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
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Electronic Time
Keeping on the
Employee Services tab

On the Time Reporting
Selection Screen, click
Proxy Set Up

The Proxy Set Up
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Click Save save|
Remove the Proxy by
returning to the Proxy
Set Up Screen and
unchecking the
Add/Remove

Checkbox IF, click Save

| |
Electronic Time Keeping |
Request Time Off

Benefits and Deductions

Retirement, health, flexible spending, miscellanacus, |

Pay Information

Diraect deposit allocation, earnings and deductions histe

Tax Forms
W4 information, W2 Form.

Jobs Summary
Leave Balances

Time Reporting Selection

&) Select 2 name from the pull-down list o act as a proxy or select the check box to act as a Superuser.

Selection Criteria
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