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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. 

Click Delegate 
Authority. 

Select the drop 
down next to 
Delegatee. 
Click Search 
more.

Enter Name 
and click 
Search.

Click Select
next to the 
appropriate 
approver.  

1

2

1

2

3

4

5

3

5

4



3

Delegate Authority

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.
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Complete the required information including timeframe and reason for delegate.

9

8

10

10

11

11



4

Delegate Authority

Review 
delegation 
details include 
start and end 
date and click 
Submit. 
Request will be 
sent for 
approval only if 
an approver 
was added to 
the Approval 
Flow tab.

The approver 
authority is 
delegated to 
will receive a 
message upon 
logging in. 
They will have 
the option to 
login as 
themselves or 
the approver 
who delegated 
authority.
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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.
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