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Use this page to grant 

someone (a proxy) 

secure access to your 

financial information. 

Log on to mySXU-click on 

StudentsOther Self-Service 

OptionsProxy Accounts (NEW!) 

You can choose to create a new proxy to access your 

account (under Add a Proxy, click dropdown box under 

Select a Proxy, select Add Another User), or choose an 

existing person, who has a relationship already defined, 

to add access.  

https://my.sxu.edu/
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Fill out the required information, then select the 

access you will allow.  Make sure to click the 

Disclosure Agreement which authorizes Saint Xavier 

University to disclose your information to the 

proxy, and then click Submit. 
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If you receive this message, click Continue.  The 

message indicates that there is a user already in the 

system that is the same or similar to the criteria 

entered. The Records Office will review your request 

and respond with an email within 48 hours.   

The message indicates that there is a user already in 

the system that matches the criteria you entered 

(name, email, date of birth, etc.) click Continue to 

assign this proxy access to your account.   

This message indicates that there are no existing 

users in the system who match the criteria you 

entered. Click Continue to create a new user and 

assign this proxy access to your account.  
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From the offices of...  

 

Saint Xavier University  

  

 

  

  
Dear Kristie A. Przekota,  
 
You have been granted proxy access to Maura P. Mulcrone's account at Saint Xavier 
University. 
 

The following login has been created for your use at Saint Xavier University's Self Service 
site. Your temporary password will arrive in a separate email.  
 
Username: kaprzekota  

  

  

  

 

 

© 2011 Saint Xavier University 

3700 West 103rd Street, Chicago, IL 60655 773-298-3000 

  

 

 

 

 

 

An email will be sent with a user name for 

your proxy.  The proxy will receive the same 

message and also a follow-up message with 

their password. If your proxy does not see 

these emails in their inbox, please have 

them check spam or clutter. 

http://www.sxu.edu/default.asp
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Your proxy will receive an email 

with their password information. 



 

6 
 

SAINT XAVIER UNIVERSITY PROXY ACCOUNTS 

 

 

 

 

 

 

 

 

 

 

 

  

 

Once your proxy logs into Self Service they 

will be prompted to reset their password. 

Once the proxy’s new password is selected 

the proxy will click on the account to view. 

The proxy should choose the student 

account to view account information and 

make payment(s) on your account, and 

then click Continue. 

https://recruiterweb.sxu.edu:9443/Student/Account/Login
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If proxy access was granted for both 

Grades and Student Finance, the 

proxy will be able to view and choose 

from both options. 

 

 

 

If the proxy was granted access 

to only view grades, the proxy 

will be brought to this screen 

where the proxy can click on 

Grades. 

Once the proxy clicks on Grades, 

the proxy will be brought to this 

screen where the student’s 

grades are listed by enrollment 

term. The proxy can click on the 

dropdown arrow to view the 

grades for that particular term. 
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After clicking on the 

dropdown arrow, the proxy 

will be able to view the 

graded courses in that term. 

If the proxy was granted access to Account 

Summary, Make a Payment, and/or Account 

Activity, the proxy will have the Student Finance 

Option listed. The proxy will click on Student 

Finance and then be brought to the student 

finance information pages. 
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On the payment review screen, your proxy will review 

the payment and when ready, click Pay Now. 

If the proxy wants to make a payment, the proxy 

will choose how they would like to pay (e-check, 

Discover, MasterCard, American Express, or Visa). 

(IMPORTANT NOTE: Credit/Debit Cards charge a 

2.75% service fee).  The proxy will enter an amount 

to pay, and then click on Proceed to Payment. 
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If the proxy chooses to pay by 

credit card they will be brought to 

this page. The proxy will fill out 

their payment information and 

click Pay Now. 

xxxxxx@gmail.com 



 

11 
 

SAINT XAVIER UNIVERSITY PROXY ACCOUNTS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If paying by e-check the proxy will be 

brought to this page. The proxy will fill 

out their payment information and 

click Pay Now.  
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The Proxy will also receive an 

email regarding payment. 

Once the payment is processed 

a payment acknowledgement 

will appear. 
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mocean 

xxxxxx@gmail.com 

The proxy will enter in their 

username and email address, 

then click Submit. 

FORGET YOUR PROXY PASSWORD? 

If the proxy forgets their 

password, they can click this 

password link. 
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The proxy will receive this 

message. 

The proxy will receive this email 

with a Reset your password link.  
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The proxy will fill out their User name, 

New password, Confirm new password 

and then click on Reset Password. 

The proxy will receive this message. The proxy can 

then go ahead and log in using the Please sign in 

using your new password to continue link.  
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The proxy will also 

receive this email 

confirming the password 

change.  


