
 

Fluid Delegations 

Overview: 

• Delegator submits a delegation request. 
• Delegate (proxy) reviews and either accepts or rejects it. 
• Delegations can be revoked by the delegator if needed. 

 

Navigation: 

• HRIS - Employee Self Service → HRIS Delegations tile 

 

 

HRIS Delegations consists of three tiles: 

• Create Delegation Request 
• My Delegates 
• My Delegated Authorities 

 

 

 



 

Create Delegation Request 

Step 1 - Select Delegation Dates  

• Enter the start and end dates for the delegation period 

 

Step 2 - Choose Delegate(s).  

• Select one or more employees from the list or add an employee who is outside of the group 

       

 

• Searching by User ID opens a detailed search with options to search by user ID, employee ID, 
and �irst and last names 

 

 



 

Step 3 - Select Transactions.  

• Choose the transactions that need to be delegated 

      

 

Step 4 - Review and Submit 

• Review the details and submit the request 

     

• An email noti�ication is automatically sent to the delegator and the delegate 
 

    



 

My Delegates 

• Delegates (proxies) will appear in My Delegates tile 

  

 

• Active delegations can be revoked any time by the delegator.  
 The delegator may select speci�ic transactions to revoke. 

 

My Delegated Authority 

• All delegations can be accessed in My Delegated Authorities, where they may be reviewed, 
accepted or rejected 

 

 



 

 

• Detailed delegation transactions can be viewed by clicking the Group Transactions button 

  

 

Noti�ications 

• Accepted (active) delegation request (s) will be visible on the HRIS Delegations tile 

  

• Email noti�ications are sent when a delegation request is accepted, revoked or rejected. 

   


