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Manager Delegations are useful when a manager will be absent and unable to access Kronos. Setting a Manager Delegation allows one manager to temporarily function as another manager to take care of timecard approval and other related tasks.
[bookmark: _Toc22131683]Creating a New Manager Delegation
1. To create a new Manager Delegation, the manager who will be absent must navigate to the Manager Delegation request. This may be available as a widget in the drawer, or it may be within another widget, such as Actions. Select Manager Delegation.
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2. From the Delegate dropdown, the requesting manager chooses the person to receive the delegation request. Choose the Start Date and End Date. The start & end date define the time frame that the delegate will be able to function as the requesting manager. Choose Save and Close to submit the request.
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3. The manager receiving the delegation request will see a notification in the Requests alert. If email notifications are set up, this manager will also get an email notification of the new request. 
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4. The manager receiving the delegation request will need to navigate to the Requests widget to view details and accept the request. [image: ]





5. If available, click the Accept Delegation icon. If no icon is displayed, double-click on the request to open the window to accept the request. [image: ]
To accept the request, select the Accept Delegation radio button and choose Save and Close.



6. If the delegation is starting on the current date, sign out and sign back in for the acceptance to take effect. If the delegation is for a future date, the option to switch roles will automatically be available upon sign-in on that future date.



7. While the delegation is active, the manager who accepted the request will have a small arrow appear near their name (name appears above the Sign Out option in the upper right corner of the screen). Clicking on the arrow will allow the manager to choose to function as “Myself” or as the requesting manager. The manager may switch back and forth between roles as frequently as needed while the delegation is active.
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8. Choosing to function as the requesting manager will cause the delegate’s screens to refresh. The delegate will now see the main screen with the requesting manager’s default view. The delegate will have all employees displayed exactly as the requesting manager views them. The delegate’s name will also display with “As” the requesting manager. If set up, the ID photo will also change to display the requesting manager.
 [image: ] 

9. [image: ]While functioning as the requesting manager, all edits to employee time will be recorded under the delegate’s name. 

Here, Christy Fryman is functioning as Regina Adams. We can see the manager delegation is in effect by looking at the names in the upper right corner. 
Christy added bereavement time in for one of Regina’s employees. 
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We can see from the Audits tab beneath the timecard that the user who made this edit is “CFryman:”
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Even though the Manager Delegation is in effect, Christy’s changes to Regina’s employees display under Christy’s name.










10. The manager delegation will automatically expire based on the End Date chosen when initially creating the request. However, the requesting manager can terminate the request earlier if needed. By choosing Manager Delegation again, the manager will be presented with a choice to create another delegation or remove an existing delegation: [image: ]


After selecting Remove Existing Delegation, the manager will be presented with a list of any active delegations. The manager can select the delegation to remove & click Delete. This process will immediately remove the delegate’s ability to switch roles.
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[bookmark: _Toc22131684]System Settings
If a manager is unable to create or receive manager delegations, check these settings:
[bookmark: _Toc22131685]People Editor
On the Person Tab, check the manager’s settings under Process Profiles. The manager must be assigned a Manager Profile.
[image: ]

On the Job Assignment Tab, check the manager’s settings under Access Profiles. The manager must be assigned a Delegate Profile.
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Under Setup and Common Setup, select Delegate Profiles.
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Select the Delegate Profile for Managers and choose Edit.
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If there is a manager who has not been added to the profile, use the right arrow to move them from the Available Delegates section on the left to the Selected Delegates section on the right.
Use the * and click Search to pull any newly created managers into the Available Delegates list. Save when finished.
[image: ]

MM Hayes • 1-800-348-5545 • helpdesk@mmhayes.com • 2
image3.png
Actions ~

ACTIONS
Last Refreshed:9:47 AM

==

Categories | None ¥

Actions

= Manager Delegation




image4.png
Existing Delegations

None

New Delegation
= StartDate: |10/14/2019 =]

= EndDate: |10/16/2019 =]
- Rote:

Save & Close





image5.png
V8 Request Manager Alert Category I x

¥ Request Manager Alert (1)

A Manager Delegation 1





image6.png
Requests

Manager Delegation v | Active -

©®

oetsils

Modified By (Username) Subject Submit Date - status ‘Submitted By

Adams, Regina A Accept Delegation Form 1011472019 1:48PM Active Adams, Regina A




image7.png
New Delegation

Delegator:
Start Date:
End Date:
Role:

Action
Select Action:

Comment:

Adams, Regina A
101142019
101162019
Manager Role

Accept Delegation
Decline Delegation

Save &Close | | Cancel




image8.png
Delegator Role Profile Start x
Myself

Adams, Regin... Manager R

0/14/2019-10/16/20.





image9.png
Christy Fryman
As Adams, Regina A
‘Sign Out




image10.png
Chiisty Fryman
As Adams, Regina A
‘Sign Out.




image11.png
Christy Fryman
KRONOS Reriame g
S B
A Superuser Timecardss Q| X | +
Timecards
S foymend (=] < 1om1 + 4 Loaded 210PM CarentPayPaiod =] (55 (1 Emplopee@)S
B o v e | o
prr R e
e E B
Date Schedule Pay Code Amount In Transfer out n Transfer out shift Daily Pe
+ Sun 1013
+ X EMENT 10" 40
+ 7:00AM-3:00PM
=
+ Wed 10/16
Totals  Accruals |~ Audits  Historical Corrections
s 9 G .
Date Time Type Account Pay Code Amount Work Rule. Override Comment Edit Date Edit Time User Data Source
Tonazns i PayCose BEREAVEMENT | 40 wnsme | 2 Chryman. Timecara o





image12.png
Totals  Accruals | Audits | Historical Corrections

Audits =) (A 5]

10042019 Add Pay Code BEREAVEMENT | 40 10ns2009 | 210em@EM. | cryman.. | TimecaraEa





image13.png
KRONOS

Actions ~

ACTIONS
Last Refreshed:10:25 AM

Categories [Nore ¥

Actions

= Manager Delegation

Actions

- Timd

alx

Regina A Adams
Sign Out

@ Select Acion - Google Chrome =

Action

SelectAction: () Create New Delegation
® Remove Existing Delegation

Next | | Cancel





image14.png
KRONOS Signou

A Superuser Acions Qx| +

Actions ~

ACTIONS
Last Refreshed:10:25 AM

Categories | None ¥

@ Delee Delegation - Google Chrome

Exi

ing Delegations

Fryman, Christy: 10/14/2019 - 10/16/2019, Manager Role|
Actions k

 Manager Delegation = Time

Delete | | Cancel




image15.png
Process Profiles

Manager Profil:

Employee Profile:

Manager

Employee




image16.png
Access Profiles

Function Access Profe:
Display Profie:

Locale Policy:
Notifcation Profile

Known Place Profile:

‘Access Method Profile:

Super Access TEST
Super Access TEST
<None

Email and Inbox
No Profile

Manager

No Profile

e e "





image17.png
Common Setup

= Comments
+ Delegate Profles

= HyperFind Queries
 HyperFind Profiles

+ Query Manager

-+ Alert Event Configuration




image18.png
DELEGATE PROFILES
=

4| Manager





image19.png
" DELEGATE PROFILES EDITOR

“Name: |Manager ]

Selected Delegates.

Benson, Sara (117)

Adams, Regina A (101)
‘Aguirre, Raymond (4)
Babson, Midred (2)
Brooks, Bob (31)
Cage, Stu (9997)
Fryman, Christy (26)
‘Wilson, Jon (9999)





image1.png
=4K
RON
O
g




image2.png
IMHayes

improving




