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Web Time Entry – Assign a Proxy to approve Timesheets 
 

This process should only be used if you are out of the office and unable to approve your employee’s time.   

Approve Time through the Web 

1. Open Internet Explorer  
2. Go to the UIW 

Website 
(http://www.uiw.edu/) 

3. Click My Word at the 
top right of the 
webpage 

 

4. In the Login window, 
your UIW Username 
and Password (this is 
the same username and 
password used for 
Blackboard and Cardinal 
Mail) 

5. Click Login  

. 

 

http://www.uiw.edu/
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6. The My Word Home 
Page opens 

7. On the menu, click 
Employee information  

 

8. Click Web Time Entry 

 

9. Select the Employee 
Services tab  
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10. A new screen opens, select 
Electronic Time 
Keeping on the 
Employee Services tab  

 

11. On the Time Reporting 
Selection Screen, click 
Proxy Set Up 

 
12. The Proxy Set Up 

Screen opens 
13. Choose a name from the 

Drop-down list 
14. Click the Add/Remove 

Checkbox  

15. Click Save  
16. Remove the Proxy by 

returning to the Proxy 
Set Up Screen and 
unchecking the 
Add/Remove 

Checkbox , click Save 

 

 

 


