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WTE 
Instructions for Proxies 

 
Navigate to myUSI. 

Enter your normal MyUSI login credentials – Username and Password.  Click on the  icon under Eagle Apps.  Click on 

the Employee (New!) tab.    You will land on the Employee Dashboard: 

 

Click on Approve time under My Activities 

Click on the Approvals Tab.   

 

To setup a proxy to approve time for your student workers if you are unavailable, please click         

This will take you to a screen that looks like this: 
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In the middle of the screen on the left side, click on the Add a new proxy button.  A search box will appear.  Type in the 

name of the person you would like to give proxy authorization to.  As you type, names matching what you are typing will 

appear in a drop down box.  When you see the name of the person you want to select, click on the name. 

 

Once you click on the name, the person will appear in a list of your eligible proxies. 

 

To remove a proxy, simply click the box in front of the name and click on delete proxies in the lower right side of the 

screen. 

If the name of the person you want to give proxy authorization to does not appear, please email ilindy@usi.edu and 

usi.payroll@usi.edu and they will assist you. 
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To act as a proxy: 

 

 

In the middle of the screen on the left side, click on the dropdown for ‘Act as a Proxy for’ and a list of those for whom 

you are a proxy.  Select the appropriate person. Click the button at the bottom right of the screen 

you will now see all the students for that proxy situation.   

Please note.  If you are a proxy for multiple approvers, you will need to repeat these instructions for each approvers that 

you want to use your proxy authorization.   

If you have questions or have difficulties with setting up or acting as a proxy, please email ilindy@usi.edu and 

usi.payroll@usi.edu and they will assist you. 

  

 

 

This will display a preview of their timesheet.  Review the workdays and the time in/out information.  If it is correct, you 

can scroll to the bottom and click the approve button. 

If you think corrections are needed, you can type a comment in the appropriate box and click the Return for Correction 

button.  This will return the timesheet to the employee to review your comments and correct as needed. 
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