My Acting Roles

This screen is used to assign supervisor approval responsibility in the event of your absence.
The acting role assignment applies to timekeepers, supervisors, payroll clerks,
administrators, and system administrators. At least two people should be designated to
backup (acting role) each of your assigned roles. The default effective date is the first day of
the current year and 12/31/2100 for the expiration date. IntelliTime allows for more than one
acting role designation to be defined at the same time, and the effective and expiration dates
can overlap between more than one acting role. Designating several acting roles can be
useful if you are unexpectedly absent at the end of the pay period. It is advisable to have
your immediate supervisor as one of your backups, since they will know when you are
absent.

From the VTl Welcome screen, click on the Admin tab, then, click on My Acting Roles (on
the navigation menu).
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Role Pick List Supenvisor v 2762 THAYER, SUSAN
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Adding an Acting Role

e Click on the Role pick list and select the desired Role.

¢ Click on the Name pick list and select the desired name of your backup.

e Enter an Effective Date and an Expiration Date (which must be entered in
mm/dd/yy format — with the slashes included).

e Click on Update to save the change.

Deleting an Acting Role

e Click in the check box in the Delete column that aligns with the assignment you
wish to delete.
e Click on Update to save the change.



Reviewing documents for an Acting Role

In order to review timecards for someone that has chosen you as their acting role (or
backup); on the Review Documents screen, simply select their name from the
Supervisor pick list, instead of yours:

Document Review

Duration

Role Supervisor Documents

Supervisor ~| DEAN.LEO Izl Fay Cyeles " pay Period Stant Al

Search Description g::ég‘;‘é’: CowARD Demo ~ 2 - - [ Workflow Status

Default GIBSON. ARTHUR Pay Week Stop Any Including Missing =

Pending count FOWLER, COREY - 10/3122010 Sort Order

- it Soarch by transaction dote. 2 3°"™9 M

Error Types Division Section Unit Pay Code

All Documents - All Documents

Emp ID Emp Name Allocation 701000 Allocation 706000 Allocation 711000 —_— e

| update Deiete |
Emp ID Emp Name Division Section Unit Doc Date Status Delete Emp Info Review Doc
2586 SCOTT, WALLACE 101300 SUPER 2586 Missing = Timecard
5410 COOK, SALVADOR 101258 SUPER 5410 Missing ( [ Timecard
5299 BROOKS, WILLIAM 101255 SUPER 5299 Missing | [ Timecard |
6569 HAWKINS, ALAN 101218 SUPER 5559 Missing l: [ Timecard
3389 PERKINS, CLARENCE 101340 SUPER 3389 Missing o) Timecard
5086 DEAN, LEO 101170 0 5086 Missing [ Timecard
5140 FOWLER, COREY 101370 SUPER 5140 Missing C Timecard
6252 RHODES, CORY 101170 0 6252 Missing o) [ Timecard |
6543 WEBER, MAX 101170 0 £543 Missing | [ Timecard |
4588 WOLFE, JIMMIE 101241 SUPER 4568 Missing (] [ Timecad |
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Document Forwarding

If you have setup Acting Roles and designated other supervisors to approve your
paperwork when you are unavailable, your documents can be sent to your “back up”
supervisors by turning on the Forwarding function. All documents will still appear in your
Inbox, but they will now also appear in the “backup” supervisor’s Inbox, under your name.

In the example below, Marvin Barton is Jamie Barr’s backup supervisor. Jamie’s Inbox (on
the left) has all of documents she is responsible to approve. Marvin’s Inbox (on the right)
has his staff's timecards listed first, then Jamie’s staff listed under the bar with her name on
it. This allows a supervisor to clearly tell what documents are their direct responsibilities
and which documents they are approving on someone else’s behalf.

(4)inbox: BATES, JAMIE Fowarding(On) & (1)inbox: BARTON, MARVIN Fowarding(Offy &

(1) Timecard 1 S
EORCE | Ef 29019 . | (1) Timecard
i 12232012 Supervieor | ROBERSON, ALLEN 1212312012 Supervisor
(1) Leave Req .
EORGE, LEO 12/20/2012 1240 PM  Supervisor | (4)Forwarded Inbox: BATES, JAMIE
|
(2) Start-Stop (1) Timecard ) )
SERRAN ACHAR 12232012 Supervisor SEORGE 12/123/2012 Supervisor
ARRINGTON, ROLAND 1212312012 Supervisor |

(1) Leave Req
SEOQORGE 12/20/2012 12:40 PM  Supervisor

(2) Start-Stop
SERRANI \F 12/23/2012 Supervisor
IARRINGTON, ROLANC 12/23/2012 Supervisor




To turn on forwarding, from the VTl Welcome screen, click on the words “Forwarding(Off)”
in the header bar. The words will change to “Forwarding(On)” to indicate documents are
now being forwarded to all of the supervisors designated as your backup.
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REMINDER: For the June 15, 2017 paycheck, the deadline to

make Employee Online changes to your payroll direct deposit
bank account(s) and tax election(s) to eccur on this check is the
pay period ending date of June 2, 2017 at 5:00 p.m

ltems
[

u TIMECARD SUBMISSION DATE: Due to the upcoming holiday,

timesheets and PPA's for All Departments are due in
APPROVAL COMPLETE status by Tuesday, January 3, 2017
by 8:30 A M. Please submit your timesheet ta your superviser in
sufficient time for these deadlines to be met. Thank you!

If forwarding is on, it is possible for one supervisor to approve a document before the other.
If you click on a link for a document that has been approved by another supervisor, you will
receive the following pop up:

o

Message from webpage |

l . This item is no longer in your inbox. Your inbox will be refreshed,

o

Your Inbox will be refreshed and the approved document that triggered the warning, and any
other documents that have been approved since the last time the Inbox was refreshed, will be
removed, allowing you to continue with the approval process.

To turn off forwarding, click on the words “Forwarding(On)” in the header bar. The words will
change to “Forwarding(Off)”, indicating that forwarding has been discontinued.





