
Proxy Portal
Parent/Guardian Instructions



PROXY INSTRUCTIONS TO SET UP STUDENT INFORMATION ACCESS

You will receive 3 emails once your student adds you as a proxy user: 

• New proxy relationship

• New proxy account – contains the initial web URL to set up account

• Action required – proxy account – contains the initial password to access the account



1. Click on the URL in the email “new proxy account” and enter in your email, the initial 

password you received in the email “action required – proxy account” and the password 

you wish to use.  Click submit.



2. Enter in your username (email) and the password you just created.  Click Sign In.



3. Request a one-time password to verify your identity.  Click “submit one-time password.”



4. Check your email for “new proxy OTP code.”  Enter in the code in found in that email

and then click submit.



5. Complete your personal profile information and click submit.

6. From the Proxy portal homepage, you can now view the information you were given 

access to by your student by clicking the drop-down menu to the right of their name.
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