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EP.020.680 - Delegating Requisition Approval
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to delegate approval for requisitions that normally appear in your Worklist. You can select an alternate user to receive your Worklist items if you will be unavailable to approve them. You may want to designate an alternate user to approve your requisitions if you will be out of the office for an extended period of time.

The system automatically forwards any new work items to your alternate user. However, if anything is currently in your Worklist, it will remain there. The system does not reassign items already in the user’s Worklist.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify what items will and will not be assigned to the alternate user that you designate to approve requisitions.
- Identify where you delegate approval for your Worklist items.
- Define where requisitions pending approval appear for the alternate user that you have designated to approve those transactions.
- Delegate approval for requisitions to an alternate user.

Key term:
Below is a key term used in this topic:
- Worklist - Definition of term Worklist is the automated to-do list that PeopleSoft Workflow creates. From the Worklist, you can directly access the pages you need to perform the next action, and then return to the Worklist for another item.
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Procedure

For this topic, imagine that you are about to go on a month-long cruise. You will be out of the office from March 1, 2006 to March 31, 2006. You have asked your co-worker, David Morgan, to approval all requisitions that normally come to you. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x00000101] 
	Begin by navigating to the My Profile page.
Click the eProcurement link.


	2. [bookmark: ID0x00000102] 
	Click the My Profile link.

	3. [bookmark: ID0x00000103] 
	Use the My Profile page to specify an alternate user to approve requisitions on your behalf.

This page also enables you to change your password and email address.

	4. [bookmark: ID0x00000104] 
	In this example, you are going to specify David Morgan as an alternate user.
Click in the Alternate User ID field.


	5. [bookmark: ID0x00000105] 
	Enter "DAVIDMORGAN" in the Alternate User ID field. 

	6. [bookmark: ID0x00000106] 
	You have assigned an alternate user to approve requisitions on your behalf. You now need to specify the time period for which you will be unavailable.
Click in the Effective Date From field.


	7. [bookmark: ID0x00000107] 
	Enter "03/01/2006" in the Effective Date From field. 

	8. [bookmark: ID0x00000108] 
	Enter "03/31/2006" in the Effective Date To field. 

	9. [bookmark: ID0x00000109] 
	Click the Save button.


	10. [bookmark: ID0x0000010A] 
	Congratulations. You have just completed the Delegating Approval of Requisitions topic. Below is a summary of the key concepts of this topic:

- If needed, you can delegate your requisition approval responsibilities to an alternate user.
- Go to the My Profile link to specify an alternate user to approve requisitions on your behalf.
- Only new Worklist items will be forwarded to the alternate user; existing Worklist items will remain.
- The alternate user will see the reassigned requisitions awaiting approval in their Worklist.
End of Procedure.
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