
 

 

Step 1 - access the My Delegations task. 

You can do this by searching in the bar at the top of the screen: 

 

 

Or you can navigate there as follows: 

 

Click on the Tasks icon at the top right of the screen (highlighted below): 

 

 

Then select Manage Delegations on the left of the screen: 

 

 

 

Step 2 - create the new delegation. 

Once you're in the delegation screen, select Manage Delegations once more, as highlighted below: 

 



 

 

In the screen that follows, I suggest you complete the fields as follows: 

 

 

Please ensure you select the option highlighted above. Otherwise, it will default to "None of the 
above" which will be pretty useless! 

 

Once you've completed this, you can press submit at the bottom of the page. Your immediate 
manager will have to approve the delegation before it becomes active in the system. 

 


