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Delegating/Proxy Timesheet and
Leave Approval - Supervisors



HRM User Guides

Brief Document Description

Overview

This user guide is for a Supervisor who is going on leave or absent from the University to
delegate/proxy their approvals to another person.
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Log in to Griffith Staff Portal
Step 2 Navigate to Manage My Delegation
Step 3 What is Delegation?
Step 4 Create Delegation Request
Step 5 Accept the Delegation Request

Step 1 - Login in to Griffith Staff Portal

Open the Griffith Home Page. Click on Staff Portal in the top right hand corner of the screen.

myGriffith Staff portal Contact us »

Lk‘” UGN';\i/EgiSE—I;! Search the site \ Q

FUTURE STUDENTS  CURRENT STUDENTS  INTERNATIONAL STAFF  ABOUT GRIFFITH RESEARCH  ALUMNI

Log into the Staff Portal using your Griffith ID and Password

Griffith Single Sign-On

Username

Password

login

Code of practice

Information technology resources are essential for accomplishing Griffith
University’s mission. Members of the University community are granted
shared access fo these resources on condition they are used in sccordance
with the University's Information Techrology

Code of Practice. This Code of Practice applies imespective of where the
University information technolegy resources are accessed and used, and
includes use at home. You can expect sanctions if you act imesponsibly and
disregard your obligations under the Code of Practice. It is your
responsibility to become familiar with the Code of Practice.
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The Staff Portal Page displays. My Staff Page can be accessed in two locations within the Staff
Portal.

The first location is by clicking on My Staff Page under “Key Services”
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Alternatively you can select Employment from the left hand side navigation menu, and click My
Staff Page under “Human Resource Management”

Gnffith portal > Employment

Griffith Portal =
# Student
Employment
# Employment
# Human Resource System
# AskHR Human Resource System

* Pay and bank detsils » My Staff Page
# Arademic work at Griffith

# Conditions and benefits

#  Staff development

# Forms, policies and procedures

4|Page
Date Created: 27 June 2017



HRM User Guides

Step 2 - Navigate to Manage My Delegation

A series of ‘tiles” will appear on your Home Page once you have logged in to My Staff Page. Click
on ‘Manage My Delegation’ tile.

Home

anage Delegation Approvals About Me Getting To Know Griffith

—
& @« ;
8
Time and Absence Recruitment Training Performance
o
ail
Health, Safety and Wellbeing Reports and System Access User Guides My Team

—m D

S

00
QOO
000

Step 3 - Manage Delegation

& The layout of the Manage Delegation dashboard page has changed. The new page is divided
into two sections.

Left hand menu - lists all the menu items under each main heading. The right hand screen -
provides functionalities of the menu item chosen on the left hand screen.

£ Home Manage Delegation

£ Manage Delegation
Manage Delegation

% Delegated Authority v

Some of your salf-service transactions can be delegated so that others may act on your behslf to initiate
and/or approwve fransactions for you andior your employees. In addition, others may have delegated
responsibility for their transactions to you.

e_egrn More about Delegation
Select Cresfe Delegation Requesf to choose transactions to delegate and proxies to act on your behalf.

Creste Delegstion Request

Select Review My Delegated Authorities to see the list of transactions that have been delegated to you by
others, and to accept or reject pending delegation requests.

Review My Delegated Authorities
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What is Delegation?

The Manage Delegation page displays.

Manage Delegation

Some of your self-service transactions can be delegated so that others may act on your behsalf to initiate
and/or approve transactions for you andior your employees. In addition, others may have delegated

responsibility for their fransactions to you.
arn More about Delegation

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

Create Delegation Request

Select Review My Delegafed Authorifies to see the list of fransactions that have been delegsted to you by
others, and to accept or reject pending delegation requests.

Review My Delegated Authorities

Click on ‘Learn More about Delegation’ for information about delegations.

This page provides information on:

o When you can delegate
o Who you can delegate to
o Answers to frequently asked questions

Manage Delegation

What is Delegation?

Delegation is where you may be able to delegate some or all of your M;
to another appropriate person.
For example, you may choose to delegate some or all of your transactions for the following reasons:

ger Self Service ions

= You know that you will be sway from the office for an extended period of time, and thus will not be
able to manage transactions for you or your employees. ¥ou can delegate your approval of
transactions for a specific period of time.

= You can delegate all of your transactions to an appropriste delegate for an indefinite period of
time.

There are two links on Delegation Home Page - one for each way of managing delegstion:

= Create Delegation Request - To create s delegatfion request so that your transaction(s) can be
taken care of by & proxy.

= Review My Delegated Authorities - To view a list of transactions that have been delegated to
you. ou can either accept the request or reject the request.

EAQ
Who can | delegate fransactions to?
An appropriate person who has the approval authority in your absence.

What happens when | delegate Approval authority to someone?

When you delegate Approval suthority to a prowy, this person can act on your behalf to approve pending
transactions. The proxy will be notified of pending transactions (just as you are), and can execute the
approval. In the event that the transaction must go up another lewel in the organization hierarchy, the next
level approver(s) will be determined based upon your position in the hierarchy - not the prosy's.

Can | delegate a single transaction to more than one person?
Mo, you cannot delegate the same transaction to more than one proxy for the same delegation period.

How do | specify a window of time for delegating transactions?

When you creste delegsation request, you'll need to specify From Date and To Date. A blank To Date
indicates that the delegsation is in effect indefinitely. A populsted From Date indicates that the delegation
is in effect from that date forward, until the To Date (if the To Date is populated).

Can | remove myself as a delegate for someone else®

When you receive a delegation request, you may reject the request. However, after you accept the
request, you have to contact either your delegator or system administrator to revoke the request.

If has delegated a tr; tion to me, can | then delegate it to someone else?
Mo, cascading delegation is not allowed st this point.

Click on ‘Return’.
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Step 4 - Create Delegation Request

Click on Create Delegation Request

Manage Delegation

Some of your self-service transactions can be delegated so that others may act on your behalf to initiate

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

fﬁji_earn More about Delegation

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

Create Delegafion Request

The Create Delegation Request page displays.

Enter the start (‘From Date’) and end dates (‘'To Date’) that your delegation period is for.
NOTE: You cannot backdate delegation.

Click ‘Next'.

Create Delegation Request

Enter Dates

Enter the dates for your delegation request. Enter a From Dafe that is today or later. Enter a To Dafe that

is the same as or later than your From Date. For open-ended delegation requests, leave the To Dafe
blank.

Delegation Dates

rom Date [12/052017

To Date [18/08/2017
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The ‘Delegate Transaction’ box will now display.

Click ‘Approve Leave’ or ‘Approve Timesheets’ or both to delegate these actions.

Click on ‘Next’.

Create Delegation Request

Select Transactions

Select the transactions that you want to delegate to a proxy. ¥ou can select one or many transactions.

Delegate Trangactions
Transaction

[ Absence Cancelation

[ Approve Ad Hoc Salary Change

[ Approve Demotion

[ Approve FulliPart Time Change

[ Approve Location Change

[ spprove Promotion

[] Approve Reporting Change

[ Approve Retirement

[ Approve Termination

[] Approve Transfer

[ Awuthority to Commence Payment

[ initiste Ad Hoc Salary Change

[ Initiste Demation

Select All Deselact All

Previous Cancel
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The Select Proxy by Hierarchy page displays.
Select from the list whom you wish to delegate.

Click on ‘Next’.

Create Delegation Request

Select Proxy by Hierarchy

This page displays persons within your hierarchy thst you can select as proxies. Select the radio bution
next to the name to select that person as a proxy. You cen alsa select the Search by Name hyperlink to
search for proxies outside your hiersrchy.

Choose Delegate

Organizational

Name Empl ID Retionehi Job Title Department Supervisor Name:
Employee Griffith General Sisff Level 7 HR Client Services

Employee Griffith General Staff Level 3 HR Client Services

Employee Griffith General Sisff Level 8 HR Client Services

Employee Griffith General Sisff Level 3 HR Client Services

Previous Cance

The Delegation Detail page displays.
Confirm the details of your delegation.

Click ‘Submit’ to action or click ‘Cancel’ to remove.

Create Delegation Request

Delegation Detail

Proxy
From Date 18/052017
To Date 18082017

Transactions

Approve Leave

Approve Timeshesis

Previous Canesl

A confirmation message displays.

Click "OK’.

Create Delegation Request

fou have successfully submitted a delegation request Refer to the My Proxies page to view the status of
the request.
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Step 5 - Accept Delegation Request

The person you have delegated to must Accept the delegations in order for the workflow to begin.

If you have been delegated approval to approve timesheets or leave then, there are three ways to
view the notification.

1. Access ‘Worklist” within the Staff Portal

myGeith | Staffportal | Contactus

My Links | Select One: o ki el i LI

Key Services = o
Learning@Grifith

Cnline student centre

My Staff Page

Student email

Ask Us

FPebblePad

Staf email

‘_

Moreapplications

2. Or, Click on the ‘Approvals’ tile on the home page and view the notification under
‘Delegation of Authority’ menu item.

€ Home
Approvals
View By | Type
_ @& A 4

@ Il Absence Request 1

4 &5 EndofFixed Term 2
-->

Within the right side pane double click the ‘Delegation of Authority’ record you wish to
approve.

¢ Home Pending Approvals

View By | Type -

@ A

4

Delegation of Authority
(W) Absence Request 1 Delegation of Authority From 18/05/2017 To 18/06/2017
@egation qu@ 1 \

& Endof Fixed Term 2
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Click ‘Approve’ to complete the Delegation of Authority process.

€ Pending Approvals

Delegation of Authority

Sunsmary

Dalegatian Fram

Delegation Ta

From 180817
1

06T
Requestor Eminselaye Bayks
Dolegated Authority

Transaction
Agproe Temiaten
Appenen Transter

Appiower Comments

Ageroval Chain

3. Or, the third option to accept delegation request, click on the Manage Delegation tile on
the home page.

Manage Delegation

a

Click on ‘Review My Delegated Authorities’ link.

Manage Delegation

Shane Pitman

Some of your self-service transactions can be delegated so that others may act on your behalf to initiate
andior spprove fransactions for you andior your employees. In addition, others may have delegated
responsibility for their transactions to you.

i ;_esrn Maore about Delegation
losmat

Select Creafe Delegation Request to choosea transactions to delegate and proxies to act on your behalf.

Create Delegation Request

Select Review My Froxiez to review the list of transactions that you heve delegated and the proaxy for each
transaction.
Review My Proxdes

Select Review My Delegsfed Authorifies to see the list of transactions that have besn delegsted to you by
others, and to accept or reject pending delegation requests.

Review My Delegated Autharitias
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Select the box for ‘Absence Cancelation’ and ‘Accept’.

My Delegated Authorities

This page allows you to view your delegated suthorities. Select a particular status and select Refrezh to
show the matching requests. Select the information icon for request details

Show Requests by Status Refresh

Choose Delegate

Transaction Name Job Title From Date To Date Request Status E[ealteug:tmn Details

@ﬁbs&nce Cancelation 13/05/2017  3V11/2017 Submitted Inactive ﬂ

Select Al Deselect All Reject

Return to Manage Delegation

Click on "OK’.

Accept Delegation Request

You hawe successfully accepted a delegsation request. Refer to the My Delegated Authorities page fo view
accepied delegation requests

Further information

Email: hrservices@qriffith.edu.au

Phone: 373 54011
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