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How to perform delegated tasks

0 STEP 1

e From your Home Page,
click area by the
cloud icon on the upper
right corner.

e Select “Switch ac-
count”

0 STEP 2

e From the drop down,
select the person’s
name to view their
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STE P 3 On Behalf of: Charles Maticis.
N Q search w 0@0 y Charles Matteis

Delegation Dashboard Charles Matteis I
“ ” . View Profile
e Select “Inbox” to view
. Delegated Actions [ o Py J
the inbox of the person
No data found Delegation Dashbo{ Inbax

who delegated to you.

Documentation

Switch Account

sign out

e STE P 4 On Behalf of: Charles Matteis R
M Q seoren N Charles Matteis

workday.
e You can now view the I Actions @ I Time Entry Approval Time Entry: Luke Skywalker - 34.5 hours from 0o I
Inbox and the tasks that Viewing. All v SonBy: Newest | 05/28/2016 to 06/10/2016 I+
. Regular Time  Overtime  Total
were delegated to you. T e Slion A s o s
28 minute(s) ago - Due 06/16/2016; Effective 06/10/2016 ZBITHIIU‘E(S) ago - Due 06/16/2016; Effective 06/10/2016
e Click on each task and R e e
aily Totals 3 items ¥ ol M
complete the to-do. i O Rt ovgon Frecman eliac e
5 hour(s) ago - Due 06/16/2016; Effective 07/07/2016 Date Type Hours

Time Entry: Morgan Freeman - 7 hours from
06/11/2016 to 06/24/2016 Wed, 6/1 Hours Worked 65
1 day(s) ago - Due 06/15/2016; Effective 06/17/2016

Thy, 6/2 Hours Worked 65
Time OFf Request: Morgan Freeman
1 day(s) ago - Due 06/15/2016; Effective 06/28/2016 Fri 6/3 Hours Worked 65
Time Entry: Harry Potter - 0 hours from 05/28/2016 to Mon, 6/6 Hours Worked 3
06/10/2016
5 day(s) 300 - Due 06/11/2016; Effective 06/10/2016 Tue, 6/7 Hours Worked 3
Time Off Request: Lorin Mask v Send Back Close N
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e STEP 5

e Click “Switch
Account to return to
you own “In box”

The blue bar at the top,
helps you identify when you
are in the delegators
account.

You can switch back and
forth, as needed, during the
delegation period.

STEP 6

ALTERNATIVE

e You will also see the
item in your own inbox.

e Click “Switch Account”
to complete the tasks.

On Behalf of: Charles Matteis.

H Q search

Delegation Dashboard Charles Matteis
View Profile

Delegated Actions

Mo data found
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Charles Matteis.

N\
workday.

Inbox [14]
Delegation Dashboard

Documentation

Switch Account e

w

Charles Matteis

—

_I.evm Mask (self)

o Charles Matteis

N Q search

N
workday Lorin Mask

I Actions 17 Archive 13 I BEs o, I

Viewing: All ~  SortBy: Newest

Time Off Request: Morgan Freeman
On behalf of Charles Maticis
2 hour(s) ago - Due 06/18/2016; Effective 07/06/2016

Time Off Request: Luke Skywalker
On behalf of Charles Matteis
4 hour(s) ago - Due 06/18/2016; Effective 07/07/2016

Time Off Request: Harry Potter
On behalf of Charles Matteis
1 day(s) ago - Due 06/17/2016; Effective 07/05/2016

Time Entry: Luke Skywalker - 19.5 hours from
05/28/2016 to 06/10/2016
On behalf of Charles Matteis
1 day(s) ago - Due 06/16/2016; Effective 06/10/2016

Time Off Request: Morgan Freeman
On behalf of Charles Matteis
2 day(s) ago - Due 06/16/2016; Effective 07/07/2016

Time Entry: Morgan Freeman - 0 hours from
06/11/2016 1o 06/24/2016
On behalf of Charles Maticis

Time Off Request: Morgan Freeman
2 hour(s) ago - Due 06/18/2016; Effective 07/06/2016
Switch account to view this delegated
~
_
v
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