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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. 
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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 

 

 

 

To access Leave Reports  
and approve as a proxy, 
from the MySwarthmore 
landing page, select the 
‘Employees’ menu near the 
top, and then the ‘Employee 
Dashboard’ tile. 
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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. 


