
 

 

 

 

Step 1 – Select “Proxy Set Up” option 

 

Step 2 – Use Drop-Down Menu to Select Proxy 

 

Step 3 – Select “Add” 

 

PROXY SETUP 

Start Here 

Use Drop-Down Menu 

to Select Proxy 

Select Add 



Step 3 – Add Multiple Proxies, if applicable 

 

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

 

Step 4 – Proxy is now able to access records, Acting as Your Proxy 

 

 

 

 

 

  If your proxy is unable to access records, an access code may need to 

be updated in Banner.       Please contact the Payroll Office at 581-2118 

Add Multiple Proxies 

and Save 

Your Proxy will elect 

to Act as your Proxy 


