
  

 

 

 

DATABASICS - Assign a Proxy for Expense Reimbursement Requests 

Overview 

This document is a means to guide users on assigning a Proxy to submit DATABASICS expense reimbursement 
requests on behalf of travelers. 

User Guide 

1. Navigate to https://site10.data-basics.net/aamva00534/databasics.ext 

2. Input your login credentials and Click "Sign in". 

 

 

3. Navigate to the upper right and click on your initials. 
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4. Click "My Preferences". 

 

5. Click "Assign My Proxy" tab. 

 

6. Click "ADD" to insert a row and find the non-employee user’s name. 
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7. Click in the "Employee" text field and search for a non-employee user to assign as your proxy.  

Note: Enter the non-employee user’s first name or last name (not both) and allow the database time to pull 

back results. The most unique name will reduce the selection options. Be sure to scroll through if there are 

multiple pages of results. 

 

8. Choose the non-employee user you would like to make your proxy. 
Note: The "Employee” must have an AAMVA account to be selected from the options list. 

 
 

9. The "Entity" and "Department" fields will auto-populate to "Non-Employee". 
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10. Click into the "Entry Type" field. 

 

11. You MUST choose "Expense" from the "Entry Type" drop-down choices. 

 

 

12. Click "Save". The Non-Employee user selected will now have authorization to input expense reimbursement 

reports on your behalf when signing into their instance of DATABASICS. 
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13. The designated proxy will now see “Expense Proxy” on the left-hand navigation of the home screen when 

signing-in. Click "Expense Proxy". 

 

 

14. Click in "Employee Name/ID" and enter the non-employee user’s first name or last name (not both). The 

designated proxy will then see the traveler’s name for whom they are completing the expense report. 
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15. Choose the traveler’s name for whom the expense report is being created, this will allow "CREATE A NEW 

REPORT" to be selected. 

 

 

16. Alternatively, Click the magnifying glass. 
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17. Click in the “Find” field and type in any part of the user’s name. 

 

 
 

18. Click search to pull up all the options of the letters typed in. 
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19. Review the resulting criteria and click the check mark of the desired user.  

 

 
 

20. Click "CREATE A NEW REPORT". 
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21. Choose "Expense Report" from the drop-down. 

 

 

22. Create an expense Report Cover Page and click "CREATE REPORT". 
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23. The non-employee's name that the expense report is being created for will be displayed in the header. 

Complete the expense report per the Expense Reimbursement user guide. 

 

 


