
Approval Delegation in myHR 

Purpose: When a manager is out of the office, they can delegate their approvals to another manager, so 
that employees who submit their time cards, get the time approved. 

1. Select My Account icon 

 

2. Select + sign 

 

3. Enter Rule Name, Start & End Date, and category 
a. Time and Labor is biweekly time cards 
b. HTCatgry.GlobalAbsenceApproval is monthly absences 

 

  



4. Click on the drop down menu for Delegate to. Select search 

 

5. Search by person’s netid 

 

6. Click on person’s name and select Ok. 

 

  



7. Review Delegation Rule pop up. Select Ok. 

 

8. Select Save 

 


