Manager Delegation for Requesting Backup Coverage O

Overview

When a manager expects to be unavailable to perform their duties, the tasks may be delegated to another
manager. For example, the delegate manager may perform tasks such as approving time off requests, entering
pay codes, and approving timecards during the manager's absence.

o Manager Delegation is a direct request between two managers. The manager (delegator) who
requests backup initiates the delegation request, and the receiving manager (delegate) may accept or
reject the request.

o Requesting Backup Coverage
o Accepting or Declining Backup Coverage Request
o Switching to Delegated Roles

o Cancelling the Delegation

Requesting Backup Coverage

1. From the Business Processes tile on your home page,
select the Manager Delegation right facing arrow.

My Business Processes

Manager Delegation_Limited
RolesV2

The Manager Delegation slider opens.

2. Inthe Delegate field, select the manager to whom authority will be delegated during your absence. Select the

Start Date and End Date from the calendars L2,

Typically, the default Role Profile is sufficient. If not, select the appropriate Role Profile for the delegate.

4. Click Submit. The delegation request will notify the Manager/Supervisor as a Task from the My
Notifications tile.

X Manager Delegation_Limited
RolesV2

New Delegation

Delegate™®

[ JAcK. JoHN | : [\

Start Date*

\_ Select a date \ Clear

End Date*

\_ Select a date \ Clear

Role Profile*

Manager & Manager I : [‘

Cancel
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Accepting or Rejecting Delegated Coverage Requests
1. From the My Notifications tile on the desktop, select Tasks to open the Tasks workspace.

My Notifications >

[ Tasks 1 )]

The Control Center page displays.

Control Center

Categories * Filter: (3~ None @ vnore | D Detalls

1 Tasks (Theie <

Manager Delegation_Limited

RolesV2

O My Requests O & Emoloyee MANAGER1, JOHNB
Subject MANAGER], JOHNE has submitted a delegation
Body MANAGERI, JOHNE has started a delegation on 3/30/2026 2:55 PM. New Delegation
O Employee Requests Created On 3/30/2026 2:55 PM
Task Name New Delegation Acceptance Form Delegator
Assignee JACK, JOHN
I} Tlmekeepmg Created On 3/30/2026 2:55 PM MANAGER], JOHNB (TS]OOO‘\)
Start Date
[ aro12026 )
End Date
| 4nsr2026
Role Name
Manager & Manager

Select Action®

O Accept
O Reject

Comment

2

2. Select the Delegate task. The applicable information is listed in the Details column.
3. Select Accept or Reject and optionally enter a comment.
4. Click Submit.

Note: After accepting the delegation, the delegate needs to log out of the eSTART application and log back in to
display the option to switch roles and manage the delegation.
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Switching to Delegated Role

Welcome back, AMARA 2 Edittiles

Click Switch Role. The Roles and Employments slider opens.
Under the Role field, click the drop-down list to switch roles from the default Role to the delegate role.
Click Confirm.

> w o=

The home page refreshes and displays an informational alert "Acting as Delegator Name" at the top left-
side corner of the page. All necessary tiles to manage the delegator's employees will display. Note: The
page will not display any "My" Tiles (My Notifications, My Time, My Schedule, My Time Off, My Accruals, or
My Business Processes).

© Acting as MANAGER], JOHNB
Welcome back, AMARA & Edittiles T switch role
Manage Schedule > : Manage Timecards > H Manage Leave of : FLSA Over 40 >
4/02/2026 + Last Update 152 AM Absence >
Previous Pay Period ™
Starti o >
arting Must Fix r
72 72 Unexcused Absenc Search
Missing o > e
On Break Clean Timecards
4 EXEMPT1, EDWARDB
&M 1 Timecards with no N EE 1520001 ' go
exceptions 2
Leavin, o > LPN1, LEEB 5 o4
¢ LL 1580001 '
02
MAINT!1, MIKEB
MM 1590001 ' o L
Porson Nam
JM  MANAGER], JUNIORB |
T540001
g NEVELNES

5. To switch back to your initial role, click Change or Switch Role and repeat steps 2-3.
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Cancelling a Delegation

From the delegator's home page:

1. From the My Business Processes tile, click Manager Delegation.
The delegation slider opens.

2. Click Delete Existing Delegation.

3. Click Next.
4. Review the list of delegations and select the appropriate delegation to delete.
5. Click Submit.
X Manager Delegation_Limited X Manager Delegation_Limited
RolesV2 RolesV2

Delegations Exist Delete Existing Delegations®

(@) k. Jorm (403381 : 4/01/2026 -
Select Action :* 4/15/2026, Manager & Manager

O Create New Delegation

(-
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