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Donor Delegation 
1) Click on “Student Registrations” after you login to myBanner.  

 
2) Click on “Student Account” under the “Student Registrations” menu 

 
 

3) Click on “Payment Delegation” link 

 
4) Click on the button “Add Proxy” to add a new person 
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5) Insert the first name, last name, and E-mail Address and click on 
“Add Proxy” button. 

 
 

6) Click on the button   to open the person profile. 
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7) Under the Profile tab, select “Donor” in the relationship field 
 
 

 
8) Click on the tab Authorization and select the page that you would 

like your donor to access it and the following is the detail of each 
page: 

• Online Payment allow your donor to make online payment on 
behave of the student 

• Concise Student Schedule allow your donor to view student 
weekly schedule 

• Academic Transcript allow your donor to view student grades 
term by term along term GPA and overall GPA.   

 

 
 
 

9) To notify the donor that s/he has been authorized to make a 
payment on behave a student, click on the link “E-mail 
Authorizations” 
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10)  If you would like to reset forgotten password for your donor, click 
the “Reset PIN” button on the Profile page. An email will be sent to 
the donor notify to reset password. 

 
11)  If you ever wish to cancel the donor delegation at any time, click 

the “Delete Proxy Relationship” button on the Profile page. An email 
will be sent to the donor notify him or her about the cancellation of 
delegation  
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