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Edit Friends and Family & 
Third-Party Proxy Permissions  

This guide shows you how to allow your parent(s) or guardian (or another individual) access to 
your educational records by flagging them as a Third-Party Proxy in the Friends and Family tab. 

You then select which information or tasks the third party can view or perform.  

Add Friends and Family 
1. Click the Profile Icon in the top right-hand corner of the page; click View Profile.  
2. Select Contact from the left menu, then click on Friends and Family from the top tabs. 

 
 

3. To add additional friends and family, click the Add button, then choose the appropriate 
Relationship Type from the dropdown list. You may select more than one Relationship Type 
(i.e., Parent and Emergency Contact).  
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4. Check the Is Third Party User checkbox to allow the user access to your Workday account: 

 
*Note the Alert, which notifies you that additional steps are required to finalize Workday 
access for this user.  

5. Enter the friend or family member’s First Name and Last Name in the corresponding fields.  
6. Select the Contact Information tab.  

 
7. Enter the friend or family member’s contact information. An email is required for Third Party 

Proxy access.  

 
8. Click OK, then Done.  
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Manage 3rd Party Permissions for Users 
1. Access Friends and Family from your Student Profile.  
2. Scroll to the last column of the 3rd Party User, click Action, and select if you want to Edit, 

Manage, or Remove the 3rd Party User.  
a. Select Manage Permissions for My Third Party to specify access for a 3rd party user 

as noted in #4 above. Click OK.  

  
3. Check the Allowed checkbox for one or more tasks for which you would like to grant the 

user third-party access. Click OK.  

  
Options include:  

a. Make a Payment*  
b. View Financial Aid Package  
c. View Account Activity  
d. View Student Statement  
e. View Current Classes  
f. View Student Grades  

*Note: To allow your third party to make payments, you must also add them as an 
authorized user in TouchNet, CMC’s payment processor. See the separate guide.   

4. Complete the Privacy Release Authorization Waiver. Enter a reason for granting permission 
into the Purpose of Waiver field. For example: Giving my parent access to pay my bill. 

5. Check the Confirm checkbox. Click Submit.  
 
Your designated proxy will receive an email with login details for a separate Workday account 
to view only the information you’ve authorized. For login issues, contact the Service Desk.    

https://coloradomtn.edu/contact-departments/information-technology/
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