Temporary Delegation of Approver Role in Works

Approver Delegation:

- Approver logs into his/her own account
- Clicks on My Profile (1)
- Click on Group Permissions tab
- Select Approver by Delegation
- Click on Delegate to Others tab
- Click Add
0 A List of Users will appear
0 Select User and click OK
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- Inthe box that appears, enter Start Date and End Date Delegated Approver: None selecizd 0
and Reason and click Save. N ) ity
. . . *End Date: | 02/21/2017 | mmiddiyyyy
- Once Saved, Schedule will appear in the Delegation Reason:
window. To cancel, simply select and click on Remove.
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