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Set Up Requisition Approval Delegation

1 Click the notifications icon
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2 Click "Show All"

3 Click "Worklist"
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5 Click the dropdown next to your name and click "Preferences"
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6 If you want to temporarily set a delegate you can enable a vacation period

7 Choose the date range
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8 Click "OK"

9 Click save
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10 To set up delegations for specific roles, click on my rules.

11 Click the + sign to add a rule
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12 Name the rule

13 Search for the task you want to enable a delegate for. In this case, ReqApproval
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14 Highlight the task and click OK

15 Choose who you want to be your delegate for this task.
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16 Click the "Delegate" field.

17 Click this image.
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18 Click the "Enter Search String" field.

19 Enter the name or net ID and click search
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20 Click the "Select" field.

21 Click "OK"



12

22 Click "Save"


