Proxy Setup in Banner 9 Self-Service

This document will show you how to use Proxy and Super User features in the new Banner 9 Employee
Self-Service system.

Go to my.okstate.edu and log in using your Orange Key (O-key) credentials.

Choose Campus

Please choose your campus below to acce
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‘ 05U Stilwater/Tulsa

If you are asked to choose a campus, pick OSU Stillwater/Tulsa for time or leave entry and approvals.
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Welcome to your portal new Banner users! Dini

This is your gateway to all things Banner and other
important applications and communication tools.
Currently the portal is populated with essential
links. Your campus portal is a work in progress.
Over time, it will become instrumental to your
campus for disseminating information and
providing links to campus specific applications for
students and employees. Star System

Degree Works

Office 365 &
0-KEY

Cowboy Mail

If you experience issues with the portal application,
please contact the helpdesk at

Google
elp sk@okstate.edu or 405-744-HELP (4357)

Orange Mail

Title IX Information

Landing Page: Your landing page is customized based on your level

of access. Choose Self Service to enter your employee information.
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Main Menu

Personal Information

Update addresses, contact information or marital status; review name or social security number change information; Change your PIN; Customize your directory profile.
Employee

Time sheets, time off, benefits, leave or job data, paystubs, W2 forms, W4 data.
Finance

Create or review financial documents, budget information, approvals.

Employee Profile 9 Tab: Select the Employee Profile 9 tab to enter
your Employee Dashboard.
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Employee Dashboard: Your dashboard is streamlined to include
time entry, leave reporting and any time approval options you may
have depending on your classification and job responsibilities. All of
your options are in one place on this dashboard.
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To act as a Proxy, select Enter Time under My Activities.

Oklahoma State University  ¥§ ,& Sanders, Barry |. 1

© No Timesheet documents available for approval.
% ProxXy super User

b Enter ID/Name

You will receive a message stating No Timesheet documents
available for approval. Acknowledge the message by clicking on
the yellow 1.
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e P@:y Super User

Jot Started v Enter ID/Name ‘

Select Proxy Super User.
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Employee Dashboard « Proxy or Super User

Proxy or Superuser
Application Selection
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Act as a Superuser

(O Act as Time Entry Approvals Superuser
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Act as a Proxy for

Existing Proxies

Employee Name - [Home Organization]

No records found

Navigate to Time & Leave Approvals application

Select the drop-down menu under Act as a Proxy for to select the

approver for whom you are acting as a Proxy.



Act as a Proxy for

Self -Sanders, Barry, Human Resources v

Self -Sanders, Barry, Human Resources
Louthan, Chnsta L., Human Resources

E Merlau, Steven |., Enterprise Operating Systems
Robison, Leshie D., Human Resources

Select the appropriate approver from the drop-down menu.

Oklahoma State University ¥ &' Sanders, Barry

You are acting as proxy for Robison, Leslie D.

In the upper-right hand corner, you will see a message letting you

know for whom you are acting as a proxy.

If you do not see that person’s name in your proxy drop-down list,
that person will have to add you as their proxy. Instructions below.

Refer to the Approvals Section for further details.



Adding Proxies

Existing Proxies

Employee Name - [H¢

Add a new proxy select Employee to add as Proxy

Aaron, Dawn M., Music

Aaron, Douglas K., Department of
Wellness

Abbott, Tammy L., Learning & Student
Success Opp Ctr

Abbott, Tommie )., Software Services

Abdel Salam, Mohamed G., Geology
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To add a new proxy (if you are an Approver), click the Add a new

proxy button and select a name from the list. NOTE: You can enter

a name to search. Select the individual you want to add as your

proxy.



Select single/multiple names and dick on Delete Praxies to rermove from list

To delete a proxy, select one or more existing proxies from the list

of proxies and click Delete proxies.

Employee Name - [Home Organization]

Louthan, Christa L, Human Resources

Oklahoma State University %§ &' Sanders, Barry 1

A Are you sure you want to remove the proxy?

You will receive a message Are you sure you want to remove the

proxy? Click Yes to delete the proxy or proxies.




Qu estlonS? Email okc.humanresources@okstate.edu
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