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Overview

Peoplesoft Fluid Delegations offer users the power to initiate or authorize a PeopleSoft transaction by
making someone else operate on their behalf. HCM transactions are incorporated through a step by
step guided activity. See steps below to approve/reject a delegation request routed to you.

PeopleSoft Fluid Delegations is usually prompted by one of these scenarios:

O A manager takes leave and wants to delegate authority of managerial transactions to another
person while away from the office.

0 A senior executive does not have the time to process transactions and wants to delegate this
authority to another person, such as an assistant.

Delegation Terminology

Delegation The act of delegating one’s authority to another user.
Delegator A person that delegates authority to another user.
Proxy/Delegate A person granted authority to act on behalf of another user.

Requests Statuses and Delegation Statuses

Request Status Delegation Status Description

Submitted Inactive When a delegator creates a new delegation request the system
sets the request status to Submitted and delegation status to
Inactive.

Accepted Active When a proxy accepts a delegation request, the system sets the

request status to Accepted.

The delegation status becomes Active only when the following
two conditions occur:

e The proxy accepts the delegation request.
e The system date is greater than or equal to the From

Date and less than or equal to the To Date of the
delegation period.

Accepted Inactive If the proxy accepts the delegation request but the delegation
request is future-dated, the delegation status remains Inactive
until the system date is greater than or equal to the From Date.

Rejected Inactive When a proxy rejects a delegation request, the system sets the
request status to Rejected. The delegation status
remains Inactive.

Ended Inactive When the delegation authority period for the proxy expires,
the system sets the request status to Ended and changes the
delegation status to Inactive. This change occurs when the
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system date is greater than the To Date of the delegation
authority period.

The system reassigns all pending transactions from the proxy
to the delegator. The system also removes the proxy's
temporary permission list and role, which removes the proxy's
navigation access to the online transaction.

Revoked Inactive When the delegator revokes a delegation request, or the
delegation administrator revokes the delegation request on
behalf of the delegator, the system sets the request status
to Revoked and changes the delegation status to Inactive.

The system reassigns all pending transactions from the proxy
to the delegator. The system also removes the proxy's
temporary permission list and role, which removes the proxy's
navigation access to the online transaction.

How to Use PeopleSoft Fluid Delegations

Delegations can be easily accessed through the Delegations tile.

O Because this is a shared tile between Employee Self Service & Manager Self Service, if you have
it in Employee Self Service it will also show in Manager Self Service and vice-versa.

~ Manager Self Service

Financial Approvals HRMS Approvals Delagations My Team
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Step 1 of 4 — My Delegated Authorities
Select the My Delegated Authorities tile to review delegated transactions. Delegation alerts will
automatically be routed and may be found under the Notifications N icon.

New path: HRMS > Enterprise Components > Delegations > My Delegated Authorities

Delegations

Create Delegation Request My Delegates My Delegated Authorities
r s
-t -
2 )}
+ a FA SN

Actions Alerts View | C

Delegation of Authority from John Doe Smith to
~UTShare is awaiting your approval

Step 2 of 4 — Accept or Reject
On the Submitted tab, the option to either Accept or Reject the delegation will be available. Click on
transaction and choose action.

My Delegated Authorities

Acwe  Accepted | Ended | Repcted | Revoked | Submitied

=2/

Transactions Delegator Start Dase | End Date Request Status

10192000
(]  7reported Tme Jshn Doe Smith Submitied
10222000

Step 3 of 4 — Confirm

Select Yes to confirm.

My Delegated Authorities

Mctve | Accepled  Ended  Repcled | Revoked | Submived

Mecapt | Ramet
Transactions Delegator Start Date | End Date Request Status.
B TLRepored Tine B0 5
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Step 4 of 4 — Accepted Status
Next, the transaction(s) will be displayed under the Accepted/Active tab.

At

My Delegated Authorities

Accapted | Ended  Reecled  Revoked  Submited
Transactions Delegator ‘Seart Date | End Date. Request Status
10152020
TL Reported Time John Doe Smith
122020

0 The delegator’s report to employee will be displayed the routed approval.

€ Timesheet

Timesheet

Employee ID

FTE  1.000000
= Empl Record 0 Empl Type  Salaried
Manager Name John Doe Smith Empl Class  Classified
Actions= Earliest Change Date 0910172020 FLSA  Exempt
Staws
Select Another Timesheet
vewsy [Weex ] S
Date 101182020 [
Reported Hours  40.00
From Monday 10/19/2020 to Sunday 10/25/2020 (7
Mon Tue Wed Thu Fri Sat Sun
10019 10120 w21 1022 10723 0724 10025
800 200 800 800 200
| Reported Time Status Summary Leave / Compensatory Time Absence Exceptions Payable Time
d Time Status
a
Date Reported Status Total | TRC Description Add Comments
101972020 200 WRKS Salaried Worked
101202020 800 WRKS Salared Worked
107212020 800 WRKS Salaried Worked
1072212020 800 WRKS Salaries Worked
10232020 200 WRKS Salaried Worked

Total Time Reporting Code

40.00

Timesheet

WRKS - Salaried Worked

Timesheet

Approval Monitor

Reported Time
I Reported Time Approval for WRKS on 2020-10-19:Pending

Reported Time Approval for WRKS on 2020-10-20:Pending
Heporieg TImeinence.
Pending

Reported Time Approval for WRKS on 2020-10-21:Pending
Asparsa Timaiiniance
Panding

@ T

Reported Time Approval for WRKS on 2020-10-22: Pending
Raporiad Temaibsance

Pending

]

Reported Time Approval for WRKS on 2020-10-23:Pending

Raported Timaiabuance
Pending

ViewBy Type - -

An

Pending Approvals

2
Reported Time
 Repored Time |

I(mn«
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£ Pending Approvals

Sr Business Analyst
[=] 51tine(s) are pending your approval
I3 Delegated by Doe, John
Summary
Time Period 10/19/2020 - 10/23/2020
Quantity for Approval 40,00 Hours
Quantity Submitted/ Approved 0.00 Hours

Quantity Denied 0.00 Hours

Legand

= Reported Time Detalls

Pending All
Srows

Select Repart Date Time Reporting Code Quantity for Approval Reported for Date / Scheduled for Date

101192020 WRKS - Salaried Worked .00 Hours 8.00 Hours / 8.00 Hours >

10/20:2020 WRKS - Sataried Worked 8.00 Hours 8.00 Hours / 8.00 Hours. >

] 1021/2020 WRKS - Salaried Worked 800 Hours 8.00 Hours / 8.00 Hours >

10222020 WRKS - Salaried Worked 800 Hours 8.00 Hours / 8.00 Hours >

= 10232020 RIS - Salaried Worked £.00 Hours £.00 Hours /B 00 Hour: 2 =

Quantity Scheduled 40.00 Hours

Quantity Reported 40.00 Hours

Timesheet
Approval Monitor

Reported Time

[~ |Reported Time Approval for WRKS on 2020-10-19:Approved C
Reported Time/Absence

Approved

N for Doe, John
TLByPosMgmt

1024720 - 524 PM

v
Comments

Reported Time Approval for WRKS on 2020-10-20:Approved
Reported TimelAbsance
Approved

TLEyPoshgmt
“ 1021720 - 24 PM

Comments

Reporied Time/Absence
Approved

v

TLByPosMgmt
1021720 - 524 PM

Comments

Reportet uwe mppswval for WRKS on 2020-10-22:Approved (
Reported Time/Abisence

Approved

v

TLEyFashgmt
102120 - 524 PM

Comments

ViewHide Comments

‘ViewHide Comments

Reported Time Approval for WRKS on 2020-10-21:Approved (View Hide Comments

ViewHide Comments

My Homepage
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