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Accepting Temporary Delegation eForm

Delegation Holder -

Start date of transfer - 06/09/2016
End date of tranafer - 07/08/201¢
eForm ID - 53112 \é

Please review your work list for & temporary delegation transfer request which reguires your acceptance:

Evaluate a Temporary Delegation eForm

Step 1 of 2- Review Temporary Delegafion Data

\

Finance Delegation Transfer
HR Delegation Transfer

Delegation Haolder

Hame
1634783
52033

Employee ID

eForm 1D

Position Mumber
Paosition Title

B718

Finance Approver Information

1| 20000
2| Z00D000

|
|

Human Resourcas
Human Resourcas

HR Approver Roles & Information

Fols
1 Casual Contract Dedegation Authority

JArea of Responsibll
Human Resaurces

Set Up Leave Proxy

Temporary Delegate

*Name

Employee ID 1673818

Case Zanstive

Period of Temporary Delegation

Start Date 18/0172018

End Date

2210112018

CRICOS PROVIDER 00123M

adelaide.edu.au

Accept/ Withdraw/Decline
a Temporary Delegation
eForm

1. Temporary Delegate
receives a Temporary
Delegation
Acceptance Required
email notification.

2. Click on the eForm ID

link in the body of the

email.

The eForm is displayed.

4. Review request from
initiator

w
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HR Approver Roles & Information

Roda Area of Responaibility
1|Casual Contract Delegation Authority Human Resources
| Set Up Leave Proxy
Temporary Delegate
*Name Case Zensitve
Employee ID 1673816
Peried of Temporary Delegation
Start Date 18/01/2018 End Date 2210172016
Access and Usage Agreement

Access and Usage Agreement

The University Management Information Syp#my's contain personal information of individuals and information that is confidential to the
University. You should only access and e information as necessary for you to undertake your role st the University. Insppropriate access
to or use of personal information or pefifidential information would be a breach of your obligations to the University and may be subject to
disciplinary action, including disipisal from employmeant.

Respoensibility and Ageuntability Statement
By submitting thisA%rm, you are accepting the suthority to make decisions and complete specific tasks associated with the position of the

substantive gefBgation holder. You will be responsible to exercise these delegations in line with the responsibilities of the substantive
delegatiopAiolder, and are accountable fior your actions in accordance with University Policy and the Code of Conduct.

¥5.  Read through the Access

and Usage Agreement

and check the ‘l accept’

box, to indicate that you

have accepted the terms.

6. To attach afile, please
refer to the Attaching a
File Quick Reference
Guide

7. Comments can be added
in the Your Comment
box if required.

8. Click Accept, Withdraw
or Decline.
Note: If withdrawing or
declining a form, a
comment is required to
record why this action
was taken.

9. Answer Yes to the
displayed form message.

L1 Accept Withdraw will
——— end the forr_n and
the form will not
be processed.
Comments Accsgt Withsraw
Your Comment: Decline
Accept will . .
workﬂowﬁhe form Decline wil
Comment History: o the aorover workflow the form
PP ' back to the form
initiator.
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Warning This process is uncontrolled when printed. The current version of this document is available on the HR Website.



http://www.adelaide.edu.au/hr/docs/craft-guide-upload-document.pdf
http://www.adelaide.edu.au/hr/docs/craft-guide-upload-document.pdf
http://www.adelaide.edu.au/hr/docs/craft-guide-upload-document.pdf
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Evaluate a Temporary Delegation eForm

Step 2 of 2: Form Finalized

Delegation Holder
Hame Position Number g715
Employee IO 1634783 Position Tithe
eForm ID 52033

You have just APPROVED this form. This action passed the form te Approver for further processing.

Process Visualiser

T

10. The Visualiser will be
displayed. The visualiser
will show you what steps
have been undertaken
and where the task is
currently sitting.

11. To check the status of
any forms submitted,
refer to the Viewing
Form Status — Quick
Reference Guide

1: Inttistor 2: Temparary Temparary 5 Approver &: Faouly 7 Frocessing
Hme?a1eR Dalagate HE Dalagats "Fg;r?;
1 i
31 Systam
Further Information
If you require further information please contact the HR Service Centre at 8313 1111, complete the online enquiry form or view CRAFT
FAQs.
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https://www.adelaide.edu.au/hr/docs/eforms-view-status-qrg.pdf
https://www.adelaide.edu.au/hr/docs/eforms-view-status-qrg.pdf
https://www.adelaide.edu.au/hr/docs/eforms-view-status-qrg.pdf
http://www.adelaide.edu.au/hr/about/service-centre/enquiry/
http://www.adelaide.edu.au/hr/docs/craft-faqs.pdf
http://www.adelaide.edu.au/hr/docs/craft-faqs.pdf

