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Managing Delegations

START

Access Create 
Delegation 

Request page

Select actions to 
delegate 

Select appropriate 
employee to 
delegate 

transactions

Submits effective‐
dated request to 

Delegate

Accept 
delegation 
request?

END

YES

NO

Email 
notification will 
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delegate

Reports‐To and
Delegated Supervisor 
receive notification 

of approvals

Request date must 
be current date or a 
date in the future

Examples: Approve Overtime, 
Approve Time, Absence 

Approval, etc.)


