
Parent/Other Party Access documentation for students 
 

 
Banner Web for Students has a feature that allows students to give their parents, spouse, or other third-
parties, access to view portions of their student record and financial account, make payments, and 
request a withdrawal of funds.  Banner calls this feature "Parent/Proxy Access" and at LLU we have 
branded this feature as "Parent/Other Party Access." 
 
The Banner Web pages that students can give access to are: 
 

Academic Information 
 Schedule/Registration Invoice 
 Grades 
 Schedule by Day and Time 
 Detail Schedule 
 Academic History 
 Unofficial Academic Transcript 

  
Financial Information 
 Budget and Award Information (Award Letter) 
 Account Summary 
 Make a Payment 
 Request a Withdrawal 
 Statements 
 1098-T Tax Information 

 
 
  



Step by Step Instructions to Enable Access for Parents, Spouse, Other Parties 
 
 
To enable access for your parent(s), spouse, or other parties, perform the following steps:  

1. Go to https://ssweb.llu.edu and click on Student Services Login 
(https://ssweb.llu.edu/llu/twbkwbis.P_WWWLogin) and log in. 

2. Click on the "Parent/Other Party Access" link (in the "Students and Applicants Menu"). 
3. Click on the "Add Proxy" link (on the "Parent/Other Party (Proxy) Access" page). 
4. Enter information about the parent/other party, then click the "Add Proxy" button. 

a. First Name 
b. Last Name 
c. E-mail Address (and "Verify E-mail Address") 

5. Click on the "Expand" link for the specific parent/other party name (in the "Proxy List" on the 
"Parent/Other Party (Proxy) Access" page). 

6. On the "Profile" tab, enter the "Proxy Profile" information. 
a. Relationship -- the default and only choice is "Parent or Other Party" 
b. Description -- optional description, such as Dad, Mom, name of spouse, or other name 
c. Start Date -- the start date for proxy access (in MM/DD/YYYY format); defaults to the 

current date 
d. Stop Date -- the stop date for proxy access (in MM/DD/YYYY format); defaults to five years 

from the current date. 
e. Click on the “Collapse” link. 

 There is no “Save” button.  Clicking “Collapse” saves the data. 
7. Add authorizations for the parent/other party. 

a. Click on the "Authorization" tab (on the "Parent/Other Party (Proxy) Access" page). 
b. Put a checkmark next to the information page names that you want your parent/other party 

to be able to access online or discuss over the phone. 
c. Click on the “E-mail Authorizations” link in the upper-right area of the Page Authorization 

section.  This sends an email to your parent/other party to tell them what pages they can 
access. 

d. Click on the “Collapse” link. 

 There is no “Save” button.  Clicking “Collapse” saves the data. 
  
  
Other features that you can use are: 
 "History" tab -- View an "Authorization Log" showing the history of your authorizations for each 

parent/other party. 
 "Communication" tab -- Resend emails to parents/other parties.  
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Parents, spouses, and other parties interact with the Banner Parent/Other Party system in the following 
way: 
  
 They receive an email inviting them to establish their login PIN. 

o The subject is "LLU Parent/Other Party Access - New Account Created for You". 
o The email contains an "Action Link" and an "Action Password". 
o The parent/other party clicks on the Action Link and must enter the Action Password in the 

"Old PIN" field on the web page that the Action Link takes them to. 
o They are asked to establish a new PIN for subsequent logins. 

   
 After the student authorizes pages for the parent/other party, the student can send an email to 

the parent/other party to announce that pages have been authorized for them to access. 
o The subject is  "LLU Parent/Other Party Access - Authorizations" 
o The email includes a list of web pages that the parent/other party can access. 
o The email includes a login link. 

 They receive another email after the previous step of establishing a PIN is completed. 
o The subject is "LLU Parent/Other Party Access - Login Info" 
o Parents/other parties log in at https://ssweb.llu.edu/parents  

  
  
  

https://ssweb.llu.edu/parents


Frequently Asked Questions (FAQ's) about the Banner Web "Parent/Other Party Access" feature: 
  
  
Frequently Asked Questions (FAQ's) from Students 
  
How do I begin the process of granting access for my parents, spouse, or other party? 
 To get started, go to https://ssweb.llu.edu and click on the Student Services Login 

(https://ssweb.llu.edu/llu/twbkwbis.P_WWWLogin) and select the "Parent/Other Party Access" 
option on the "Students and Applicants" menu. 

  
  
How do I declare who I want to have access? 
 Click on the "Add Proxy" link (on the "Parent/Other Party (Proxy) Access" page). 
 Enter information about the parent/other party, then click the "Add Proxy" button. 

o First Name 
o Last Name 
o E-mail Address (and "Verify E-mail Address") 

  
  
How do I define what Banner Web pages I want to allow access to? 
 Click on the "Expand" link for the specific parent/other party name (in the "Proxy List" on the 

"Parent/Other Party (Proxy) Access" page). 
 On the "Profile" tab, enter the "Proxy Profile" information if it hasn't been entered yet. 

o Relationship -- the default and only choice is "Parent or Other Party" 
o Description -- optional description, such as Dad, Mom, name of spouse, or other name 
o Start Date -- the start date for proxy access (in MM/DD/YYYY format); defaults to the 

current date 
o Stop Date -- the stop date for proxy access (in MM/DD/YYYY format); defaults to five years 

after the current date. 
o Click on the “Collapse” link (there is no “Save” button). 

 Add authorizations for the parent/other party 
o Click on the "Authorization" tab (on the "Parent/Other Party (Proxy) Access" page). 
o Put a checkmark next to the information page names that you want your parent/other party 

to be able to access online or discuss over the phone. 
o Click on the “E-mail Authorizations” link in the upper-right area of the Page Authorization 

section.  This sends an email to your parent/other party to tell them what pages they can 
access. 

o Click on the “Collapse” link (there is no “Save” button). 
  
  
How do I tell my parent, spouse, or other party how they are supposed to log in and interact with the 
system? 
 They will automatically receive emails instructing them how to log in and interact with the system. 
 Parents/other parties can log in at https://ssweb.llu.edu/parents and follow the on-screen 

directions and prompts. 
 You can refer them to the online help documentation at https://ssweb.llu.edu/stuhelp/parent-

other-party-access-for-parents.pdf 
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How can I help my parent, spouse, or other party when they forget how to log in? 
 You can tell them to go to https://ssweb.llu.edu/parents 
 You can resend emails to them. 

 In the "Proxy List" on the "Parent/Other Party (Proxy) Access" page, click "Expand" and 
then click the "Communication" tab.  You will see the "Communication Log" which 
shows what emails have been sent to the parent/other party.  Click on the "Resend" 
icon (an envelope icon) next to the Subject line "LLU Parent/Other Party Access - Login 
Info." 

 You can refer them to the online help documentation at https://ssweb.llu.edu/stuhelp/parent-
other-party-access-for-parents.pdf 

 
 
If you have other questions, contact the Student Finance office at stfin@llu.edu or (909) 558-4520 or 
contact the University Records office at registrar@llu.edu or (909) 558-4508. 
  
  
Frequently Asked Questions (FAQ's) from Parents 
  
  
What are the steps that will occur, and the actions that I need to take? 

 You will receive an email with the subject “New Account Created for You” 

 Click on the Action Link in that email. 

 Enter your Action Password from the email. 

 On the Reset PIN page, enter your Action Password from the email into the “Enter Old PIN” 
field.  Enter a new PIN number in the “Enter New PIN” field and in the “Validate PIN” field, then 
press the Save button. 

 Wait to receive a "Login Info" email with subject "LLU Parent/Other Party Access - Login Info" 

 After your student sets up access to specific pages, you will receive an email with the subject 
"LLU Parent/Other Party Access - Authorizations".  This email will usually arrive before you 
receive the “Login Info” email. 

 
 
How do I log in to see my student's information? 

 Go to https://ssweb.llu.edu/parents  
 
 
I have set up my PIN and I have logged in, but I don’t see any pages for me to access.  What should I do? 

 If you don’t see any pages to access after you have clicked the tab with your student’s name on 
it, please contact your student and ask them to set up the authorizations. 

 
 
I want to see more of my student's information.  How do I get more access? 

 Ask your student if they are willing to give you access to more information. 
 
 
If parents have other questions, they can contact the Student Finance office at stfin@llu.edu or 
(909) 558-4520 or contact the University Records office at registrar@llu.edu or (909) 558-4508. 
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Screenshots of student web pages used by the Parent/Other Party access system 
 
 
Banner Web for Students menu, showing the new Parent/Other Party Access link 
 

 
 
 
Getting ready to Add Proxy for the first time 
  

 
  
 
 
  



Add a Proxy 
  

 
  
  
  
Confirmation screen after doing Add Proxy 
( List of Parents/Other Parties (Proxies) ) 
  

 
  
 
   
  



Describe the Relationship with a Parent/Other Party (Proxy) that student Previously Added 
(this happens after the parent/other party has established their login PIN) 
  

 
                                                                        
  
  
  



Adding Authorizations of Pages for Parents and Other Parties to Access 
  

 
  
  
  
  
  
  
  
  
  



View a History of Authorizations 
  

 
  
 
View Communications 
  

 



Screenshots of parent web pages used by the Parent/Other Party access system 
 

 

First Time Setup -- Enter Action Password 

 

 

 

 

Reset PIN (for first time setup and whenever needed after that) 

 

 

  



Login 

 

 

 

Parent Profile 

 

  



Proxy Authorizations for your student 

 

 

 

  



Request Account Withdrawal 

 

 

 

 



Here below are the various email generated by the Parent/Other Party system. 

 

 
New Account Created 
 
Subject: LLU Parent/Other Party Access - New Account Created for You 
 

To: John Smith ( johnsmith@llutest.com )  

Ima Student has added you as an authorized user in the Loma Linda University Parent/Other Party 

Access system.  

To verify your account, please use the following Action Link and Password:  

 Action Link: 
https://ssweb.llu.edu/llu/bwgkpxya.P_PA_Action?p_token=QUFDZjNyQUFXQUFCL0dSQUFD  

 Action Password: M5KFTRZF  

 

You will be asked to establish a PIN for subsequent logins. When establishing your new PIN, please 

use the Action Password listed above as your "Old PIN".  

Please fill in your profile information completely and confirm it is up to date.  

If you feel you have received this message in error, please forward to registrar@llu.edu .  

Sincerely,  

University Records  
Loma Linda University 
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Login Info 
 
Subject: LLU Parent/Other Party Access - Login Info 
 

To: John Smith ( johnsmith@llutest.com )  

Ima Student has tagged you as a user in the Loma Linda University Parent/Other Party Access system.  

The Parent/Other Party Access system is available at the following URL:  

 https://ssweb.llu.edu/llu/bwgkprxy.P_ProxyLogin  

Hopefully you have already established your credentials and confirmed that your profile data is up to 

date. The next step is for Ima Student to authorize pages for your use. Contact Ima Student at 

istudent@llu.edu and ask them to send you a list of current authorizations.  

If you feel you have received this message in error, please forward to registrar@llu.edu .  

Sincerely,  

University Records  
Loma Linda University 
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Authorizations 
 
Subject: LLU Parent/Other Party Access - Authorizations 
 

To: John Smith ( johnsmith@llutest.com )  

Ima Student has authorized you to have access to the following pages:  

Academic Information 

     Schedule/Registration Invoice 
     Grades 
     Schedule by Day and Time 
     Detail Schedule 
     Academic History 
     Unofficial Academic Transcript 

Financial Information 

     Budget and Award Information (Award Letter) 
     Account Summary 
     Make a Payment 
     Request a Withdrawal 
     Statements 
     1098-T Tax Information 

The Loma Linda University Parent/Other Party Access system is available at the following URL:  

 https://ssweb.llu.edu/llu/bwgkprxy.P_ProxyLogin  

If you feel you have received this message in error, please forward to registrar@llu.edu .  

Sincerely,  

University Records  
Loma Linda University 
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Confirm New Email Address 
 
Subject: LLU Parent/Other Party Access - Confirm New Email Address 
 

To: John Smith ( johnsmith2@llutest.com )  

A request has been received to replace johnsmith@llutest.com with johnsmith2@llutest.com as your e-

mail address. If this is correct then use the link below to confirm the change.  

An e-mail message was also sent to johnsmith@llutest.com with a link that can cancel the change. 

Delete that message if you are okay with the new credentials.  

Use this Action Link and Password to confirm your updated credentials:  

 Action Link: 
https://ssweb.llu.edu/llu/bwgkpxya.P_PA_Action?p_token=QUFDZjNyQUFXQUFCL0dSQUFG  

 Action Password: 0UW8T24O  

We also ask that you fill in your profile information completely and confirm that it is up to date.  

If you feel you have received this message in error, please forward to registrar@llu.edu .  

Sincerely,  

University Records  
Loma Linda University 

 
  

mailto:johnsmith2@llutest.com
mailto:johnsmith@llutest.com
mailto:johnsmith2@llutest.com
mailto:johnsmith@llutest.com
https://ssweb.llu.edu/llu/bwgkpxya.P_PA_Action?p_token=QUFDZjNyQUFXQUFCL0dSQUFG
mailto:registrar@llu.edu


 
Cancel New Email Address 
 
Subject: LLU Parent/Other Party Access - Cancel Updated Email Address 
 

To: John Smith ( johnsmith@llutest.com )  

A request has been received to replace johnsmith@llutest.com with johnsmith2@llutest.com as your e-

mail address. If this is not correct then use the link below to cancel the change.  

An e-mail message was also sent to johnsmith2@llutest.com with a link that can confirm the change. 

Delete that message if you want to retain your old credentials.  

Use this Action Link and Password to cancel your updated credentials:  

 Action Link: 
https://ssweb.llu.edu/llu/bwgkpxya.P_PA_Action?p_token=QUFDZjNyQUFXQUFCL0dSQUFF  

 Action Password: 0UW8T24O  

We also ask that you fill in your profile information completely and confirm that it is up to date.  

If you feel you have received this message in error, please forward to registrar@llu.edu .  

Sincerely,  

University Records  
Loma Linda University 
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PIN Reset 
 
Subject: LLU Parent/Other Party Access - PIN Reset 
 

To: John Smith ( johnsmith@llutest.com )  

A request has been received to change your PIN for the Loma Linda University Parent/Other Party 

Access system.  

This request could have been initiated by yourself or by a student you proxy for ( Ima Student ). Your 

old PIN is no longer valid.  

Please remember that your credentials should not be shared.  

Use this Action Link and Password to reset your PIN:  

 Action Link: 
https://ssweb.llu.edu/llu/bwgkpxya.P_PA_Action?p_token=QUFDZjNyQUFXQUFCL0dUQUFG  

 Action Password: CJNQ80PF  

When establishing your new PIN, please use the Action Password listed above as your "Old PIN".  

We also ask that you fill in your profile information completely and confirm that it is up to date.  

If you feel you have received this message in error, please forward to registrar@llu.edu .  

Sincerely,  

University Records  
Loma Linda University 
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Delete Relationship 
 
Subject: LLU Parent/Other Party Access - Delete Relationship 
 

To: John Smith ( johnsmith@llutest.com )  

Ima Student has deleted you as an authorized user in the Loma Linda University Parent/Other Party 

Access system.  

You will no longer have access to the Parent/Other Party Access pages for this student.  

If you feel you have received this message in error, please forward to registrar@llu.edu .  

Sincerely,  

University Records  
Loma Linda University 
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