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Managers and Employee Administrators — Delegating Approvals for

Employee Information Changes

Overview: Managers and Employee Administrators who are designated approvers for employee change
requests can use out-of-office delegations to temporarily assign approval rights to another approver.
This covers approvals for new employees and changes to the employee record (salary, department,
etc.).

Note: This does not delegate Time and Attendance duties. For Time and Attendance duties, most
managers have a delegated back up manager already established who has access and can approve
timesheets as required. If this is not the case, please send a note to the Service Desk to establish a

backup manager for time approvals in UltiPro.

Create an Out of Office Delegation
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name of an employee that has the same role as you (e.g., manager) to whom you can delegate
requests.
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5. Click Save.
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Note: If the person you are delegating to also has an Out-of-Office Delegation set up for the same dates,

a message will appear to advise you of the conflict. You should then select another manager.

Activate an Inactive Delegation
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created, click the
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2. Enter the dates you
want the out-of-office
delegation to be in
effect.

3. Click the Status box
and select Active.

4. Click Save.
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Change an Active Delegation to Inactive
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