PROXY SETUP

OF DETROIT

MERCY

Step 1- Select “Proxy Set Up” Option

We want great things for you.

Personal Information J=iN0TET
Search | |[6q) SITEMAP HELP  EXIT

Time Reporting Selection

&R Sclect a name from the pull-down list to act as a proxy or select the check box to act as a Superuser.

Selection Criteria

My Choice
Access my Time Sheet: O
Access my Leave Report: O
Access my Leave Request: (e}
Approve or Acknowledge Time: 3
Act as Proxy:
Act as Superuser: O

Proxy Set Up

Step 2- Use Drop Down Menu to Select Proxy

We want great things foryou.

Personal Information {3107
search |[ag RETURNTO WENU STEIMAP HELP EXIT

Proxy Set Up

Name Add Remove

Use Drop Down to
Steven J Nelson, NELSONS] v O P

Select Proxy
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Step 3- Select “Add”

We want great things for you.

Personal Information 30070
serch |5 RETURNTOMENU SITEMAP HELP EXIT

Proxy Set Up

Name Add Remove

|Steven 7 Nelson, NELSONS) V‘ Select Add

Save

Time Reporting Selection

Step 3- Add Multiple Proxies, if applicable

We want great things for you.

Personal Information
search |[69] RETURNTO MENU SITEMAP HELP  EXIT

Proxy Set Up

Name Add Remove

Karen Ann Martin, MARTINKA O

Steven ] Nelson, NELSONS] 0 Add Multiple Proxies
Constance E Stier, STIERCE O and Save

‘Netina Vanchell Anding, ANDINGNY V‘ O

Time Reporting Selection

ACAUTION: Once you “Add” a Proxy, the individual will continue to have access to your files until you “Remove” that access.


http://en.wikipedia.org/wiki/File:DIN_4844-2_Warnung_vor_einer_Gefahrenstelle_D-W000.svg

Step 4- Proxy is now available to access records, Acting as Your Proxy

We want great things for you.

Personal Information J&10CS

Search SITEMAP  HELP EXIT

Time Reporting Selection

&R select a name from the pull-down list to act as a proxy or select g

Your Proxy will elect to

Act as your proxy
Selection Criteria

My Choice
Access my Time Sheet: 0
Access my Leave Report: @]
Access my Leave Request: @]

Approve or Acknowledge Time: )

Act as Proxy: Anna Marie Yelencich YELENCAM ¥
Act as Superuser: O

Proxy Sat Up

If your Banner proxy is unable to access records, an access code may need to be updated in
Banner. Please contact the Human Resources and Payroll department at (313) 993-1036.



