Granting Proxy allows HCCC permission to speak to a family member or
guardian of your choice about your student records. Hudson County
Community College believes each student is responsible for managing
their own academic record along their educational journey. Some instances
may call for you to designate proxy access for the duration of your time at
HCCC or a specific time period. Please follow the instructions below
carefully.

How to grant proxy access:

1. Login to your HCCC Student Self Service portal.

2. Navigate to the upper left icon with 3 horizontal lines. Click on the icon. The
dropdown menu will appear.

Hello, Welcome to Colleague Self-Service!
Choose a category to get started.

LI. Tax Information '3’ Banking Information
Financial Information v Here you can change your consent for e-delivery of Here you can view and update your banking
tax information, information.
Employment
& Employee il Course Catalog
Here you can view your tax form consents, earnings " Here you can view and search the course catalog.
Academics statements, banking information, timecards and leave
balances.
Daily Work
n Advising
L

Here you can access your advisees and provide

Vendor Information guidance & feedback on their academic planning.

User Options
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3. Click on “User Options”. Another dropdown menu will appear. Choose “View/Add
Proxy Access”. This leads to the proxy access page

——
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Academics
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User Options
User Profile 28

Emergency Information

View/Add Proxy Access

4. Navigate to the bottom of the page. Select a proxy from the dropdown menu. If there
are no current users, click on “Add another user”. The “add another user” page will ask
you to fill out all the required personal information and which access you would like to
grant to the user.

View/Add Proxy Access

@ Proxy Access is a solution provided by Hudson County Community College using Self-Service for students and their authorized proxy to view student's
information online. Proxy Access is only available if a student has designated access to their authorized proxy.

Active Proxies

E You do not have any designated proxies. Add one now to allow another self-service user to view or edit your account.

Add a Proxy

This authorization remains valid until the students change or revokes the proxy access. The College recommends students to periodically review the proxies
and updating when necessary.

Select a Proxy

Please Select v




5. Once complete, you will receive this message below. Press the “continue” option.
Proxy access instructions will be sent to the new user. Follow the next step for
instructions on how to set up a user account with proxy access.

Search Results X

There are no existing users in the system who match the search criteria you entered.
Click Continue to create a new user from the search criteria that you entered and
grant that user the Proxy Access that you specified; otherwise, click Cancel.

Cancel

Once proxy access has been granted:
As a new Proxy user, you will receive two emails

e New Proxy ldentity Email with login information
Dear YOUR NAME,

You have been granted proxy access to STUDENTS's account at Hudson County
Community College.

The following login has been created for your use at Hudson County Community College.

Your temporary password will arrive by a separate email.
Username:

e New Proxy Identity Email temporary password



