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PREAMBLE: the delegation allows you to transfer your rights to another employee for a defined period.

It is generally advisable to delegate your managerial rights to another manager.
Example: | use the delegation when | go on holiday and | wish that one of my colleague accepts / rejects

the requests of absence / presence of my team.

0 Click your name in the header and then in My box.
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Delegations

Add a new delegation @

Enter the name of the person you want to delegate to:
Notify this person by e-mail
AURENT = 30002476 > g ()
Select the action(s) the person will be able to do on your behalf:

®an
) specific [ Time
[ | Workforce Administration

Select the validity period of the delegation (dates are inclusive):

From | 28 06.2016

= 1o | 28.07.2016

= 0

Please indicate the activity status of this delegation. You can change this status at any time in the future:

Activate this delegation immediately () (5
‘ Cancel ‘ Add the delegation

o In the delegations tab of your Inbox, click Add a new delegation.

o Fillin the name of the person to whom you want to delegate your actions, and check the box if this person must
be informed by email of this delegation.

o Determine what actions you want to delegate or delegate all actions. NB: the pannel of authorized shares
depends on the level of clearance.

o Indicate the start and end of the delegation.
o Click Add to save the delegation.

a Check this box to enable the delegation immediately.
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Mo current substitutions

o Check the delegation concerned and click on Delete to supress the delegation.

0 It is not possible to alter a delegation. If for example you want to change the date of validity of a delegation, we must
first remove the existing and then create a new one with the correct date of validity delegation.
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Take the role

Check the delegation concerned and click on Delete to supress the delegation.
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You are connected to the account of the person who gave you their rights.

Here, only the rights related to the management time are delegated.

Then, you receive emails and notifications applications for absences and attendances from members

of your colleague.
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To return to your account, click on Take the role of myEWS,

You will come back so automatically on your home page.
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