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What is delegation?

* Delegation temporarily allows others to perform tasks or start ora
behalf.

When should | use delegation?

* Delegation is for short-term coverage when there is not ali
has appropriate security to perform the actions. |

How do | set up delegations in Workday?

* Search My Delegations in the search bar and seleg
Manage Delegations button on the My Delegatig

* Click the gear icon on a task in your My Tasks tg
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Can | set up more than one delegate?
* You can have up to 5 delegates.

Can | set up multiple delegations to different delegates?

* You can delegate multiple tasks to different delegates by usi
Delegations page. ?

What is the difference between Start on My Behalf and Dofln
e Start on My Behalf delegates the initiation task of a bii§i

* Do Inbox Tasks on My Behalf delegates ability to pe
on your behalf.
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Who can be a delegate?

» Peers — people who report to the same supervisor as you within y
organization.

* Subordinates — people who report to you or report to your pee

 Superiors — your supervisor or your supervisor’s supervisor.

How do | delegate to employees outside of my superviso

* Your manager or a delegation manager can delegate tc
supervisory organization on your behalf.
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What are alternate delegates and how are they different from delegate:
A delegate is the individual you would like to perform tasks or start '
your behalf.

An alternate delegate is where a task will route if the delegate th
perform the task due to business rules (e.g., a delegate cannot a
expense reports). "

How long can | set up delegations for?
Delegations can be a maximum duration of 90 days.

What reports can | run to see my delegations?

My Delegations — Items you have delegated to others.

View My Delegation Assignments - Business process
delegate or alternate delegate.

View All Delegated Tasks — Individual tasks delega
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Delegation | If This, Then That
- If This

You have an upcoming short-term leave
and want someone in your unit to do
tasks on your behalf

You want someone in your area to
perform a single task on your behalf

You want to delegate to someone
outside your supervisory organization
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How to Set Up a Delegation

On the Manage Delegations page:

> Business Processes allowed for Delegation

New Delegation 1 item =M.
*Begin Date End Date *“Delegate Start On My Behalf Do My Tasks On My Behalf
= o

For all Business Processes

Ry

‘ ‘ ‘ Delegate * ‘

" ‘ Ir'\l
R

For Business Process

Use Default Alternate ‘

L
© None of the above

Alternate Delegate *
Retain Access to Delegated Tasks within My Tasks

Delegation Rule
-
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How to Set Up a Delegation

On the Manage Delegations page:

> Business Processes allowed for Delegation

New Delegation 1 item

*Begin Date End Date *“Delegate Start On My Behalf Do My Tasks On My Behalf
‘ ‘ ‘ Delegate * = ‘
" — | J 'C::' For all Business Processes
- Ty .
() ForBusiness Process

Use Default Alternate

© None of the above

Alternate Delegate *
Retain Access to Delegated Tasks within My Tasks

Delegation Rule
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How to Set Up a Delegation

On the Manage Delegations page:

> Business Processes allowed for Delegation

New Delegation 1 item

*Beqgin Date End Date *Delegate Start On My Behalf Do My Tasks On My Behalf
s | : a
‘ ‘ ‘ Delegate +* ‘ — ‘
[:} For all Business Processes

‘ ‘ )
[

(_J ForBusiness Process

Use Default Alternate ‘

L
© MNone of the above

Alternate Delegate *
Retain Access to Delegated Tasks within My Tasks

Delegation Rule
-

1
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How to Set Up a Delegation

On the Manage Delegations page:

> Business Processes allowed for Delegation

New Delegation 1 item

*Begin Date End Date *Delegate Start On My Behalf Do My Tasks On My Behalf

Delegate *
() For all Business Processes
() For Business Process

Use Default Alternate
© None of the above

Alternate Delegate *

Retain Access to Delegated Tasks within My Tasks
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How to Set Up a Delegation

On the Manage Delegations page:

> Business Processes allowed for Delegation

New Delegatign ] 2o

. *Begin Date End Date *“Delegate Start On My Behalf o My Tasks On My Behalf

Delegate *

( _.:Z' For all Business Processes

() For Business Process

Use Default Alternate

© None of the above

Alternate Delegate *
Retain Access to Delegated Tasks within My Tasks
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o After completing the steps, click Submit. m ( Save for Later ) ( Cancel )

You may receive an alert message when using Start On My Behalf delegation

!» you the delegate(s) will gain access to all your previously created items of th

\ delegating Create Expense Report in the Start of My Behalf section will giv
to view your previous expense reports. Click Submit again to bypass the al

.
_§n’&. Errors and Alerts Found =

New Delegation 1 item = [
*Begin Date End Date *Delegate Start On My Behalf Do My Tasks On My Behalf
=T | : Delegate * -
18/16/2624 ] 18/18/2824 [ ot i % Create Receipt ;:|

For all Business Processes

® Molly Manager (==}
[ ) For Business Process

Use Default Aermnate |

0 noneof the above

Alternate Delegate *

s J

Retain Access to Delegated Tasks within My Tasks

i

Delegation Rule
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Tips for Delegation

An approved delegation can be edited or ended by the delegatmg w
Manager, or a Delegation Manager. &
Subprocesses are not delegated along with its associated busine”s_'
delegating the Hire process does not also delegate the Backgr u
subprocess).

A delegate who initiates or approves a step in a delegated
approver later in the process.

It may be necessary to click Selectable Values in the Del
eligible delegates in a subordinate supervisory organi

Eligible delegates are determined by primary job.

If you or your desired delegate have multiple jobs, they may fa
require a Manager or Delegation Manager to set up delegati
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What is a Delegation Manager?

A Delegation Manager is a security role which administers delegat
for assigned supervisory organizations.

Delegation Managers can approve delegation requests on b€h

Delegation Managers can also create, edit, or end deleg
of employees in their assigned units.
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Being a Delegate

Switch Accounts

1. From the Workday Home Page, click the Profile icon (person icon) in the upper night corner.
2. Click Switch Account.

o & Switch Account b

3. Click the account that you wish to act as a delegate on behalf of.
NOTE: Each worker who has delegated to you will appear in the switch accounts list and the checkmark shows you the

account you are currently in.

o - Switch Account
Maggie Moo v

Manuela Manager
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Being a Delegate

Perform a Delegated Task as a Delegate

1. Switch accounts to the delegate on whose behalf you will act.

2. 0On the Delegation Dashboard, click the My Task icon (mailbox) to open a limited version of the delegating worker's inbox.
NOTE: Only items delegated to you by the delegating worker will be available.

3. Click on the delegated item and perform the task.
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Being a Delegate

Start a Business Process as a Delegate

1. Switch accounts to the delegate on whose behalf you will act.

2. Search for and select business process from the search bar that you want to start on behalf of the delegate.

NOTE: Only business processes delegated to you to start will be available.
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