
Selecting a Proxy in CSU Learn 

1. Once you log into CSU Learn, click on the “SELF” icon in the top left corner:

2. On the SELF menu, select “PROXY RELATIONSHIPS.”
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3. On the Proxy Relationships menu, click on “NEW.”

4. On the Proxy Relationship Properties menu, click on “BROWSE” to select a proxy.
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5. Type in a first or last name and click on the search icon.

6. Select the user desired and click “OK.”



7. Select the length of your proxy relationship. You may activate the proxy indefinitely, or you may

select a specific period for your proxy. (The second option is useful for a manager who will be

away from the office during a specific period and designates someone to review/approve training

requests in his/her absence.) Click “SAVE.”

8. Your newly-added proxy will appear on your Proxy Relationships page.




