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
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2. Select + sign

4 Roles and Approvals Delegated to Others

Approvals Delegated to Others

Actions w View w _l‘ x

Rule Name Start Date End Date Delegated To
ﬂ No data to display.

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

KLC92376 Kelli Coover klc92376@creighton.edu
DWR46301 David Reed dwr46301@creighton.edu
Add Delegation | KSC64479 Kevin Carritt ksc64479@creighton.edu
BLSB5752 Bryan Stack bls65752@creighton.edu
* Rule Name
TLLE0997 Teresa Lenz 160997 @creighton.edu
GABT79252 Gregory Bauer gah79252@creighton.edu
* Start Date
HAH09735 Holly Harris hah09735@creighton.edu
End Date X
RFB50104 Ryan Borchers fb50104@creighton.edu
BJMO2227 Becky Nickerson bjm02227@creighton.edu
itart Date * Categol
| Search... !
x Delegate To v 1

OK  Cancel



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

Select search

m—

KLC92376 Kelli Coover klc92376@creighton.edu
DWR46301 David Reed dwr46301@creighton.edu
Add Delegation KSC64479 Kevin Carritt ksc64479@creighton.edu
BLSE5752 Bryan Stack bls65752@creighton.edu
* Rule Name .
TLLG0997 Teresa Lenz 160997 @creighton.edu
GABT79252 Gregory Bauer gah79252@creighton.edu
* Start Date
HAH09735 Holly Harris hah09735@creighton.edu
End Date .
RFB50104 Ryan Borchers fb50104@creighton.edu
1 BJMO2227 Becky Nickerson bjm02227 @creighton.edu
itart Date % Catego[
* Delegate To '

5. Search by person’s netid

4 Search

Match @ All ©) Any

* User Name mob

E-Mail

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

4 Search

Match @ All 7 Any

* User Name mab

Name

E-Mall
Usar Name Name
MOB16072 Mally Billings

Advanced

* Required

Reset

Advanced

= Required

E-Mail

mobl807 2@ creighton.edu




7. Review Delegation Rule pop up. Select Ok.

Add Delegation Rule

* Rule Name

* Start Date

End Date

Start Date * Category

* Delegate To

8. Select Save

Edit User Account Details

Name "Sara Schimenti

Work Phone

User Name SES63403 Account Status Active

b Current Roles

Vacation

IN4NT

3TNT

Time and Labor

Molly Billings

Person Number 25075

Work E-Mail  ses63403@creighton edu



