Proxy SSB9 Guide

Access Proxy SSB9 2 different ways:

1. My Profile** = Proxy Management Box

My Profile
]
View, edit and update your general information records
—@  Personal Information - _ Direct Deposit
| ‘View and update your biographical and Create, view and update your direct deposit
demographic information C allocation(s)

Proxy Management

Add proxy access to selected Banner Web
pages.

**Access My Profile from the Student Profile:
= [ENE

Click the 4-sqaure menu, Banner — Personal Information ““*=222200 | then click the stAte logo.

2. Listed in the 4-square menu:
n ETE

IATTAY

< Banner

Personal Information

Student
myBill - Pay Account
Financial Aid

Faculty and Advisors
Employee

Finance

Both lead you to this page:

n e T

My Profile Proxy Management

¥) Add New
Proxy Management

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




Create a Proxy in SSB9:

1. Access Proxy Management (above instructions)
u [STAE ® Q2
My Profile - Proxy Management

) Add New
Proxy Management

2. Clickthe (PAddNew (helow window will appear)

Proxy Information (i

Profile (Required)
First Name
First Name
Last Name
Last Name
E-Mail
E-Mail Address
Verify £-Mai

Verify E-Mail Address

Relati

o]

3. Complete all fields — Profile Section. (REQUIRED)
a. Notes:
i. Relationship = Parent or Legal Guardian, then, the Start Date/Stop Date automatically complete
b. Example Shown Below:

Profile (Required)

First Name

1]

Last Name

"

E-Mail

l

Verify E-Mail

I

Relationship (i

parent or Legal Guardian v
Start Date Stop Date

05/17/2024 i) ] 111372024 o]

4. Complete all fields — Additional Information.
a. Notes: This is NOT Required and can be skipped.
i. Description — Example: Proxy for Mom
ii. Passphrase — Example: Cats123
b. Example Shown Below:

Additional Information

Description

Proxy for Mom ‘

Passphrase

Cats123 ‘




5. Complete all fields — Authorizations (REQUIRED)
a. Notes:

i. You can Select All or Click the box next to the ones to authorize the proxy to view.
ii. Financial Aid is ALL or NONE — if you just click one box — Proxy still won’t see Financial Aid data.

Examples Shown Below
Authorizations (Required) ®

Select All

Account Summary

Tax Notification 1098T

Account Detail by Term

Account Information

Statement and Payment History
Deposit Processing

Student Profile

Academic Transcript

Week at Glance

Student Grades

Student Holds

Financial Aid Status

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

College Financing Plan

6. Complete the Proxy setup — Click Submit.
a. Notes:

Authorizations (Required) (i)

select All

Account Summary

Tax Notification 1098T

Account Detail by Term

Account Information

Statement and Payment History

Deposit Processing
Student Profile

Academic Transcript
Week at Glance

Student Grades

Student Holds
Financial Aid Status
Financial Aid Dashboard
Financial Aid Award Offer
Financial Aid Award History
Financial Aid Resources
Financial Aid Notifications
Financial Aid Satisfactory Requirements

College Financing Plan

i. Box will appear that says the proxy has been created.

Example Shown Below

( submic )

Cancel

& The proxy has been successfully created.

7. Then you are back to the Proxy Management Box
a. Notes:
i. From this menu —you can edit/delete the proxy that you have just created or add another Proxy
ii. This will be listed an Inactive until the Proxy completes the setup steps.
iii. You will see 2 message in Blue until the proxy has accessed the account.
Example Shown Below
Proxy Management

Inactive

® @ ® E-mail was not verified

@ The proxy password is disabled.




8. After the Proxy has completed the setup. (Directions in next section.)
The student will receive 2 emails:
Examples Shown Below
Fri 5/17/2024 12:03 PM

registrar@astate.edu Send updated proxy profile data
Updated Proxy p.-.;fna— Proxy profile changes submitted by proxy use- you feel you have not updated your profile, please forwan

Fri 5/17/2024 11:58 AM

registrar@astate.edu pdated proxy profile data
Updated Proxy Profil Proxy profile changes submitted by proxy us-lf you feel you have not updated your profile, please forwarn
Send updated proxy profile data

regj @astate.edu
To

(i) If there are problems with how this message is displayed, click here to view it in a web browser.

This Message Is From an External Sender
This message came from outside your organization. Please be careful.

updated prony orori < D
Proxy profile changes submitted by proxy us-

If you feel you have not updated your profile, please forward to registrar@astate.edu

9. Proxy Management — Student View — After the account has been activated by the Proxy.

Example Shown Below
Proxy Management

.‘E-'gmawl‘(sm

@ @



1.

Proxy Setup in SSB9:

Proxy Management Creation (above instructions) sends 4 emails to the student and the proxy with
directions for accessing the proxy account all from registrar@astate.edu

registrar@astate.edu New proxy confirmation Fri 5/17/2024 10:25 AM
To: i ' should have already received an email with the proxy access URL Use SRRl 35 the initial password when you access the URL The firs
registrar@astate.edu Updated proxy relationship Fri 5/17/2024 10:25 AM
To _has taggedq - : : Fzrent or Legal Guardian proxy in their school's Banner Web Proxy Access system, The Proxy Access pages are av
registrar@astate.edu New proxy relationship Fri 5/17/2024 10:25 AM
To A - ) as a personal proxy in their school's Banner Web Proxy Access system. The Proxy Access pages are available using the
registrar@astate.edu New proxy identity Fri 5/17/2024 10:25 AM

T-::* has adde as a proxy in their school's Banner Web Proxy Access system. The Proxy Access pages are a

New Proxy Confirmation- Temporary Password to Access Proxy:

New proxy confirmation

registrar@astate.edu
-
i

there are problems with how this message is displayed, dick here to view it in a web browser,

This Message Is From an External Sender
This message came from outside your organization. Please be careful.

g )

You should have already received an email with the proxy access URL Use ~) as the initial password when you access the URL.

The first time you connect to the web site you will be asked to establish a permanent password for subsequent logins. We also ask that you fill in your profile
information completely and confirm that it is up to date.

If you feel you have received this message in error, please forward to registrar@astate.edu

New Proxy ldentity — One Time Use URL to setup of Proxy:
New proxy identity

@ registrar@astate.edu
1o Ny

(i) If there are problems with how this message is displayed, click here to view it in a web browser.

This Message Is From an External Sender

This message came from outside your organization. Please be careful

y
O - add e - > proxy in their school's Banner Web Proxy Access system.

The Proxy Access pages are available using the school's Banner Web or through a proxy access login at the following URL:
https://studentssh-prod.ec.astate.edu/StudentSelfService /ssh/proxy/proxyAction?mepCod

NOTE: This URL can only be used once and is active for a limited time. A temporary password will be sent to you in a subsequent email.
If you feel you have received this message in error, please forward to registrar@astate.edu

New Proxy Relationship — URL that will be used to access Proxy Management after Initial setup:
registrar@astate.edu © | © Reply | O Replys
- —

()11 there are problems with how this message is displayed, dlick Nefe 1o view it in 3 web

This Message Is From an External Sender
“This message came from outside your arganization, Please be careful

o

has tagze (D :: 2 »<rsonal proxy in their school's Banner Web Proxy Access system.
The Proxy Access pages are available using the school's Banner Web or through a proxy access login at the following URL:

P53/ d.ec.astate.edu/s £ rvice/login/auth? mepCode=IBORO

Hopefully you have already established your credentials and confirmed that your profile data is up to date. The next step is fo A authorize pages for your use. Contact D 2. them to send you a list of current authonizations.

If you feel you have received this message in error, please forward to registrar@astate.edu

Updated Proxy Relationship - URL that will be used to access Proxy Management for the Proxy:

& Reply |  Reply
registrar@astate.edu © | © Reply | € Reply
]

(D thereare problems with how this message i displayed,dick here o view it n 2 web browser,

This Message Is From an External Sender
“This message came from outside your organization. Please be careful

T
D - ::::- SR - :rcn o Legal Guardian proxy i their school's Banner Web Proxy Access system.
‘The Proxy Access pages are available using the school's Banner Web or through a proxy access login at the following URL:

d.ec.astate de=IBORO

el y y Your crdentials and confimed thatyour rofedata i up to date, The next st s oGV 2uthoize pagesfor your se. ContacqQND: - < them tosend you a s of current authorizations.

If you feel you have received this message in error, please forward to registrar@astate.edu



2. Access the One-Time Use URL. (New Proxy Identity Email)
Example Shown Below

Banner®

Enter your Initial Password, then click Submit to continue.

el Passnore

© 2013-2024 Ellu

Ellucian and

3. Enter the Initial Password. (New Proxy Confirmation Email) The next page will open.
Example Shown Below

Banner®

Reset your security password for Proxy Access.

Your email address has been verfied. The next step is to save your password for proxy access. Enter your new
password twice. For higher securty, use a combination of uppercase letters, lowercase letters and numbers

Emall Address
Initial Password
New Password

Validate Password

4. Complete all 4 boxes.
Enter your email Address used for Proxy.
Initial Password. (New Proxy Identity Email)
New Password (Only Numbers are allowed here.)
Enter the Password again from C.
e. Click the Submit Button.
Example Shown Below

oo oo

Banner®

Reset your security password for Proxy Access.

ddress has be
yice. For higher

step is 10 save your password for proxy access. Enter your new
bination of uppercase letiers, lowercase letters and numbers.

5. Sign In - Proxy Management page.
a. Username = Your email used for Proxy Management
b. Password (numbers only) that you just created above.

i. NOTE: This is also where you can go if you have Forgotten your Password.
Example Shown Below

Banner®

Enter your user name and password, then click Sign In te continue.

Forgot Password

@ 2013-2024 Ellucian Company L.P. and it affiliates. All rights reserved

Thiz software contains confidential and proprietary information of Ellucian or its subsidiaries. Use of this
[site/softwarelapp] is limited fo Ellucian licensees and is subject to the terms and conditions of one or more
written license aareements between Ellucian and such licensees.



6. Multi-Factor Authentication is setup on Proxy (Email is ONLY sent to the Proxy)
a. Click the One-Time Password Button to get the email.

b. This will be requested every time the Proxy accesses the Proxy Management page.

Example Shown Below

Banner®

Please request a One-Time Password using the button below. Once

requested, an email will be sent to you containing steps to identify
your identity.

Submit One-Time Password

The One-Time Password is single-use and time-imited. If you do not use your One-Time Password, it

will no longer be valid, and you will need to request a new one to gain access to your application.

© 2013-2024 Ellucian Company L.F. and its affiliates. All rights reserved

This software contains confidential and proprietary information of Ellucian or fts subsidiaries. Use of this [site/software/app] is
imited to Ellucian licensees and is subject to the terms and conditions of one or more written license agreements between
Ellucian and such licensees

7. Email will be received with the One Time Password (New Proxy OTP Code)
Example Shown Below

e

This is a temporary one time code you requested. Please us to complete your request.

If you feel you have received this message in error, please forward to registrar@astate.edu

8. Enter the One Time Password. Submit.
Example Shown Below

Exi

Banner®

Enter the One-Time Password that was emailed to you, then click
Submit to complete the login process.

-

The Cne-Time Password is single-use and time-limited. If you do not use your One-Time Password in a

timely manner you will need to reguest a new OTP to complete the login process.

© 2013-2024 Ellucian Cempany L.P. and itz affiliates. All rights reserved.

This software contains confidential and proprietary information of Ellucian or its subsidiaries. Use of this [site/software/app] is
imited to Ellucian licensees and is subject to the terms and conditions of one or mere written license agreemenis between
Ellucian and such licensees.

9. Proxy Personal Information — Personal Details (Nothing to complete here)
Example Shown Below

EME‘ ASU-Jonesboro AOS MEX o <

Proxy Personal Information

@ Please keep your Banner Web proxy information up-to-date.

Personal Details

Salutation First Name* Middle Name
salutation a— Middle Name

Last Name* Name Suffix Nickname

e Name Suffix Nickname

Click here to change your password

* indicates a required field



10. Proxy Personal Information — Contact (Nothing to complete here)
Example Shown Below

Contact * . indicates a required field
Home E-Mail Address* Phone Area Code Phone Number
ginagirl1996@gmail.com Phone Area Code Phone Number

Phone Extension

Phone Extension

11. Proxy Personal Information — Address (Must be completed.)
Example Shown Below

Address *-indicates a required field.
Mailing Address Line 1* Mailing Address Line 2 City*

e ‘ ating Adhess Lne 2 _ ‘
State* Zip Code* Nation*

12. Proxy Personal Information — Other Info (Not Required.)
Example Shown Below

Other Info d uired field
Gender Birth Date
Gender v | | Mmrddryyy =]

13. Click the Submit Button at the Bottom of the page.

Example Shown Below

‘ & Saved successfully

14. You now have access to the Proxy data that the Student authorized you to see in Proxy Management.
Main Landing Page
Example Shown Below

ASU-jonesboro AOSMEX % (Q) 1

Home @ Saved successfully

Hell

(@ You've been authorized to view content for the student(s) below. Click each tile to select the page you wish to view.

&  ProxyPersonal Information >

View/Update Proxy Personal Information.

E 1am a proxy for(EED el v
15. Use the | am a proxy for — Select a view (drop down box)
Example Shown Below

Account Summary

Account Detail by Term

Account Information

Statement and Payment History

Deposit Processing




16. Examples of a few of the pages that you can access.

a. Notes: Click the |@iﬂﬁjﬁ@\ logo to navigate back to the Proxy Main Page.

Account Summary

View By Overview v

@ Review summarized charges and payments to your account. Anticipated third party contract payments, financial aid payment:

s, and memo items are NOT included in this summary.

Current Amount Due as of 05/17/2024 $0.00
Account Balance $0.00
Snowrice Cotumn < | [ zesch Q
Description »  Charge .~ Payment ~ Balance s
Wiah Trancrrint 500 snnn

STJaiTE

Student

Student Profile -

| 2024 Fall curent term

Student Profile

Curriculum and Courses

Prior Education and Testing

Bio Information
Email:

Phone:

Date of Birth:
Ethnicity:

Race:
Citizen:

Citizenship:
Emergency Contact:
Emergency Phone:

General Information
Level:

Class:

Status:

Student Type:
Residency:
Campus:

First Term Attended:
Matriculated Term:
Last Term Attended:
Leave of Absence:

Account Information

Account Transactions Deposits

@ Charges and payments on your account are listed below, beginning with the most recent. Anticipated credits including pending financial aid are NOT included in this listing.

Current Amount Due as of 05/17/2024 $0.00
Account Balance $0.00
SnowiHide Calumn + Q
Date Recorded ~  Description ~ Term . Charge . Payment "

1]

E 8
17. Sign Out — Click the person Icon

cessfully logged out.

S5ign Out

then

RETURN HOME



Proxy SSB9 Student Deletes the Proxy:

1. Proxy Management
2. Click the garbage can.
Example Shown Below
Proxy Management

Inactive
© @
3. Confirm the Delete of the selected Proxy.
Example Shown Below

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

4. If that was your only Proxy setup in SSB9.
Example Shown Below

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

5. Student and Proxy will receive an email confirming the delete of the Proxy.
Examples Shown Below

registrar@astate.edu Delete proxy relationship Fri 5/17/2024 11:14 AM
has deletem as a Parent or Legal Guardian proxy in Arkansas State University's student information system. ***You will no longer have access to the Proxy Acc

Delete proxy relationship

@ registrar@astate.edu
7o G

@ If there are problems with how this message is displayed, click here to view it in a web browser,

This Message Is From an External Sender
This message came from outside your erganization. Please be careful.

R - ot - - Parent or Legal Guardian proxy in Arkansas State University's student information system.
***you will no longer have access to the Proxy Access pages.***

If you feel you have received this message in error, please forward to registrar@astate.edu



