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SW AP315 Authorizing a Proxy for an Employee

About Authorizing Proxies

A proxy is a user in Cardinal Expenses that is authorized to enter expense transactions in
Cardinal for a specified employee (including themselves). Once a user is authorized in Cardinal
as a proxy, they can enter and update travel authorizations, cash advances and expense
reports on behalf of the specified employee. Each employee requiring travel or expense
reimbursements must have at least one proxy, but can have multiple proxies.

Proxies are also required for interfacing agencies’ employees, whose interfaced transactions
may need online updates or corrections.

Adding proxies to employees in Cardinal is done by Cardinal Expense Processors.

Authorize a Proxy for an Employee:
1 Navigate to the Authorize Users page using the following path:

Main Menu > Travel and Expenses > Manage Expenses Security > Authorize Expense Users

Favorites - Main Menu > Traveland Expenses > Manage Expenses Security > Authorize Expense Users

Authorize Users

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maxirmum number of rows to return (up to 300); |300

Search by: | Employee D | = heginswitrl
Employee ID

Search |, LastMame
— Name

2 Search for the employee by entering the Employee ID (HR ID), Last Name, Name (both searches
use last name), or click the Advanced Search link to search by a combination of the three fields.

3 Click the Search button.
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Favorites Main Menu > Travel and Expenses > Manage Expenses Security > Authorize Expense Users

Authorize Users
JOHN DOE

Entering new UserlDs on this page will give those users the ability to enter
expense transactions on behalf of the employee.

Authorize Users

*Authorized User ID Name

| |2 ]

Save

[Eh Return to Search | (45 Previousin List | |y=] NextinList | [ Notify |

4 The Authorize Users page for the employee displays. Enter a proxy by selecting their Cardinal User
ID.

If you know the Cardinal User ID of the proxy, you can enter it in the Authorized User ID field. The
employee name displays once you tab out of the field.

5 Verify that this is the intended employee.
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Favorites | Main Menu > Travel and Expenses > Manage Expenses Security > Authorize Expense Users
- i - - -

Look Up Authorized User ID

Search by: | Description [ v |pegins withfparks, Rosa

Diescription

Look Up CammCeT s Bd Lookup

Search Results

View 100 First [ e ] Last

Descrinti User ID
GHD12354

6 If you do not know the User ID, click the Advanced Lookup link. A Description field displays on the
Look Up Authorized User ID page.

7 Enter the full name, or use the contains look up to enter a partial name. Click the Look Up button
and search results display.

8 Search the listing and click the appropriate link under the Description column within the Search
Results to select the proxy.

9 Verify that this is the intended employee.
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Favu'rites Ma'nrlenu ¥ vaeland_Expenses »  Manage Expe-nses Securty > Authorize Expense Users

Authorize Users
JOHN DOE

Entering new UserlDs on this page will give those users the ability to enter
expense transactions on behalf of the employee.

Authorize Users

*Authorized User ID Name

[GHD12394 @, PARKSROSA =]
Save

Q?\RﬂhjminSeardl +_| Previous in List 4 | Mextin List =] Notify

10 To authorize additional proxies, click the # button and repeat the steps to search for and enter the
name for each additional proxy.

To delete an existing proxy, click the = button next to that Name of the proxy.
11 Click the Save button.
12 A save confirmation message displays, click the OK button.

The added authorized user(s) can now enter expense related transactions on behalf of the employee.
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