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Setting Delegations

If you are an approver and will be out of the office (i.e. vacation, disability, partial furlough), please remember to set up
a delegation for your approvals. Instructions (Video and Quick Reference Guide) can be found in the P2P Self Help Sec-

tion. Please note you are able to setup multiple delegations based on date ranges (see below). Please review
the documentation on how to set delegations or contact the P2P Service Center for assistance.

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

05/17/2020 05/23/2020 Delegate * =
For all Business Processes

For Business Process

Use Default Alternate =
None of the above

Alternate Delegate *

Retain Access to Delegated Tasks in
Inbox

Delegation Rule

06/21/2020 £}  06/27/2020 [£] Delegate * =
For all Business Processes

For Business Process

il

Use Default Alternate
None of the above
Alternate Delegate *

Retain Access to Delegated Tasks in
Inbox

i

Delegation Rule

Trouble Accessing P2P Self Help Videos

If you are having difficulty accessing P2P Videos in the Self Help section, you will have to disconnect from VPN access

and then try to play the video.


https://www.youtube.com/watch?v=TLrqxw4b8qg&feature=youtu.be
https://www.rochester.edu/adminfinance/urprocurement/wp-content/uploads/2019/04/P2P-Delegation-Instructions-Quick-Reference-Card.pptx

