allows the proxy to view the student's confidential record 35 f thay ware the student themseives. Students shoud consider and discuss the confidential nature of the authorized access with the designos prior to granting access.
1f the authorized proxy has questions about the information they are viewing, they should speak to the student., Only the student can authorize Proxy Access; College of Charleston Staff/Faculty cannot grant or modify those rights.

This service is voluntary. Students are not mandated to specify a proxy. To begin this process, dick Add Proxy below. To modify an established proxy’s aceess, diick on the yellow triangle next to the proxy’s name.
¥ Expand a proxy to define relationship type, begin and end dates, and authorizations.

A collapse Clyde C

[
| profile = izt

Authorization Log
This list i the history of your authorizations for this proxy (newest to oldest).
Date Action Page
Sep 05,2017 03:44pm  Enable View Addresses and Phones
Sep 05,2017 03:44pm  Enable View Addresses and Phones
Sep 05,2017 03:44pm  Enable View E-mail Addresses
Sep 05,2017 03:44pm  Enable View E-mail Addresses
Sep 05,2017 03:44pm  Enable View Emergency Contacts
Sep 05,2017 03:44pm  Enable View Emergency Contacts
Sep 05,2017 03:44 pm  Enable Academic Progress
Sep 05,2017 03:44 pm  Enable Academic Progress
Sep 05,2017 03:44pm  Enable Award History
Sep 05,2017 03:44pm  Enable Award History
Sop 05, 2017 03:44 pm  Enable Financial Aid Status
Sep 05,2017 03:44pm  Enable Financial Aid Status

@ adsprony
RECEASE: 5.7
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Proxy Access Management

List
P'\":i(sysarvite provides students with 3 way to designate proxy access to trusted users to view selected student information. The student is able to modify the access rights and valid date ranges as well a5 view 3 log of the most recent activity. Proxy access does not
authorize College of Charleston personnel to communicate with autharized peoxles. To authorize this type of communication, students must complete a FERPA Consent Form. For more Information on FERPA, please visit http://registrar.cofc.edu/ferpa/index. php.
Granting access allows the proxy to view the student's confidential record as if they were the student themselves. Students should consider and discuss the confidential nature of the authorized access with the designee prior to granting access.
If the authorized proxy has questions about the information they are viewing, they should speak to the student. Only the student can authorize Proxy Access; College of Charleston Staff/Facuity cannot grant or modify those rights.
This service is voluntary. Students are not mandated to specify a proxy. To begin this process, dick Add Praxy below. To modify an established proxy's access, dlick on the yellow triangie next to the proxy’s name.
¥ Expand a proxy to define relationship type, begin and end dates, and authorizations.

A cotapse Clyde Cougar  cougarc@ooic edu

Profile | Authorization | Mistory | Communicat

Communication Log &

Action date is when the proxy activated the URL within the message. Expiration date is when the URL within the message will last be active.
Transmit Date Subject Action Date  Expiration Date Resend
Sep 05, 2017 03:42pm  Updated College of Charleston Proxy Relationship

Sep 05, 2017 03:41 pm  Updated College of Charleston Proxy Relationship e

@ aa Proxy
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