Requesting Access to Academic Profile – Proxy Roles

Faculty and Academic Staff (FAS) are automatically added to the Academic Profile (AP) system based on their HR appointment.  

Access for administrators, proxies, and others is requested using one of two eARMs located at . You will be prompted to sign in with your MSU NetID and password.


1. Select “Academic Profile – Proxy” role from the Access type list and click Request.
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2. Select “Add” from dropdown box. Then enter FIRST NAME and LAST NAME into search field and click on “Search”. A dropdown box will appear. Use the down arrow to choose the faculty member.
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4. This section asks the user to verify whether they have completed FERPA training and have read the Institutional Data Policy and signed the related acknowledgement form.  These two items are required to be granted access to AP.
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5. This comment box is optional. The last two steps are to 1) Click the Check Form box to ensure the form has been successfully completed. 2) Click on the Submit Access Request box.   
[image: ]
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MSU employees currently gain access to certain systems and applications through an access request process
coordinated by MSU Information Technology. Access to a variety of information systems, mainframe data files, and
reporting databases for MSU faculty and staffis granted through access requests.
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Has the user completed the training module regarding the Family Educations Rights and Privacy Act
(FERPA)? Instructions are located at https://reg.msu.edu/ROInfo/Notices/PrivacyGuidelines aspx

@ Has the user read the Michigan State University Institutional Data Policy and printed and signed IDP
‘Acknowledgement form located at https://tech.msu.edu/about/guidelines-policies/idp-acknowledgement-
form/
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