Proxy — Time Entry & Leave Request Entry

Purpose: These instructions are for entering time and leave request for an individual that you
are set up to perform proxy timecard entry.

Example: Middle Manager 1 needs to enter time and leave for Staff Person 3

Proxy Time Entry - Click on Time
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Next click on Proxy Timecard
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Once you click Proxy Timecard 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 viewing the timecard for the employee you will need to proxy for; notice that on the top
you will see Proxy Timecard for EMPLOYEE NAME. Time can be entered and saved here.
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Proxy Absence Request - 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. Note that you can also change the date range here as well.
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You will now be seeing Absence Request screen for your proxy employee; notice that on the top you will
see Proxy Absence Requests for EMPLOYEE NAME, click Add to proxy absence request.
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To view the balance for the employee, click on Balances Proxy
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This opens up the Filter Criteria, click the drop down to choose your employee, then click Find

iwson Portal - Balances Proxy, - dows Internet Explorer, X

G‘\’\ﬂ - |g| https:)/dev nhfirst, nh.gov/lawsonfportal! V| %lg“zl ‘st Search ||.F:l "

File Edit Wiew Favortes Tools Help

T:\h’ & [gLawson Portal - Balances Proxy

EB . @ B @pagg - @Tuuls -

23 Tania you are in data area UAT [logout]
LAWS@N  satances proxy

Region
Absence Balance ~

My Balances

Select a resource first,

Absence Requests

Balances Proxy

Proxy For:
| —Select—

Find

Show Terminated Resources

Updated: 9/25/2012 10:31 AM
Page 7



You will now be seeing Absence Plan Balances screen for your proxy employee; notice that on the top
you will see Absence Plan Balances for EMIPLOYEE NAME, click Add Request on the right to submit a
leave request.
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