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® Loginto MSS > click “Work Overview” > click “Portal Inbox”

HASP - Better processes. Better information. Better care.

. Welcome MSS 1030 ZPortall L N WJ\‘
9 i -

Manager Self-Service SAP Access Repotting

Overview Efmployee Information

Manager Self-Service (MSS) provides you with
eazy access to information and services. This
page gives yau an overviesy of everything you can
access through M35,

E Etnplory e Information
— Quick Link Services

Team Overview
Employvees Profile

Spprove Wiorking Time

Quick Link Services
Approve Emplovee Time

Employes Change Reduest
g Submit change forms for your emplayees.

=

Guick Link Services
Employee Change Reguest
External Hire f External Transfer

Approve time data charged to your cost center(s) for payrall.

@ Vinrk Overview
%ﬂ%? Monitar and manage the status of your submitted change forms.

Gwick Link Service
Portal Inkox

F S| Crosnizational Profile
l_&l 2 Manzge your organizationsl structure and postions.

Guick Link Setvices
Crjanizational Profile
Reguest to CreatedChange Position
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e Click the icon beside “Refresh”> click “Manage Substitution Rules”

Welcome MSS 1030 ZPortalt HASP - Better processes. Better information. Better care. el | Log Off

Manager Self-Service SAP Access Reparting

Overview Em formation ! Erview nlovee Working Times Crganizational Profile Employee Change Reguests
Portal Inbox | History, Back Forvard
[T Mo tems foundto dizplay
m Tracking =
Show: My Open Tasks j Refresf = 1St
Refresh
Tasks Personﬁ 'iﬁ ¥'§g
Manage Substitution Rules

d

Subject % From S Sert 5 [ue = Priority > Stetus 2
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e Click “Create Rule”

| http://hasphpg.cfms.gov. ns.ca: 58100 - Task - HASP - Better Processes. Better, Information. Bette - Microsoft Int.

Manage Substitution Rules

You can views and manage your task substitution rules. You can make an assignee receive your tasks, or you can set an assignee to fillin for you (for
example, in caze you are unexpectedly abhzent). You can create several substitution rules to cover all cazes. You can alzo see other uszers' substitution rules

invalving you, and you can take over another user's tasks (if this user has allovwed you to 'fill in").

itution Rules

Create Rule .. _JDelete | Refrezh
Tasks Azzignes Wyhat To Do Status Rule Activation

[ ZPORTALT, nul Receives my tasks Turn On

2] =] =] Row[1]ot1 [ =] =] =]

Other Users' Substitution Rules

Task Crwvner Tasks Wihat To Do Status

=] =] =] Row[oloto | =] = =]

) Internet

@j Dang
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e Choose “Assignee” > click “Select”

<A http:/fhasphpq.cfms.gov. ns.ca: 58100 - Task - HASP - Better Processes. Better Information. Bette -

Create a Substitution Rule

You can define which tasks you wwant to assign to an assignee. You can either make the assignee receive your tasks (far
example, when you go on vacation), or you can allow the assignee to fill in for you (for example, in case you are

unexpectedly absent).

I 1 2 |
Define Rule Set Rule Activation

Select...

Assignes:
Azsign These Tasks: Al ﬂ

The azsignee is the substitute for all
tasks

I'Yant the Assignee To: (¢ Receive My Tasks
You hand over tazks to the assignee for the duration of your planned absence; in the next

step you can set a start date for this rule

" Fill In For ke
If you are unexpectedly absent, the assignee can take over your tasks completely.

Mext (k|| Cancel
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e Type person’s full name or their USERID > hit “search” > highlight the

delegate by clicking on the box beside the delegate’s name > click “apply”
| 2 http:/fhasphpg.cfims.gov.ns.ca:; 58100 - Task - HASP - Better Processes. Better Information. Bette -

Create a Substitution Rule

You can define which tasks you want to a3sign to an assignee. You can either make the assignee receive your tasks (far
example, when you go an vacation), or you can allovy the assignee to fill in for you (for example, in case you are
unexpectedly absent).

Must search by name EXACTLY \

Search For People

4 U as set up in SAP. You can also
Define Rule Search For Mames: | zportalZy use the de|egate’s USER|D
cUZﬁsdmm which eliminates issues if there is
Assignee: Portal 27, Test [ Select.. more than one person of the
Assign These Tasks: same name in CDHA. If you click

on the underlined name, a pop
up window will appear. This will
Iart the Assignee T verify the USERID of your

if wour planned abzence; in e next
\ delegate. j

over your tasks completely.

3rd
Mext (k|| Cancel Cancel
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e Select which tasks the “delegate” will be responsible for > choose “I want the

M ”n T 11 1} )
Assignee to” > click “next
| 2 http:/fhasphpqg.cfms.gov.ns.ca: 58100 - Task - HASP - Better Processes. Better Information. Bette -

Create a Substitution Rule

You can define which tasks you wwant to assign to an assignee. You can either make the assignee receive your tasks (far
example, when you go on vacation), or you can allow the assignee to fill in for you (for example, in case you are
unexpectedly absent).

"Assign these tasks" and

b 1 2 H "l want the assignee to"
Define Rule  Set Rule Activation are set to defaults. These
Delegate’s name will appear here should not be changed.
Assionee: 9 PP Select...| Always choose "All" and
Azzign These Tasks: Al ﬂ "Receives my Tasks"
The azsignee is the substitute for all
tazks

I'Yant the Assignee To: (¢ Receive My Tasks
You hand over tazks to the assignee for the duration of your planned absence; in the next
step you can set a start date for this rule

" Fill In For ke
If you are unexpectedly absent, the assignee can take over your tasks completely.

Mext (k|| Cancel
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e Define the rule activation > click “save”

<3 http:/fhasphpg.cfms.gov.ns.ca:58100 - Task - HASP - Better Processes. Better Information. Bette - Micr... E”E|E|

Create a Substitution Rule

You can define which tazks you wwant to az=ign to an azsignee. You can either make the assignee receive vour tasks (for example, when you go
on vacation], or you can allove the assignee to fill in for you (for example, in casze you are unexpectedly absent].

P 1 2 |
Define Rule Set Rule Activation

Once saved, you will be

On =aving, turn the following rule on;: 0 Dn - The rule will be enabled taken back to the “Manage
i*: At Once oL "
& on = Substitution Rules” page,
(" Off - The rule will nat be enabled managers can then turn
You can turn the rule on or off at any time on the Substibution Rules Management screen. On/Oﬁ: the rU|e. Managers

. can have multiple rules.
1 Previous @ Cancel p
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Delegation

Complete the SAP All Districts Frontline Users Access Request Form located on the
SAP Business Support website http://cdhaintra.cdha.nshealth.ca/sapsupport and
submit it to the IT Service Desk, at ituserids@cdha.nshealth.ca.

Multiple Managers to a Single Delegate

Managerial Delegation supports multiple managers delegating to a single manager
or non-manager delegate. If delegating to a non-managerial delegate the
appropriate security role needs to be in place.

Manager Delegates to Multiple Delegates
Managerial Delegation supports multiple delegates for a single manager (see
activating/deactivating substitution rules).

Notes: A Manager to Manager relationship cannot have delegate rules set up for
each other at the same time. You must create the rule when necessary and then
delete it before the other manager creates a reciprocal delegate relationship.

A non-managerial delegate cannot create a delegation rule.
Health 1 & -'.-I'"."e - Health ¥ {ommanites
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