Manager Delegation

The purpose of this reference guide is to assist you as you perform the Time & Labor
PROCESS OVERVIEW Supervisor and/or Time Administrator duties. This document is set up according to the steps
a Supervisor/Time Administrator will complete in order to approve reported time.

1. Click MyBGSU

2. Enter Username and Password

Navigate Employee Self Service > Manager
Information > Manage Delegation

Click Create Delegation Request

Enter Delegation Dates (To and From)
Select Delegation Activities

Click Next

Choose Delegate (Proxy)

Click Next

10. Delegation Details — Click Submit

11. Click OK on Create Delegation Request page

w

RN WA

Where do | go? MyBGSU > Employee Self-Service > Manager Information > Manage Delegation
SECTION I
NAVIGATION
Begin the process at the <5;:| @"@ htto:/furww. b du/ p-c |
bgsu.edu home page. R Kt

Note: Please use Internet Explorer

Step 1: Click MyBGSU

BGSU.

Supervisors & Time

H 11 ACADEMICS ADMISSIONS ABOUT ATHLETICS ALUMNI RESEARC STUDENT LIFE INTERNATIONAI 8 SEARCI
Administrators approve MO A 2 s s il ol «vn [ oot ot

employee’s time through the
MyBGSU portal.

Step 2: Enter USERNAME and - R— —
PASSWORD BOWLING GREEN STATE UNIVERSITY

Note: These will be your BGSU BGSU®

network credentials.

f ¥ Rerest O &

ACADEMICS ADMISSIONS ABOUT ATHLETICS ALUMNI RESEARCH STUDENT LIFE INTERNATIONAL SEARCHR

Step 2a: Click Login

USERNAME PASSWORD

fralcon sessssese | LOGIN
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Step 3: Click Employees

Canvas

TO DO CHECKLIST

You have na items in your to-do list.

Bowling Green Stat= Universi

Welcome

Libraries

Student Center

Bookstore

Accenture Report

HOLDS

Youdo ot have any holds

Bowling Green, OH 434030001 | Help | Fesdback

Step 4: Under the Manager
Information section,
e Click Manager Dashboard

BGSU EMAIL

BURSAR BILL VIEW/PAY

BG1 CARD SERVICES

ADVISING

Advisement
Student Degres Audit

Faculty Center

PAYROLL INFORMATION

Wiew Paycheck

W-4 Tax Information
Direct Deposit
‘W-2/W-2c Consent

View W-2/W-2c Forms

BENEFITS ENROLLMENT

Family Status Changes/Life Event
Benefits Summary

Benefits Enrollment

TIME AND LABOR EMPLOYEE

My Student Timesheet (view only)
Timeshest
Launch Pad

‘Web Clock

TIME AND LABOR SUPERVISOR

Approve My Monthly Reporters
Approve My Biweekly Reporters
Approve My Student Hourly Reporters

MANAGER INFORMATION

| Manager Dashboard 1

Manage Delegation

UPDATE PERSONAL
INFORMATION

IT SECURITY ACCESS FORMS

‘Web Report Library

= FMS5 Web Report Library Access Form

Contact Digital Services

Employees
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Manager Delega

n

SECTION II:
CREATE DELEGATION REQUEST

Manager Self Service offers the
option to delegate Time and
Labor transactions to another
while out of the office.

Step 1: Click on

%ﬁ Manage Delegation

@ Quick Links c lo~w

Supervisor ID Change
Terminate Employee

Retire Employee

Manage Delegation

Manager Leave Accruals

i H&eR_TVI

Student E-Hire

The Manage Delegation page
appears.

Step 2: Click

Create Delegation Regquest

Manage Delegation
Freddie Falcon

Some of your self-sernvice transactions can be delegated so that others may act on your behalfto initiate
and/or 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 Reguestto choose transactions to delegate and proxies to act on your behalf.

Create Delegation Request 9

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

Review My Proxies

Step 3: Enter the Delegation
Dates (To and From)

Step 4: Click Next

Create Delegation Request

Enter Dates
Freddie Falcon

Director

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
plank.

Delegation Dates

From Date |03/25/2015 |[&] (3)
9 To Date [03/31/2015 {5} _

I Mext I | Cancel |
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to delegate.

Step 5: Select the Time and
Labor transactions you wish

e Place a

]

in the box

perform.

Step 6: Click

next to the transaction the
delegate is allowed to

ext

Create Delegation Request

Dean

Transaction

Thomas Turkey

Delegate Transactions

[] Initiate Retire Employee

Select Transactions

[ Initiate Reporting Change

(5]

[ Initiate Terminate Employes

[] Manage Approve Reported Time

[] Manage Reported Time

Select All

Deselect All

6)

Previous 1 Mext

I ‘ Cancel

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

Step 8: Click

Step 7: Choose the employee
that will be the Delegate.

Mext

Create Delegation Request

Select Proxy by Hierarchy

Freddie Falcon

Director

This page displays persons within your hisrarchy that you can select as proxies. Select the radio
button next to the name to select that person 3= 3 procey. You can also select the Search by Name
hyperlink to search for procdies outside your hisrarchy.

Choose Delegate
Nama EmpliD B mlm"')" Job Tibe Department suparvisor Nams
7 Betty Blackbird 0000413887 Employes Data Aozt [T Freddie Faloon
& Carey Quail 0000582042 Employse Specislist 'S'::f;‘;"‘"' Technology | ddie Faloon
= Feiix Heron DODSTET3ES Employes (Senior Freddiz Falcon
Devebﬁr Service
0005686142 Employes Manager g‘ewim u T Freddis Falcon
0D0037TIEEST Employes Executive Assistant 'S':E'::’x""”ec"“"“’w Sylvester Byrdman
i Lisa Lark 0003557585 Employ=e NSL Frofessionsl 'S'::f;‘;"‘"' Technology | ddie Faloon
& Mary Spamow 0020228871 Employes Mansger I;;::r&?tinnTechmbgy Sylvester Byrdman
i Oliver Meyers 0000956345 Employ=e Associste Manager 'S'::f;‘;"‘"' Technology g, ivester Byrdman
7 Penny Falon DDDOBDSI4S Employes Manager 'S':::'x’“‘"' Technolody  Freddie Falcon
& Philip Godwit 0000573551 Employ=e Administrator 'S'::ﬂx"‘"”“"“"m Freddiz Falcon
= Robert Blue 0001212474 Employes Dirzctor 'S':::'x’“‘"' Technolody g yester Byrdman
& Robin Finch 0000855200 Employee Director 'S'::?x‘i"”ec"“"w Sylvester Byrdman
=, Rudolph Macaw 0004515048 Employes Administrator 'S':::'x’“‘"' TechnolodY  Ereddie Faloon
i Scarlet Raven 0020225008 Employse Accountant 'S'::f;‘;"‘"' Technology' . tvester Byrdman
7 Sidnay Wingneck @ooommw Employse Manager 'S':::'x’“‘"' Technolody  Freddie Falcon
Previous | L Nt § [ canca
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Manager Delegation

Step 9: The Delegation Detail

page will appear. The summary
page lists:

Proxy — the Delegate
Start Date of Delegation
End Date of Delegation
Transaction listing of what
the Proxy will be able to
perform.

Submit

Click

Create Delegation Request

Delegation Detail
Freddie Falcon

Director

Proxy Jay Partridge
From Date 03/25/2015
To Date 03/31/2015

Transactions
Manage Approve Reported Time

anage Reported Time
? Submit || Previous | | Cancel

Step 10: Create Delegation
Request page appears. This
page states you have
successfully submitted a
delegation request.

OK

Click

Create Delegation Request

Freddie Falcon

Director

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

|

You are directed back to the
Manage Delegation page.

You have successfully created
a Delegation Request.

Manage Delegation
Freddie Falcon

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

OLeam More about Delegation
Select Create Delegation Requestto choose transactions to delegate and proxies to act on your behalf.
Create Delegation Request

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

Review My Proxies
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