SWARTHMORE

Approver- Add (or Delete) a Proxy to Approve on your behalf
Add-

All Supervisors should add a proxy to approve time or leave requests when they are unable to in Banner
Self Service.

The proxy will have to also have Banner access to view employees in the department(s) they will
be approving.

Please contact payroll@swarthmore.edu to setup or verify their security access, and also take
the following steps to assign them as your proxy.

SWARTHMORE £ (L) Miller, RogerL

e To add a proxy, click the Approve

Time button in the ‘My Activities’
section of the Employee

Employee Dashboard
Employee Dashboard

Dashboard. Miller, Roger L. Leave Balances as of 05/17/2022
Vacation Time - Sick Time in . Administrative 0.00
in hours hours Leave in hours
Full Leave Balance Information
Pay Information v

/¢ My Activities
Latest Pay Stub: 05/13/2022

Enter Leave Report
All Pay Stubs

Direct Deposit Information
Approve Time
Deductions History

Approve Leave Report

Taxes ~

https://employeesen

SWA RTHMORE o] & Test Employee 1

Employee Dashboard « Time Entry Approvals

Approvals - Timesheet oo Proxy Super User °

In the Time Entry Approvals

window select Proxy Super User in
Approvals Leave Report
e the upper right hand corner.

Timesheet W All Departmentg, v All Status except Not Star_. W Enter ID/Name | \
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In the Proxy or Super User window, you can add or delete a proxy.

¢ To add a proxy, click the Add a New Proxy button in the ‘Existing Proxies’ section.

SWA RT H M O RE, * &  Test Employee

Employee Dashboard « Proxy or Super User

Proxy or Superuser

Application Selection

Time & Leave Approvals v

Act as a Superuser

(3 Act as Time Entry Approvals Superuser
() Act as Leave Report Approvals Superuser

Act as a Proxy for

Self -Test, Employee - [Human Resgfrces Office] v

Existing Proxies

Add a new proxy Delete proxies

Select single/multiple names and click on Delete Proxies to remove from list

Employee Name - [Home Organization]

No records found
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Search for the name of the employee that you want to appoint as a proxy.

. . Existing Proxies
Once found, select the employee, and the appointment as a proxy will '
save. I - s new proxy

Searching...
Employee Name - [Home Organization]

Existing Proxies

Add a new proxy

Select single/multiple names and click on Delete Proxies to remove from list
Employee Name - [Home Organization]

C] Norman, Stephanie F. - [Human Resources Office]

Note: To verify your appointed proxy has appropriate Banner access to see and approve the employees in the

desired department, please contact Payroll or HRIS with the department/org number(s) they will be approving.

The assigned proxy will have access until you delete the proxy assignment.
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Delete-

Reminder: Any assigned proxy will have access until you delete their proxy assignment.

* To delete a proxy, select the check box next to the proxy you want to remove.
* In the right hand corner of the ‘Existing Proxies ‘section, click the Delete Proxies button.

Existing Proxies

Add a new proxy |’ yee to add as Proxy v
Delete proxies ;

Select single/multiple names and click on Delete Proxies to remove from list

Employee Name - [Home Organization]

Norman, Stephanie F. - [Human Resources Office]

* A confirmation box will pop up to confirm that you want to remove the selected proxy.

To continue, click the Yes button.

SWA RT H M O R E_ ‘*- & Test, Employee

A Are you sure you want to remove the proxy?

Employee Dashboard « Proxy or Supe

Application Selection

[ Tima 2.1 aaua Annrauvale

®* Once removed, a confirmation message will appear in the upper right hand corner of the window.

-ﬁ' & Test, Employee

(/] Removed Successfully
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Proxy- Approve Leave Reports as a Proxy
Once a proxy has been defined, and proper access has been granted by Payroll/HRIS, the proxy can login

and act on behalf of that employee

< cC O

@ The Dash m mySwarthmore E mySwatd W] unread inbox @ B9 Argos f_} constituo unite

& myswat.swarthmore.edu/BannerExtensibility/customPage/page/mysw... & ¥¢ » 0O ‘

. - Pagelp

SWARTHMORE * Q) R

= Main -Employee - Finance

Main Menu

If any of your information is out of date, or for additional support, please contact the following

offices.

Faculty: Contact the Provost's Office at provost@swarthmore.edu

Staff: Contact the Human Resources information systems team at hris@swarthmore.edu

Students: Contact the Registrar's Office at registrar@swarthmore.edu

For technical support, visit support.swarthmore.edu or search our Kmow\edge Base

To access Leave Reports
and approve as a proxy,
from the MySwarthmore
landing page, select the
‘Employees’ menu near the

Dashboard’ tile.

top, and then the ‘Employee

Submit feedback for the ne SWAP\ H MORE ﬁ. & Roger L Miller

General Information

Review your biographical
demographic information
contact, personal pronou
deposit allocation(s).

Directory Informatio

Maintain your informatiol
in the online directory.

= Main -Employee - Finance

Employee Menu

Every effort has been made to provide the most accurate, up-to-date information. In the event

this information appears incomplete or requires updating, contact
humanresources@swarthmore.edu or stop by the main office in 101 South Chester Road, first

floor. The College will not be held responsible for problems or damages that arise from reliance

on this website's material

Submit feedback for the new mySwarthmore

Employee Dashboard

View and print your W-4 and W-2. View
your earnings, deductions history, pay
stubs, sick and vacation balances.
Submit/Approve time sheets
Submit/Approve leave reports

Benefitfocus Employee Login

View your current Benefit enrollment
information and make any changes for
Qualifying Life Events as allowable under
IRS rules.

Change Home Address with HR

Update your permanent, home address
with Human Resources. This will
potentially also change your Payroll
taxes.

Annual Notices and Disclosures

Annual Notices and Disclosures.

Bright Horizons

Enroll in Bright Horizons back up
daycare and eldercare program here.

COVID-19 Vaccination Record

Please enter your completed vaccination
date and upload a picture of your CDC
Covid-19 Vaccination Record Card.

-
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SWARTHMORE £+ & TestEmplo

Employee Dashboard

Employee Dashboard

Test, Employee Leave Balances as of 05/18/2022
® Click the “Approve Time” link in
: pprove Tim vacatonTime (@) scermein @
the ‘My Activities’ section of in hours hours

the Employee Dashboard.

Full Leave Balance Information

Pay Information /- My Activities

Enter Leave Report

Approve Time

Note: Warning — A message stating W

“No Timesheet documents available for
approval” will appear.

This is expected. )
Approve Leave Report

SWA RT H M O RE # ‘ Test, Employee

E ployee Dashboard - Time Enny Ap o No Timesheet documents available for approval

Approvals - Timesheet s Proxy Super User

e Select the “Proxy Super User” link in the upper right hand corner of the Time Entry Approvals window.

SWA RT H M O R E # ‘ Test, Employee 1

Employee Dashboard « Time Entry Approvals

Approvals - Timesheet & Proxy Super User
an
Approvals Leave Report
—
Timesheet V' All Departmenty v All Status except Not Star... ¥ Enter ID/Name

Act as a Proxy for
e Inthe ‘Act as a Proxy For’ section, use the drop down

menu to select available employees. P
Phillips, Karen S. - [Payroll] v

Self -Test, Employee - [Human Resources Office]

Phillips, Karen S. - [Payroll]
BT
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SWARTHMORE * 2

Test, Employeq

e Teeral P S Jser Self Service will confirm that you are

acting as a proxy in the upper right
hand of the Proxy or Super User
Proxy or Superuser window.

You are acting as proxy for Phillips, Karen S.

e (Click the Navigate to Time & Leave Approvals Application button.

Act as a Proxy for

Phillips, Karen S. - [Payroll] v

Existing Proxies

Navigate to Time & Leave Approvals application

By default the Timesheet option is selected. To approve available Leave Reports.

e Click on the drop-down and choose Leave Report. You can now follow the
‘Approve a Leave Report’ instructions.
i O

Employee Dashboard « Time Entry Appr‘ova o No Timesheet documents available for approval.

Approvals - Timesheet & Proxy Super User

You are acting®%roxy for Pillips. Kare

Approvals Leave Report

Timesheet A All Departmentsy, v Al Status except Not Started V' Enter ID/Name

Timesheet

Note: If you do not see the expected employees’ Leave Reports, and you have verified they have
submitted them for approval, please contact Payroll@swarthmore.edu.
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