KRONOS Manager Delegate Authority Instructions
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Delegate Authority

Delegate Authority allows managers to delegate another manager to approve timecards and requests for
Time Off for their team.

High-level process

e The requesting Manager submits on-line request (Manager Delegation) via KRONOS to another
manager to act as manager for them in their absence for a specified period of time.

e An e-mail is automatically generated notifying the manager of the request and a message
appears in the manager's KRONOS Inbox.

e The 2™ manager accepts or declines delegate responsibility via KRONOS.

e An e-mail is automatically generated notifying the requesting manager of the acceptance status
(via their primary e-mail) and a message appears in the manager’'s KRONOS inbox.

o IF the manager accepts, they will be granted access to the requesting manager’s employees
during the specified time period.

How to delegate another manager:

Group Edit Results
Mk

Reports

Reports - Advanced
HF Manager Home

Tranzaction Assistant

Actionz
Bl Ed'rtiﬁ

1. From the KRONOS Timecard, under General, select Actions.

ACTIONS
Last Refreshed:10:34 AW

Refresh
Categories | All b

Actions

+ Manager Delegatio + Request for Time Off
+ Cancel Time Off i. }

2. Select Manager Delegation
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3. A separate window will open. Fill out the New Delegation request:
o~ https:lemployee.sdhospice.orgf?initForm=... g@g|

Existing Delegations
Mone

Hew Delegation

* Delegate: | Hahn, Marc A w
* Start Date: |4/14/2008 =
* End Date: | 4/22/2005 =
* Role: Delegate Role w
Zave & Close ] [ Cancel ]
< >

a. Select the manager you want to delegate from the drop down list. NOTE: the delegate
must be a manager in order for you to delegate to them.

b. Select the Start Date you want them to begin responsibility for your team. NOTE: The
start date cannot be BEFORE today’s date.

c. Select the End Date you want them to end responsibility for your team.

d. Role will default to Delegate Role.

e. Select Save & Close.

4. An e-mail with the request will be automatically sent to the primary e-mail of the manager you
selected as delegate. AND the request will appear in the manager's KRONOS Inbox.

5. IMPORTANT: A task will automatically appear in your Inbox (sent from yourself) which allows
you to cancel the pending delegation. See separate instructions below for deleting a delegation.

INBOX
Lazt Refreshed: 4:00 Ph
TASKS MESSAGES
e
Status | Active b As of Date: |31 5/2003 E Categories | Al b
From Subject CatelTime Received Complete By Date Status Current Location
Bugera, Elizabeth b Manager Delegation Manager Cancel Form 41 402008 3:58PM 441 412008 Active Task List

6. The manager must Accept/Approve the request in order to become the delegate.

7. As a delegate, that manager will be able to switch between viewing their employees and viewing
your employees during the designated period of time you selected.
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Accepting Delegate Responsibility

1. You will receive an email from the requesting manager, notifying you that they would like you to
cover for them in their absence.

Delegation request for Bugera, Elizabeth M.
EBugera@@=DHospice org

You have received a delegation request for Bugera, Elizabheth M.

Delegation Details:

Delegator: Bugera, Elizabeth M
Start Date: 4/14/2008

End Date: 4/22/2003

Bole: Delegate Role

2. To accept or decline the request, log into the KRONOS Timecard (OR Self Service).

GENERAL ¥ | MY

Group Edit Results
[rikacy

Reports - Advanced
HFE Manager Home
Tranzaction Azsistant

Actionz
Bic! Edlitor

3. From the KRONOS Timecard, under General, select INBOX.

4. Select the task (entitled Manager Delegation from the requesting manager) from the Inbox then

select Edit.
INBOX
Last Refreshed: 4:05 PM
TASKS MESSAGES
e X
Status | Active b As of Date: | 3M5:2008 E Categories | Al b
From Subject DatedTime Received Complete By Date Status Current Location
Bugera, Elizaketh W Marager Delegation Accept Delegstion Form 4 452008 3:58PM 41472008 Active Task List
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5. A separate window will open. Fill out the form:

= https:/femployee.sdhospice.orgf?id=262B&initForm=true - Ac... |Z||E|[Z|

Hew Delegation

Delegator: Bugera, Elizaheth M

Start Date: 41 42008

End Date: 412252008

Role: Delagate Rale
Action

Select Action: (=) Accept Delegation
() Decline Delegation

Comment:

Save & Cloge ] [ Cancel ]

a. Accept or Decline the delegation.
b. You can include a comment/message. (This is optional).
c. Click Save & Close.

6. An email will be automatically sent to the requesting manager’s primary e-mail.

7. During the specified dates, you will be able to view your employees separately from the ones

delegated to you. From any KRONOS Timecard screen, you can Switch Roles from yourself to
the Requesting Manager.

a. Select Switch Role: Myself

Timecard | Reports | My Timecard Switch Role: Myself )

PAY PERIOD CLOSE

Show [mhahn reports - m
Last Refreshed: £:22PM
’ reshe Time Period [Currert Pay Pariod - |

Actions * Punch * Amount * Schedule * Approvals * Person ™

Matne 14 EAr;EIrD:VE; ESS?DQ\:I Sig:fd Paidd Hours h:'j:;? Mizzed Meal
Betterton, &my 1 24.0 &
Heszefting, Walter L
Hutton, Rakin 0.0
Louviere, Hatie 400
Santos, Erwin & j
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b. A separate window will open. Select the manager then select Switch Role.

Switch Role: Myself

SWITCH ROLE
Ty
‘h Delegator Feale Start Date End Date
Wy self
'y Bugera, Elizaketh W Delegste Role 471472005 472272008

c. You will then be able to view the requesting manager’s employees.

Timecard | Reports | My Timecard Gwih:h Role: Bugera, Elizabeth FD

QUICKFIND Find |

Hame or ID stoesset

Time Period [Veek to Date - |

Last Refreshed: £:25PM

Actions * Punch * Amount * Schedule * Approvals * Person

Primary Lakboar
Accourt

Stoeszer, Lisa M 0341 10FIMANCERE40MDNI00BUGERS ELIZABETH MPAYROLL

Mame 14 D

d. When you are finished reviewing and approving timecards for the requesting manager,
switch role back to yourself.
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To Delete a Delegation

1. From your Inbox, select the Manager Delegation Cancel form task (that was sent from yourself)

& select Edit.
INBOX
Last Refreshed: 4:00 Ph
TASKS MESSAGES
Status A= of Date: |3m SI2008 | E Categories | Al e
Fram Subject DatelTime Received Complete By Date Status Current Location
Bugera, Elizabeth Manager Delegation Manager Cancel Form 411452008 3:55PM 41 452008 Active Task List

2. A separate window with the pending delegation will open. Select Delete.

I hitps:/lemployee.sdhospice.orgf?id=251 I&initForm=true - De... |: E'E'

Pending Delegation
Delegate: Hahn, Mark %
Start Date: 41 4/2008
End Date: 42202008

Role: Delegate Role

[ Delete ] ’ Cancel ]

3. Then, select Remove Existing Delegation. This will remove the authority for the manager
you requested to cover for you.

& https:/femployee.sdhospice.orgf?... |Z||E| [5__(|

Action

Select Action: () Create New Delegation
& Remaove Existing Delegation

[Next] [ Cancel ]
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4. A screen with the Existing Delegations will open.
Select the delegation you want to remove & select Delete.

& https:flemployee.sdhospice.orgf?id=2642 - D.._. |Z||E|E|

Existing Delegations

Hahn, Marc A 411452008 - 472202008, Delegate Role

[ Delete l [ Cancel ]

5. You will receive confirmation that the delegate was removed.

C hitps:/femployee.sdhospice.org/?id=2588 - D... |:||E|fz|

Delegation Deleted!

Cloge

6. The manager will receive notification that their delegation authority was deleted.
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