Davis&Elkins Colle

Davis & Elkins College — 100 Campus Drive — Elkins, WV 26241 - 304.637.1900

LEADING THE WAY

oe

YOU WILL NEED:

Setting up a Proxy Account

Access to your Self-Service portal
Personal information for your proxy—including their mailing address, email address, and full name

Go to www.dewv.edu
Click on My D&E in the upper left hand corner
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Welcome to D&E! All of the finks you'll need for onlfine tools are right here - check email, schedule
dasses, view your accounts and more!

Tools on the web:

 Tech Tips: How to Log In and More
» Office 365: Emai and More

cai: Onine Learning Tool

PR < Onine Learning Tool

3 T 5 re Tution Payment Gateway

« Web Payment Portal: Third Parties or Those Without Access to
Student’s Oniine Account (Student ID Number Required)

* WebAdvisor: Schedules, Grades and More

* PaperCut: Printing Balance (avalable on campus network only)

e Dining Card: Dining Dollars Balance

* Dining Card Regstration: How to Register Your ID Card

« SchoolDude: Maintenance Request

* Grammarly: Grammar and Speling Check, Research Citation Tool

* Nixie: Emergency Notffication

e Elucan GO: To get the app, search for Elucian GO on Google Play or
the Apple App Store and download.

o Coleague: Staff Only (recommend using Chrome browser)

o Informer: Staff Only

* Raiser’s Edge: Staff Only

Log into your Ellucian account
Click your name, then click View/Add Proxy Access
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6. Click the Please Select box under the Select a Proxy tab. If there are no names in that menu, click Add Another
User
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7. If you are adding a new user you will need to fill out the form as completely as possible. All boxes with a * next
to them are required

8. Once you are finished, you will need to select the information you wish to share with your proxy. Check the
boxes next to each piece of information you wish to share with your proxy. Please note the following:

a. All Student Finance boxes should be checked if your wish for your proxy to be able to both view your bill
and make payments toward your bill through Ellucian Self-Service.

b. The Grades check box will allow your proxy to view all grade reports online. If you have a FERPA waiver
on file in the Registrar’s Office, and your proxy is named on that waiver, then that person will still be
able to access information about your grades and schedule in person or over the phone even if you
remove or do not provide online access.

Confirm SN Relationship *

Disclosure Agreement

Submit

9. Click the box next to the “l authorize...” statement under the Disclosure Agreement heading at the bottom of the
page, then click the blue Submit button.

10. Your proxy will receive two emails—one with a username, and one with a password. Proxies will access the
student’s account by following Steps 1-3 above, using the username and password in those emails.

11. Students may change or remove proxy access at any time by following Steps 1-5, selecting the proxy in the
dropdown menu in Step 6, and checking or unchecking the boxes in Step 8. Be sure to click Submit when
finished. Your proxy will receive an email indicating the change or deletion of their access.



