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Click on “Create” to add a Delegate (Proxy)
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After you click “Create”, this screen will open. This is where you will choose the security settings for your proxy.
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Home (‘) Proxy /; Proxy Edit

Proxy Info Cancel and Back ] [ Create l
Proxy User - Select Proxy -
Role | - Select Proxy Role -

Proxy for Employee | - Select Employee Group -[V ]
Group

Proxy for Work Location | - Select Work Location -

Work Unit | - Select Work Unit -[ ]

Proxy Start Date | 03/03/2016

Proxy End Date
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Here are the choices you will need to work through when setting up your proxy.

Click on the arrow and select the name of the person you would like to make a proxy.

Options include;
Proxy with Enter Time Entry Privilege
|Z| Proxy with Enter and Submit Time Entry Privilege
Proxy with Enter, Submit and Approval Time Entry Privilege

Proxy Info

Proxy User SPALDING , CARLA

Role Proxy with Enter, Submit and Approval Time Entry Privilege |E|
Proxy for Employee | _ Select Employes Group - B/Options include; Student Worker, Temp Bi-Monthly, or Temp Monthly
Group

Proxy for Work Location | - Select Work Location - B‘/Options include; All Work Locations, or you may select individual Work Locations

Work Unit | _ Salact Work Unit - IEI +— Options include; All Work Units, or you may select individual Work Units

Proxy Start Date | 03/01/2016 R
' 7 Select the start and end date for proxy authorization.

Proxy End Date



This is an example of what a completed screen might look like. The next step would be to click “Create”.
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Cancel and Back H Create ‘

Proxy Info

ProxyUser | SPALDING, CARLA B

Rale Proxy with Enter, Submit and Approval Time Entry Privilege |Z|

Proxy for Employee Group Temp Monthly |Z|
Proxy for Work Location - All Work Location - IZ|
WorkUnit | _ All Work Unit - :
Proxy StartDate | 09/02/2016
Proxy End Date | 06/30/2017
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After you click “Create”, this screen will appear. You can now see the person you set up and you have the option to make
edits from here if necessary by clicking the “pencil”.
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| Home \} Proxy \::

List of My Delegates Back to Home ] l Create ]
Edi'l‘;qu Employee Name Proxy Role Proxy for Employee Group  Proxy for Work Location Work Loc Unit Desc  Proxy Start Date  Proxy End Date
4 SPALDING, CARLA(31730) PROXY-APPROVAL  Temporary Monthly 0-All 0-All 09/02/2016 06/30/2017
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Here you can make any necessary adjustments to the original set up and click on “Apply Changes”
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Proxy Info

Proxy User | SPALDING . CARLA B

Role Proxy with Enter, Submit and Approval Time Entry Privilege |Z|

Proxy for Employee Group Temp Monthly |Z|

Proxy for Work Location - All Work Location - B

WorkUnit | _ sl Wark Unit -

Proxy Start Date | 09/02/2016

EE

ProxyEndDate | 06/30/2017




