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Introduction 
 

You may wish to delegate your Manager self-service transactions (such as timesheet and leave approvals) to someone else for 

some time, for example, if you are taking leave. This guide will show you how to do this through the staff portal.  

 

 

Step 1: Navigate to the Manage Delegation page 
 

• Log in to the Staff Portal and select My Staff Page. 

 
 
 
 
         Select Manage Delegation. 
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How to…  
Delegate proxy timesheet and leave  
approval supervisors 

 

Select Create Delegation Request.  

Enter the dates and select Next (please 
note, you cannot backdate a delegation).   
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      Step 2: Manage delegations 
 

 
 
 
 
 
 
 

 
 
 
 

 
 

  
 
       
 
 
 
     
 
     
 
 
 
 
 
 
 
 
 
  

Select the transactions you wish to 
delegate, then select Next.    

Choose a proxy from the list, then 
select Next. 

Confirm the details of your 
delegation, then select Submit.  
 
When the confirmation 
message appears, select OK.  
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Step 3: Accept delegation request 

•     The person you have delegated to must accept the delegations for the workflow to begin. If you have been delegated to 

approve timesheets or leave, there are three ways to view the notification.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

For more information contact: 

People & Wellbeing | Corporate Services 

Ph (07) 3735 4011      Email peoplesupport@griffith.edu.au 

griffith.edu.au/staff/human-resources 

Access Worklist on the 
Staff Portal, OR  

Select the Approvals tile on 
the My Staff Page, and then 
view the notification under the 
Delegation of Authority menu 
item, OR   

Select the Manage Delegation 
tile on the My Staff Page.    

Select Absence Cancellation 
and then Accept.     

Select OK.      
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