myTime

Kronos Delegation

3.

Log on to myTime.

Open your web browser, navigate to CSUOHIO.EDU, and click
the MYCSU tab.

Click on Employee Self-Service in the blue column and select
myTime.

Enter your CSU ID and password, then click the Sign In box.

Give Delegation

In the left side of the screen, select the
“Actions” tab from the Widget.

Select Manager Delegation or
RM_Admin_Delegation.

Select the person you want to delegate your
authority to from the Delegate drop down box.

+ Delegation can only be made to another manager

within your division.

Enter the start (must not be before the date and
end dates of the delegation.

Confirm the Role = Delegated Manager.
Click Save & Close.
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Type your CSU ID and password.

csu: [ 1234567] |

Password; [ seeeeees |

=
ACTIONS
Last Rofreshod:7:21 AM
“wtresh |
Categories | A v
Actions
-+ Manager Dalogation -+ RM_Admin_Dologation
[ Select Delegator - Goagle Chrome = @ X

@ hitps;//csuohio-vB1temp kranos.net/wic/KDWEFarmSery.

Select Delegator

* Delegator: Adam, Renee R v

Next ~ Cancel

New Delegation ( /
* Delegate:  Adem, Renee R v
* Start Date: 4/14/2018 EH
* End Date:  5/31/2018
* Role: Delegated Manager v
Save & Close  Cancel
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Accept Delegation (The delegated supervisor will g:_?} Cleveland State University
5 .

receive an email notifying them of the delegation request.
Follow these steps to accept the delegation.)

Type your CSU ID and password.

1. Loginto myTime csum: [1234567] ]

Password: [ sessares |

(o]

[ ]

o
“(\E!
;;3

2. Select the “Inbox” tab R ————

3. Theinbox will show the pending delegation request. g

4. Double click on the delegation request. S i v Aastou 20 [

Bagwn, .'allmx.' l‘m‘lm‘-:xm‘:‘n;ﬂmlar y:t,z':a:umu-:' ;iio-;z)r'llim !m:‘:‘!';. : .'(:1.! '&:I;: Gl
5. Select “Accept Delegation” T prrezes alx
. u N Inlef® Accopt Delonation - Google Chrame E=5 ) = |

6. Click “Save & Close [Ta hiipacatanio e e R RaE nat,

e Doy

Dwlegator. Brown, Jeanatta A

Srart Date: J/08/2019

Envad Cate: WIWTOND

Raole: Delegated Manager

7. Log off myTime

Action
Beleot Aotion: - Accep! Delagation
Dacline Delagation
8. Log back into myTime /

9. Click on your name using the “Drop down arrow” and
view your “Role Profile”

10. It should state “Delegated Manager”
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Log on to myTime.

{28 Cleveland State University
1. Openyour web browser, navigate to CSUOHIO.EDU, and click 4 ’
the MYCSU tab.

Type your C5U ID and password.

2. Click on Employee Self-Service in the blue column and select o [T |
myTime. Password: [[swers |
3. Enter your CSU ID and password, then click the Sign In box.

Delete Delegation

1. The Manger who delegated the authority
logs into Kronos

2. Select the ACTIONS from menu.

3. Click on Manager Delegation.

4. Select Remove Existing Delegation KRONOS
5. Click Next : S o W ;
& hitps esuchio-v1lemp kronos.net/wic/KDW v
Action
Selact Aetion: Create New Delegation
* Remove Existing Delegation
Next | Cancel

& https://csuohio-vBltemp.kronos.net/wic/KDWEFormServie

Delegation Deleted!

Close

6. The Existing Delegate will be highlighted,
Click Delete. After you click Delete, you will
see a message “Delegation Deleted”
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