
 

Proxy Instructions: How to Confirm & Establish your Proxy Account  

When your student adds you as proxy to their account, you will receive 2 emails.  These emails will be sent to the email address your 

student provided when they entered you as a proxy.  If you do not see both emails, please be sure to check your spam/junk folder.  

Email 1 – example – subject line ‘New proxy identity’ 

 

Email 2 – example – subject line ‘New proxy confirmation’ 

 



Copy or record the initial password provided in the email you received with the subject line ‘New proxy confirmation’ (example shown 
below).  You will need to enter this initial password on another screen in a following step.   

 
 

Then click on the first link in the other email with the subject line ‘New Proxy Identity’ (shown below, the link next to the green arrow).    
Please note this link can only be used once and the initial password is only valid a few days. 

 

 

 



Paste or type the initial password provided in the email on the screen shown below, then click ‘Submit’.  

 

Then enter your email address, your initial password (the one you just entered on the previous screen from the email you received), your 
new password (the password that will be used for future logins), and then validate your new password by entering it again.  When you 
are finished click ‘Submit’.  

 



You will then be brought to the login screen shown below.  Enter your full email address in the ‘username’ field, then enter the new 
password you just established, then click ‘Sign In’.  

 

You should then see the screen shown below. 

 



Click on ‘Proxy Personal Information’ to add additional information about yourself if you wish (phone number, address, etc.) Make sure to 
click ‘Submit’ at the bottom when you are finished to save.  

 

 

 

 

 

 

 



To access your student’s information, select what area you’d like to view from the dropdown (shown below).   

If a specific area is not shown in the dropdown, then your student has not authorized you to view that area.  Please contact your student 
with any questions.  The student, and only the student, can make changes to the authorizations provided to a proxy.  

 

 

 

If you forget your password, or if your initial password expires before you establish your account. 

• Go back to the email with the subject line ‘New Proxy Identity’ 
 

• Click on the 2nd link in that email (example highlighted below on the following page) 
 

• On the login screen, enter your full email address, then click forgot password.  
 



• You will be sent new emails with a new initial password.  Follow the same steps outlined previously in this document to establish 
your account and new password.  
 

• Still need help?  Please email registrar@plattsburgh.edu and we will be happy to assist! 
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