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The following instructions provide guidance on creating a substitution rule for Manager Self Service (MSS) time 

approval. For full details pertaining to this feature and the entire MSS time approval process, please refer to the 

tutorial. 

1. Log into KHRIS MSS and access the Time Approval tile. 

 

2. Select Manage Substitution Rules under the Substitution section.  

 
The following screen will appear.  

 
 

 

  



 

 

 

3. Select the Create Rule button, to create a substitution rule.  

The following screen will appear. 

 
4. Select the Search feature on the Assignee field.  

 

The following screen will appear.  

 

5. Enter the Name or Employee ID for the intended substitution assignee and select the Search button.  



 

 

 
6. Select the appropriate assignee. 

 
The following screen will appear.  

 
7. To set-up a permanent substitute, change the “I Want the Assignee To:” radio button from Receive My 

Tasks to Fill In for Me.  



 

 

 
Leave the remaining radios buttons as-is.  

 

8. Select the OK button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


