
PROXY SET-UP INSTRUCTIONS 

LOG INTO YOUR SELF SERVICE ACCOUNT 

SELECT - EMPLOYEE – THEN TIMESHEET (for Student Payroll Proxy Set-Up) 

OR SELECT LEAVE REPORT (for Administrative, Professional, and Faculty Leave Reporting Proxy Set-Up) 

 

 

 

 



Locate the Proxy Set-Up hyperlink, on the Time Reporting Selection Screen.  Click on this hyperlink. 

 

 

 



PROXY SET-UP SCREEN 

 

At the drop-down box above, you will be able to choose from the list the proxies that you have requested Payroll to set-up.  Choose 
one person’s name at a time, check the add box and click the SAVE button to save them to your list.  Continue to do this until you 
have created your list of proxies. Be sure to keep your list updated and always alert payroll of any changes and complete the 
appropriate forms for any new personnel that have replaced someone on the list.   

Note:  When you set someone up on the web as a proxy, it does not grant security access to Web Time Entry.  That is why you must 
let Payroll know when someone new has been added that you would like to be a proxy.  The security access is first granted from the 
Banner side of the system.  Call HR with any questions you might have @ extension 7177. 


