Time/Leave Approval Proxy Setup

Step 1: You must submit an “HR Banner Access Form” to Human Resources requesting
Proxy access. The from must include a list of Org Codes that the employee needs rights to,
and it needs to be signed by the responsible parties over the listed Org Codes.

Step 2: After completing “Step 1” and access rights have been granted, the Leader with
Time/Leave Approval rights (Responsible Party) must grant the Proxy access. This can be
done from the initial Time/Leave Approval screen (see screen shots below).
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Time Sheet/Leave Request/Proxy

(.P Determine the action you want to take and click the radio button. If you are acting as a Proxy for an approver, please select a name from
the list and click Select. To act as a Superuser, click the check box and then click Select.

Selection Criteria

My Chaice Select “Proxy Set Up” to
Enter my Time or Leave: enter the proxy set up
Approve Time or Leave: screen.
Actas Proxy: Self =
Act as Superuser: r

Prowy Set Up
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Proxy Set Up

To remove proxy rights check
the “Remove” check box next to
the employee’s name and click

the “Save” button.

Add Remove

Select the employee that you
want to grant proxy rights to from
the drop down list and check the
“Add” check box. Then click on
the “Save” Button.

Titme Feporting Selecton
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(If the employee doesn’t show in the

drop down list, “Step 1" hasn’t been
completed from the previous page.)

@ Access the Prosy Set Up page

Once the steps above have been completed the employee should be able to enter the
Time/Leave Approval screens as proxy to the Leader.




