
Proxy Access 
 

Users getting errors where they cannot access and approve timesheets or 
leave reports in TopNet as a proxy, will need to check their proxy access 
level and set it appropriately. 

1. Go to TopNet. Click on Employee Services. Click on Leave Reports 
or Time Sheet.

 
2. Click on Approve Web-Time Entry or Approve Leave Report.

 



a. If you receive an error message, click the 1 to minimize.

 
3. Click the Proxy Super User in the top right corner. 

 
4. Click the dropdown menu under Act as a Proxy for.

 
a. You will see yourself and anyone you act as a proxy for. Click 

your name to see the additional individuals. 
b. You will need to have the category needed to approve those 

forms. (ex: to approve Timesheets, you must have the persons 
name, department and Time listed under the Act as a Proxy 
for). 

c. If you do not have the correct form listed, the person will need 
to add you as a proxy for that category. 



5. To be added as a proxy, the person will need to follow steps 1-3. Click 
Add a new proxy.

 
a. Search by Employee name. Select the person. Click drop down 

menu for Timesheet and Leave Report. 
b. A person can be set as both. This allows approval of Web-Time 

Entry Timesheets and Leave Reports. 
6. To continue to approve the forms, click Navigate to Time and Leave 

Approvals application in the bottom right corner. 
a. Please make sure you have selected the correct Act as a Proxy 

for person.

 



7. Scroll down to find any pending approvals.

 
a. Additional information on approving leave reports may be found 

by visiting the HR Banner 9 Project page. 
b. You will find additional time periods by selecting the drop down 

menu.

 

https://www.wku.edu/hr/tools/banner9project/index.php

