
Setting up a proxy (for 
approval of 

timesheets/leave 
reports)



Sign in to Colorado College 
and select Banner (SSB).



From the top of the page, select the 
Employee tab or select ‘Employee’ 
under the main menu.



Select: ‘Leave Report’



Select: ‘Proxy Set Up’



Select your supervisor or designated 
team member (as designated by the 
Vice President of your division) from 
the drop-down box. Check the box 
‘Add’. Press ‘Save’. Team member 
leave reports will now be available for 
approval by the proxy. 



To remove a proxy, check the box 
‘Remove’. Press ‘Save’. Team member 
leave reports will no longer be 
available for approval by the proxy. 



Need Help?
Call or email

Human Resources x6421
 hr@coloradocollege.edu

or
Payroll x6420 

payroll@coloradocollege.edu
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