Employee Dashboard Proxy and Super User

The administrative systems under the Banner umbrella include student
information systems, financial aid, and human resources. With one place to
sign in employees can get their employment information,manage time

sheets and leave reports.

1. Go to my.langston.edu and log in using your Lion Key (O-key)
credentials. Select Self Service
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2. Landing Page: Your landing page is customized based on your level of
access. Select Self Service to enter your employee information.
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Apply for Admission
Enter a new application or return
to complete an application

Lion Key Sign In Prospective Students

Use your Lion Key information to  Tell us about yourself and
login to the Self Service request information about our
application institution.

Check Admission Application  Class Schedule

Status View the current schedule of
Login Here to view your classes,

Applications for Admission

Course Catalog
View course information,
including course description.




3. Employee Dashboard Tab: Select the Employee Dashboard tab to
enter your Employee Dashboard. (Your tab options may vary due to
access)
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Employee

Electronic Personnel Action Forms
Benefits and Deductions

Benefits summary within Banner.
Tax Forms

W4 information, W2 Form, 1095-C Form.
Salary Planner
Benefits: Enroll, Verify, Qualifying Event
Employee Dashboard
Direct Deposit Information

4. To act as a Proxy, select Approve Time or Approve Leave
Report under My Activities.

5 @ellucian

Employee Dashboard
Employee Dashboard

Sanders, Barry Leave Balances as of 10/12/2021
=3 ® - »
-

Pay Inform:
Seuny
Earnings
Benefits -~
= N
Employee Summary ~

5. You may receive a message stating No Timesheet documents available
for approval. Acknowledge the message by selecting the yellow 1.
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6. Select Proxy Super User.
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7. Select the drop-down menu under Act as a Proxy for to select the
approver for whom you are acting as a Proxy.
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Actas a Superuser

O Act as Time Entry Approvals Superuser
(O Act as Leave Report Approvals Superuser

Actas a Proxy for
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No records found

Navigate to Time & Leave Approvals application

Select the appropriate approver from the drop-down menu.

Act as a Proxy for

| Self-Sanders, Barry, Human Resources by
|

Self -Sanders, Barry, Human Resources
Louthan, Christa L., Human Rescurces
Merlau, Steven |, Enterprise Operating Systems
Robison, Leshie D., Human Resources




In the upper-right hand corner, you will see a message lettingyou know
for whom you are acting as a proxy. Select on Navigate to Time &

Leave Approvals application toapprove time and/or leave. Refer to the
Approvals Section for further details.
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You are acting as proxy for Robison, Leslie D.

Navigate to Time & Leave Approvals application

10. To add a new proxy (if you are an Approver), select Add a new proxy
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.
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11. To delete a proxy, select one or more existing proxies from the list of
proxies and select Delete proxies.
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Select single/muiltiple names and dick on Delete Proxies to remove from list

12. Choose the proxy and select Delete proxies.

Existing Proxies

Employee Name - [Home Organization]

13. You will receive a message Are you sure you want to remove the
proxy? Select Yes to delete the proxy or proxies.
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Super User

1. To act as a Super User, select Approve Time or Approve Leave
Report under My Activities.
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2. You may receive a message stating No Timesheet documents available
for approval. Acknowledge the message by selecting the yellow 1.
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3. Select Proxy Super User.
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4. Make sure the Act as Proxy for is Self.
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Navigate to Time & Leave Approvals application



5. Check Act as Time Entry or Act as Leave Report Approvals Superuser as
appropriate. Select Navigate to Time & Leave Approvals application.
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You are acting as a Superuser for Time Entry Approval

Employee Name - [Home Organization]

Navigate to Time & Leave Approvals application

6. Refer to the Approvals section for further details.

Questions or Problems: Contact helpdesk@langston.edu,
helpdesk@okstate.edu or call at 405-744-4357




