
 

Delegations on MyHR Delegation of Authority and Responsibility guide March 2016 
  1 / 43 

Delegations on MyHR 
 
Managers can delegate their holiday request authorisations, sickness management responsibilities, timesheets management 
responsibilities and authorisation and planners to another individual, such as a team member or a manager at the next level.   
Delegations can be open ended with no restrictions, for each occasion the manager is on annual leave, or for a fixed period. 
 
 

What information can I delegate? 
 
There are currently 6 types of delegations that can be set up: 
1)  Holiday Request Authorisations - accepting or rejecting leave 
2)  Sickness management responsibilities – inputting sickness for an employee 
3)  Holiday Request Planner Responsibilities – viewing individual planners with holiday entitlement  
4)  Peer Planner Responsibilities – viewing individual and group planners 
5) Timesheets Responsibilities – submitting details of hours and making budget code recharges 
6) Timesheets Authorisation – authorising or rejecting timesheets 

 
How to view the delegated module(s): 

 
1)  Holiday Request Authorisations 

 Click on 'Delegated Responsibilities/Authorities' 

 Under the Authorisations heading, any holiday requests 
awaiting a reply will be shown (if none, the Authorisation 
section will be empty) – outstanding holiday requests will also 
be shown on the MyHR menu page 

 Click on the line showing the person’s holiday request 

 Scroll to the bottom of the planner screen to view the request 
form 

 Review the details and click on either Authorise or Reject to 
respond – if rejecting, please input a reason 
 
2) Sickness management responsibilities 

 Click on 'Delegated Responsibilities/Authorities' 

 Under the Responsibilities heading, click on Sickness 
Notifications 

 Click on the person's name to view their sickness summary 

 Scroll to the bottom of the sickness summary screen and click 
[Notify Sickness] if you would like to input an occasion of 
sickness 
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3)  Holiday Request Planner Responsibilities 

 Click on 'Delegated Responsibilities/Authorities' 

 Under the Responsibilities heading, click on Holiday Request 

 Click on the person's name to view their planner, which 
includes their entitlement 
 
4)  Peer Planner Responsibilities 

 Click on 'Delegated Responsibilities/Authorities' 
 
 

 Under the Responsibilities heading, click Peer Planner  

 To view an individual person's planner, click on person's name 

 To view the group planner, click on Select All - this will show a 
planner for either the manager's direct reports or whole team 
(depending on which option has been delegated), including 
sickness 

 

5)  Timesheets Authorisations 

 Click on 'Delegated Responsibilities/Authorities' 

 Under the Authorisations heading, click on an employee’s  
 timesheet to open it to authorise or reject 

 
 
6)  Timesheets Responsibilities 

 Click on 'Delegated Responsibilities/Authorities' 

 Under the Responsibilities heading, click on Timesheets 
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Setting up a delegation rule 
 
 
Type of delegation  Instruction Pages 
 
Holiday Request Authorisations  4 - 11 
 
Sickness management responsibilities 12 - 19 
 
Peer Planner & Holiday Request Planner responsibilities 20 - 26 
 
Timesheets Authorisations 27 - 34 
 
Timesheets Responsibilities 35 - 42 
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1)  Holiday Request Authorisations 
 

1. From the main menu, click on either: a) Delegation or b) Manager View then module of Delegation of authority/responsibility: 
 

a)        b-i)  
 
b-ii) 

 
 

Note:  If a holiday request authorisation delegation is not set up, pending authorisations will be escalated after 10 days. 
 



 

Holiday Request Authorisation Delegation of Authority and Responsibility guide March 2016 
  5 / 43 

2. Select [ Add New ]: 
 

 
 

3. Complete the delegation form: 
 
a) Select Authorisation 

  
 
b) Input Description, eg Holiday Authorisation delegation to <Employee A> 
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c)  In Delegate To, click [ Search ] in order to specify person to be delegated to: 

 
 

 

 
 

The Delegate To field will now be populated:   
 

Search for person 

to be delegated to 

Click [ Search ] 

Click [ Continue ] 
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d) In Delegate For, click [ Select ] in order to specify persons you wish to delegate the leave requests for: 

 
 
Select the appropriate Option then click [ Continue ]: 
 

i.  People Individually – select this option if you wish to tick individuals to delegate leave requests for and do not wish to include everyone in 
the delegation; this list will need to be manually updated when staff leave and new staff start 

 

ii.  Direct Reports – select this option if you wish to delegate leave requests for the line manager’s direct reports only; this list will be 
automatically updated 

 

iii.  Whole Team – select this option if you wish to delegate leave request for the line manager’s whole team (this will include all line 
managers that report to you and their teams, including other line managers); this list will be automatically updated 
 

 
 

NB:  If you select the option of People Individually, you will need to tick the boxes for the individuals that you wish to delegate. 
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The Delegate For field will now be populated:   
 
e) In Module/Process Group, click [ Select ], tick Holiday Request and Peer Planner then click [ Continue ]: 

 
 

 
 

By ticking Peer Planner, the person who you have delegated to will be able to view an individual’s planner when a leave request from 
them is pending but not when it has been approved.   

If you would like the person who you have delegated to to see the planner the rest of the time (ie not just when a leave request is 
pending), you will need to delegate the responsibility of the Holiday Request planner as well.  (See instructions for Peer Planner & 
Holiday Request Planner responsibilities from page 17.) 
 

The Module/Process Group field will now be populated:   
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f)  Select, or input, today’s date in From Date: 

  
 
g) Select, or input, end date in To Date if required – leave blank if you wish for the delegation to be continuous: 
 

 
 
h) To delegate when line manager is absent only (eg when on annual leave), tick Absence – do not tick if you wish for the delegation to          
 be continuous and not restricted to absence: 

 
 
i)  To turn off your annual leave request notifications for those delegated, tick Suppress Authorisation & Emails: 

 
 
j)  Check that you have correctly completed the form – here is an example showing direct reports, without an end date and for periods of 
 absence only: 

 
 

       Click icon to show calendar 

       Click icon to show calendar 
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k)  To finish click [ Save ].  You will receive a confirmation message: 
 

 
 
l)  You will then be returned to the Delegation screen, which lists the delegation rules: 
 

 
 
 

Shows delegation rules that you have set up 

Shows modules that have been delegated to you 
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2)  Sickness management responsibilities 
1. From the main menu, click on either: a) Delegation or b) Manager View then module of Delegation of authority/responsibility: 

 

a)        b-i)  
 
b-ii) 
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2. Select [ Add New ]: 
 

 
 

3. Complete the delegation form: 
 
a) Select Responsibilities 

 
 
b) Input Description, eg Sickness inputting delegation to <Employee A> 

 
 
c) In Delegate To, click [ Search ] in order to specify person to be delegated to: 
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The Delegate To field will now be populated:   
 
d) In Delegate For, click [ Select ] in order to specify persons you wish to delegate the leave requests for: 

 

Search for person 

to be delegated to 

Click [ Search ] 

Click [ Continue ] 
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Select the appropriate Option then click [ Continue ]: 
 

i.  People Individually – select this option if you wish to tick individuals to delegate leave requests for and do not wish to include everyone in 
the delegation; this list will need to be manually updated when staff leave and new staff start 

 

ii.  Direct Reports – select this option if you wish to delegate leave requests for the line manager’s direct reports only; this list will be 
automatically updated 

 

iii.  Whole Team – select this option if you wish to delegate leave request for the line manager’s whole team (this will include all line 
managers that report to you and their teams, including other line managers); this list will be automatically updated 
 

 
 

NB:  If you select the option of People Individually, you will need to tick the boxes for the individuals that you wish to delegate. 

 

The Delegate For field will now be populated:   
 



 

Sickness Management Responsibilities Delegation of Authority and Responsibility guide March 2016 
  16 / 43 

e) In Module/Process Group, click [ Select ], tick Sickness Notifications, change from View Only to Submit then click [ Continue ]: 

 
 

 
 

The Module/Process Group field will now be populated:   
 

f) Select, or input, today’s date in From Date: 

  
 
g) Select, or input, end date in To Date if required – leave blank if you wish for the delegation to be continuous: 
 

 
 

       Click icon to show calendar 

       Click icon to show calendar 
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h) To delegate when line manager is absent only (eg when on annual leave), tick Absence – do not tick if you wish for the delegation to 
 be continuous and not restricted to absence: 

 
 
i) Check that you have correctly completed the form – here is an example showing direct reports and without an end date: 
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j) To finish click [ Save ].  You will receive a confirmation message: 
 

 
 
k) You will then be returned to the Delegation screen, which lists the delegation rules: 
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Shows delegation rules that you have set up 

Shows modules that have been delegated to you 
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3)  Peer Planner & Holiday Request Planner responsibilities 
 

1. From the main menu, click on either: a) Delegation or b) Manager View then module of Delegation of authority/responsibility: 
 

a)        b-i)  
 
b-ii) 
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2. Select [ Add New ]: 
 

 
 

3. Complete the delegation form: 
 
a) Select Responsibilities 

 
 
 
b) Input Description, eg Responsibility of Planners delegation to <Employee A> 

 
 
c) In Delegate To, click [ Search ] in order to specify person to be delegated to: 
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The Delegate To field will now be populated:   
 
d) In Delegate For, click [ Select ] in order to specify persons you wish to delegate the leave requests for: 

 

Search for person 

to be delegated to 

Click [ Search ] 

Click [ Continue ] 
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Select the appropriate Option then click [ Continue ]: 
 

i.  People Individually – select this option if you wish to tick individuals to delegate leave requests for and do not wish to include everyone in 
the delegation; this list will need to be manually updated when staff leave and new staff start 

 

ii.  Direct Reports – select this option if you wish to delegate leave requests for the line manager’s direct reports only; this list will be 
automatically updated 

 

iii.  Whole Team – select this option if you wish to delegate leave request for the line manager’s whole team (this will include all line 
managers that report to you and their teams, including other line managers); this list will be automatically updated 
 

 
 

NB:  If you select the option of People Individually, you will need to tick the boxes for the individuals that you wish to delegate. 

 

The Delegate For field will now be populated:   
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e)  In Module/Process Group, click [ Select ], tick Holiday Request and Peer Planner (with View Only displayed) then click [ Continue ]: 

 
 

 
 

The Module/Process Group field will now be populated:   
 

f) Select, or input, today’s date in From Date: 

  
 
g) Select, or input, end date in To Date if required – leave blank if you wish for the delegation to be continuous: 
 

 
 

       Click icon to show calendar 

       Click icon to show calendar 
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h) To delegate when line manager is absent only (eg when on annual leave), tick Absence – do not tick if you wish for the delegation to 
 be continuous and not restricted to absence: 

 
 
i) Check that you have correctly completed the form – here is an example showing direct reports and without an end date: 
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j) To finish click [ Save ].  You will receive a confirmation message: 
 

 
 
k) You will then be returned to the Delegation screen, which lists the delegation rules: 
 

 

Shows delegation rules that you have set up 

Shows modules that have been delegated to you 
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4)  Timesheets Authorisations 
 

1. From the main menu, click on either: a) Delegation or b) Manager View then module of Delegation of authority/responsibility: 
 

a)        b-i)  
 
b-ii) 
 

 
 

 

Choose ‘Delegation of authority/responsibility’ 
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2. Select [ Add New ]: 
 

 
 

3. Complete the delegation form: 
 
a) Select Authorisation 
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b) In Delegate To, click [ Search ] in order to specify person to be delegated to: 
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The Delegate To field will now be populated:   

 
 

Search for person 

to be delegated to 

Click [ Search ] Click [ Continue ] 
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d) In Delegate For, click [ Select ] in order to specify persons you wish to delegate the leave requests for: 
 

 
 
Select the appropriate Option then click [ Continue ]: 
 
i.  People Individually – select this option if you wish to tick individuals to delegate leave requests for and do not wish to include everyone in 

the delegation; this list will need to be manually updated when staff leave and new staff start 
 

ii.  Direct Reports – select this option if you wish to delegate leave requests for the line manager’s direct reports only; this list will be 
automatically updated 

 

iii.  Whole Team – select this option if you wish to delegate leave request for the line manager’s whole team (this will include all line managers 
that report to you and their teams, including other line managers); this list will be automatically updated 

 

 
 

NB:  If you select the option of People Individually, you will need to tick the boxes for the individuals that you wish to delegate. 
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The Delegate For field will now be populated:   
 
e) In Module/Process Group, click [ Select ], tick Timesheets then click [ Continue ]: 

 
 

 
 

4.  
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The Module/Process Group field will now be populated:   

 

f) Select, or input, today’s date in From Date: 

  
 
g) Select, or input, end date in To Date if required – leave blank if you wish for the delegation to be continuous: 
 

 
 
h) To delegate when line manager is absent only (eg when on annual leave), tick Absence – do not tick if you wish for the delegation to          
 be continuous and not restricted to absence: 

 
 
i)  To turn off your annual leave request notifications for those delegated, tick Suppress Authorisation & Emails: 

 
j)  Check that you have correctly completed the form – here is an example showing direct reports, without an end date and for periods of 
 absence only: 

 

       Click icon to show calendar 

       Click icon to show calendar 
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k)  To finish click [ Save ].  You will receive a confirmation message: click [ Continue ] 
 

 
 
l)  You will then be returned to the Delegation screen, which lists the delegation rules: 
5.  

 

Shows delegation rules that you have set up 

Shows modules that have been delegated to you 
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5) Timesheets Responsibilities 
 

From the main menu, click on either: a) Delegation or b) Manager View then module of Delegation of authority/responsibility: 
 

a)        b-i)  
 
b-ii) 
 

 
 

 

Choose ‘Delegation of authority/responsibility’ 
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5. Select [ Add New ]: 
 

 
 

6. Complete the delegation form: 
 
a. Select Responsibilities 
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b) In Delegate To, click [ Search ] in order to specify person to be delegated to: 
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7. The Delegate To field will now be populated:   

 
 

Search for person 

to be delegated to 

Click [ Search ] Click [ Continue ] 
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d) In Delegate For, click [ Select ] in order to specify persons you wish to delegate the leave requests for: 
 

 
 
Select the appropriate Option then click [ Continue ]: 
 
i.  People Individually – select this option if you wish to tick individuals to delegate leave requests for and do not wish to include everyone in 

the delegation; this list will need to be manually updated when staff leave and new staff start 
 

ii.  Direct Reports – select this option if you wish to delegate leave requests for the line manager’s direct reports only; this list will be 
automatically updated 

 

iii.  Whole Team – select this option if you wish to delegate leave request for the line manager’s whole team (this will include all line managers 
that report to you and their teams, including other line managers); this list will be automatically updated 

 

 
 

NB:  If you select the option of People Individually, you will need to tick the boxes for the individuals that you wish to delegate. 
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The Delegate For field will now be populated:   
 
e) In Module/Process Group, click [ Select ], tick Timesheets then click [ Continue ]: 

 
 

f) In Delegation of authority/responsibility, click [ Select ], tick Timesheets, choose Save & Submit  then click [ Continue ]: 
 

 

 
 

8.  

The Module/Process Group field will now be populated:   
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f) Select, or input, today’s date in From Date: 

  
 
g) Select, or input, end date in To Date if required – leave blank if you wish for the delegation to be continuous: 
 

 
 
h) To delegate when line manager is absent only (eg when on annual leave), tick Absence – do not tick if you wish for the delegation to          
 be continuous and not restricted to absence: 

 
 
i)  To turn off your annual leave request notifications for those delegated, tick Suppress Authorisation & Emails: 

 
j)  Check that you have correctly completed the form – here is an example showing direct reports, without an end date and for periods of 
 absence only: 

 

       Click icon to show calendar 

       Click icon to show calendar 
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k)  To finish click [ Save ].  You will receive a confirmation message: click [ Continue ] 
 

 
 
l)  You will then be returned to the Delegation screen, which lists the delegation rules: 
9.  

 
 

Shows delegation rules that you have set up 

Shows modules that have been delegated to you 
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Viewing, amending and deleting a delegation rule 
 
Delegation rules that you have created are listed in the Delegation section: 
 

 
 

1. Click on the Description 
2. Click [ Edit ] 
3. Amend as required and then click [ Save ] or to delete, click [ Delete ] 
4. A confirmation message will be displayed. 
5. Click [ Continue ] to return to the Delegation of authority/responsibility module. 


