
 

 

 

1. If you cannot select housing at your selection time, assign a proxy by 
clicking this link: 

3. Search for the student you wish to be your proxy. And click Lookup 

2. Select Add at the top right. 



 

 

 

4. Choose the correct student from the list that is generated. These are test 
students (please do not select them to serve as your proxy.) 



 

 

 

5. Clicking on a name will choose that student. Review the agreement and 
choose Agree, then Save. 

6. After choosing Agree, then Save, the system informs you the proxy 
request is successful. Notice that the Status is Requested. The student you 
have requested must log on to accept. You also have the option to revoke 
the request. 

6. TO REPLY TO A PROXY REQUEST FROM ANOTHER STUDENT. 

If you have a proxy request it will be visible on your home page as shown 
below: 



 

 

 

7. Click on Accept if you wish to serve as proxy for the student, or decline if 
you do not. A pop up will appear to ensure you have made the choice you 
wish for. Click OK. 

8. If you click Accept and OK in the pop up, the status changes to Accepted. 
You may now Close the window. 

9. PERFORMING ACTIONS AS A PROXY 

We have now successfully assigned a proxy. For the proxy student to select 
for the student who is unable, they must click this link to “perform actions as 
a proxy” 



 

10. Clicking the link will bring you to a new page, which shows all of the 
students’ applications. Perform the actions necessary, as requested by the 
student who requested you. To exit click your own name (as seen in red box) 


