[Instructions for Students]

1. Access the ENC Self-Service Link (selfserv.enc.edu) on Portal and Log in to your Self-Service
account.
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2. Click the person icon at the top of the page.
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Pl Hello, Welcome to Colleague Self-Service!
Choose a category to get started.
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Title Details Link
i (@ Course Registration All course registration is completed through your Academic Advisor. Contact your advisor for

any scheduling needs.

s) Student Finance Financial Aid

Here you can view your latest statement and make a payment online. Here you can access financial aid data, forms, etc.

Tax Information Student Planning
Here you can change your consent for e-delivery of tax information. Here you can search for courses, plan your terms, and schedule & register
your course sections.

i Course Catalog 5] Grades

Here you can view and search the course catalog. Here you can view your grades by term.
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3. Adrop- down box will appear. Select the View/Add Proxy Access option.
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@ Course Registration All course registration is completed through your Academic Advisor. Contact your advisor for
any scheduling needs.
o Student Finance Financial Aid
Here you can view your latest statement and make a payment online. Here you can access financial aid data, forms, etc.
Tax Information Student Planning
Here you can change your consent for e-delivery of tax information. Here you can search for courses, plan your terms, and schedule & register
your course sections.
i Course Catalog 5] Grades
Here you can view and search the course catalog. Here you can view your grades by term ™ |

4. Add Proxy Access and Select a Proxy to be added. The Select a Proxy drop-down box lists family
members already in Eastern Nazarene College database system. To add a person not listed in the
drop-down box, visit the Academic Records Office to complete a Person Proxy Addition form. You
will need the following information:

e Person’s legal name
e Date of birth

e Email address

e Mailing address

e Telephone number
e Relationship to you
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statement of accounts and/or make a payment on his/her behalf. ~

click on the drop down arrow to select a proxy. and click on the name of the person that is to be
granted proxy access to your record. You will have the option to choose what information your
proxy can access. If you want your proxy to see all of your information. click the “Allow complete
access” button.

Active Proxies

ﬂ 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

Only those individuals that are associated with your student record as your spouse/parent(s)
J/stepparent(s)/guardian(s) WITH an email address will be your proxy options. If someone that you
would like to have proxy access to your record is not listed, please contact ssproxy@enc.edu.
Please confirm that the email address associated with your proxy is correct as that is where hissher
username/password will be sent. If it is incorrect, please contact ssproxy@enc.edu BEFORE you
designate your proxy. It is difficult to reset passwords for proxy accounts, so double checking this
information will ensure that we are able to send the login/password information successfully.

Please Select

M. Kisitu G. Sengendo

Add a Praxy

Please Select




5. Grant Access by selecting whether to provide Complete Access or Allowing specific access
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Select a Proxy

[ Mr. Kisitu G. Sengendo v

Email Address Relationship

Kisitu.Sengendo@cingular.com Parent

Access

Allow Complete Access Add a Proxy

© Allow select Access

| student Finance @ || Financial Aid @

[] Account Activity || Offer Letter

[ Account Summary || Financial Aid Home

[] Make a Payment (] correspondence Option
[ ] Request a New Loan
I:\ My Awards
|| FA Outside Awards

|| FA Required Documents

c Q O a https://selfserv.encedu/Student/PersonPraxy e ﬁ i N D @’

\:I FA Required Documents
\:I Satisfactory Academic Progress

\:I College Financing Plan
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Disclosure Agreement

The Federal Educational Rights and Privacy Act (FERPA) is a federal law designed to protect the privacy of education records. By granting proxy rights, you can choose to release

selected student accounts, financial aid or 1038T tax information to your designee via the online account: this permission alse authorizes follow-up communications as needed via

ﬁhone. email, or m;em{m. In addition, students can choose to allow proxy access to Grade history of completed coursework. For detailed information regarding FERPA, visit
ttps://enc.edu/undergraduate/academics/resources/ferpa-and-direc tory-information/. | authorize the institution to disclose my information to this party as indicated.

| | rauthorize the institution to disclose my information to this party

—
Cancel ] Save
iy
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6. You have the option to grant complete access or to limit access. To limit access, select the
Allow Select Access button and choose only the options you want the proxy user to have. Read

the Disclosure Agreement.
a. Each section of Proxy access corresponds to that section of FERPA permissions.
7. Check the authorization box before saving.
8. By clicking the Save button, you are granting the selected proxy access to your account.

The proxy user will receive a username and temporary password via email. The emails will be from do-
not-reply@ enc.edu.



