Office of Finance

End User — How to Create a Delegation

What is Delegation

Delegation is when a person authorizes another to serve as a his or her representative for a particular task of
responsibility. With the Delegation feature, an employee can authorize another employee at the same level or higher to
perform managerial tasks on their behalf by delegating authority to initiate or approve managerial transactions.

Delegation of authority to perform managerial transactions is usually prompted by one of these scenarios:

e A manager takes leave and wants to delegate authority of managerial transactions to another person while away
from the office.

e Asenior executive does not have the time to process transactions and wants to delegate this authority to another
person, such as an assistant.

Definitions

e Approver: Supervisor, Department Manager
e Delegate/Proxy: a person temporarily assigned to act on behalf of the approver
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Navigating to the Delegation Portal:

Step 1 | Log into your
employee portal

(MyUNTSystem.edu) Employee

Self Service

EUID

Password

Can't sign in? Clear your web browser
cache or open a private browsing session.
Check your EUID and password, or

complete a service request for assistance.

iy

H\/m., e ORI s AT SR A Administration Service intermissions occur on Tuesday
and Thursday from 7:00 to 9:30 pm and
Saturday from 7:00 pm until noon on
Sunday.

Step 2 | Under Employee Self
Service aption, select

“Delegations” Tile.

Delegations

L
—
Step 3 | Select “Create Delegations

Delegation Request”

Create Delegation Request
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Creating the Delegation:

Part1
Step 1 Enter the start
date of the
delegation

Step 2 Enter the end

date of the
dE|egat|0 n X Exit Delegation Request Q
If there is no end . o) ) ®
/ V n Delegation Dates Delegates Transactions Review and Submit
date, leave end

date blank. .

Step 1 of 4: Delegation Dates
\1) “startDate 05/01/2021 [
End Date |05/31/2021 =]
Leave blank for open-ended delegations

FMLA Leave
*Comment it

Step 3 Enter a comment
explaining the
need for the
delegation.

Step 4 Select Next
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Select a colleague
you want to assign
the delegation to
by checking the
box next to their
name and select
next.

If you do not see
the colleague you
need to assign

delegation, see
additional

instructions below.

Step 2 of 4: Delegates

Select All | | Clear All | | Add Delegate

Name ~ Email ID <

] Test,C. Employee

O Test,B Employee

Phone <

Step
1.A

If you do not see
the colleague you
need to delegate
to, you will need to
select the “add
delegate” tab. You
must know their
EUID to search for
their name.

@

Delegation Dates

Step 2 of 4: Delegates

Select All  Clear All || Add Delegate

Delegates

Step
1.B

Enter EUID and
select magnify
glass.

Once they appear,
select Done.

Cancel Add Delegate

UserID | Enter EUID Here Q

| Done |

Step
1.C

“Check” the box
next to your new
added delegate.

You will not see their
email address or phone
number like the pre-

populated delegees.

Step 2 of 4: Delegates

Select All Clear All Add Delegate

Name & Email ID <

Il Test,C. Employee

I Photo

Phone <
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Part 3

Ste o] 1 Select all the X Exit Delegation Request ja
options you want ® 0, 3 O,
to del ega te and Delegation Dates Delegates Transactions Review and Submit
=T
select Next.
. Step 3 of 4: Transactions
ELEAVE Is nOt an ‘ All Approve Initiate
- N Srows
o t I o n fo r Select All | | Clear All
delegation. Desrpton ©
° YO ur d e I egee [IlManage Overtime Approval
m u St CO n ta Ct Manage Overtime Request
T| me an d Manage Reported Time
La b or t f6) h ave Manage Reported Time Approval
any submitted e soro
eleave
requ estre-
routed to your
delegee.
Part 4
Step 1 ReV|eW an d X Exit Delegation Request Ja
Submit @ @) O 8
. Delegation Dates Delegates Transactions Review and Submit
Delegation o
fo r yo ur Step 4 of 4: Review and Submit
dE|egee Delegation Details
[\> Start Date 05/01/2021
acce pt‘ End Date 05/31/2021

Comment FMLA Leave
Delegates Test,C. Employee
Transactions Manage Overtime Approval
Manage Overtime Request
Manage Reported Time
Manage Reported Time Approval
€PAR Approval

You have now successfully set up a Delegation!

Your Proxy will receive an email to accept the delegation request. Be sure to follow up with them to ensure the request
was received and accepted.

If you have any questions or issues, please contact timeandlabor@untsystem.edu.
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