Proxy Access Passphrase

A Proxy Phrase OR Release of Information Code is REQUIRED to call in and discuss account information over the phone. You will assign one
for yourself and another one for anyone else that you wish to call in and get answers to questions regarding your student account.

For more detailed information: https://www.wcu.edu/learn/academic-services/registrars-office/proxy-access.aspx

1. In your MyWCU, search for the word Proxy. (See Image 1)
2. Click on “Proxy Access to Student Record”. (See Image 2)
3. Click +Add New. (See Image 3)

4. Fill out the required information for the new proxy. You will list your own name if you are creating a proxy phrase for yourself. Do not
list faculty or staff. Proxies are for yourself, or your family/guardians/friends. Be sure to remember to fill out the Proxy
Passphrase section! (See Image 4)

Image 1:
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Image 2:
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Image 3:

Proxy Management

Proxy Management

'fj_'_:' There are no proxies available for you to view. Click Add New to add a proxy. ‘



https://www.wcu.edu/learn/academic-services/registrars-office/transcripts/proxy-access.aspx

Image 4:

Proxy Information (¥

Profile (Required)
First Name

First Name

Last Name

Last Name
E-Mail

E-Mail Address
Verify E-Mail

Verify E-Mail Address

Relationship (i.
Select a Relationship b
Start Date Stop Date
MM/dd/yyyy = MM/dd/lyyyy (3

Additional Information

Description

Description

Passphrase (if left blank, proxy cannot
call in)

Passphrase (if left blank, proxy cannot

Authorizations (Required) (i)

Copy Authorizations (5.

Select All

Select a Person b

***The passphrase is required. Create your own phrase — it can be whatever you want. ***



