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Guidelines: Approval Delegation myHR

Date:

December 1, 2016

Scope:

The purpose of these guidelines is to provide best practices around the delegation of approvals of Time
and Labor (timecard approval) and Absence Approval (e.g. sick and vacation requests) within the myHR

system.

The delegation of approval enables a manager to allow another manager to approve specific

tasks normally performed by the manager.

Guidelines:

1.

Delegation of approvals should only be used by a manager when he/she will be absent from
work for any reason and will be unable to perform the approval actions.
Delegation of approvals should only last for the duration of the absence

a. Delegation of approval should not extend beyond 30 days.

b. Managers should contact HR to discuss absences extending beyond 30 days.
Delegation of approval should not be given to a person lower in the management hierarchy (i.e.
a direct report, or person who reports up to him/her through subordinate managers).
Delegation of approval of timecards and absence management to an employee lower in the
management hierarchy will allow the employee to approve his/her own timecard and absence
request.

Procedure: Time & Labor - timecard approvals

1.

O NV AW

The manager will log on to myHR and navigate to the ‘My Account’ page.

On the ‘My Account’ page the manager will click the plus/add button under the ‘Delegate
Approvals to Others’

Manager will determine a name of the rule and designate the time period covered.

In ‘category’ manager will select ‘Time and labor’

In ‘delegate to’ search for the manger by netld

Select manager and click ‘Ok’

Click ‘Ok’

Click ‘Save’

Procedure: Absence Management — sick and vacation requests

1.
2.

From the home page click on the bell
Click ‘More Details’ and Select ‘Human Capital Management’ (see screen shot)




More Details

Recent Notifications

Customer Relationship Management
Enter search terms

Human Capital Management

Approved:Human resources representative

Responsibility Assignment Setup and Maintenance

Manager Resources Approved:Human resources representative
Dashboard Responsibility Assignment

Approved:Human resources representative
Responsibility Assignment

Approved:Payroll representative Responsibility 120216
Assignment
Action Required:PAY_REP Responsibility 12216 |

Assignment: Process Was Saved

Approved:Human resources representative 12216
Responsibility Assignment

Action Required: HR_REP Responsibility 12216
Assignment: Process Was Saved

Approved:.Changed Personal Information for 1216
Gerlt, Jason E

3. Under name select “preferences” in drop down.

BPM Worklist
User Details
Home
Views + / - Actions w 0\ v Me & My Group B Assigned Administration
& Title Number Creator A Reports Ti

Inbox H Approval of Vacation Absence Request for Manager, Misty from 20 203623 Misty Manager 1 o — E

My Tasks (9) B Approval of Time Enlries for Employee, Emily Miss fom 2016-11-2 203244 EmiyEmployee | el

Initiated Tasks H Approval of Time Entries for Employee, Emily Miss from 2016-11-2 203242  Emily Employee 1 Logout

My Staff Tasks H Approval of Time Entries for Employee, Emily Miss from 2016-11-2 203240 Emily Employee o ooz A N

Administrative Tasks H Approval of Time Entries for Employee, Emily Miss from 2016-11-2 203218  Emily Employee T110M6 8:19 AW 3

B Approval of Time Entries for Employee, Emily Miss from 2016-11-2 203216 Emily Employee 111016 8:19 AM 3

Views H Approval of Time Entries for Employee, Emily Miss from 2016-11-2 203214  Emily Employee 11106 8:19 AWM 3

Add Person Pending Approvals = Approval of Time Entries for Employee, Emily Miss from 2016-11-2 203212 EmilyEmployee  11/10/16 8:19 AW 3

Add Person Pending Transactions H Approval of Time Entries for Employee, Emily Miss from 2016-11-2 203210 Emily Employee 111016 819 AW 3
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4. Click on ‘My Rules’, then click on the ‘+" sign (add)

) Jason Gerlt v

- Other Rules | Cerificates = Notification = Accessibility

BPM Worklist

4 Rules

73* Vaca#on Period (Enabled)
4 Ny Rules
@ Timecar

5. You should see the following screen

@ BPM Worklist - Mozilla Firefox ===
i) @ | https://hcps-test.hem.us2 oraclecloud.com/integration/worklistapp/faces/preferences,jspx?_afrLoop=1490399332204864&_afrWindowMode=08&_afrWindowld=5a09dhdf58&_adf.ctrl-stz
BPM Worklist ) Jason Gerit v

- OtherRules  Cerificates  Mofification = Accessibility
4 Rules 4 My Rule Save  Revert

3 Vacation Period (Enabled)

x

Name UserRule

4 MyRules
. [F] Use as vacation rule
@ Timecar
< User Rule [] Execute rule only between these dates:
Start Date
End Date

TASKS Tasks matching these conditions B
Match @ A Any (== | w

4 Task Type

ACTION
) Reassignto se
©) Delegate to:

@ Take no action

Reassigned task access is determined according to new assignee rights.
Delegated task access is determineg according to rights of original user who delegates.
‘Take no action’ is used to create eyception rules that override a more generic rule.

https://hcps-test.hem.us2.oraclecloud.comy/i. wid=5a09dbf58_adf.ctrl-state= dycnah8iu_10#

Enter a name for the rule

Click ‘Execute rule only between these dates:’

Enter a start and end date

In the middle section click on the magnifying glass to search for the task

© 0N



10. Select ‘HCMBbIAbsenceRecording’

Task Type Browser

Task Type

AbsenceApproval3enic...

AbsenceCaseHumanT.
AbsenceCatchAllExcep..
AbsencesApproval
AbsencesApprovalsTask

AddContactapproval

AddContingentWorkerA. ..
AddDelegateWkrExcept. ..

AddDelegateWkrFyi
AddDelegateWkrTask
AddMewAssignmentip..
AddMNewTermApproval
AddMNonWorkerApproval
AddPendingWorkerApp.
AddWorkRelationshipA..
AdminHumanTask
AllocateChecklistTask. ..
AllocatedChecklistTask.

AllocatedHumantask

11. Scroll down and click ‘OK’

Search

Procgss Name

HcmEmploymentAbsence. ..

HecmEmploymentabsence.

HcmEmploymentAbsence. ..

Hc:tmploymenv\bsence...

Hc

HcmPeopleProcessAddCo.

HcmEmploymentCwkCom...
HemCompWorkbenchDele. ..
HcmCompWorkbenchDele....
HcmCompWorkbenchDele.

HcmEmploymentilanageA. .
HecmEmploymentianageA. .

HcmEmploymentiwkCom...

HecmEmploymentPwkCom.

HecmEmploymentWrComp...
HemEngmtVideoSharePre. ..
HcmEmploymentChecklist...
HcmEmploymentChecklist.

HcmEmploymentChecklist. .

blAbsencesRecordi...

Ok

Approve Rejec
Ok

Approve Rejec
Approve Rejec
Approve Rejec
Approve Rejec
Approve Rejec
Ok

Approve Rejec
Approve Rejec
Approve Rejec
Approve Rejec
Approve Rejec
Approve Rejec
HtGutcmeDele
Rejected,Quis
Done

Completed Re




12. In the lower section of the screen (Action) click the radial button ‘Delegate To’
13. Click the magnifying glass as search for user

mame - User Kule
4 MyRules
Use as vacation rule
< Timecar
< User Rule Execute rule only between these dates:
Start Date
End Date

TASKS Tasks matching these conditions IZI

‘ Task Type AbsencesApprovalsT: O, x

ACTION
© Re User E| Q
@ Delegate to Q
) Set outcome to: REIECT E|

() Take no action

Reassigned task access is determined according to new assignee rights.
Delegated task access is determined according to rights of original user who delegates.
‘Take no action’ is used to create exception rules that override a more generic rule.

14. Enter user name or first and last name and click search
15. Select user and click ‘OK’

Identity Browser

Users mob

Advanced

First Name Last Name

Email ]

First Last

Manager Organization

Seleet  Mame Name tmail
@ '—mrl_ | Molly Billings mob16072@cr... jcb49009

16. Click save
17. Exit out of BPM
18. To verify rule navigate to ‘My Account’




