Proxy Time Approval & Leave Request Approval

Purpose: These instructions are for approving or rejecting time and leave requests for a
manager you are set up to perform proxy timecard approval.

Example: | am Middle Manager 1 and | need to approve time and leave for the direct reports of

MiddleManager2

Proxy Time Approval - Click on Time
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Next click on Proxy Timecards
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Once you click Proxy Timecards it opens up the Filter Criteria area on the left; you will see under filter

criteria a “Proxy For” drop down, click the arrow and choose the manager to proxy for.
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You will also notice in the Filter Criteria section you can change the Status, this is to view timecards in
many different statuses. The default status is always submitted; this status will show you only
timecards that have been submitted to the manager. Once you choose the status click Find.
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You will now be viewing the timecards which are submitted to the manager for his/her approval or
rejection; notice that on the top you will see Timecard Approval for EMPLOYEE NAME. Click the box

with the + symbo

| to open time card.
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Once you open up the timecard you will see each line submitted by the employee, time can be approved
or rejected from this screen.

(If you do not see the boxes for Approve and Reject (as below) you may need to scroll down on the right
and then you will see a scroll that goes left and right, scroll to the right, next image)
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Proxy Absence Request Approval - Click on Time
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Next click on Proxy Absence Requests
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Once you click Proxy Absence Requests it opens up the Filter Criteria area on the left; you will see under
filter criteria a “Proxy For” drop down, click the arrow and choose your employee to proxy for, then click
Find.
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You will now be seeing the Application for Leave Request Approval List screen for your proxy manager’s
direct reports; requests can be approved or rejected from this screen.
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