SOP Supervisor
Task Delegation

Step-by-step guide to
delegating to another
manager/supervisor
in Workday

Doniel

workday.



Sign In & Open Your Profile

o Log in to Workday.
a) In the top-right corner, click your profile photo/initials.

b) In the dropdown, select “View Profile” (or simply click your name).
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Go to Your Delegations

0 On your profile page, look for the “Actions”.

a) Click “Actions”, then “Business Processes”, then “My Delegations”.
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Create a New Delegation

0 On the “My Delegations/Manage Delegations” screen, then click “Manage Delegations”.

a) A Delegation Form will open.

My Delegations

For  Kristina Knezevic

Current Delegations Current Task Delegations Delegation History Delegated Tasks Business Processes allowed for Delegation
0 items
Delegation Begin Date End Date Delegate

No items available.

< Manage Delegations )
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Set the delegation dates

o In the Delegation Form, you'll normally see:
a) “Begin Date” - the start date when the delegation becomes active.

b) “End Date” - the date the delegation stops.
Q Set “Begin Date” to the first day you want the other manager/supervisor to act on your behalf.

a) Set “End Date” to the last day (or leave blank if your company allows open-ended delegations

and that’s what you want—but usually dates are required, especially for leave coverage).
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Choose the Person

You're Delegating to

o Find the field typically called “Delegate”, “Delegate” To, or “Delegation Recipient”.

Q Click into that field and search by the person’s name (the manager or supervisor who will

handle your tasks).

@ Select the correct person from the search results.

Make sure you select the correct person — many organizations have people with similar names.
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Select Which Tasks/Business

Processes to Delegate

o This is the key part. Usually you'll see something like:

a) Click the box to delegate all business process (Yes/No).

© Typical options:

Option A: Delegate all business processes
- Choose Yes for “Delegate all business processes” (or equivalent).
- Optionally, you may see, “Retain access to delegated tasks”. Check this if you still want to

see and act on items yourself while they also can.
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Delegation Rule

Option B: Delegate specific business processes
- Select “For Business Process”, then in the white box, select “by functional area”.
Common options are:
- Time Tracking: select all that apply
- In the comment box you can briefly note why and for which period, e.g.:
‘Delegating approvals while | am on leave from Dec 22-January 3.”

This is optional but helpful for audit trails and for HR if they review.
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Submit & confirm

o Click “Submit” to finalize the delegation.
a) Your delegation will go to your direct Manager for Approval. The sooner you enter the

delegation the better to avoid delays.
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