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Ensuring the accuracy of your employees’ time reporting is a key
responsibility of being a supervisor.

This guide will walk you through the process of approving time
entries for both hourly and exempt employees, as well as approving
and editing timesheets as needed.

All UCM employees must submit Time Off Requests to their
supervisors for all time off. The supervisor then approves or rejects
the time off requests.
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The UKG Ready Mobile application

If an employee needs access to the UKG Mobile App for clocking purposes
because they are working off-campus, the supervisor will need to contact their
HR partner to obtain additional information on the "Exception" request
process for using the UKG Ready Mobile Application.

The UKG Ready mobile app is unavailable to UCM employees unless they have
an exception request.
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UKG Ready can be accessed via a desktop/laptop browser

* Open a browser, and in the URL areaq, type “ucmo.edu
* Next, you willneed to navigate to MyCenfral.
« Af the topright of the UCM home page, you willsee these 4 icons,

select"Campus Links™:
v Q

Campus
Links
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* Next, you
will see the
following:

« Select "My
Central”

Admissions

Next you
James C. Kirkpatrick Library x mOy See - EI\[Q]RFIS—IPT{YXE
e the Single | @¥ MISSOURI
Brightspace Sign on :
UCM Email PAage.

Directory Sign in withy I
Cano. Vs your S

Forgot Username or Password ?

Remember me on this computer

UniV’erSl Calendars n e -I-WO rk ! By continuing, you understand and acknowledge

5 UCM's Acceptable Use Policy

lognand & &
password:
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Employee Resources 8
* NOW Thcrl- yOU Clre In @ Employee Dashboard
MycenTrOL On The Instructions: Student Time
Employee Resource " sheet Reporting
card, select: ® View and Pay My Bil

UKG Ready
(TimeReporting)

(®© |UKG Ready (Time Reporting)

How to View Additional Life
Insurance Coverage
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Once in the system, your default view should look similar to the one below:

UNIVERSITY
=  CENTRAL J\ﬂ“\\: ‘URI 02:55 PM (Central)

Welcome back, A

Today's Tasks (3)

- 'Ij @2 @
My Team Timek... Reports My Information My Time
Links My mailbox » My saved reports 2
o My To Do Items ) Default + | ¥ 2
My HR 1of1 Others’ Settings Columns (1) &
Delegations
Saved: [ System] ~ Ve v Descriptio
My Reports Saved As Name =

II\
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First, let’s go over the steps to
approve the time entries for
your hourly employees (if you
have hourly employees).
Hover over the “My Team
Timekeeping” icon, and you will
see the options to the right.

Select “All Time Entries”

Welcome back, A

Today's Tasks (3)

Team ome

Links

My HR
Delegations
My Reports

My Saved Reports

My Team Timek.. Reports
My Team Timekeeping {6

All Time Entries
All Current Timesheets
All Timesheets By Pay Period

Time Off Requests Pending
Approval

All Time Off Requests
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You will now see the “All Time Entries” screen. Here you will see the
time entries for your hourly employees. In this example, the supervisor
only has one hourly employee. You can see the date of the time entry,
and the Status is “New” because they haven’t been reviewed yet.

— . UNIVEF

|_
—  CENTRAL SURL 0311 PM (Central)

Time > Timesheets

< All Time Entries

Current view Y 2 Timesheet Dates: Today Show My Timesheets Only &
O Employee Id v First Name v Last Name T Date v Status
O B 700 C P 11/07/2025 New
O EBE 700 C P 11/07/2025 New

-

Location Full Path

Warrensburg

Warrensburg
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Because both of the time entries are from the same day, you can review them both on
the employee’s timesheet before approving. Select the boxes on the far left. Then, click
on the icon immediately to the right, which resembles a piece of paper and a clock.
This will take you to the employee’s timesheet.

< All Time Entries

Current view « ¥ 2 Timesheet Dates: Today Show My Timesheets Only &
Employee Id v First Name v Last Name T = Date v Status v Location Full Path
E2| 700 C P 11/07/2025 New Warrensburg
E?| 700 C P 11/07/2025 New Warrensburg
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A few things to note when viewing the employee's timesheet: you can see the entire time
period, the days and times that the employee worked, and you can also see the time period
and the “Worked Hours” for the week. For this example, we are reviewing Friday, the 7t". We
see his clocked times, and the calculated hours for the day are 8.00 hours, so this is correct.

me »

< Timesheet Edit

o v D CED

£y c @) po & November 01, 2025 - November 15,2025 ¢  Open &
Time Entry Exceptions Cale Detail Calc Summary Counters Summary By Day More Tabs (1) =

40.00 hrs 0.00 hrs 0 00 hrs

Time Off Hours rtime Hours
ee 05:53 am | G2 10:30 am | G 452 450 FRINov7 v v Warrensburg & [a 600385/999001-Custo @ (4
FRI Nov 7
wee 10:58 am | @& 0230 pm | G 353 3.50 FRI Nov 7 A A Warrensburg & [d 600385/999001-Custo ® [4
w am am 0.00 FRINov7 ¥ v Warrensburg ® [a 600385/999001-Custo @ (4

+ 8.15 hrs I 8.00 hrs |

ﬁll\ UNIVERSITY OF

il CENTRAL
w1’ MISSOURI




Scroll back to the top of the timesheet and select the left arrow to take you back to the

time entries page:

&

Timesheet Edit

Now that we know that the time entries are correct, again, select the boxes on the left,
and you will notice the greyed-out “Approve”, Reject”, and “Reset” buttons on the top
right will no longer be greyed out, and can be selected. Select “Approve”

< All Time Entries

Current view Y2 Timesheet Dates:
Employee Id - First Name
E 700 C
B 700 ol

Today

= [ «»
Show My Timesheets Only & ﬂa v s
Last Name T = Date ~ Status - Location Full Path v Department & Position Full Path ~ Suffix Full
P 11/07/2025 New Warrensburg 600385/998001-Custodian 00
P 11/07/2025 New Warrensburg 600385/999001-Custodian 00
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Now the screen looks the same, but the status has changed from “New”

< All Time Entries

Approved 2 time entries.

(1 irrant v Al 7
Current view = V2

O Employee Id
O E 700

O E 700

Page Total

Timesheet Dates: Today

-

First Name

-

Last Name T

Pl

Pl

-

Show My Timesheets Only ®

Date

11/07/2025

11/07/2025

Status

Approved

Approved

-

“Approved”

Location Full Path =

Warrensburg

Warrensburg

ﬁll\ UNIVERSITY OF
I rrﬂ““

CENTRAL

\‘87‘ MISSOURIL



Select the back arrow in the upper left to exit the time entries screen and return to the
“Main Page”:

Welcome back,
AC

Team Home @
|; . -Ij @E @
My Team Timek.. Reports My Information My Time
Links My mailbox » My saved reports 2
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Time-off Requests — All employees must submit a time-off request for any time off.

While the steps are the same to approve Time-Off, there are differences at the end
of the pay period between exempt and nonexempt employees’ timesheets.

Exempt — If all Time Off Requests Non-Exempt — All Time Off Requests
have been submitted and must be submitted and approved
approved during the pay period, during the pay period.

or if no time was taken, no action Also, all daily time entries must be
is required from the supervisor. approved and submitted, which will
The system will automatically be covered in the following slides.
submit the timesheet the day after

the pay period ends.
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Time-off Requests — All employees must submit a time-off request for any time off.
The steps to this process are the same for both exempt and hourly employees.
Requests must be viewed, then approved or rejected. To do this,

click on the words “My Mailbox ” to expand that area.

= i @ %
My Team Timek... Reports My Information My Time
My mailbox 2 My saved
My To Do Items €@ View: ' Def
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This will now give you the best view of “My To Do Items”.

We can see there are two time-off requests from Peter Parker.

The top request is highlighted, and in the details of the request, you can see he is requesting
2 days of Vacation from 15 December to 16 December, and the total hours requested off.

Approve/Reject Time Off R 25 . .

Approve/Rejectiime Off Reduest Approve/Reject Time Off Request
O] pp ruepee Vacation

PP )
Peter Parker (¢ (C,’_-.

Approve/Reject Time Off Request

D PP slerar ) [& View Accrual Balances =] Modify E? Open Timesheet 2, View Scheduled People “2. View Workflow
Steve Rogers Lee's Summit

120010/998002-Administrative Ass

00
10 20250 pr Vacation 0 Dec 15, 2025
Dec 16, 2025 i 16.00
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To approve the time off request, select the box to the left of his initials. In the upper right of
the screen, you will see two red buttons to either ‘Reject’ or ‘Approve’ the time off request.
Select the ‘Approve’ button in the upper right of the screen.

< My To Do Items m

Page 1 of 1

El Select all (1/2) Saved: [ System ] ~ T oees
‘ Appravt; Reject Time Off Request Approve/Reject Time Off Request
PP = Vacation

PP Peter Parker (F

a0

Approve/Reject Time Off Request
|:| PP ! ! [ View Accrual Balances [ Modify E? Open Timesheet 2, View Scheduled People 2. View Workflow

120010/998002-Administrative Ass

00
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A box will appear, confirming that you A confirmation box will appear, confirming that
want to approve this time-off request. the time off request was successfully approved.
Select ‘Approve’ The person who submitted the time off will get an

email letting them know it was approved.

Are you sure you want to approve this Time Off?

Peter Parker
1 PP

i Dec15 - Dec 16,2025 1600 hrs  Vacation

| . e \/'\ Completed

Time Off request has been successfully approved
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You are then returned back to ‘My To Do Items’. Note that there is only one request left.
Peter has also requested a single future day of “Sick Leave”, December 10t .
For this example, we will reject this time off request to show you the process.

%DDF?VE_JREJE“ Lime O HogUest Approve/Reject Time Off Request
D PP I(:le- Fdrk&r\a Sick Leave Self

Sick Leave Self
Created 10/18/2025 08:55 pm
PP Peter Parker (BU00OY £,

[@ View Accrual Balances [¥] Modify E? Open Timesheet + View Scheduled People 2. View Workflow

Steve Rogers Locatio Lee’s Summit

120010/998002-Administrative Ass

00

10/18/2025 08:55 pm Sick Leave Self Date Dec 10, 2025

8000
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To reject this time off request, select the box to the left of his initials.
In the upper right of the screen, For this example, select ‘Reject’.

®s
).

< My To Do Items

Page 1 of 1 1-10f 1 Rows

Select all (1/1) Saved: [ System] =

Approve/Reject Time Off Request
PP F.eter Parker

Sick Leave Self

Created 10/18/2025 08:55 pm

Approve/Reject Time Off Request
Sick Leave Self

PP e mean O
Peter Parker (BUOOON) =,

[a View Accrual Balances

Steve Rogers

10/18/2025 08:55 pm

8.00

i
[¥] Modify [7 Open Timesheet /2 View Scheduled People 2, View Workflow
Lee's Surmmit
120010/998002-Administrative Ass
Sick Leave Self Date Dec 10, 2025
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A box will appear, confirming that you A confirmation box will appear, confirming that
want to reject this time-off request. the time off request was successfully rejected.
When you reject a time off request, a The person who requested the time off will get an
comment is required. Enter reason for email letting them know it was rejected, along
rejecting the request, select ‘Reject’ with the reason it was rejected.

~ Reject Time Off Request(s)? X |

1
]

You are about to reject time off request(s)

/) Completed

1 of 1time off request(s) have been successfully rejected. 1

1 “

Example of rejecting a time off request.‘
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*All Time Off Requests should be made in advance. However, sometimes exceptions need to
be made. For this example, Peter Parker called in sick on Monday, 3 November. When he
returns to work, he can submit a time off request himself, and the request will be sent to you
for approval. This request is approved the same as other time off requests:

< My To Do Items Reject m

Page 1 of 1 1

D Select all (1/3) Saved: [ System] + AT T

Approve/Reject Time Off Request Approve/Reject Time Off Request

PP {?fe' },wfﬂ., Sick Leave Self
Sick Leave Self

Created 11/03/2025 09:46 pm

P Peter Parker (800001 2,
Approve/Reject Time Off Request
D PP eter Parker [0 commen: t [@ View Accrual | Balances [7] Modify 2 Open Timesheet 2 View Scheduled People  °2, View Workflow
/2025 12 pm
Steve Rogers Location Lee's Summit Department & Positio 700140/989570-8enior Programmer
Approve/Reject Time Off Request 00
O PP e
—:. 11/02/2025 1110 pm
11/03/2025 09:46 pm e Off Sick Leave Self Date Nov 3, 2025
Timesheet Change Request
PP --T.‘Tl, —7 I otal Hours 8.00
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Next, we will go through approving/submitting time entries at the end of a
pay period. They will show in your Mailbox as vour “To-do Items”.
Expand this area by clicking on:| My mailbox 2

¢ My To Do Items

Page
Saved: [ System ]
|_; Erlll’_lll.l’rcc {14 s Firs. manme ¥ LaSsL Ndme ) - SlALuUS - ave
Approve/Reject Time Entries
O B 7o Li W New 11/03/2025
s e 2 O B8 mo L W New 11/03/2025
rovefReject Time Entries
O B 7o L W Mew 11/04/2025
s - s s O B 7o L W Mew 11/04/2025
Approvef/Reject Time Off Request
O B8 7o Lt New 11/05/2025
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You will see all of the time entries for the first employee. You can see below that this
employees time entries have not been approved, as the show a status of “New”. If you
approve their time entries daily, the status will reflect “Approved”. For this employee, we will
click on the timesheet icon. [i] You can then review their timesheet for the entire pay period.
Make edits if necessary. If everything is accurate, you can select the top square, and it will
select all time entries. Then select “Approve”.

Approve/Reject Time Entries Approve
LW Nov 1 2025 - Nov 15, 2025 i cn = o -
fiew y v oo
PR — . Employee Id > First Name - Last Name T+ ~ Status - Date - Motes - L
Approve/Reject Time Entries
CS
B oo L W New 11/03/2025 D W
Approve/Reiect Time Off Request B 7001 i W New 11/03/2025 D W
O MT
B 700 L W New 11/04/2025 D "
Approve/Reject Time Off Request B 7001 i W New 11/04/2025 (] W
O MT
B 70 L W New 11/05/2025 ) W
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You can now see all of your
employees, and their timesheet.
Select a timesheet of an employee
for a final review before approving
it. It’s best to select the icon that Currentview » | | | V2 | | (3 Date:11/08/2025 || Show My Timesheets Only @
looks like a pencil, as it will allow

ime » Timesheets

¢ Timesheets (Current)

(| Permission v Approval State - Employeeld T ~ First Name
you to make any changes to the
timesheet before approving, then OB & A Viwony sl ued o
su bmitting it. O » B [ & ViewoOnly Open 7001 Ja
You can also see the “Approval O 7 B @ & Vewony Gpen 7od ]

O » B [ & ViewoOnly Open 700 Kil

State” of the timesheets, which is
currently “Open”
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Below is a partial view of an hourly employee’s timesheet. You can review their daily time
worked, their total worked hours, time off hours, and overtime hours.

< Timesheet Edit ®© b [ds m@

ks K ©) S| « october 16,2025 - October 31,2025 » |

&

Time Entry Exceptions Calc Detail Cale Summary Counters Surnmary By Day

72.00 hrs 24.00 hrs 0.00 hrs

Overtime Hours

> Date From To Raw Total Calc. Total In Date Time Off Location Department / Position Activities Notes
0802 am | @ 1200 pm | @ 397 400 THUOct16 ~ v Warrensburg ® [ 502100/999334-Accou ® [3 & ]
~ THU Oct 16
0100 pm| @ 0503 pm | @ 405 400 THU Oct16 ¥ v Warrensburg ® [ 502100/999334-Accou ® [3 [ ]
+ 802hrs  BOOhrs (]
~ FRIOct 17 am am 8.00 8.00 FRIOCtT? v Holiday - Warrensburg @ [3 502100/999334-Accou ® [a @ [
800hrs  B.00 hrs (]
> SAT Oct 18 ()
> SUN Oct19 (]
0800 am @ 1201 pm | @ 402 4.00 MON Oct 20 = v Warrensburg ® [4 502100/999334-Accou ® [a & D‘l
~ MON Oct 20
01:06 pm | @ 0502 pm | @ 393 400 MON Qct 20 - Warrensburg ® [4 502100/899334-Accou ® [ & D
+ 795hrs 800 hrs (]

UNIVERSITY OF
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If changes are required, you can make the necessary changes. If you make any changes, you
MUST select the “Save” button to save the changes. Then select the back arrow in the upper
left of the screen to take you back to the “Timesheets” page.

> Date From To Raw Total Calc. Total In Date Time Off Location Department / Position Activities Notes
> SUNNov 2 + ]
e 0800 am @ | e 1200 pm | @ 400 400 MONNov3 v v Lee's Summit ® [d 700140/999570-Senioc @ (3 [@ ()
~ MON Nov 3
Salaried 8 Hour wee |2 1258 pm @ | e 0457 pm| @ 398 400 MON Nov3 ¥ - Lee's Summit @ [& 700140/999570-Senic @ (& @ [m]
+ 788hrs 800 hrs (]
e 0800 am (: e 1200 pm| & 400 4.00 TUENov4 v v Lee's Summit @ [d 700140/999570-Senioc ® (3 @ [
~ TUE Nov 4
Salaried 8 Hour wee |2 0100 pm @ | e 0500 pm| @ 400 400 TUENov4 v - Lee's Summit @ [ 700140/999570-Senio @ (& @ [m]
+ 800hrs 800 hrs (]
0102 am | ( e 0503 am| & 402 4.00 WEDNov5 ¥ v Lee's Summit & [d 700140/999570-Senic ® (3 @ [
~ WED Nov 5
Salaried 8 Hour s 20759 am | G e 1201 pm | @ 403 400 WEDNov5 ~ A Lee's Summit @ [& 700140/999570-Senic ® [ [@ [
+ 805hrs  800hrs (]
e 0801 am & e 1169 am | & 397 4.00 THUNovE ¥ v Lee's Summit @ [d 700140/989570-Senic ® (3 (@ [
~ THUMov 6
laried & Hour s+ | 0100 pm | @ | e 0500 pm | @ 400 400 THUNovE ¥ - Lee's summit ® [d 700140/999570-Senic ® [ G} [
+ 797hrs  BOOhrs (]
~ FRINov 7 am am 8.00 800 FRINov7 ¥ Sick - Lee's Summit @ [d 700140/889570-Senic @ [d (@ [
Salaried 8 Hour
+ 800hrs  800hrs (]
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Select the record again in the box on the far left, and at the top of the screen to the right, you

can now select the “Approve” Button.

< Timesheets (Current)

Current view * V2 Date: 11/08/2025 Show My Timesheets Only @
Permission v Approval State - Employeeld T ~
s B @ A Approve Open BUOOO1
Page Total

First Name

Peter

Last Name

Parker

rA
:

Raw Hours v # Records v # Unapproved Time Entries v Timesheet !
40,00 9 2] 11/01/2025
40.00 9 9
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You can now see on the timesheet that it shows it
has been approved for the current time period:

< Timesheet Edit

PP peter Parker (8Ucoon(LessSummit @ ) 2, (5] ¢ November 01,2025 - November 15,2025 » @ Approved &
Time Entry Extra Pay & Counter Adjustment Exceptions Calc Detail Cale Summary Counters Summary By Day

32.00 hrs 800 hrs 0.00 hrs

@ Approved @
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The final step after reviewing and approving the timesheets is to submit them.

From the “Timesheets” screen, you will now need to select the timesheet again and
select “Submit”. This will submit the timesheet to Payroll for processing.

¢ Timesheets (Current)

E 3 view Approve

urrent view ¥ Y2 Date: 11/08/2025 Show My Timesheets Only &
Permission Approval State - Employeeld ™ ~ First Name - Last Name Raw Hours - # Records # Unapproved Time Entries v Timesheet
S B [ A  Approve Submitted BU00O1 Pater Parker 40,00 2

9 11/01/202¢
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You will see a warning that once the timesheet is submitted,
you will no longer be able to make changes. Select “Submit”.
(If changes are absolutely required, reach out to Payroll as soon as possible)

Submit timesheet(s) for approval?

You are about to submit timesheet(s) for approval. Once timesheet(s) are submitted
for approval, any further modification would not be allowed.

Comment

Cancel
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Delegations — formerly known as “Proxies”

If you will be on vacation or away from work for any length of time, you must set up a
“Delegate” to approve time-off requests, approve time entries, and approve/submit
timesheets for your employees. From the main page, on the left side in the “Links” area,

o" H ”
S€|€Ct Delegatlons . Welcome back, Steve
Team ome e
= i & @
My Team Timek... Reports My Information My Time
My mailbox » My say
@& My To Do Items @) View:
My HR
Delegations

“m ﬁll\ UNIVERSITY OF
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At the “Delegations” screen below, if you have any delegates set up in the system, they
will be listed here. This user has no delegates yet. To add a delegate, in the upper right
corner, select “Add New”.

My HR Delegations

< |Delegations 52 Add New
View: [ System] = Y2 Columns (2) & ﬁa M
Employee Id - Username - First Name - ¥ Last Name T - ¥ Employee Status moo- Workflow Type - Date From v Date To
tarts with v = v starts with hd starts with v I= hd = hd = - = v C‘
Terminated ]
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You will see the workflow Delegation window below. Here, you can choose whom you
want to delegate your UKG manager responsibilities to during your absence. For this
example, we want to make Robbie Reyes our delegate. In the “Delegate to” box, type

their last name, and you will see UCM employees with that last name, select the one
needed.

Workflow Delegation X

reyes & v

Robbie Reyes

]
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Next is ‘Workflow Type’. There are three

Workflow Delegation X
available workflow types: Time Off
Request, Timesheet, and Timesheet Delegate To* Workfiow Type -
Change Request. Only one workflow Robbie Reyes ® B .
type may be selected and updated at a R .

time. If you would like your delegate to - E:zi:;eqUESt
have access to all three, the delegation

process must be completed separately
for each workflow type.

For this example, select ‘Time Off

Request’ et (D)

Timesheet Change Request

(@
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Workflow Delegation X

Updating the ‘Date From’ and i - o
‘Date To’ fields define the date range
that you want the delegate to have

access to the workflows. The “Date to”  pateFrom= Date To *
can not be beyond 12/31/2070. 12/01/2025 5 12/31/2070 5
Then go into the Workflow Group and

select “All Company Employees” and

select ‘Save’

Robbie Reyes ® [a Time Off Request v

orkflow Group

All Company Employe & [q

Cancel
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You will be returned to your Delegations page.

You can see that Robbie Reyes was given “Time Off Request”
access to the employees you supervise.

Repeat these steps to give them access to “Timesheet” and
“Timesheet Change Request” (if necessary)

<«| Delegations

KA
Ky
View: | [ System ] ~ Y2 Columns (2) &
Employee Id - Username - First Name - ¥ Last Name T+ - ¥ Employee Status oo I Workflow Type I v Date From = Date To
starts with hd = hd starts with hd starts with b I= hd = hd = hd =
reyes Terminated
V| BUODO3 Sstudent Robbie Reyes Active Time Off Request 12/01/2025 12/31/2070
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