DHS Office of Organizational and Employee Development Manager Delegation

Manager Delegation

Important:

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

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

e The proxy must accept the request in order to have access to those responsibilities.

e 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.
e https://ess.wi.gov/

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

Favorites = Main Menu~= > Self Service ~ > Manage Delegation
Favorites = | Main Menu _
. Search Menu:
[J  State of Wisconsin (STAR) ’
Wisconsin Tir [£]  Company Directory S lev
Timesh |j Manager Dashboard
Reporty 3 Org Chart Viewer 4
LI SelfSenice é—
= [ Time Reportin g
ﬂbger}(c 3 Wanager Self Senvice porting
avigate B Workforce Adminisirai 3 Personal Information 4
- ;m :CE' it 3 Payroll and Compensation 4
enefits
Employee Le: . [J Benefits P S (B
Time and Labaor
Aieeen 25 d Perdormance Management 4
B 3 Payroll for Morth Americ Ij Review Transactions
Absence
L1 Global Payroll & Absen ] Manage Delegation E
LegalHoliday 3  workforce Developmen.
Balance

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.

Manage Delegation

Aundra Footloose
Some of your self-senvice transactions can be delegated so that others may act on your behalf to initiate

and/or approve transactions for you andfor your employees. In addition, others may have delegated
responsibility for their transactions to you.

'ﬂLearn Maore about Delegation

Select Create Delegation Reguestto choose transactions to delegate and proxies to act on your behalf.

| 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.
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Create Delegation Request

Enter Dates
Aundra Footloose

HEALTH CARE SUPERVISOR

Enter the dates for your delegation request. Enter a From Date that is today or later. Enter a To Date that

is the same as or later than your From Date. For open-ended delegation requests, leave the To Date
blank.

Delegation Dates

From Date [12/01/2015 |5} mmmmm—

To Date EI

Mext Cancel

6. Inthe To Date field, enter date the delegation should end. For open-ended requests, leave the To Date
field blank.

Create Delegation Request
Enter Dates
Aundra Footloose

HEALTH CARE SUPERVISOR

Enter the dates for your delegation request. Enter a From Date that is today or later. Enter a To Date that

i the same as or later than your From Date. For open-ended delegation requests, leave the To Date
blank

Delegation Dates

From Date 12/01/2015 |[3

To Date 12/08/2015 |[H For open-ended requests,

leave blank.

Mext Cancel

7. Click Next.

Delegation Dates
From Date [12/01/2015 |[5]

To Date | 12/08/2015 |[=]

Mext Cancel

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

Select Transactions

Aundra Footloose
HEALTH CARE SUPERVISOR

Selectthe transactions that you want to delegate to a proxy. You can select one or many transactions.

Delegate Transactions

Transaction
[] Employee Absence Balance
[[] Employee Absence History
[] Employee Absence Regquest

CM Manage Approve Payable Tme)

[] Manage Approve Reported Time

[[] Manage Reported Time
[[] Manager Absence Approve
[[] Manager Absence Balance

[[] Manager Absence History
( Manager Absence Regquest }

Select All Deselect All

Previous Mext Cancel

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

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.

[] Manager Absence History

Manager Absence Request

Select All Deselect All

Frevious Mext Cancel

10. Choose the person you would like to request to be your proxy. Click Next.
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Create Delegation Request
Select Proxy by Hierarchy
Aundra Foolloose

HEALTH GARE SUPERVIZOR

ays persons within your hierarchy that you can select as proxies. Select the radio button
nexd to the name to select that person 35 a proxy. You can also select the Search by Name hyperink to
search for proxies outside your higrarchy

Choose Delegate

Organizational

K T
Harme Empl ID Relationship Job Title Department Supervisor Name
Y Comfort The Emplayee TRAINING OFFICER-SENIOR Bur Enrallrment Mgmt Krista Ventura
|
e Kelly Breakfast Emplayee HEALTH CARE PROGRAN Bur Enraliment Mgmt Krista Ventura
MANAGER
") Krista Club Employee TRAINING OFFICER-SEMIOR Bur Enroliment Mgmtl Renda Finkle
) Lashone Top Employee TRAINING OFFICER-SENIOR Bur Enroliment Mgmt Krista Ventura
Lai Gun Employae TRAINING OFFICER-SENIOR Bur Enroliment Mgmt Krista Ventura
() Marty Roadhouse Employee TRAIMING OFFICER-SENIOR Bur Enraliment Mgmt Knsta Ventura
) Matali Smokey Employes TRAINING OFFICER-SEMIOR Bur Enroliment Mgmt Krista Ventura
Trisa Bandit Employee TRAINING OFFICER-SEMNIOR Bur Enroliment Mgmt Krista Ventura
Frevious MNexd Cancel

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.

Create Delegation Request

Delegation Detail

Aundra Footloose

HEALTH CARE SUPERVISOR

Proxy Kelly Breakfast
From Date 12/01/2015
To Date 12/08/2015

Transactions

Manage Approve Fayable Time

Manager Absence Request

Submit Previous Cancel

e 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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From: Aundra.Footloose@dhs.wisconsin.gov [mailto:Aundra.Footloose@dhs.wisconsin.gov]

Sent: Tuesday, December 01, 2015 9:40 AM

To: Footloose, Aundra - DHS; Breakfast, Kelly - DHS

Subject: A delegation request from Aundra Footloose has been submitted for review and acceptance

Aundra Footloose or an administrator on behalf of Aundra Footloose has submitted a delegation request to you. Here are the details:
Transaction(s): Manage Approve Payable Time, Manager Absence Request

From: 2015-12-01

To: 2015-12-08

System to notify Aundra Footloose of each request: N

You can review the request, then accept or reject the request, using the link below.
https://wi-phrdev.wi.gov/psp/phrsbx/EMPLOYEE/HRMS/c/HCDL ALL.HCDL MGR DLG HOME.GBL?

Page=HCDL MGR DLG HOME&Action=U&DELEGATOR &DELEGATOR &DELEGATOR RCD=0&TRANSACTION NAME=TL SRCH
|£\PPRV GRP&TRANS ALLOWED=A&FROM DATE=2015-12-01

e After the proxy responds, you receive an email that contains the response.

Kelly Breaklast has accepted a delegation request that you submitted. Here are the details:
Request Status: accepted

Transaction: Manage Approve Payable Time, Manager Absence Request

From: 2015-12-01

To: 2015-12-08

System to notify Aundra Footloose of each request: N Delegation Status: A

You can review the status of the request using the link below.
https://wi-phrdev.wi.gov/psp/phrsbx/EMPLOYEE/HRMS/c/HCDL ALL.HCDL MGR DLG HOME.GBL?
Page=HCDL MGR DLG HOME&Action=U&DELEGATORU&DELEGATOR &DELEGATOR RCD=0&TRANS
12-01

12. Click OK to complete the delegation request.

Create Delegation Request

Aundra Footloose

HEALTH CARE SUPERVISOR

You have successfully submitted a delegation request. Refer to the My Proxies page to view the status
of the request
OK

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.
e https://ess.wi.gov/

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

Favorites = Main Menu~= > Self Service ~ > Manage Delegation
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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.

Manage Delegation

Aundra Footloose

Some of your self-senvice transactions can be delegated so that others may act on your behalf to initiate
andior approve transactions for you andfor your employees. In addition, others may have delegated
responsibility for their transactions to you.

OLearn More about Delegation
Select Create Delegation Reqguestto choose transactions to delegate and proxies to act on your behalf.

Create Delegation Request

Select Review My Proxies to review the list of transactions that you have delegated and the proxy for each

fransaction.
Review My Proxies

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

My Proxies

Aundra Footloose

HEALTH GARE 3UPERVIEOR

This page allows you to view your gproxes and the reguest status for each delegation reguest Salecta
particular status and select Refresh to show the matching requests. Select the information lcon fo view
request details, To revoke requests, selectthe request then select Revoke

Show Requests by Status | V Refrash

Choose Delegate

Request Delegation

Transaction Name Job Title From Date  To Date Stalys Siatus Details
1 Manage Approve Payable = *HEALTH GARE PROGRAM ;
S Kelly Braakfast i 1270172015 12/08/2015 Accepled Active i)
! = HEALTH GARE PROGRAM = =
[+] Manager Absence Request Kelly Breakfast 2 1200172015  12/08/2015 Accepled Active 1]

MANAGEF

Select -‘-JIK/Deseled.-'-ll Revoke

Raturn to Manage Delegation

6. Click Revoke.
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My Proxies

Aundra Footloose

HEALTH GARE SUPERVIECR

IUT proxies and the re
f 1o show the

rach delegaton regues
he infermation |

Show Requests by Status V: Refrash

Choose Delegate

Request Delegation

Transaction Name Job Titls From Date To Dates Status Siatus Ditails
e HEALTH CARE PROGRAM
(v Manage Approve Payable . Broaifact S 120172015 120082015 Accepled  Aclive (1]
= Time MANAGER
[ Manager Absence Request Kelly Braakfast ROGRAM 15012015 120082015 Accepled  Aclive (i ]

Select Al Daselect All Revoke

Reatum to Manage Delegation

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.

Revoke Delegation Request

Aundra Footloose
HEALTH CARE SUPERVISOR

Are you sure you want to revoke the delegation requests that you have selected 7

Yes - Continue Mo - Cancel

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

Revoke Delegation Request
Aundra Footloose
HEALTH CARE SUPERVISOR

You have successiully revoked a delegation request Refer to the My Proxies page to view revoked
delegation requests

oK
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Review Your Proxies

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

2. Loginto STAR using your IAM account.

3. Go to the Manage Delegation page.

Favorites = Main Menu~= > Self Service ~ > Manage Delegation

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.

Manage Delegation

Aundra Footloose

Some of your self-senvice transactions can be delegated so that others may act on your behalf to initiate
andior approve transactions for you andfor your employees. In addition, others may have delegated
responsibility for their transactions to you.

ﬂ'Learn More about Delegation
Select Create Delegation Reqguestto choose transactions to delegate and proxies to act on your behalf.

Create Delegation Request

Select Review My Proxies to review the list of transactions that you have delegated and the proxy for each

fransaction.
Review My Proxies

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.

My Proxies

Aundra Footloose

HEALTH CARE SUPERVIEOR

Show Requests by Status | Refresh

Request Delegation
Transaction ] From Date To Da s et Netails
Status Status
M ¢ Paya
' h 1 R a (5]
Manager Absence Request Kelly Breakfast - 01 ) Revoke nactive (5 ]

Select Al

Returm to Manase Dale
Reftum to Manage D

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

Aundra Footloose

HEALTH CARE SUPERVESOR

i T revoke requ gelect thi U elect Rovokd
Show Requests by Status | Revoked #/ Refresh

-~ Jue st [ ST -
saction dame Job Tithe From Date o Date e == Details

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:

From: Kelly. Breakfast@dhs.wisconsin.gov [mailto:Kelly.Breakfast@dhs.wisconsin.gov] |

Sent: Wednesday, December 02, 2015 3:32 PM

To: Breakfast, Kelly - DHS; Footloose, Aundra - DHS

Subject: A delegation request from Kelly Breakfast has been submitted for review and acceptance

Kelly Breakfast or an administrator on behalf of Kelly Breakfast has submitted a delegation request to you. Here are the details:
Transaction(s): Manage Approve Payable Time, Manager Absence Request

From: 2015-12-02

To: 2015-12-08

System to notify Kelly Breakfast of each request: N

You can review the request, then accept or reject the request, using the link below.
https://wi-phrdev.wi.gov/psp/phrsbx/EMPLOYEE/HRMS/c/HCDL ALL.HCDL MGR DLG HOME.GBL?

Page=HCDL MGR DLG HOME&Action=U&DELEGATOR U&DELEGATOR DELEGATOR RCD=0&TRANSACTION NAME=TL SRCH
12-02

2. Click the link provided in the email to go to the Manage Delegation page in STAR.
System to notify Kelly Breakfast of each request: N

You can review the request, then accept or reject the request, using the link below.

https://wi-phrdev.wi.gov/psp/phrsbx/EMPLOYEE/HRMS/c/HCDL ALL.HCDL MGR DLG HOME.GBL?,
Page=HCDL MGR DLG HOME&Action=U&DELEGATOR U&DELEGATOR DELEGATOR RCD=0&TRANSACTION NAME=TL SRCH
12-02

a. You may need to log in to STAR using your IAM account.
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ORACLE
PEOPLESOFT ENTERPRISE

Selecta Language

usern[ | English Espafio
Dansk Deutsch
Password l:l Francais Francais du Canada

ltaliano Magyar
MNederlands MNorsk
Polski Portugués
Roména Suomi
Svenska Tirkce
Cestina B
=0 PrwCCimi
jH] i A 3
3 doy el
Set Trace Flags UK Enalish

b. Go to the Manage Delegation page.

Favorites + Main Menu~ > Self Serice = > Manage Delegation

3. Click Review My Delegated Authorities.

Manage Delegation

Aundra Footloose

Some of your self-senvice transactions can be delegated so that others may act on your behalf to initiate
andior approve transactions for you andfor your employees. In addition, others may have delegated
responsibility for their transactions to you.

OLearn More about Delegation
Select Create Delegation Reqguestto choose transactions to delegate and proxies to act on your behalf.

Create Delegation Request

Select Review My Proxies to review the list of transactions that you have delegated and the proxy for each
fransaction.

Review My Proxies

Select Review My Delegated Authorities to see the list of transactions that have been delegated to you by
others, and to accept or reject pending delegation requests.

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.

My Delegated Authorities
AundraFootloose
HEALTH CARE 3UPERVISOR

This page allows you to view your ated suthoritias, Seled a particular status and select Refresh to
show the matching requests. Selec the armiation (con for request delails

Return o Manage Delegation

Show Requests by Status [ Submitted V Refresh
Choose Delegate
Transaction Hame Job Title From Date To Date Request Status
[+] |Muttiple Transactions gllyBreakfast 120022015 12/08/2015 Submitled
Select All Daselec All Accapt Reject

Delegation
Status

Inactive

D tnils

i)

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.

Multiple Transactions
Help
Multiple Transactions
Transaction Name From Date To Date Request Status Delegation Status
Manager Absence Request  Kelly Breakfast 12/02i2015  12/08/2015  Submitted Inactive
'%"i?::ge Approve Payable oy, Breakdast 12/02/2015  12/08/2015  Submitted Inactive
c. Click Return to return to the My Delegated Authorities page.
'%"i?::ge Approve Payable oy, Breakdast 12/02/2015  12/08/2015  Submitted Inactive
5. Select the delegation(s) you would like to accept and click Accept.

My Delegated Authorities

Aundra Footloose

HEALTH GARE SUPERVISOR

This page u o view ur d authorities, Select a particular status and select Refresh to

show the n ng requests. Select i armation icon for request details
Show Requests by Status jGu:-!'.! ted VJ Refresh

“hoose Delegate

Transaction Hame Job Title From Date To Date Request Status {S?rj?ug::m" Dhetails
/| Multiple Transactions Kelly Breakfast 120272015 12082015 Submitted Inactive ﬁ
Select Al Desaled All Accapt Reject
Return o Manage Delegation
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d.

To decline the delegation, select the delegation and click Reject.

My Delegated Authorities

AundraFootloose

HEALTH CARE SUPERVIECR

Show Requests by Status [ Submitted

Refresh

“hoose Delegate

Transaction Hame

Job Title

D {4
From Date To Date Request Status . donon

e tail
Status Dafalts
/| Multiple Transactions Kelly Breakfast

120272015

120082015 Submitted

Inactive i ]

Select Al

Desalect All Accapt Reject

Return o Manage Delegation

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.

Accept Delegation Request
Aundra Footloose

HEALTH CARE SUPERVISOR

You have successfully accepted a delegation request. Refer to the My Delegated Authorities page to
view accepted delegation requests

OK

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