
Job Aid 

Viewing your ANU Delegations in 
HORUS  

This guide shows you the different pages in HORUS where you can view 
your own (ANU) delegations. 
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Glossary of terms: 

 Current Position: The position you are currently the occupant of.
This may or may not be the position of your delegations.

 Delegation From date, is the date from which the position held
delegations, or the date from which an acting employee held the
delegation.

 Note: All existing delegations converted to the new framework will
have a Delegation From date of 29/03/2017, being the date when
delegation data was converted into the new delegations framework.

 Delegation To date:  the date at which the delegations end.
Where you are the substantive occupant of the position, there
might not be a delegation end date.

 Position Number:  Refers to the position against which you
currently hold delegations. This may or may not be the same as
your Current Position.

 Delegation Type: Can be either of the following;

o “Individually assigned” refers to a short-term acting position
or

o “Job Position” refers to your substantive position.
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1 Employee – Viewing your own (ANU) delegations 

a. Viewing delegations as at the current date
Step 1: 

Login into HORUS (https://horus.anu.edu.au) 

Step 2: 

Navigate to: Main Menu > HORUS > ANU delegations > View my 
delegations 
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b. Viewing delegations at a specific point in time 
Step 3: 
 
Change the As Of Date in the corresponding field:  
 

 
 
Note:  The new delegations framework came into effect on the 31 March 
2017. For delegations prior to this date, you will need to contact 
delegations@anu.edu.au  
 

 
 
Step 4:  
Select the Details link in the view Delegation Profiles panel: 
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If you hold delegations across multiple positions during the selected As of 
date, the delegation details for both positions will display:  
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Note:  

• A delegation type of “Individually assigned” refers to a short-term 
acting position 

• A delegation type of “Job Position” refers to your substantive 
position.  

 

2 VaHA – Viewing my (POI) ANU delegations 
If you have access to HORUS, follow the below steps to view your own 
delegations. 
 

a. Viewing delegations as at the current date 
 
Step 1: 

 
Login into HORUS (https://horus.anu.edu.au) 
 

Last updated 20 April 2017, Page 6 of 9 
 

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C

https://horus.anu.edu.au/
https://horus.anu.edu.au/


 

 
 

Job Aid 
 
 

 
 

 
Step 2: 

 
Navigate to: Main Menu > HORUS > ANU delegations > View my 
(POI) ANU delegations 
 

 
 
 
Step 3: 
Select the appointment type (nee POI type) you want to view delegations 
for and continue: 
 

 
 
* As Of Date: system defaults this date to today's date. 
* Department: shows the department ID of your delegations.  
* Department Name: shows the name of the department ID. 
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Step 4: 
Select the Details link to view the delegation details: 
 

 
 

b. Viewing delegations at a specific point in time 
 
Step 5: 
Change the As Of Date in the corresponding field:  
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Step 6: 
To view the delegation details, select the corresponding link 
 

 
 

 
 
End guide  
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