
Setting up a Proxy 

To receive information regarding your student account over the phone you will need to set a Proxy 
passphrase/password for yourself. If you wish someone else to be able to receive information about your student 

account over the phone, you will also need to set up a Proxy passphrase/password for that individual. 

To set up a Proxy: 

1. Log into your My SUNY Orange portal 
2. Select the $/Student Finances in the left menu (blue) 
3. Click “Proxy Authorization” 

  



This will bring you to the “Proxy Management” page. 

To set up a Proxy: 

• Click “Add New” in the upper right-hand corner 

This will bring you to the “Proxy Information” page. 

Here you will enter the proxy information for the 
individual you are setting up as a proxy, either yourself, 
a parent/guardian or other. 

Enter the: 
• Proxy’s “First and Last Name” 
• Proxy “E-mail” 
• Relationship 

o Other 
o Parent/Guardian 
o Self 

• Start Date and Stop Date will auto populate, for 
approximately 10 years. However, please note the Stop 
Date, can be changed at any time, to either end the 
proxy’s access or to extend the date of access. 

• Description is optional, and intended as a hint of the 
password. 

• Passphrase – The student will select the 
passphrase/password while setting themselves up, as well 
as a parent/guardian or other. 

• Authorizations: 
o There is only one Authorization option for: 

Student Information (This may be selected by 
either choosing “Select All” or “Student 
Information” 

• Click “Submit” 



After submitting the Proxy information, you will be brought back to the “Proxy Management” Screen   

Please Note: “Inactive” will show below all proxy’s, please disregard.   

Here you will email your parent/guardian or other individual the proxy password your selected, by: 

• Selecting the pencil icon shown below 

This will take the student back to the “Proxy Information” page. 

Please ignore the blue error messages. 

Click “E-mail Passphrase,” do not click “E-mail Authorization” at the bottom. 

Once, these steps have been complete the Proxy passphrase/password(s) have been set up. If you need to call the 
college for information regarding your student account, please have your Proxy passphrase/password available. 

Proxy Name 
Proxy Email Address 


