How to Setup a Proxy for Time/Leave Report Approvals

Log in to Banner Self Services and go to Employee, then Leave Report

or TimeSheet. Click on the Proxy Setup button.
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Time Reporting Selection

Selection Criteria

My Choice
Access my Time Sheet:
Access my Leave Report:
Access my Leave Request:

Approve or Acknowledge Time: ®

Approve All Departments: O
Act as Proxy:
Act as Superuser: O
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Proxy Set Up

Name Add Remove
Susan F Hayes, SHAYESS (]
Tammy Lynn Plier, TPLIER (]
Chadd Mitchell Adams, CADAMS3 viO
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Choosek&e pe/son that you prefer to approve in your abs%aqd put

a click the\ADD box and SAVE. To remove a proxy, clock the REMOVE
box and SAVE. Please keep in mind that you are giving access to all of
your employee’s leave balances and prior timesheets. For this reason,
we prefer that you choose your supervisor as your proxy.



