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Delegate Authority

Approvers should delegate authority to another approver while out of the office
to prevent delaying orders.

Click the User
Profile icon in
the top right
corner.

e Click Delegate
Authority.
Your Requests Your Approvals Activate mobile device device

Deactivate mobile device device

o Y B o Select the drop
1 aren] ange eman natihication preferences

~ yaeoo0r ST down next to

: Delegatee.
Delegate Authority UP130: Shopper 1 Choose Value for Delegatee Click Search

@ s

Find goods and services Q Change your profile

Change default locale

Delegate authority

more.

3

| Name v l [ Search ]

Delegation Start Date: * Heather M, Gillis Enter Name
@ Delegate B, SEmEE Name 1 PasswordAdapter

Delegation End Date: * — © and click
I (no value) Select

@ Approval Flow Delegation Reason: | 5 Searc h .

MARY BACCI Enterprise User Select -

@ Review Changes ° C“Ck Select

- next to the

Notification: Continue to notify me by email of approval requests m appropriate
approver.

Delegatee: *

BOSTON
UNIVERSITY



Delegate Authority

Complete the required information including timeframe and reason for delegate.

Delegate Authority up23s: DAWNA JOHNSON

@ Delegate
@ Approval Flow
@ Review Changes

Delegatee: *

MARY BACCI v l

Delegation Start Date: *

71912020 l I 12:00 AM @l

Delegation End Date: * | 7/23/2020

3| [wom o)

Delegation Reason: | | will be out of the office.

Notification: [7] Continue to notify me by email of approval requests

Q

@Delegate Authority ur235: DAWNA JOHNSON

@ Delegate
| @ Approval Flow

Review the approvers assigned to review the request. Add and delete approvers as necessary, depending on your permissions.

Approval Flow - User Profile

There are no approvals required.

Submitted Add Initial Approver

@ Review Changes

Approved

— i

Enter the
Delegation
Start and End
Date.

Provide a
Delegation
Reason.

Indicate if you
would still like
to be notified of
approval
requests via
email.

Click Next.

Add approvers
to approve the
delegation, if
necessary.
Watchers can
be added but
no action will
be required.

Click Next. s



Delegate Authority

Review the delegation details and click Submit. The approver to whom you
delegate authority will receive a message upon logging in to Guided BUying

notifying them of the delegation. Review

Delegate Authority U235 DAWNA JOHNSON

12

Review your request and then submit it for approval.

Submit I Exit

delegation
details include
start and end
date and click

Change From To

@ Delegate Delegatee (no value) MARY BACCI Su b m i t .

Delegation Start Date 7192020

- Request will be

@ o i
sent for
(3) revowcranges approval only if
an approver
@ was added to
the Approval
Flow tab.

Test Site

The approver
authority is

You have the permission to act as the users listed below. You can log in as yourself or as the other user. delegated to
will receive a
Log in as: message upon
logging in.
They will have
DAWNA JOHNSON - 10 requests require action the option to
login as
themselves or
the approver
who delegated
authority.

Act as User @

BUWTMN5S02 - 9 requests require action
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