City of Saint Paul
Time Attendance and Scheduling Solution

Assigning an Acting (Backup) approver

Acting (Backup) Approvers: IntciThme: 2 B

VTl allows you to designate another supervisor as your backup.

1. Click the Admin button and select My y Acting Roles
Acting Roles. ot mpmier Sppamimans EoplresHame
2. Use the pulldown in the blank field at the s et
bottom of the form to select another o e D D e

supervisor. You can assign an ‘acting’ role
only to someone who has the system
Supervisor role.

3. You can specify Effective and Expiration
dates (optional). Click [Update] to save o oA o s
your selection. e

4. Toremove an Acting Approver: open the My Acting Roles form, and click the Delete
box on the same row as their name.

PLEASE NOTE: Acting Approvers must have a VTI account and be assigned the Supervisor
Role. They should also receive Approver training so they know how to complete the task. If the
person you want to delegate is not in the system already, please submit a service request to
ishelp@ci.stpaul.mn.us and specify TASS in the subject line. You will be contacted for more
information about the new user.

How it works: During the Effective period, all your employees’ timecards will be available to
your Acting Approver on the Document Review screen. All they need to do is select your name
in the Supervisor field to retrieve your employee documents.

How Acting Roles work with Inbox: If you e
want to deliver your employee documents

directly into your backup approver’s Inbox, go /
to your own Inbox and click Forwarding On.

You will NOT get a notice from VTl when someone designates you to be their Acting
Approver, so itis important to communicate directly with your backup approvers.

VTI screenshots are copyright ©2013 IntelliTime Systems Corp.
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How to review someone else’s documents as their Acting Approver:

From Who Is In or Document Review:

. . . Who s |
use the pulldown in the Supervisor field to e=n
choose who you are ‘acting’ as: yourself or Sat Sop  Role ___ Suponisor _
the t|me approver Who a55|gned you to be 01/18/2013 01/18/2013 ]Supemsor [v| |MOSER, LYNN M v; 2 exceptions found
their backup. This will filter your display to ORI A T
p Y play
ShOW the ”ght employees RANWEILER, KIMBERLY M 0700-1530 011181
From the Inbox: when your Inbox is open,
you will see additional black bars with the @) Leave Req s s
name(s) of the other supervisors who have Thiben, Test 232013 1006 AM  Supervier

chosen you as their backup. Click on
Twelve, 02/08/2013 Supervisor

those names to expand ‘their’ Inbox view. Tatlor 020e/an1 S
\ (6)Forwarded Inbox: One, Supervisor

-(2) Start-Stop ‘

(4)Forwarded Inbox. Three, Supervisor
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