HOW TO DELEGATE A TASK IN ADP
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Add, delete, or edit delegations of your activities to another person. Be aware that when you delegate permissions, sensitive infor
accessible. The person you are delegating to must know how to perform the tasks you are delegating.
© ADD | @ DELETE

DELEGATED TO LENGTH OF DELEGATION DELEG

There are currently no delegations defined.

Click “Add”
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Click on the magnifying glass to use the search bar to find the person you want to delegate
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To list employees eligible to be delegated to, click Search. To filter the results, enter one or more characters in at least one search field. For drop-down lists, click the down arrow to see the complete list o enter a minimum of one
character to filter results. Select an employee from the resulting list and click Continue to use the employee as a Delegated To.

NAME ASSOCIATE ID COMPANY CODE DEPARTMENT LOCATION JOB TITLE

There are currently no entries

CANCEL DONE

You can type in the last name to filter your search
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To list employees eligible to be delegated to, click Search. To filter the results, enter one or more characters in at least one search field. For drop-down lists, click the down arrow to see the complete list or enter a minimum of one
character to filter results. Select an employee from the resulting list and click Continue to use the employee as a Delegated To

NAME ASSOCIATE ID COMPANY CODE DEPARTMENT LOCATION JOBTITLE
Colby, Connor 6QSM758Z6 K9K 401005 4012 MAINT
Colby, Keely LEYF2Q347 K9K 401005 4012 MAINT
Colby, Rachel OTAWYVZHD K9K 401005 4012 CLEANING
CANCEL DONE

In this example, | selected the radio button next to Heather’s name to select her and clicked done.
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The next screen will prompt you for the dates you want the delegation to be effective. Click Save.
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The next screen you will select the areas of responsibility you want to delegate, if you are on vacation or
out of the office for an extended period of time, you may want to delegate Time Off and Time &
Attendance. If you click the box next to each bolded title, it will auto select all the boxes beneath it.



