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RESOURCES AVAILABLE

Setting Up Delegations Knowledge Base Article

• https://ubc.service-
now.com/selfservice?id=kb_article&sys_id=79b5cd051b5f45909068c992604bcb7b&table=kb_knowledge

Delegate Expenses or Initiate as an Expense Delegate Knowledge Base Article

• https://ubc.service-
now.com/selfservice?id=kb_article&sys_id=37420f541bd2c1105edd43b4bd4bcb5d&table=kb_knowledge

Inbox Delegation in Workday Knowledge Base Article

• https://ubc.service-
now.com/selfservice?id=kb_article&sys_id=d97249d21be70dd045ad766f034bcb1d&table=kb_knowledge

Review an Expense Report Initiated by My Delegate

• https://ubc.service-
now.com/selfservice?id=kb_article&sys_id=918ef4f11b6e45900dbaec21b24bcb16&table=kb_knowledge

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=79b5cd051b5f45909068c992604bcb7b&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=37420f541bd2c1105edd43b4bd4bcb5d&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=d97249d21be70dd045ad766f034bcb1d&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=918ef4f11b6e45900dbaec21b24bcb16&table=kb_knowledge
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COMMON QUESTIONS AND 
ISSUES
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COMMON QUESTIONS AND ISSUES

= APPROVE
on my behalf

= INITIATE on 
my behalf

Examples:
 Request Absence on my 

behalf
 Create Expense Report on 

my behalf
 Initiate Hires on my behalf

Examples:
 Approve Absence on my 

behalf
 Approve Expense Report 

on my behalf
 Approve Hires on my behalf

Note: approval 
inbox items are 
typically coming 

from the delegator’s 
direct reports. E.g. 
approving a direct 
report’s absence
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COMMON QUESTIONS AND ISSUES

How do I know which business 
processes I can delegate? How 

do I know whether they’d be 
‘Start on My Behalf’ or ‘Do 

Inbox Tasks on My Behalf’?

Click 
here
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COMMON QUESTIONS AND ISSUES

This column categorizes 
the BP/also is the name for 
the ‘Do Inbox Task on My 

Behalf’ task

This column indicates that 
the task can be delegated 

for APPROVALS (‘Do 
Inbox Task on My Behalf’)

This column indicates 
whether the task can be 
delegated as an initiation 

task (‘Start On My Behalf’)
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COMMON QUESTIONS AND ISSUES

In this example, what would 
Anita be starting on my behalf? 
What would she be approving?
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COMMON QUESTIONS AND ISSUES

In this example, what would Anita 
be starting on my behalf? What 

would she be approving?

Anita would be able to 
initiate a hire and create an 

expense report on my 
behalf

Anita would be able to 
approve ISD events on my 

behalf
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COMMON QUESTIONS AND ISSUES
Another way to find business 

processes allowed for delegation 
(initiation) is to click ‘By Business 

Process Type’ here
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COMMON QUESTIONS AND ISSUES

I’ve delegated my expense 
reports to my delegate, but 

they tell me they can’t create 
an expense report on my 

behalf. Why is this happening?
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COMMON QUESTIONS AND ISSUES

In this example, we can see the ‘Start 
On My Behalf’ column is empty

I’ve delegated my expense 
reports to my delegate, but they 

tell me they can’t create an 
expense report on my behalf. 

Why is this happening?

But, the ‘Do Inbox Tasks On my 
Behalf’ column has Expense Report 

Event listed.

This scenario means the delegate 
can approve any expense reports 

the delegator receives to their 
inbox, but they cannot initiate the 
creation of an expense report on 

the delegator’s behalf.
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COMMON QUESTIONS AND ISSUES

To resolve this, we would put Create 
Expense Report in the ‘Start On My 

Behalf’ column

We’d switch the ‘Do Inbox Tasks On 
My Behalf’ column to None of the 

Above (assuming there are no 
approvals needing to be delegated)
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COMMON QUESTIONS AND ISSUES

I’ve delegated the creation of 
expense reports, but I’m unable 

to approve as the delegator. Why 
is this happening?

This scenario is happening because 
the ‘Retain Access to Delegated 

Tasks in Inbox’ box is not checked

This option is only available when the 
delegator has set up approval delegations 

in the ‘Do Inbox Tasks on My Behalf’
column. If this column is empty, there’s no 

need to worry about this scenario.
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COMMON QUESTIONS AND ISSUES

I’ve delegated the creation of 
expense reports, but I’m unable to 
approve as the delegator. Why is 

this happening?

To resolve this, if the delegator is 
delegating approvals, please ensure 
this box is checked. This will enable 
the delegator to access delegated 

tasks in their inbox which may require 
their approval!
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SETTING UP DELEGATIONS

+ COMMON DELEGATION SCENARIOS FOR FACULTY MEMBERS, 
MANAGERS, AND STUDENT EMPLOYEES
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Navigate to ‘My Delegations’ from the 
Workday search bar

SETTING UP DELEGATIONS

1
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Click ‘Manage Delegations’SETTING UP DELEGATIONS 2
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Set start date for delegations to become 
effective. End date is optional, but 

recommended if you are delegating approvals.

SETTING UP DELEGATIONS 3



21

Enter your delegate’s name.

SETTING UP DELEGATIONS
4
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Add tasks your delegate will be initiating 
and/or approving on your behalf.

SETTING UP DELEGATIONS
5

If you are 
delegating any 

approvals, ensure 
this box is 
checked.
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Click Submit

SETTING UP DELEGATIONS
6
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SETTING UP DELEGATIONS: FACULTY MEMBER/MANAGER

Will the faculty member/manager need to 
have expense reports approved during 

their absence? Hires? Consult with these 
delegators before they leave the office to 

determine which approvals should be 
delegated.

Approvals should typically only be delegated in 
the case of a period of absence (e.g. vacation) to 

avoid business processes being held up.
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SETTING UP DELEGATIONS: STUDENT EMPLOYEE

Some departments may decide to have 
their student employees delegate the 

creation of expense reports. This would 
be a simple ‘Start On My Behalf’

delegation of the Create Expense Report 
BP.
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DELEGATIONS DEMO
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