To Assign Proxies:

ServiceNow:

Log into ServiceNow and select to view your account in
the upper right corner.

My Account

Support Portal

Logout

Select Delegates from the option at the left and select “Add Delegate” at the right.
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Search for the name of the person you would like to delegate
and select the types of things you would like them to proxy for.
You'll also need to enter dates here. If you don’t have a specific
end date, then just enter something far into the future. Then
select submit. The proxy will need to log out and log back in to
Service Now for these changes to take.

+ Add Delegate
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Add Delegate x

Delegates (proxy users) may act on your behalf to approve requests (such as employee leave, fravel,
p-card transactions, key requests, etc...).

Enter the delegate’s name or Anumber, a start date & time, and the end date & time for the
individual to be assigned as your delegate

Delegate *
Starts * Ends *
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By checking the box below, | grant this delegate access to my approval requests and the ability to
take action on my behalf. | understand, unless the notifications box below is checked, the
delegate will not receive email notifications and will need to visit the Activity Dashboard or
https://approve.usu.edu to review and take action on approval requests.

O approvals
By checking the send notifications box below, | understand that ALL ServiceNow email
notifications, including approvals and requests (such as leave, travel, P-Card & HR) are also sent
1o my delegate.

[ send approval notifications to delegate

By checking the box below, | grant this delegate access to my tasks and the ability to take action
on my behalf.

O Tasks




Labor Distributions:

From the Banner Self il Aid

Serve Home page, select
Finance from your options
at the top, then select
Labor Redistributions.

From here you will need to
Close the Search Box that
opens first and then select
“Proxy Super User” at the
top right.

Select “Add a New Proxy”
and click into the search box
and begin typing the person
you are looking for. You will
need to click on their name to
select them.
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Banner Admin:

See instructions from Controller’s office here to set up EPAF approval proxies:
https://www.usu.edu/hr/files/resources/banner/ntrprox.pdf

To set up a proxy for Journal Voucher or other Banner finance approvals, visit with your Business
Manager to add the proxy to the department hierarchy.

EZ Buy:
Log in to EZ Buy. View your profile by clicking the person in the top right corner: o
o |
Taya Flores
d

View My Profile

Dashboards

Manage Searches

Manage Search Exports

Set My Home Page

My Profile » View Assigned Approval Folders
Taya Flores Vie

Select “Ordering and Approval Settings” from the left navigation User Name  ADD015507

menu, and then select “View Assigned Approval Folders.”

User Profile and Preferences

User Roles and Access

Ordering and Approval Settings I
User Purchasing and Approval Limit Values
PunchOut Access
Product Views [

View Assigned Approval Folders

Permission Settings

Motification Preferences

Administrative Tasks


https://www.usu.edu/hr/files/resources/banner/ntrprox.pdf

Select the tpe of

View Assigned Approval Folders |
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Click in to
the search
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Assign Substitute
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This should show the new
substitute. Go back to the type
box to find other folders under
Purchase Orders, Invoices, etc. and
repeat adding a substitute to each
type of transaction.

Aggietime:

Proxies for Aggietime approvals can be set up through your Business Services Personnel Specialist.
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