Acting as a Proxy

1. Log in at patriotweb.gmu.edu

2. Select Employee Services

3. Select Time sheet

4. Click the drop down box under “Act as proxy”

5. Choose the individual for whom you are acting as a proxy and then click on “Select”.
6. Approve timesheets as you normally would.
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Time Sheet or Leave Request Selection

@ Make a selection from the My Choice column, If acting as a proxy, choose a name from the pull-down or select the check box to act as
Superuser.
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