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Approve Time & Absences 
As a Manager, every payroll period, you are 

required to review and approve, and edit (when 

necessary) Payable Time submitted by your non-

exempt employees.  

You are also required to review and approve, or 

submit or cancel (when necessary) Absence 

Requests on behalf of all of your employees.  

Delegation 
You can delegate someone to help you manage 

the adjusting of Payable Time for your classified 

non-exempt employees and your part-time 

employees. This employee can also enter or 

cancel Absence Requests on behalf of your 

employees. You will NOT lose your access for 

performing these tasks. You can share these 

responsibilities with your delegated employee. 

You can also delegate someone to approve 

Payable Time and Absence Requests while you 

are out of the office. This approval delegation 

should only be on occasion and temporary. 

Important! Once you select a Delegate to 

perform certain functions (except for managing 

functions), you will no longer have access to 

perform those particular functions.  

For example, if you delegate someone to approve 

your Payable Time, you will no longer have 

access to do this. There is only one Approver per 

employee. 

You will need to Revoke Delegation to get that 

access back.  

Additionally, if you will no longer be in your 

current role/position, and you have delegated 

any functions, you must revoke all of the 

delegations before you leave.  

Assign Delegation 
1. Log into HCM using your MEID and password. 

2. Click NavBar  in the upper right corner, 

then click Navigator. 

3. Self Service > Manage Delegation. 

4. Click the Create Delegation Request Link. 

5. Using the Calendars, enter the From/To dates 

of the Delegation Request, then click Next. 

 Delegation cannot be backdated. 

6. Select the appropriate transaction(s) you 

would like to delegate by clicking on the 

checkmark box, then click Next.  

Note:  You can delegate different transactions  

to different people. Each different delegation has 

to be a separate delegation request.  

 Manage Approve Overtime: option to 

approve Overtime requests. 

 Manage Approve Payable Time: option to 

delegate the approval of Payable Time 

(worked hours). 

 Manage Reported Time: option for 

“Timekeepers” to edit Time & Labor entries. 

 Manager Absence Approve: option to 

delegate the approval of Absence Requests. 

 Manager Absence Request: option for 

“Timekeepers” to edit Absence Requests.   

Note:   Once you delegate a transaction to 

someone, this transaction is no longer available 

to you or for you to delegate to anyone else.  

You must “revoke” the delegation to get your 

access back. 
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7. A list of names displays with employees from 

your department to choose from or click the 

Search by Name link to find your delegate. 

 

8. Click the radio button to the left of the 

employee name, and click Next. 

 

 Ensure the listed Proxy “delegate” is the 

correct employee. 

 Ensure the date range is accurate. 

 Ensure transaction(s) being delegated are 

correct. 

9. Click Submit. 

10. Click OK to confirm. 

 Your Delegate receives an email notifying 

her/him of the delegation request including the 

transactions details.  

 Your Delegate must accept the Delegation 

Request in HCM. 

Review My Proxies 
Review the Delegates (Proxies) you have 

assigned and delegation status. 

1. Repeat steps 1 – 3 in the previous section. 

2. Click the Review My Proxies link. 

3. View your Proxies (Delegates) and the Status. 

 

Revoke Delegation 
The delegation transactions you assigned to 

someone will automatically expire on the End 

date. However, you can revoke the delegation 

access at any time.  

1. Repeat steps 1 – 3 on page one. 

2. Click the Review My Proxies link. 

3. Select the transaction(s) you would like to 

revoke, or click the Select All link. 

 

4. Click Revoke. 

5. Click Yes – Continue, then click OK to confirm. 

 Your Delegate receives an email notifying 

her/him of the revocation. 

6. When finished, sign out. 


