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1. Go to the Barton Website: www.bartonccc.edu

2. Head to MyBarton Portal.

http://www.bartonccc.edu/


1. Go to MyBarton Portal.

2. Login with your Username and Password.



1. From here you will go to the self-service > student card in 
the Portal

2. You will then scroll and select 
the Proxy Access Link

https://generalssb-prod.ec.bartonccc.edu/BannerGeneralSsb/ssb/general#/home


Proxy Access



• Select “Proxy Management”



• Select “Add New”



• First Name: Enter the Proxy’s First 

Name

• Last Name: Enter the Proxy’s Last 

Name

• Email: Enter the Proxy’s Email

• Verify Email: Enter the same email as 

you did above

• Relationship: Select Parent, Guardian, 

or Trusted Third Party 

• Start Date: The Start date should 

automatically be today’s date

• End Date: The End date should 

automatically be 2 years from the start 

date

• Description: You can add whatever 

you like (I would just leave it alone)

• Passphrase: Optional (see slide 18)

• Authorization: Select how much 

information that your proxy can have 

access to.

• Enter the information that you want as 

your Proxy:



• Once you click Submit, you will get an 

email instructing you to click a link to set 

up your Proxy Account.



• When you click on the link, it will bring you to this screen and you will have to insert the 

Temporary Password that will be sent to you through email.



• This is the email that you will get for the Temporary Password to insert on the previous 

screen.



• After entering your temp 

password and clicking 

submit, it will have you 

insert your information 

here: 

• Email

• Temp Password

• New Password 

• Validate the New 

Password. 



• Click Submit and it will have you Login. 

• The username is the Email, and the password is the New Password you created.



• Click Sign in and you will get this pop up “Enhance your Experience.” Click Accept.  



• This will be the Proxy’s Account information, make sure you fill out the information. Click Submit.



• This will be the Main Menu to look at your student’s information for school. If you go under “I am a 

proxy for (Student Name) on the left, should be a view dropdown and you can look at the information 

the student gave you access to.



Passphrase



• When you choose to include a Passphrase for Proxy Access, you will get an 

email “Updated proxy relationship.” This email will provide you with a link 

(Please Bookmark it). That link will give you access to your student’s 

information such as Grades and Awards.



• There will then be a “New Proxy Confirmation” email including your password to use for 

the link that you have previously clicked. 



• Click Email Passphrase to email the Proxy for the Password. 



• This Email will be sent which includes the Passphrase code:



• If you clicked on Email Authorizations, it will send them a email of which options you chose for 

them to access .



• This will be the email that you get which shows you all of what the student chooses for you to look at.



Tips



• To delete a Proxy, log into your PAWS account, navigate to the proxy management as previously done, 

then you will see who you manage, and if you click on the trash icon, it will remove a person from being 

a proxy. 



• This will be the Email that you get when you click on the Trash Can icon and delete the Proxy.


