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Manager Delegation 
 

Important: 

• Discuss delegation with the proxy you will be delegating responsibilities to before starting the process in 
STAR. 

• You can delegate different supervisor responsibilities to different supervisors; however, you can only 
delegate each responsibility to one proxy at a time. 

• The proxy must accept the request in order to have access to those responsibilities. 
• Per HR Policy and Procedure 405 – Time Entry and Approval supervisory responsibilities within the 

STAR system are allowed to be delegated only to another supervisor within the organizational chain of 
command. 
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How to Delegate to a Proxy 

1. Click the following link or type the address into a Web browser. 
• https://ess.wi.gov/  

2. Log in to STAR using your IAM account. 
3. Go to the Manage Delegation page.  

 

 
Note: If you have multiple positions, you are prompted to select which position you will be creating the 
delegation for. 
 

4. Click Create Delegation Request. 

 
5. In the From Date field, enter the date the delegation should begin. This date can be no earlier than the 

current date. You can use the Calendar icon to select a date or enter the date in the format 
MM/DD/YYYY.  

https://ess.wi.gov/%C2%A0
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6. In the To Date field, enter date the delegation should end. For open-ended requests, leave the To Date 

field blank.  

 
7. Click Next. 

 
8. The Create Delegation Request page appears. To delegate timesheet entry and approval, select the 

following checkboxes:  



DHS Office of Organizational and Employee Development   Manager Delegation 

December 2015  Page 4 

 

 

 

a. Manage Approve Payable Time: This option allows the proxy to approve payable time for the 
delegator’s direct reports. 

b. Manager Absence Request: This option allows the proxy to enter absences on behalf of the 
delegator’s direct reports. 

9. After you have made the appropriate selections, click Next. 

10. Choose the person you would like to request to be your proxy. Click Next. 
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Note: Per HR Policy and Procedure 405 – Timesheet Entry and Approval supervisory responsibilities 
within the STAR system are allowed to be delegated only to another supervisor within the 
organizational chain of command. 

11. Review the information on the Delegation Detail page, paying close attention to the proxy name,
dates, and transactions. Click Submit after you have reviewed the request.

• After you submit the request, the system sends an email to the proxy asking her or him to
either accept or deny the delegation. Below is an example of the email:
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• After the proxy responds, you receive an email that contains the response.

12. Click OK to complete the delegation request.

Revoke a Delegation 

Since you can delegate to only one proxy, you will need to revoke the proxy’s access before selecting another 
proxy. Note that the system automatically revokes proxy access if you entered a delegation end date when 
you set up the proxy. 

1. Click the following link or type the address into a Web browser.
• https://ess.wi.gov/

2. Log in to STAR using your IAM account.
3. Go to the Manage Delegation page.

https://ess.wi.gov/%C2%A0
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Note: If you have multiple positions, you are prompted to select which position you will be creating the 
delegation for. 

4. Click Review My Proxies.

5. Choose the transaction(s) you wish to revoke, or click the Select All link to revoke all transactions.

6. Click Revoke.
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Note: The system sends an email to the proxy, letting her or him know you will be revoking their access 
for each transaction selected. For example, the above screenshot shows two transactions will be 
revoked from Kelly Breakfast. After you click the Revoke button, Kelly Breakfast receives two emails.  

7. The Revoke Delegation Request page appears for you to review the information. Click the Yes-
Continue button to revoke the delegation.

8. The Revoke Delegation Request page displays a success message. Click OK.
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Review Your Proxies 

1. Click the following link or type the address into a Web browser.
• https://ess.wi.gov/

2. Log in to STAR using your IAM account.
3. Go to the Manage Delegation page.

Note: If you have multiple positions, you are prompted to select which position you will be reviewing 
the delegation for. 

4. Click Review My Proxies. This link only appears if you set up a delegation.

5. The system displays all of your proxies, past and present. If you want to view your proxies by request
status for each delegation, select the status in the Show Requests by Status drop-down menu.

6. Click Refresh to view the specific transactions with the status you selected.

https://ess.wi.gov/%C2%A0
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Accepting or Declining a Delegation Request as a Proxy 

1. After a manager submits a delegation request, the system sends a notification email asking the proxy
to accept or reject the request. Below is an example email:

2. Click the link provided in the email to go to the Manage Delegation page in STAR.

a. You may need to log in to STAR using your IAM account.
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b. Go to the Manage Delegation page.

3. Click Review My Delegated Authorities.

4. The My Delegated Authorities page appears. Review the transactions, name, dates, and statuses.
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a. For multiple transactions, click the Multiple Transactions link to view all the transactions that
have been delegated to you.

b. The Multiple Transactions page appears for you to review the transactions that have been
delegated to you, the person who delegated them, dates, and statuses.

c. Click Return to return to the My Delegated Authorities page.

5. Select the delegation(s) you would like to accept and click Accept.
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a. To decline the delegation, select the delegation and click Reject.

6. The Accept Delegation Request or Reject Delegation Request page appears with a message if you
have successfully accepted or rejected the delegation. Click OK.

7. The system sends an email to the delegator informing them you have accepted or rejected the
delegation.
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