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Select Control Panel 

Step 1: From your home 
screen in WorkForce 
Manager select the Control 
Panel to reveal
The Control Center.

Step 2: Select “View All”
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• Step 1: “My Actions”
• Step 2: Select Business 

Process.
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• In the Manager Delegation select 
the manager you are delegating 
too. Choose the date range it can 
be one day or multiple days.

• Select Submit when done.
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When Submitted you will get this message.
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You Can Check in Your Task Section
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• The manager who is 
receiving the delegation 
must accept it.

• They will sign into their 
dashboard in WorkForce 
Manager.

• See in the “Task” section 
on ”My Notifications.”
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The manager will have to accept
The delegation. 
Step 1: “Choose accept or reject.
Step 2: “Submit”

Step 1

Step 2
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Step 1: Click on the arrow next to your 
name to reveal the drop-down screen.
Step 2: Scroll down to find the delegation 
within the 

Step 1

Step 2
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• For  the manager to  accept the delegation, they  
need to sing out and then sign back into their 
WorkForce Manager dashboard.

• The manager will be able to see all the 
delegations and the dates for those management 
delegations in this view.
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When the manager accepts 
the delegation—and needs to 
do any actions approve PTO, 
Timecards, correct punches 
for that additional employee 
group their screen will tell the 
manager they are acting as the 
manager who delegated to 
them.
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