Vacation Rule/Delegate Approval

How to set a Vacation Rule/Delegate Approval

Step 1: Navigate to the bell icon
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My Enterprise Tools Others

Step 2: Select show all — if you have notifications ‘Show all’ will be in the top corner

B U wvLe gy wwvuyuaiu ) wruun N UMMy SLLuiGe. I DISUVGIG Gius ) Umio ) VAT [ SruYe  se SINGeUn Dusniss

Notifications

No notifications to display.
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Step 3: Select worklist



Step 4: Select the drop down alongside your name in the corner
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Step 5: Select preferences in the drop down
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Step 6: Select the ‘My Rules’ tab along the top

e Start Date of vacation
e End date of a vacation

Then enter the User of whom the notifications will be delegated to:
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@ Vacation Period (Disabled)

My Rul
yhuies Remove yourself from automatic task assignment by enabling a vacation date range.

Optionally, more specific vacation rules can be created under "My Rules".

[J) Enable vacation period
Start Date

H End Date

O Reassign to: Q

O Delegate to: Q

The Delegate option tends to be the most common option to select as this would empower/give the
delegated User the same limit of authority as the person setting the vacation rule and maintains the
same approval hierarchy.

The Re-assign option will use the approval hierarchy of the person that the approval has been re-
assigned to which may not necessarily be the same hierarchy as the person setting the vacation rule.



