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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

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

o Manage Delegation

»

o Select Manage Delegation. >

0 Select Create Delegaticl)n Request. ‘

|
o Enter the dates and select Next (please
note, you cannot backdate a delegation).

Manage Delegation

Stephanie Bau
Some of your self-service transactions can be delegated so that others may act on your behalf to initiate and/or

approve transactions for you and/or your employees. In addition, others may have delegated responsibility for
their transactions to you.

10 Leam More about Delegation

Select Create Delegation Request to choose transactions to delegate and proxies to act on your behalf.

9 Create Delegation Request ) g
<

Create Delegation Request

Enter Dates

Stephanie Bau

Casual

Enter the dates for your delegation request. Enter a From Date that is today or later. Enter a To Date that is the
same as or later than your From Date. For open-ended delegation requests, leave the To Date blank.

Delegation Dates
From Date 14/01/2020 [izF]

To Date =

e ( Next Cancel

How to delegate proxy timesheet and leave approval supervisors, People & Wellbeing | Corporate Services — March 2020



Step 2: Manage delegations

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

9 Choose a proxy from the list, then

select Next.

to
Delegate Transactions

Transaction

1 Approve Timesheets

6 Confirm the details of your
delegation, then select Submit.—

When the confirmation
message appears, select OK.

Authority to Commence Payment
Campus/Reports To Change
End of Fixed Term Request

Select All Deselect All

Previous o Cancel

Choose Delegate

Name Empip  [OrEanizional Job Title Department
_» Employee Adjunct Professor
o Employee Professor Emeritus
isi vm Employee Director,Research Centre
Employee Head of School

Supervisor Name

Create Delegation Request

Delegation Detail

Dean Academic

Proxy
From Date  02/07/2020
To Date
Transactions

Approve Timesheets

)9 Previous | | Cancel

—+
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Step 3: Accept delegation request

e 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.

Access Worklist on the
Staff Portal, OR

Supporting students >

Employment >

Work >

Learning and teaching >

Research >

Finance >

Library >

Computing >

Buildings and grounds >

Parking, transport and travel >
Community, welfare, recreation >
Safety, security and emergency >

Applications >

> ‘| Worklist and reports >

Organisational units >

[
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.

Approvals Manage Delegation

a

Manage Delegation

Shane Pitman

an be delegated so ¢
or your employees

's may act on your behalif to initiate
n. others may have delegated

OLEB"! More about Delegation

Select Create Delegation Requeat t

transactions to delegate and proxies to act on your behalf
Create Delegation Request

Select Review My Proxiez to review the kst of transactions that you have delegsted and the proxy for each

transaction

Review My Proxes

v My Delegated Authorities to see the list of transactions that have been delegated to you by
t or reject pending delegation requests.

Review My Delegated Authorities

o Select Absence Cancellation
and then Accept.

o Select OK.

For more information contact:

People & Wellbeing | Corporate Services

Ph (07) 3735 4011  Email
griffith.edu.au/stafffhuman-resources

ok 2)

My Delegated Authorities

s page sliows
show the match

ticular status and select Refresh to
t detais

Show Requests by Status [ Submited v Refresh

Choose Delegate

Transaction Name Job Title FromDate  ToDate Oulaguiion

Request Status o0

’ @K:seﬂu Canceiation o 18052017 30/112017 Submitted nactive

Return o Mansge De‘egaton

Details

Accept Delegation Request

fully sccepted s delegstion request Refer 1o the My Deiegsted Authorities page to view
on requests
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