
Alternate 
Approver/Delegate

Action: Manager
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Type Delegate in search bar and click 
My Delegations
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Click Manage Delegations
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Fill out and submit
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Enter dates of 
delegation

Enter the name 
of Delegate

Enter tasks to 
be delegated Use these 

for 
timesheets 
and 
absences

An awareness pop 
up may show, if so, 
click submit again
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