Valdosta State University
Shared Services/ADP User Guide for Delegating Authority

Purpose of this Guide:
This guide provides answers to many common questions regarding the new Shared Services/
ADP system access for parallel testing and going forward into production.

For any issues or questions relating to registration, user accounts or assistance with navigating
through the system, please send an email to: sharedservices@valdosta.edu In the email please
include your full name, description of problem and contact information. A VVSU Shared
Services/ADP representative will get in touch with you as quickly as possible.

The first step to delegating authority into the Shared Services/ADP system, is to be registered
into the portal and adding eTIME. Appropriate guides can be found at:

http://www.valdosta.edu/finadmin/training/sharedservices

NOTE: Please use Microsoft Internet Explorer as your browser when accessing the Shared
Services/ADP system. To date, Firefox and Safari are not supported.

The Delegate Authority feature in ADP lets a manager temporarily assign timekeeping tasks to
another manager. The delegate manager can then perform your tasks using their own user name
and password. This feature helps to keep business processes moving even when you are not
there. The delegation request is sent to the manager-delegate’s inbox for him or her to accept or
decline.

IMPORTANT VSU POLICY: The employee you choose as a manager-delegate must be in
your department and must be able to verify that your staff has worked these hours. This
means that they must have interaction with your staff. They also must be at the same level
of authority. You cannot delegate to a lower level manager. You should discuss and seek
approval from your upper level manager regarding whom you chose to delegate this
authority. Your manager may prefer that they approve time while you are gone. Should
this be the case then this process is not necessary as your manager should be able to see
your employees in their own time panel. Additional policy information regarding the
approval of time can be found in Section 801.00 and 802.00 of the VSU Human Resources
Policy and Procedures manual. These sections will be updated to reflect the on-line
procedures; however the policy itself is not changing.
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Step 1: Login to the Shared Services/ADP system and access eTIME (please refer to
appropriate User Guides, available at the website listed above, if you do not know
this process). Click on General Tab and select Actions:

AP

Timecard | People | Rej Group Edit Results

A2

GENERAL

I GENERAL ~ MY QUICKNAVS -
I

[imecard | People | Reports | My limecard

Inbox

AUICKFIND QUICKFIND
Hame
Time H ‘
Step 2: Click on Run Proxy Manager Delegation:
ACTIONS
Last Refrezhed:6:08 PM
==
Categories | All L
I- Run Proxy Manager Delegation I
Step 3: From the Delegate: drop down list select appropriate approver and enter correct

dates. Then click Save & Close:

7 Create Delegation - Windows Internet Explorer E]@E

& | https://eet.adp.com/wfc/KDWEFormServlet?initForm=true&id=450740 v

Existing Delegations
Mone

New Delegation

~ Delegate: | Adams, Sherri D hd
~ Start Date: =~
*~ End Date: v
(][ S (kv ) FT o
I [ Save & Close li Cancel ]
Step 4: An email will be sent to the manager-delegate. For example, Approver A

(requesting manager) requested that Approver B be his/her manager-delegate
for July 9, 2009. This is what the manager-delegate will see in his/her email:
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Delegation request for Murphy, Rebecca B.

rbowes@valdosta.edu
Wed 7/8/2009 10:30 PM
kjsundin@valdosta.edu

You have received a delegation request for Murphy, Rebecca B.

Delegation Details:

Delegator: Murphy, Rebecca B
Start Date: 7/09/2009

End Date: 7/09/20089

Role: Proxy Manager

Step 5: The manager-delegate will log into the Shared Services/ADP system access
eTIME.
Step 6: Click on the General Tab and select Inbox:

GENERAL
Timecard | People Ri‘t Results
QUICKFIND [ nbox_

Reports
Actions

Step 7: From the Tasks Tab, select the appropriate task (either double-click the task or

Edil: =
select the task and click the Edit button in the upper left corner :

INBOX

Lazt Refreshed: 749 AN

TASKS MESSAGES
=
Status | Active w As of Date: | 5/0%200% E Categories | All w

From Subject Date/Time Re|

Sundin, Kathy J Manthly Empl - Request Time Off, Empl Reguest Form TI032008 T:14AM
_ —
Murphy, Rebecca B Run Proxy Manager Delegation Accept Delegation Form

T/08/2009 10:30PM
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Step 8: From the Accept Delegation window under Action, select to accept or decline the
delegation. You may use the comment box to insert an explanation, if you wish.
Then click Save & Close:

€

& | https:ffeet, adp.comfwrc/KDWEFormSeryletfid=45127 D&dnitF orm=true

S[=]E3
M

New Delegation

Delegator: Murphy, Rebecca B
Start Date: 7/09/2009

End Date: 7i09/2009

Role: Proxy Manager

Comment:

Select Action: (3) Accept Delegation
(O Decline Delegation

I[ Save & Close ]l Cancel ]

After you accept or decline the delegation, the task will be removed from your Inbox task list.

NOTE: If you are continuing to Step 9 immediately after completing Step 8, it will be
necessary for you to log out of eTIME and log back in to view the “Switch Role” option.

Step 9: Select the Switch Role: Myself link. NOTE: you will ONLY see this link
beginning on the start date of your delegation responsibility:

£3P

Switch Role: Myself

GENERAL ~ MY QUICKNAVS - MY INFORMATION ~

Timecard | People | Reports | My Timecard

Step 10: The system will default to you. Select the appropriate Delegator option and click

the Switch Role button:

£3?

Switch Role: Myself

SWITCH ROLE

== e
i
I(-?I

Myself

Murphy, Rebecca B

GENERAL T MY QUICKNAVS v MY INFORMATION ~

Delegator
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Step 11: In our example, Approver B is now the manager-delegate for the requesting
manager and can perform all timekeeping tasks as him/her:

GENERAL ~ MY QUICKNAVS *

Timecard | People | Reports | My Timecard Switch Role: Murphy, Rebecca B

QUICKFIND

Last Refreshed: 8:328M

%

Hame or 1D

Time Period | “urrent Pay Period

Actions * Punch * Amwount * Approvals ¥

Maime 1#
Finley, Doreen E
Lee, Carolyn R
Schinictt, Darvicd &
“Yorkey, Timothy E
Step 12: To switch back to yourself, select the Switch Role link, select Myself, and then
click the Switch Role button. You are now performing timekeeping tasks as

yourself.

NOTE: As a manager-delegate you do not have access to the requesting managers’ personal
“My Information” tab.

The ADP system will automatically terminate your delegated access rights to the other manager
after the end date specified in the request. You may need to manually cancel a delegation early.
For example, if you returned to work earlier than expected and no longer require the manager-
delegate assistance to perform your timekeeping tasks.

To manually cancel a manager delegation:

Step 1: From the General Tab, select Actions and then Run Proxy Manager Delegation:
@ GENERAL ~ MY QUICKI
ACTIONS
Last Refreshed: 5:00 AM
Categories | All W
Actions
m  Run Proxy Manager Delegation I
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Step 2: Click Remove Existing Delegation and click the Next button:

Action

Create Mew Delegation

Select Action:
O

Remove Existing Delegation I

Step 3: Select the manager delegation you want to cancel and click the Delete button:

Existing Delegations

Sundin, Kathy J: 710872009 - 7/08/2009, Proxy Manager
Sundin, Kathy J: 7102009 - 702009

[ooee]
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