Establish Delegations — Internal Service Delivery Approvals
Use when you need to delegate a task

How to Access Delegations

Note: All Asterisks (*) need to be completed.

Access the My Delegations task

1. The My Delegations page will display:
a. Under the Current Delegations tab, click Manage Delegations.

My Delegations & &
For  Ashley S. Fisher
‘J Current Delegations L Current Task Delegations Delegation History Delegated Tasks Business Processes allowed for Delegation
Begin Date End Date Delegate Retain Access to Delegated Tasks in Inbox

‘ Manage Delegations

Your screens and processes may vary from those described here. 1



Establish Delegations — Internal Service Delivery Approvals
Use when you need to delegate a task

2. Under Manage Delegations, the Business Processes allowed for Delegation will display. This is where you will set up your
delegate.

Manage Delegations Ashley S. Fisher

(® Business Processes allowed for Delegation

New Delegation
Q *Begin Date End Date *Delegate Start On My Behalf Do Inbox Tasks On My Behalf
S) S A search search () For all Business Processes

() For Business Process

(@) None ofthe above
Retain Access to Delegated Tasks in Inbox O

Delegation Rule

|® enter your comment

Attachments : 2

Drop files here

m Save for Later Cancel

Your screens and processes may vary from those described here. 2
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Use when you need to delegate a task

3.

Under New Delegation:

a. Under Begin Date, type or select the date you want the delegate’s task to start. Use the calendar icon if needed. )

b. Under End Date, type or select the date you want the delegate’s task to end. Use the calendar icon if needed. i

c. Under Delegate, type or select the name of the person you will be delegating the task to. This is the person who you will be delegating spend

authorizations and expense reports to.

i. Inthe search box, type the first name and last name of the person and press Enter.

ii. You can also use the Prompt to select a name from the drop down menu.

d. Under Do Inbox Tasks On My Behalf:

i. Select For Business Process.

ii. Inthe search box, type the task or use the Prompt to select the task.

1. Type Internal Service Delivery Event and press Enter.

Do Inbox Tasks On My Behalf

For all Business Processes By Module

o For Business Process ‘ All
b

¥ Internal Service Delivery Event =

None of the above

Retain Access to Delegated Tasks in Inbox

Delegation Rule

|

Your screens and processes may vary from those described here.

[

Acknowledge Compensation
Statement

Add Additional Job
Add Retiree Status
Allocation Finalize Event

Allocation Finalize Intercompany
__Event

[sear Q
Top > All
» |7 T
It | Accounting Journal Event D
< Accounting Journal Intercompany
Event

||
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Use when you need to delegate a task

e. For Retain Access to Delegated Tasks in Inbox:

i. If you do NOT want to see the tasks in your Inbox, but want them sent to the delegate for further action, do
NOT click the box. Only the delegate will see the tasks as they come in.

ii. If you want tasks posted to both your inbox and the delegate’s inbox for further action, click the box to place
a checkmark. Both you and the delegate will see the tasks as they come in.

Do Inbox Tasks On My Behalf Do Inbox Tasks On My Behalf
For all Business Processes For all Business Processes
o For Business Process o For Business Process

¥ Internal Service Delivery Event = % Internal Service Delivery Event  :=

Mone of the above MNone of the above

Retain Access to Delegated Tasks in Inbox

Retain Access to Delegated Tasks in Inbox

Delegation Rule Delegation Rule

Your screens and processes may vary from those described here. | 5
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Use when you need to delegate a task

4. When you finish completing the New Delegation section, click Submit for final approval.

Note: No attachments are needed.

Manage Delegations Ashley S. Fisher

» Business Processes allowed for Delegation

gt (Now1 O]

© When you delegate the creation of an gem you O
[+] *Begin Date End Date “Delegate Start On My Behalf Do Inbax Tasks give the delegate sccens 1 all of your

Previcnaly creates fems of that type

-
(-J 02702/2014 2% 06/ 3072016 == X Michaed J Cooper X Creste Capanse Repoct = For w1 Buscnees Processes

3 Creste Spend Authoraation © Fex Busimess Process
X Expense Report Event =
X Spend Aathorzation

Nooe of the sdove

Retain Access 33 Delogated Tasks in Inbox

Delegation Risle

i

Subemet Save for Later Cancel

Your screens and processes may vary from those described here. 7
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Use when you need to delegate a task

The next step in the approval process will display.

Up Next
a Eathlesn B Tetreault

Agprove by Manager
Duse Dl 0172172018

= Details and Process

Fut Ashiey 5 Fisher

Orwerall Process  Delegetion for dghley 5. Figher on IROLAR0NE
Cwerall Status In Progress

Cor Drate M0

Dartails Progess

v Business Processes allowed for Delegation

MNew Delegation 1 nems
Besgin Date End Dute Dbzt $tart On My Behalf
020208 DAS302018 Wichsel J Cooper

Create Expense Reporn
Crewte Spend Authorization

Retain Access to Delegated Tasks in inbax

Debegaiticen Foks

Your screens and processes may vary from those described here.

Do Inbax Tasks On by Bebalf

Expense Repot Faert
Spend Authorization

Tew
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Use when you need to delegate a task

6. You can check the status of the approval process by clicking Details and Process.

7. Click the Process tab to check the status.
8. Click Done when complete.

Up Mext
‘ Kathleen B Tetreau

dpproval by Manager
Dus Date 0172172006

« Details and Process h
For Ashley 5. Fiahast

Ovevall Process  Delegation For Ashley S Fisher e DLOZIZ006
Ovevall Btatus In Pregreas
Due Date 0112172008

poiske | Prosess -

Process History 2 e

Pracess Step
Rieguest Delegation Change Rietuest Delegation Chasge
Reguest Delegation Changs Appeoval by Manager

=

Stabai

Thep Completed

howaiting ction

Comglited Da

017207200 05:30:21 AM

U 4
Do Dt Parson Commrant
02172018 Adhley 5, Fiakeid
02016 Kathieen R Tetress (Memager)

Your screens and processes may vary from those described here.
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Use when you need to delegate a task

9. The Manager will need to approve the delegation.
10. Click Approve.

7~ - ‘
® Q- workday & On Dehalf oF: Kathleen 1t Tetreaut ‘

At Acchive 133 T /
s Review Delegation for Ashley S. Fisher on 02/02/2016 (== &7
Viewsny Al Son By. Newest v 4 minute(s) ago - Due 01/21/2016
7 R Fee Ashiey S. Fisher
Delegation foe Ashley S Fisher on
02/02/2016 Oveesll Process  Delegation for Ashley S Fisher on 02/02/2016
RS
Ovevall Status i Progress
Supplier Accounts Match Event for Supplier Invoice Due Date 0172372016
SUPP_INV-000021251
sy e Details to Review
Suppler Accounts Match Event for Supplier Invoice: ' Business Processes allowed for Delegation
SUPP_INV.000022095
New Delegation 1 o»
Suppher Accounts Match Event foe Supplier Involce
SUPP_INV-000020104
S dev(n) 608+ Due DI/NE *Begin Date End Date “Delegate Start On My Behalt Do Inbox Tasks On My Behalf
Sl Accounts Mukch Evend fos Sromiie: _ 02022016 O8/30/2016  Michael J Cooper Creste Expense Report

SUPP_INV-000019607 Crente Spend
& Sayls) g - Due 01N R200 Authorization
Expense Report Evert
Suppler Accounts Match Event for Supplier Invoice: Speact Ashoczation
SUPP_INV-000020874
Ge(v) o - Retan Access 1o Defogated Tashs i Inbox

Suppler Accounts Match Event for Supplier Involce: Delegaton Rule
SUPP_INV-000018813

Process History

B Aehiou e Fahar Due 01/21/2016

Deny Save for Later Cancel

Your screens and processes may vary from those described here.



Establish Delegations — Internal Service Delivery Approvals
Use when you need to delegate a task

11. The Success page will display.

N

® (2 workday ® O behalf of Kathieen R Teteessht ‘
Actions 3 Atehiod 124
Success! Event approved Delegation for Ashley S. Fisher on 02/02/2016 - mes
Wiewing: AN Som By: Newest v 4 mincte(s) ago - Due 1/21/206

Delegation for dushley 5. Fisher on
Q022018
4 Frar An{i] 895 - Due &1/721 /2006

Frocess Successhally Completed

Suppdes Accounds Match Event fot Suppler Invose:
SUPP_INY-000021251
4 rpls) e - Dom 01717 » Details and Process

Supepdied Accinets Malch Event fod Supplel Inviie:
SUPP_INY -DDD0ZI0res

Sugplier Ascounts Match Event for Supplier Invaice:
SUPP_INY-D00020104

Supgplies Accounts Match Event for Supplier Invaice:
SUFP_INY-0000 19607

Supplier Accounty Match Event for Suppler Involce:
SUPP_INY-0000208T4
11 dais] 895 - Dus &1/ 107201

Suppder Aoopwnis Match Event for Suppler Invoioe:
SUPP_INY-000018813

Your screens and processes may vary from those described here.
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Use when you need to delegate a task

12.The Overall Status will state Successfully Completed.
13. Click Done.

-
#f CQ workday
Actions & Aschive 138 ; .
Success! Event approved Delegation for Ashley 5. Fisher
Wiewing: AR Son By: Newes v 4 minute(s) sgo - Due 0172172016

Dedegation for Ashley 5. Fisher on
el g L

Froceas Sucerasiully Completed

Sepplier Accounts Match Event for Supplier Invoice:
SUPP_INY-000021251

o o « Details and Process
Supplier Accounts Mateh Event fee Supplier Invesse: Far Aamiey 5. Faher
SUPP_INY-000022095
& a3} B3y - Dhuse 0] Owerall Process  Delegation for Ashiey 5. Fisher on (2022006

Drwerall Stabus Lncesstully Completed
Supplier Accounts Match Event for Supplier Invoice:
SUPP_INY-000020104 Duse Dlate ana2206
Supplies Accours Match Event foe Suppher Invaae:
. - Details Process

SUPP_INY-000019607

Suppder Accounts Match Event for Supplier Invesce: * Business Processes allowed for Delegation

SUPP_INY-000020874

Mtw Delegation 1 nems
Sepplier Accounts Match Event for Supplier Invaice
SUPP_INY-000018813 B Date End Date Ciebegate
t e Due 121182
o2M02E OA02016 Michael J Coopes

on 02/02/2016

Sxart On My Behali

Creste Expense Report
Creste Spend

Aauthoizaiaon

Retain Access o Delegaied Tauks in lnbss

® On bebalf of: Kathleen R Tetreault

mes
o
Do bnkson Tasks On My Behalf
Expenae Report Evet
Speend Autharzation

Yes

Your screens and processes may vary from those described here.
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14. The Delegate will receive a Notification.
15. The Delegate is notified about the Delegated Task(s) from the Delegator.

#f Q me ® Khchael | Cooper "D

et View Motification Message me .S
Viewing A S By Mewest : v 2 mimuseis) ago
Froem Lisst 30 Darys Miessage  The Pallonerg Delegaran mas Been appeirord ol forngbeled B9 delegale [aban Lates and men £2alant 1 piu

‘o day Delegated Tasks Update | Debegaating Uner: dphiey 5. Figher
S Begin Dabe: C2/027H016
Ered Dinte: DA302016

All Boiifvrds Prosedses K

Workday Delegated Tasks Update Specific Bapiness Processes: Expense Report Event, Spend Autharization
. peiy ) Retan dcoess to Delegeted Tasks Yes
Sepplier lnvoice: Staples Contract & Commaercial ine Wiew Erttire Delegation inbox

Punchout on 00/ TWI006 for 51,0078
This busness process was Corpleted on
[Tk Tran

P

Supplier lvvosce | Staples Contract & Commuaerncial ing
Pumschout oo 017197200 6 for 51 45936

This business process was Corpleted on

[ FakTean ]
23 hours) mx
Document Avalsble

Trisl Balance (Do Mot Use) 200105P-Card

Liskdiy_Ending Balance 2018-00-19 0551 EST ia now
available in My Repons
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