Setting Supervisor Delegates for ProTrav
1. Click on Workflow Inbox:

MY SELF SERVICE PERSONAL ADMINISTRATION WORKFLOW EXTERNAL LINKS

N\
{ My Self Service Favorites | universal Workflow

nboX;Hisigry & Initiated
= Workflow Inbox (&

- Workflow History

SECTION: PERSONAL

Change HawklD Password « General
[ Change HealthCarelD Password « General
ﬂ Personal Health Assessment « Live\Well
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SECTION: ADMINISTRATION

Click on SETTINGS

Click on Create New Signature Delegate

Enter name of Delegate, click search and click select
Select: A Specific form

Type in ProTrav and hit search

Delegate is set by each form. You cannot select multiple.

Delegation is for 364 days.
/ WORKFLOW INBOX OFFICES FORMS REPORTS TOOLS SETTINGS HELP

PNV A WN

Inbo Setinga Create New Signature Delegate

My Out of Office Assistant

Out of Offices Assigned to Me Signature Delegates allow others to sign Workflow Packages on your behalf. They are similar to the Out of Office Assisiant except that

you can have multiple delegates for one or more forms.
My Signature Delegates

Create New Signature Delegate

My Signature Delegates apply only to Universal Workflow Forms:

Signature Delegation lzsued to Mz To manage delegation for other forms, go to Workflow Delegates in Self Semvice
Ul Workflow Settings (in Self Service)
Delegate Name Zumbach, Debarah Search for Delegate
Name Person Type Classification
Zumbach, Deborzh J Faculty/Staft Associste VP and Director, Purchasing and Bus Sves | PACZ

Valid For Q1 Al forms

& A specific form
Form Name ProTrav
Form Office
Select ProTrav Procurement Card Voucher Purchasing
ProTrav Reguest for Procurement Card Purchasing
Select ProTrav Request for Travel Purchasing
ProTrav Request for Travel Cash Advance Purchasing
Select ProTrav Travel Expense Voucher Purchasing
Valid From 11062013
Expiration Date 11052019

Maximum duration is 364 days

Create New Delegate



