Managing Delegation

Table of Contents

Delegating a ProXy ......cccooceeeiiiiee e 2
Receiving and Processing a Delegation Invitation...16



Managing Delegation

HR Direct Manager's Self Service provides a process to reassign your system responsibilities for
approving and monitoring requests for employees. Whether you are on vacation or need to delegate some
of your duties, you are able to designate some or all of that responsibilities to another system user.

When you delegate to a proxy, an e-mail is sent to that user. They will go into Employee Self Service and
accept or reject the requested responsibilities. An e-mail is then generated to the delegation administrator
and to the originator of the request. If accepted a process that is monitored by the delegation
administrator ensures that the proxy has permission to the pages and employees required to complete the
accepted responsibility. If an end date is provided, the process will revoke the privileges based on the
submitted end date.

Upon completion of this section you will be able to:

o Delegate another employee proxy responsibility for some or all of your transactions
e Review the status of your delegation request

Delegating a Proxy

HR Direct’s Manager Self Service provides a means for a Manager to delegate their access and
transaction processing authority to a proxy. To Delegate someone as a proxy means to grant them
authority to act on your behalf. When a proxy has delegated authority, the Delegation framework
temporarily assigns the proxy a unique role that is specific to the delegated transaction. The role enables
the proxy to access the components and pages associated with the delegated transaction. When the proxy
no longer has delegated authority, the Delegation framework removes that role and thus prevents the
proxy from performing the transaction.

Procedure

Consider this scenario:

You are planning to be gone for a short period of time and need another manager to monitor your
approvals and other required activity while you are away.
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Step Action

1. Manage Delegations is in Employee Self Service since not all persons who need to assign
proxies are managers.

Click the Self Service link.
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Step

Action

Click the Manage Delegation link.
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Manage Delegation

Emma Maley

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

@ Leam lore sbout Delegation
Select Create Delegation Reguestto choose transactions to delegate and proxies to act on your behalf.

Create Deleqation Request

Step

Action

Additional information about managing delegation is available.

Click the Learn More about Delegation link.

[Learn Mare about Deleqation|
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Step

Action

The top half of the page explains how delegation works in the system.

Click the scrollbar.

The bottom part of the page displays a FAQ for delegation.

Click the Return button.
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Manage Delegation

Emma Maley

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

@ Leam lore sbout Delegation
Select Create Delegation Reguestto choose transactions to delegate and proxies to act on your behalf.

Create Deleqation Request

Step

Action

Click the Create Delegation Request link.

Create Delegati
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Create Delegation Request

Enter Dates
Emma Maley

Executive Vice Chancellor

Enter the dates for your delegation request. Enter a From Date that is taday or later. Enter a To Date that
is the same as or later than your From Date. For open-ended delegation requests, leave the To Date
hlank,

From Date:
To Date: l:l

Next Cancel

Step

Action

Enter the first date you need someone to monitor your approvals.
Enter the desired information into the From Date: field.

nter "02012009".

Enter the last date the proxy will perform these activities.
Note: This can be open-ended. No To Date is required.
Enter the desired information into the To Date field.

Enter "02152009".

Click the Next button.
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Create Delegation Request

Select Transactions

Emma Maley

Executive Vice Chancellor

Selectthe transactions that you want to delegate to a proxy. You can select ene or many transactions.

[ Ad Hoc Salary Change

[] #pprove Payable Time

[ Approve Reporting Change
[ Initiate Change FUIlPT Status
[ Initiate Employee Informaiton
[ Initiate Repaorting Chanae
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Step

Action

10.

Select the

button.

transactions that the proxy will cover.

Click the Select All button.

| Select Al |

You can turn on individual check boxes for some transactions or use the Select All

11.

Click the Next button.

12.

chain.

The Select Proxy by Hierarchy page is used to select the person to whom you want to
assign your proxy.

The list that appears are all persons in your reporting chain (upward or downward).

You can use the Search by Name hyperlink to find a proxy outside of your reporting

13.

e Select a proxy from my reporting chain
Go to step 14 on page 10

e Select a proxy from outside my reporting chain
Go to step 24 on page 15

Decision: Please make a selection from the options listed below.
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This page displays persons within your hierarchy that you can select as proxies. Click the radio button
nextto the name to selectthat person as a proxy. You can also select the Search by Name hyperlink to
search for proxies eutside your hierarchy.
Search by Name
Name EmpliD Org Relation  Job Title
O Arie Reilly 77777775 Employee Student Employee
 Connie Drake 7T Employee Asstto ExecVice Chancellor
O Gabriel Cole 11223344 Employee Chancellor
3 Mally Pauls TTT77776  Employes Student Employee
N = Previous Next Cancel
v
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Supervisor Name
Emma Maley

Emma Maley

Emma Maley
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Step

Action

14.

Click the Gabriel Cole option.

Select the person who will perform these transactions.

15.

Click the Next button.
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Create Delegation Request

Delegation Detail
Emma Maley

Executive Vice Chancellor

Selectthe Notify Delegator checkbox to receive all the notifications that your proxy receives when acting
on your behalf

Proxy: Gabriel Cole
From Date: 02/01/2003
To Date: 02/15/2009

Ad Hoc Salary Change
Approve Payable Time
Approve Reporting Change
Initiate Change Full/PT Status
Initiate Employee Informaiten
Initiate Reporting Change
Initiate Retire Employee
Initiate Terminate Employee

[[] Notify Delegator
= Previous

Submit Cancel

Step

Action

16.

You can review your selections and turn on the Notify Delegator check box if you want
to receive the same notifications that your proxy gets in your absence.

Click the Notify Delegator option.

17.

Click the Submit button.
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You have successfully submitted a delegation request. Refer to the My Proxies page to view the status
ofthe request.
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Step Action
18. A message appears to verify the submission of the delegation request.

Click the OK button.

19. The My Proxies page appears for you to review the transactions.

You can turn on a checkbox and press Revoke for any transactions you do not want this
proxy to perform.
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20.

Feturn

anage Delegation

Click the Return to Manage Delegation link.
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Step Action

21. A new link appears that allows you to return to the My Proxies page to review and/or
change the proxies you have created.

Click the Review My Proxies link.

22. You see the My Proxies page. You can click the information icon at the end of the row to
see additional details about the proxy request.

23. Congratulations! You have successfully delegated a proxy.
End of Procedure. Remaining steps apply to other paths.
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Step Action

24, Search for the name of the person to serve as a proxy.

Click the Search by Name link.
[Eearch by Namd]

25. Enter the desired information into the Last Name field.

Enter "michaels".

26. Enter the desired information into the First Name field.

Enter "john".

27.
Click the Search button.

28. Select the person who will perform these transactions.
Click the Gabriel Cole option.

Go to step 15 on page 10




Receiving and Processing a Delegation Invitation

When you have been designated as a proxy, you may review the transactions assigned to you and choose
to accept or reject the invitation to be a proxy.

Procedure

Consider this scenario:

You have been notified that you are to be a proxy for delegated tasks while Emma Maley is away.
Access the Manage Delegations page to accept the responsibilities.
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Step Action

Click the Self Service link.
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Search

— WManage Deleqation
riflow User Preferences|

I Manager Self Service

> Recruiting

[> Workferce Administration

[» Benefits

[» Compensation

BT A okor

ElBrowse Course Catalog

ﬁ Class Search
Use search criteria to find a class.

?Camgus Finances
A @V\Ew ‘your account, make an electronic
payment, view and accept your financial aid
awards.
El Account Inquiry
El Payment Profile
ElMake a Payment
g More...

& Degree ProgressiGraduation
wivon View vour degree progress report and agply
for graduation
ElMy Academic Requirements
My Academic Requirements
Bl View Degree Progress Report
2 More

Admissions

Apply for admission and check your
application status.

] Accept Admission

= Application Status

ﬁ’g Student Recruiting
View prospects and applicants by regien,
category and organization
ElView Prospects by Category
=l View Prospects bv Organization
ElView Prospects by Region
2 More..

Manage Delegation

Delegate autharty for self-service
transactions, and review and revoke
delegation requests

=18/ Build your academic planner
= v Planner
ElEnroliment Shopping Cart
My Course History

Browse Course Catall
Browse the course catalog by subject.

Campus Personal Information
Maintain your personal information and review
holds and to dos pending to your recard.
=l Personal Data Summary
[El Addresses
Elhames
18 Wore

q Transfer Credit
g Evaluate classes for transfer and view your

transfer credit report
[ElEvaluate My Transfer Credit
=l View Transfer Credit Report

Student Admission

'Apply for admission and check your
appiication status.

=l Regquest information

=l Accept Admission

=] Application Status

%, Involvement
== Make a gift or pledge. View history about my

participation az a donor or a member.
ElWays To Give
34y Involvement

HiE] Workflow User Preferences
Frofiles workflow user preferances.

Home | Worklist

MultiChannel Console | _Add to Favorites | Sign out

=P View appointments, plan and enroll in &
classes, view student and exam schedules.
ElView My Assignments
ElEnroliment Dates
Fluy Class Schedule
I Hore.,

Browse Course Catal
Browse the course catalog by subject.

Academic Records
[E™ View grades and advisors and reguest
transcripts and verification reports.
=l Request Official Transcript
[ElView Unofficial Transcript
=l Reguest Official Transcript
5 More.

E‘ Evaluate My Transfer Credit
Evaluate classes for ransfer credit

Outreach
=¥ anage my Contributor Relations prospects
[Cauy Prospects
L1 View Person Information
3 View Organization Information
3 Wore..

Community Directory Search
B Fing the email adaress or the phone number
of a student, an employee or an alumnus.

Main Content. |

Action

Click the Manage Delegation link.

Manage Delegation
Warkflow User Preferences
nager Self Service

Manage Delegatio
Delegate authority for




ORACLE’

[~ Self Senvice
I» Time Reporting
[ Personal Information
I> Payroll and Compensation
[> Benefits
I> Stock Activity
I Learning and
Development
I Performance Management
I» Recruiting Activities
I Class Search i Browse
Catalog
I» Academic Planning
[ Enrollment
I» Campus Finances
I» Campus Personal
Information
[ Academic Records
I Degree
ProgressiGraduation
[ Transfer Credit
I Admissions
[ Student Admission
b Qutreach
I Student Recruiting
b Involvement
— Student Center
— Faculty Center
— Gradebook
— Request Infarmation
— Request Official Transcript
- View Wy Advisees
- Class Search
- Class Search
— Browse Course Catalog
— Browse Course Catalog
— Evaluate Wy Transfer Credit|
— Community Directory
Search
— Worl User Preferences
> Manager Self Service
> Recruiting
[> Workforce Administration
[> Benefits
> Compensation

L Tirne and | akar

B2

Manage Delegation

Gabriel Cole

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

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

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

Create Deleqation Request

@ Leam lore sbout Delegation

Review Iy Delegated Autharities

Worklist

Add to Favorites

New Window |

Sign out
-
Hen | 5,

Main Conkent

Step

Action

Click the Review My Delegated Authorities link.

[Review

s Delegated Authorities|

When you have been assigned as a proxy, you will see the Review My Delegated
Authorities link.




ORACLE’

I Student Recruiting
b Involvement

— Student Center

— Faculty Center
radeb:

— Request Infarmation
Request Official Transeript
Advisees

lass Search
- Class Search
— Browse Course Catalog
Browse Course Catalog
Transfer Credit|

ser Preferences
> Manager Self Service

> Recruiting

> Workforce Administration

[> Benefits

[> Compensation

L Tirne and | akor

Return to Manane Delegation

ve

Home Worklist Add to Favorites Sign out
[ Self Senvice Lo New Window | Help

> Time Reporting l | | ke
[ Personal Information
b Pavrol and Compensaton | - My Delegated Authorities
> Stock Activity j
I Learning and Gabriel Cole

Development
I Performance Management Chancellor
I» Recruiting Activities
I Class Search / Browse This page allows you to view your delegated authorities. Select a particular status and click Refresh to show the

Catalog matching requests. Click the information icon for request details.
I» Academic Planning
[ Enrollment
> Campus Finances Show Requests by Status: Refresh
I» Campus Personal

Information
[ Academic Records

Reguest Delegation

I Degree _ Transaction Hame Job Title FromDate  ToDate Status Status

ProgressiGraduation c tive v
I» Transfer Credit [ Muttipls Transactions Emma laley c"‘fcu “‘ﬁ BB 02/01/2009  02/15/2009 Accepted Inactive (i ]
b Admissions ancelior
I Student Adi
b O mssten Sslect All Clear All

Action

Click the

ult

Review the transactions assigned to you.

Transaction link.

e Transactions|




ORACLE’

Home Worklist Add to rites gn out

- Self Senvice ~
> Time Reporting l |
[ Personal Information
I> Payroll and Compensation

New Window | Help | B,

Multiple Transactions

> Benefits
> Stock Activity - -
I Learning and Multiple Transactions
Development Transaction Name From Date To Date Request Statys J21etation

I Performance Management Status
I» Recruiting Activities Initiate Reporting Change Emma Maley 02/01/2009 02/15/2009 Submitted Inactive
3 g‘a‘slﬂ Search/Browse Ad Hoc Salary Change Emma Maley 02/01/2009  02/15/2009  Submitted Inactive

atalog
1 Academic Planning Approve Reporting Change Emma Maley 02/01/2009 02/15/2009  Submitted Inactive
I Enraliment Initiate Empleyee Informaiton  Emma Maley 02/01/2009 02/15/2000  Submitted Inactive
I Campus Finances Initiate Retire Employee Emma Maley 02/01/2002 02/15/2000  Submitted Inactive
L4 %?;“nﬂ'ii;:m”"a‘ Initiate Terminate Employee  Emma Maley 02/01/2008 02152009 Submitted Inactive
I Arademic Records Initiate Change FulllPT Status Emma Maley 02/01/2009 02/15/2009  Submitted Inactive
I Degree

ProgressiGraduation
1> Transfer Credit
I Admissions
[ Student Admission
b Qutreach
I Student Recruiting
b Involvement
— Student Center

— Request Infarmation
Request Official Transeript

lass Search
lass Search
— Browse Course Catalog
— Browse Course Catalog
— Evaluate Wy Transfer Credit|
ommunity Directs
Search
User Preferences
> Manager Self Service
> Recruiting
[> Workforce Administration
[> Benefits

[> Compensation
I Timz and | akor

Step Action

5. Review the assigned proxy information.

Click the Return button.




ORACLE
Menu B

[~ Self Senvice

I» Time Reporting

[ Personal Information

I> Payroll and Compensation

[> Benefits

> Stock Activity

I Learning and
Development

I Performance Management

I» Recruiting Activities

I Class Search i Browse
Catalog

I» Academic Planning

[ Enrollment

I» Campus Finances

I» Campus Personal
Information

[ Academic Records

I Degree
ProgressiGraduation

[ Transfer Credit

I Admissions

[ Student Admission

b Qutreach

I Student Recruiting

b Involvement

— Student Center

— Faculty Center

— Grad K

— Request Infarmation

— Request Official Transcript

w M

- Class Search
— Browse Course Catalog

¢
> Manager Self Service
> Recruiting
[> Workforce Administration
[> Benefits
[> Compensation

L Tirne and | akor

[

My Delegated Authorities

Gabriel Cole

Chancellor

This page allows you to view your delegated authorities. Select a particular status and click Refresh ta show the
matching requests. Click the information icon for request details.

Show Requests by Status: Submitted w Refresh
Transaction Name Job Title FromDate  ToDate Bequest
Status
[ Multiple Transadtions Emma Waley Execulive Ve goin1o000 021152000 Submitied
Chancellor
Select All Clear All Accept Reject

Return to Manage Delegation

ve

Delegation
Status

Inactive

o |5

ow | Hel

Sign out

i}

Step

Action

Click the

You are now ready to accept the responsibility.

Multiple Transactions option.

Click the

If you choose to decline, you can select the Reject button.

In this example, you will accept the responsibility.

Accept button.




ORACLE’

[~ Self Senvice

I» Time Reporting

[ Personal Information

I> Payroll and Compensation

[> Benefits

> Stock Activity

I Learning and
Development

I Performance Management

I» Recruiting Activities

I Class Search i Browse
Catalog

I» Academic Planning

[ Enrollment

I» Campus Finances

I» Campus Personal
Information

[ Academic Records

I Degree
ProgressiGraduation

[ Transfer Credit

I Admissions

[ Student Admission

b Qutreach

I Student Recruiting

b Involvement

— Student Center

— Faculty Center

— Gradebook b

— Request Infarmation

— Request Official Transcript

B3

- Class Search

— Browse Course Catalog

— Browse Course Catalog

— Evaluate Wy Transfer Credit|

— Community Directory
Search

User Preferences

> Manager Self Service

> Recruiting

[> Workforce Administration

[> Benefits

[> Compensation
I Timz and | ahor

Home Worklist Add to

rites gn out
New Window | Help | B,

Accept Delegation Request

Gabriel Cole

Chancellor

You have successfully accepted a delegation request. Refer to the My Delegated Authorities page to
view accepted delegation requests

Action

The Accept Delegation Request page verifies your acceptance.

Click the OK button.




ORACLE’

[~ Self Senvice

I» Time Reporting

[ Personal Information

I> Payroll and Compensation

[> Benefits

I Stock Activity

I Learning and
Development

I Performance Management

I» Recruiting Activities

I Class Search i Browse
Catalog

I» Academic Planning

[ Enrollment

I» Campus Finances

I» Campus Personal
Information

[ Academic Records

I Degree
ProgressiGraduation

[ Transfer Credit

I Admissions

[ Student Admission

b Qutreach

I Student Recruiting

b Involvement

— Student Center

— Faculty Center

— Gradebook

— Request Infarmation

— Request Official Transcript

- View Wy Advisees
lass Search

- Class Search

— Browse Course Catalog

— Browse Course Catalog

— Evaluate Wy Transfer Credit|

— Community Directory
Search
— Workflow User Preferences

> Manager Self Service

> Recruiting

[> Workforce Administration

[> Benefits

[> Compensation
I Timz and | ahor

B3

Home Worklist Add to Favorites Sign out
New Window | Help | B,

My Delegated Authorities

Gabriel Cole
Chancellor

This page allows you to view your delegated authorities. Select a particular status and click Refresh to show the
matching requests. Click the information icon for request details.

Show Requests by Status:

Refresh

Selsct All Clearall |
Beturn to Manage Delenation

Action

Click the Return to Manage Delegation link.

Return to Manage Delegation|




ORACLE’

[~ Self Senvice
I» Time Reporting
[ Personal Information
I> Payroll and Compensation
[> Benefits
I> Stock Activity
I Learning and
Development
I Performance Management
I» Recruiting Activities
I Class Search i Browse
Catalog
I» Academic Planning
[ Enrollment
I» Campus Finances
I» Campus Personal
Information
[ Academic Records
I Degree
ProgressiGraduation
[ Transfer Credit
I Admissions
[ Student Admission
b Qutreach
I Student Recruiting
b Involvement
— Student Center
— Faculty Center
— Gradebook
— Request Infarmation
— Request Official Transcript
- View Wy Advisees
- Class Search
- Class Search
— Browse Course Catalog
— Browse Course Catalog
— Evaluate Wy Transfer Credit|
— Community Directory
Search
— Worl User Preferences
> Manager Self Service
> Recruiting
> Workforce Administration
[> Benefits
> Compensation

L Tirne and | akar

B3

Home Worklist Add to Favorites Sign out

New Window | Help | B,

Manage Delegation

Gabriel Cole

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

@ Leam lore sbout Delegation
Select Create Delegation Reguestto choose transactions to delegate and proxies to act on your behalf.
Create Deleqation Request

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

Review Iy Delegated Autharities

Step

Action

10.

At any time, you may come back to the Manage Delegation page to review your
delegated authorities.

Click the Review My Delegated Authorities link.

[Review

s Delegated Authorities|




ORACLE’

[~ Self Senvice

I» Time Reporting

[ Personal Information

I> Payroll and Compensation

[> Benefits

I Stock Activity

I Learning and
Development

I Performance Management

I» Recruiting Activities

I Class Search i Browse
Catalog

I» Academic Planning

[ Enrollment

I» Campus Finances

I» Campus Personal
Information

[ Academic Records

I Degree
ProgressiGraduation

[ Transfer Credit

I Admissions

[ Student Admission

b Qutreach

I Student Recruiting

b Involvement

— Student Center

— Faculty Center

— Gradebook

— Request Infarmation

— Request Official Transcript

- View Wy Advisees
lass Search
lass Search

— Browse Course Catalog

— Browse Course Catalog

— Evaluate Wy Transfer Credit|

— Community Directory
Search
— Workflow User Preferences

> Manager Self Service

> Recruiting

[> Workforce Administration

[> Benefits

[> Compensation
I Timz and | ahor

B3

Add to

rites gn out

New Window | Help | B,

My Delegated Authorities

Gabriel Cole
Chancellor

This page allows you to view your delegated authorities. Select a particular status and click Refresh to show the
matching requests. Click the information icon for request details.

Show Requests by Status: Refresh

Selsct All Clearall |
Beturn to Manage Delenation

Step

Action

11.

You can select the status that you want to view.

Click the Show Requests by Status list.

[Eibmited 14
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[~ Self Senvice

I» Time Reporting

[ Personal Information

I> Payroll and Compensation

[> Benefits

I Stock Activity

I Learning and
Development

I Performance Management

I» Recruiting Activities

I Class Search i Browse
Catalog

I» Academic Planning

[ Enrollment

I» Campus Finances

I» Campus Personal
Information

[ Academic Records

I Degree
ProgressiGraduation

[ Transfer Credit

I Admissions

[ Student Admission

b Qutreach

I Student Recruiting

b Involvement

— Student Center

— Faculty Center

— Gradebook

— Request Infarmation

— Request Official Transcript

- View Wy Advisees
lass Search

- Class Search

— Browse Course Catalog

— Browse Course Catalog

— Evaluate Wy Transfer Credit|

— Community Directory
Search
— Workflow User Preferences

> Manager Self Service

> Recruiting

[> Workforce Administration

[> Benefits

[> Compensation
I Timz and | ahor

B3

Home Worklist Add to Favorites Sign out
New Window | Help | B,

My Delegated Authorities

Gabriel Cole
Chancellor

This page allows you to view your delegated authorities. Select a particular status and click Refresh to show the
matching requests. Click the information icon for request details.

Show Requests by Status:

Submitted v Refresh

Accepted
Select All Clear Alp aeg
Beturn to WManage Delenation Rejected
Revoked
Submitted

Step

Action

12.

Click the Accepted list item.

[Accepted




ORACLE
Menu B

[~ Self Senvice

I» Time Reporting

[ Personal Information

b Payroland Compensafion | My Delegated Authorities

> Stock Activity

I Learning and Gabriel Cole
Development

I Performance Management Chancellor

I» Recruiting Activities

I Class Search / Browse This page allows you to view your delegated authorities. Select a particular status and dlick Refresh to show the
Catalog matching requests. Click the information icon for request details

I» Academic Planning

[ Enrollment

I» Campus Finances Show Requests by Status: Accepted v Refresh
I» Campus Personal
Information

[ Academic Records Select All Clear All ‘
I Degree

Sign out

B3

New Window | Help | B,

ProgressiGraduation Beturn to Manage Delenation
[ Transfer Credit
I Admissions
[ Student Admission
b Qutreach
I Student Recruiting

la rch

lass Search
— Browse Course Catalog
— Browse Course Catalog

anage Delegation

> Manager Self Service

> Recruiting

[> Workforce Administration
[> Benefits

[> Compensation
I Timz and | ahor

Step Action

13.
Click the Refresh button.

14. The information button gives more information about the status of the delegation.

Click the Details button.




Sracie
_Home | _Workiist | _MulliChannel Console | _Add to Favorites | _Sign out

Search:
®
b iy Favorites Delegation Request Details

[~ Self Senvice

I» Time Reporting

[ Personal Information

> Payroll and Compensation
I Benefits Chancellor
I Stock Activity
I Learning and

Lo e ow |Hel | 5 =

Gabriel Cole

Development Transaction: Multiple Transactions
[ Performance Wanagement Proxy: Gabriel Cols
I Recruiting Activities ¥
I Class Search / Browse On Behalf OF: Emma Maley
Catalog
[ Academic Flanning Job Title: Executive Vice Chancellor
b Enrellment |
> Campus Finances From: 02/01/2009
- Campus Personal To:
Information 0211512009
[ Academic Records Motify Delegator of All Transactions for Proxy: Yes
I» Degree
Progress/Graduation
[ Transfer Credit
I Admissions ~ | Request Status: Accepted
I Student Admission )
I Outreach Delegation Status: Inactive
I» Student Recruiting -
& Invelvernent Request History
— Student Center Transaction Name Trans Type Request Status ~ Name DateTime Stamp
1 HR_SALCHANGE Initiate Submitted Emma Maley 01/20/09 6:50PM
_ mmna“]n 2 HR_FULL_PART_CHG Initiate Submitted Emma Maley 01/20/09 6:50PM
0 i !
— Request Official Transcript 3 HR_REPORT_CHG Approve Submitted Emma Maley 01/20/098 6:50PM
Advi 4 HR_EE_INF_MGR Initiate Submitted Emma Maley 01/20/08 50PN
5 HR_TERM Initiate Submitted Emma Malsy 01/20/09 §:50PM
- Class Search
- Browse Course Catalog 6 HR_RETIRE Initiate Submitted Emma Malsy 01/20/09 §:50PM __
- wse Course Catalog 7 HR_REPORT_CHG Initiate Submitted Emma Maley 01/20/09 8:50PM
Evaluate Wy Transfer Credit 8 HR_REPORT_CHG Initiate Accepted Gabriel Cole 01/20/09 719PM
'W 9 HR_TERM Initiate Accepted Gabriel Cole 01120108 79PN
elegation 10 HR_REPORT_CHG Approve Accepted Gabriel Cole 01/20/09 7:19PM
w User Preferences| 11 HR_SALCHANGE Initiate Accepted Gabriel Cole 01/20/09 7:19PM
> Manager Self Service ‘v 12 HR_FULL_PART_CHG Initiate Accepted Gabriel Cole 01/20/09 7:19PM
e

Step

Action

15.

The Delegation Request Details page displays the details about the responsibilities you
have accepted.

Scroll to the bottom of the page to continue the review.

Click the scrollbar.

16.

Click the Return button.

17.

Congratulations! You have successfully accepted and reviewed your delegated
authorities.
End of Procedure.
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