Workday: How to Delegate Tasks

If you're going to be out of the office or take a leave and need to assign backup, you can
delegate your business process tasks to someone in your absence. Alternatively, if you have
someone who routinely approves PTO or manages timecards for your department, you can
delegate these tasks indefinitely.
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# How to Delegate Tasks 12 Steps

STEP 1

Open My Tasks
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STEP 2

Choose Manage Delegations
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STEP 3
Initiate New or Manage Existing Delegations
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STEP 4

Begin Date - must be current date or later.

> Business Processes allowed for Delegation

New Delegation 1item
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STEP 5
Click here
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STEP 6

End Date- - required, but can be far into the future.
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STEP 7

Delegate - Search for the name of the person you want to delegate your tasks
to.
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STEP 8

Start on my behalf - what do you initiate?

Typically, you would initiate processes for yourself or your direct reports. For example, Search
"time" and select - Request Time Off for Self, Request Time Off for Worker, Edit Time Off for
Self, Edit Time Off for Worker.

‘Delegate Start On My Behalf Do My Tasks On My Behalf
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STEP 9
Do My Tasks On My Behalf

Typically, these are for requests and approvals.

search for specific processes to delegate.

Start On My Behalf

= % Request Time Off for Self

X Edit Time Off for Self

Do My Tasks On My Behalf

N .
( or all Business Processes

Fdy Business Process

o None of the above

Retain Access to Delegated Tasks within My Tasks

Delegation Rule

You can select ALL Business Processes or
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STEP 10

Business Process Example: PTO and TImecard Delegation

To delegate PTO and Timecard initiation, management, and approval, Select: Update Time Off
Requests, Request Time Off, Correct Time Off, and Enter Time.

|_] Time Off Balance Transfer

Delegd |_] Correct Time Off

|j Enter Time H—
| -

|:| One-Time Payment for Referral >

|j Reported Time Batch Event
|:| Request One-Time Payment

|:| Request One-Time Payment
Offer/Employment Agreement

Update Time Off Requests
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STEP 11

Retain Access - Delegate, but also keep your access.

Defaults to checked = keep your access.

X

Update Time Off Requests =

X

Request Time Off
X Enter Time

X Correct Time Off

() None of the above

@cess to Delegated Tasks within My Tasks

Delegation Rule
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STEP 12
Submit

This goes to the supervisor of the person you are delegating to. You can add a comment to
explain why you are delegating to them if needed.
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enter your comment
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Attachments

Drop files here

or

Select files

@ ( Save for Later ) ( Cancel )
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