
Step by Step Instructions to Allow Proxy Access 

It is often the student’s wish that information be released to parents or other designated officials who 
may seek information from Three Rivers College. All students are provided with an opportunity to 
submit proxy access via their myTRCC account to designated individuals to whom information may be 
released. Proxy access will remain active until the student removes or changes the access.   

1. Go to www.trcc.edu and click myTRCC from top navigation. 
 

 
 

2. Log into your myTRCC 
For reference your username is the first initial of your first name and your entire last name followed 
by the last 4 digits of your Three Rivers Student Id.  If you need to reset your password, you may do 
so here but you must be able to access your student email.  If you are unable to access your student 
email account, please contact the Welcome Center 573-840-9605. 

 

 

 
 



3. Select “User Options” from the menu options on the left side. 
 

 
 
 
 

4. Under User Options click “View/Add Proxy Access.” 

 



5. Click the dropdown arrow under “Select Proxy” and click “Add Another User.”   
Please note that proxy access will remain active until student removes or changes the access. 

 
 
 

6. Fill in the following information.  Fields with an asterisk (*) are required. 

 

 

 

 

 

 

 

 

 

 



7. You will now select the information you wish for your proxy to access.   
If you select “Allow Complete Access” then this step is complete, and all boxes are marked.  If you 
chose “Allow Select Access” you will have to select the type of information you wish to be given to 
your proxy.  

 
 

8. Read the Disclosure Agreement and click the authorization box to allow access for your proxy 
and then click submit. 

  

 
9. You will be asked to reenter your password to continue and click submit. 

  



10. You will receive Search Results which will tell you either there is an existing user in the system 
who matches the search criteria you entered, an existing user in the system who possibly 
matches, or there is not an existing user in the system and a new user will be created.  Click 
continue to allow access to your proxy. 

 

 
11. If you receive a red message that says “Proxy Access Could Not Be Updated” for your user, you 

will need to click on the User Options from the menu options on the left side. 

                                                                                                       

 

 

 
 
 
 
 
 
 
 
 



 
 

12. Under User Options click “View/Add Proxy Access.” 

 

 

13. In the dropdown arrow box under “Select a Proxy,” your proxy user will appear.  Choose your 
proxy user. 

 

  



14. You will re-enter your proxy’s email address and select their access. 

 
 
 

15. Click Authorize and Submit and you will receive a green notification that proxy access has been 
given. 

 

Your proxy will receive an email that alerts them that they have been granted proxy access.   If your 
proxy already has a myTRCC account but does not know their username and password, they may use the 
“Forgot your username or password” links to retrieve the information.   

If your proxy is a new user to the system, they will separate receive emails with their new username and 
temporary password. 

Technical assistance is available by calling the Welcome Center at 573-840-9605.  

 


