
Accept Delegation  
Request 

When a colleague assigns you as their Delegate 
(Proxy), you will receive an email prompting you 
to accept the request. You will need to approve 
that request in HCM to be their Delegate (Proxy).  

1. Log into HCM using your MEID and password. 

2. At the top of the screen, click Employee Self 
Service, then click Manager Self Service. 

3. Click the Approvals tile. 

4. On the left menu, click Delegation of Authority. 

 

 

 

 

5. Click the 
delegation request to 
review it. 

 Review the transactions that are being 
delegated to you, and ensure you are able to 
perform these responsibilities during the 
specified time period. 

 

 

 

 

 

 

6. In the upper-right 
corner, click Approve. 

 For a delegation request with multiple 
transactions, you must approve or deny the 
entire request. 

7. Click Submit (Notes are not required). 

8. When finished, sign out. 
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Once you have approved your delegated requests, 
you will now be able to perform the transactions 
delegated to you. Keep in mind that as the 
Delegate, you are now responsible to abide by the 
Manager deadlines for Time & Labor (Payable 
Time) and Absence Requests. 

Approve Time & Labor and Absence Requests 

1. Log into HCM with your MEID and password. 

2. At the top of the screen, click Employee Self 
Service, then click Manager Self Service. 

3. If you were delegated approval transactions, 
click the Approvals tile. 

4. On the left menu, you can filter the approvals 
you would like to review and approve. 

 

 

 

 

5. To approve 
Payable Time 
(Time & Labor),  
click the check 

mark boxes for the rows you are approving, and 
click Approve in the upper-right corner, and 
click Submit. 

 

 

 

 

6. For 
Absence 
Requests, 

select the absence row to review it, then in the 
upper-right corner, click Approve, Deny, or 
Pushback, and click Submit. 

7. When finished, sign out. 
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