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Procedure

This navigation gives you the ability to authorize users to access and report Expense
information for you.

You will notice that you can only assign proxy's for yourself.

FIU

Personalize Content | Layout

| My Favorites

| Employee Self-Service
| Manager Self-Service

I Program Management
I Travel and Expenses

| Worklist

| Tree Manager

| Reporting Tools

I PeopleTools

- Chante My Passvord

[~ Wy System Profile
|~ My Dictionary

Step | Action
1. Click the Employee Self-Service link.
|Empluyee Self—SeruiceI
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Employee Self-Service

! My Favorites

Travel and Expense Center Assets
Employee Travel and Expense Center Use the self-senice employee role to manage

b Travel and Expenses
- Travel and Expense Center assits.
| Manager Self-Service D s T ranster Assete

' Program Management
[ Travel and Expenses
 Worklist

! Tree Manager

! Reporting Tools
 PeopleTaols

- Change Wi Password

- M System Profile

|- htv Dictionary

Step | Action

2. Click the Travel and Expenses link.

3. Click the User Preferences link.

ser Preferences

4. Click the Delegate Entry Authority link.
Delegate Entry Authur'g

5. Click the Add a new row at row 1 (Alt+7) graphic.

6. Click the Look up Authorized User ID (Alt+5) graphic.

7. Enter the desired information into the field. Enter "1098096", the employee ID
of the person you want to add as a proxy.

8. Click the Look Up button.

9. Click the 1098096 link.

10. Click the Save button.

Save

11. Click the OK button.

DK
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Step | Action

12. Click the Home link.
[ Home]

13. | Congratulations. You have successfully completed assigning a proxy.
End of Procedure.
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