Setting up a Proxy for Web Time Entry Approvals

A proxy can approve in your place if you are unexpectedly out of the office or on a planned leave. We
advise having at least one proxy set up for such an occasion.

Time Sheets and Leave Reports must be approved by posted deadlines. Holidays can cause this deadline
to be moved up. Leave Requests must be approved before that pay period begins.

1) On your Employee Profile, under My Activities, select any of your available Approve options
(Time/Leave Report/Leave Request).



