Part2: Procedure to Delagete Responsibility to Others to Enter the project Expenses on Your Behalf

Please follow the below procedure to delegate responsibility to a project team member/support staff to
enter the project expenses on your behalf.
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Click on internet-Expenses tab
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+TIP Vacation Rules - Redirect or auto-respond to notifications.
#TIP Warklist Access - Specify which users can view and act upon your notifications.

Click on Access Authorizations tab
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The following expense reports are either outstanding or have been paid in the last 30 days.
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Click on Add Another Row tab
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Personalize Flow Layout: (OiePrefAuthLayout)
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Personalize "Expenses Entry Delegations”
The people in this list can enter expense reports for you. They can also view all of your praviously
submitted expense reports.
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Click on Search symbol
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Personalize "Expenses Entry Delegations”
The people in this list can enter expense reports for you. They can also view all of your previously
submitted expense reports.
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Search can be done by entering the Full name/Employee Number/Contingent Worker Number;
After entering the employee information, click GO and Then select

Search and Select: Name

!-CEIHCE! . Select

To find your item, select a filter item in the pulldown list and enter a valul in the text field, then select the "Go" button.
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Highlight the “select” circle once the employee information is correct and press the “Select” tab. Select
the employee and click select

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Employee Number v Go
_Results
Personalize Table: (OiePrefDelegationEmplLovTbl)
Quick Employee (Contingent Worker  User |
Select Select [Full Name Number Humber Hame ‘[Email Address 'Organization Name
O 5  Mohammed [—— b, mfuddin@kfupm.edu.sa Deanship, Student
i Fareeduddin Affairs

About this Page

e &

Reverl | Save |

Click “Save” tab to complete the delegation
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