
    DELEGATION 

 

The person who is delegating should log into : 

 Self Service – Manage Delegation 

 

 

 

Enter dates delegation will be valid. 

  

 

 

 

 

 

 



For Time Approval Select : 

         Manage Approve Reported Time 

         Manage Reported Time 

 

 

 

Employees in your department will appear as possible delegates. 

 

 click the person you want to delegate to 

 

 

 



 

 

 

 

 

 

This page shows who you delegated task to, and the status. 

  

 

 

 

 

 



You will receive an e-mail for verification, as well as the person you delegated to. 

 

 

 

 

 

 

 

 

 

 

 

 


