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Business Process Description 
Use this report to show OTL Supervisor Approvers who have created a Worklist delegation or vacation 
rule within DAI.  It is recommended that ALL supervisors have at least 3 delegates set up as backup 
approvers for timecards. 
 
Major Features 
The Timecard Approver Delegation Report provides the following information: 

Headings Description 

Delegation Description Open entry field populated by the Approver to describe the delegation 
reason. (optional) 

Delegated Person Approver’s subordinate. 

Delegation Type Delegation type of either Worklist delegation or Vacation rule.  

Effective Date Date the report is run within DAI. 

End Date  End date to terminate the Worklist or Vacation rule.  

Organization  

Start Date  Start date to initiate the Worklist or Vacation rule. 

Timecard Approver` Name of the OTL Supervisor Approver. 

Note: Use the Timecard Approver Subordinates report to view a listing of employees who are 
assigned to individual OTL Supervisor Approvers.   
 
Trigger 
 
A DAI user needs to determine which backup or alternate approver might receive a timecard for an 
approver that is out or unable to approve a timecard.  A DAI user wants to confirm that each approver 
has a backup or delegate approver setup for vacation or delegation purposes. 
 
Prerequisites  
 

 Users and Supervisors must exist in DAI.    

 A supervisor must have established a Worklist delegation or Vacation rule.  

Responsibilities 
 

 OTL CSR – DODEA 

 OTL Supervisor Approver – DODEA  

Menu Path 
 

Use the following menu path to begin this task: 

 Process and Reports  Submit Request 

 

Training Exercise:  Create and run a Timecard Approver Delegation Report. 
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ReviewTimecard Approver Delegation Report 

1. Start the task using the responsibility and menu path to open the Submit Request form: 

 Responsibility:  OTL CSR – DODEA 

 Menu Path: Process and Reports  Submit Request 

Navigator 
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Submit Request 

 
 

2. Select the Single Request radio button. 

3. Click the OK button to open the Submit Request form. 
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Submit Request - Report 
 

 
 

4. Enter XXDAI% in the Name field and press the Tab key for a list of standard reports available to 
this responsibility. 

5. Select the report name “XXDAI Timecard Approver Delegation Report” from the Reports list. 
 
Note:  Once the Name field is populated with the report name, the Operating Unit field will  
automatically enter the agency operating unit name. 

6. Click the OK button to open the Parameters form for this report. 
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Submit Request-Parameters 
 

 
 

7. 
Enter the Effective Start Date (DD-MON-YYYY).  (Today’s date for the most up to date report) 

Note:  This determines the delegations that appear in the report and are based on those delegations 
where the Start date is on or prior to the date entered. Yellow fields are required parameter fields. 

Note:  This report’s design phase has been completed.  Additional options would be: 

a) to run the report with a Timecard Approver, select in the Timecard Approver field 
and enter the OTL Supervisor Approver name in this field. 
 

b) to run this report for an Organization, select an Organization in the Organization 
name field. 

 

8. 
Click the OK button to complete the Parameters selection. 
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Submit Request 
 

 
9. Click the Submit button to run the report. 
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Decision  
 

 
10. 

Decision – If you would like to submit another request, click the  button. Otherwise, click the 

 button to submit the request.  
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View Request 
 

 
 

11. a) Select the View Requests function.  
 

b) Click the Open button to open the Requests window.  
 
Note:  Double-clicking the View Requests function will also open the Requests window. 

  

11b 
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Find Request  
 

 
12. Click the Find button to display the Requests box.  

 
Note:  The Find Requests form defaults to All My Requests.  
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Requests form  
 

 
 

13. a) Click the Refresh Data button if the report does not display as Completed in the Phase 
column and Normal in the Status column. 
 

b) Click the View Output button to view the Timekeeper Report. The ID Request number 
should match the number show on the Decision box in step 10. 

 
Note:  This process may require the Refresh Data button to be clicked multiple times.  If the 
report does not display in a Complete and Normal status, please contact the DAI Agency Help 
Desk for assistance.   
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Timecard Approver Delegation Report 
 

 
 

Header Details  Description 

Report Name and Report Date XXDAI Timecard Approver Delegation Report 
(today’s date) 

Report Run Date Date the report is run within DAI 

  

Column Heading Description 

Delegation Type Delegation type of: 

 No Rules/Delegation  

 Vacation Delegation 

 Worklist Delegation 

Timecard Approver Name of the OTL Supervisor Approver 

Organization Approver’s assigned Organization 

Employee Assigned Approver’s subordinate 

Start Date  Start date to initiate the Worklist or Vacation rule 

End Date End date to terminate the Worklist or Vacation 
rule  

Description Open entry field populated by the Approver to 
describe the delegation reason. (optional) 

 

14. View the Timecard Approver Delegation Report.  

Result 

Congratulations!  You have successfully generated the Timecard Approver Delegation Report. 

 


