Guide to Worklist Access and Delegation

Worklist access (and Vacation rules)

Worklist access allows you to grant access to another person to access your worklist notifications.

This will allow another person to view your notifications and open them to approve, reject etc.
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Personalze Note: For all your notifications, including the Saved For Later transactions, click on the Full List button then choose All Notifications from the View drop-down list
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From Type Subject Sent Due

Employee Mrs. Ann HR " 15-May-2014

Employee Mrs. Ann HR X 15-May-2014 29-May-2014

Employe HR 14-May-2014 28-May-2014
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This screen will shew any people you have already given access to. To set up a new person, click on
Grant Worklist Access
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First, you need to select the employee you wish to grant access to by clicking on the spy glass heré
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To find your item, select a filter tem in the pulldown list and enter a value in the text field, then select the "Go" button.
Search By Name - Go
Results
Select Quick Select Name User Name Email
No search conducted.

You need to search for the person you want to select. To do this you will need to use the wildcard
which is %. For example if you wish to search for Andrew Greenwood, then if you enter
%Greenwood% the system will retrieve all employees called Greenwood. If you enter %wood% the




system will retrieve employees called Wood, Greenwood, Woodhead, etc, i.e. any name containing
"wood".

Once you have entered your search criteria click Go to return a list of names:
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To find your item, select a fitter item in the puldown list and enter a value in the text field, then select the "Go" button.
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F p Employee Miss Ann EMPLOYEEOO1 mrsannemployee@lancashire.gov.uk
Cancel Select

Click on the Quick Select button to select the desired employee.
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The employee will now appear on your screen.

You may enter a description and end date if desired.

You should select All Item types to ensure the person has access to all HR related notifications.
Then click on Apply.

The employee will appear in your list as below:
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Name Description Start Date End Date Status Update Delete
Access to manager workist 24-Jur-2014 30-Jun-2015 Active

The person selected will now receive all your notifications. You will still receive them as well so you
can both deal with any actions required.

You may also update, delete employees or add new employees to worklist access at any time.

Vacation rules work in the same way but are intended for short term use when you are on annual
leave.




Delegation

Delegation allows you to delegate authority to another person to access your employees for the
purpose of entering absences, leave, changing assignment information, e.g. hours, etc.

You can delegate access to a single employee or to your whole team. The person you have delegated
to will be able to view all your employees and input information for them.

To delegate access, select team or single access as below:
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For this example, team access is selected.
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To update or add nformation, sekect the employee e Action Ink. Use the 1
Focus Name Assignment Number Job Position Department Action
Admin, Mrs, School :
‘Admin Officer, Mrs. School 5419703 Educaton|Business Support E05060252062]School Adminktrative Offcer 2 £0506025 St Bernards Primary
Tranees|Apprentice E05060252036|Modern Apprentice E0506025 St Bernards Prmary 3
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Connor, Mes Mara 5324042 Non LCCISchooi Clubs BC06025A5004|Cub/Group Assstant| 160254 St Bernard's Extra Ltd

Click on the Action button next to your name at the top of the hierarchy, this means the person you
delegate to will have access to all employees below you in the hierarchy.

Single access works in the same way but you click on the Action button next to the individual
employee name that you wish to grant access to.
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Now click on Add.
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Use the spy glass to select the employee you wish to delegate to as described earlier (under Worklist
access guide). Then click Apply.

The following screen will appear:
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Select Status Delegate Access To
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Check the correct employee is selected, then click Next.
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Check the details then click Submit. You will receive confirmation that your changes have been
applied.
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Your changes have been appled.
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The employee you have delegated to must have manager self-service or school administrator
access to be able to carry out functions such as absence. Contact AskHR to request this.

To enter absence or make other changes on your behalf, the employee will have to search for
employees as the hierarchy will not be displayed for them. The search field is at the top of the
screen as shown belo
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Delegated access can be updated or deleted at any time and additional employees may be added.



