How to Delegate Tasks (Supervisors Only)
Time Entry, Time Adjustments & Approvals

1. Log into Workday
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Use of South Texas College Information Systems is subject to all references within the Guidelines
for the Acceptable Use of Information Resources. Pursuant to Texas Administrative Code 202: (1)
Unauthorized use is prohibited, (2) Usage may be subject to security testing and monitoring, (3)
Misuse is subject to criminal prosecution, and (4) Users have no expectation of privacy except as
otherwise provided by applicable privacy laws.

South Texas College Login

Notice

STC - Production Tenant

Local Login

Status

Your system will be undergoing maintenance starting on Saturday, October 11, 2025 at 12:00 AM
Eastern Time (New York) (GMT-4) until Saturday, October 11, 2025 at 3:00 AM Eastern Time (New
York) (6MT-4). During that time, your users can continue to access the system.

2. There are three ways to access My Delegations. On the search bar, type My
Delegations

Q my delegations

My Delegations
Report

3. Then click on Manage Delegations

My Delegations &

For N

Current Delegations Current Task Delegations Delegation History Delegated Tasks Business Processes allowed for Delegation
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Delegation Begin Date End Date Delegate Retain Access to Delegated Tasks within My Tasks

No items available.

Manage Delegations

4. You may also click on your Profile icon.
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5. Click View Profile.
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View Profile

6. Click on Actions, hover over Business Process and then click on My
Delegations.

Actions

Worker
Frequently Used —

Adjust Calculated Time

Enter My Time ( View Tear

View Time Clock History

Viiew Total Rewards

' My Delegations

Benefits >
Business Asset >

Business Process My Delegations

My Delegations L]
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Current Delegations Current Task Delegations Delegation History Delegated Tasks Business Processes allowed for Delegation
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Delegation Begin Date End Date Delegate Retain Access to Delegated Tasks within My Tasks

No items available.

Manage Delegations

7. Or you can click on My Tasks.
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8. Under My Tasks pane click on Manage Delegations.

@ My Tasks

All ltems

(@  saved Searches

£ Filters

Archive

F_f Bulk Approve

I 8‘ Manage Delegations I

9. Once directed to My Delegations click on Manage Delegations.

My Delegations

Current Delegations  Current Task Delegations  Delegation History ~ Delegated Tasks  Business Processes allowed for Delegation

Delegation Begin Date EndDate Delegate

Retain Access to Delegated Tasks within My Tasks:
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10. Fill in the required fields, then click Submit.

Please note: You may only select Peers & Superiors within your own department.
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11. Your Supervisor will receive the delegated request to your Tasks. Once they
approve, the delegate will have access to your employees for the time period
specified.
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