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Message Center:  Granting Proxy to Another User 
 
Granting proxy authorization enables another person to access your Message Center and work with it as your proxy.   
 
Your proxy can perform any activities for which you have granted them authorization, such as signing, refusing and 
forwarding messages and results.  When granting proxy, specify the staff member, the specific folders, and effective proxy 
dates.  
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Granting proxy to another user: 
 

 
 

 

 

 
 
 
 

1. In Message Center, click Proxies tab. 
2. Click Manage. 

3. In Setup window, click Add. 
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4. In New Given Proxy panel at bottom of 
screen, type last name in User field.  

5. If full name does not appear and 
<Multiple Matches> are available for 
this last name, click Search icon to 

find specific name.     

6. Click to highlight desired name. 
7. Click OK.       
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8. Select a Begin 
Date and End 
Date.  Notice the 
End Date defaults 
to one month.         

9. To grant all permissions from 

Available Items, click Grant All.         

10. To grant specific permissions, 
click on Item to highlight it.           

11. Click Grant.         

12. Click Accept & Next.       
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Updating proxy, including date/time: 
 

 
 
 
 

14. Click OK to 

complete process.   

1. In Message Center, click Proxies tab. 
2. Click Manage. 

13. Back at the Setup window, 
you can click Add to set up 
an additional proxy, or click 

OK to save current proxy.      
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3. In the Setup window, click on desired user’s 
name in Proxies Given by Me window. 

4. Click Details button. 

5. Change the Begin Date and 
End Date, as needed. 

6. Make permission 
modifications, as needed. 

7. Click Accept & Next.  
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To remove proxy rights: 
 

 

8. Click OK.  

9. Click OK.  

1. In Message Center, click Proxies tab. 
2. Click Manage. 
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3. Click on name to be 
removed from Proxy.  

4. Click Remove.   

5. Click OK.  

6. Click OK.  The person 
is now removed from 
Proxies Given by Me. 
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Viewing another user’s Message Center as a proxy: 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 

1. In Message Center, click Proxies tab.   
 

2. Click on drop down arrow to view list of users who have 
given you proxy to manage their Message Center.  
Click on name of user whose Message Center you want to 
view. 

 
 

3. You can now view and work with the folders for which you 
have been given proxy rights. 

 
 

4. If you Sign an item as proxy, the Action List will display 
your name as Proxy Personnel.   

 
If you want to leave an item for the original provider to 
address, close the item or move to the next item. 

 
Do not Sign, Review, or Forward the item. 

 
 

 


