Approval Delegates

Follow the instruction below to delegate your approval responsibilities during an
absence:

e Loginto Coupa and navigate to from the drop down menu next to
your name.
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e Click from the top of the page, then click

Settings
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Delegates

Turn off my own notifications during delegation period.
Notify me whenever a delegate approves something for me.

Delegate Approval Delegate Receiving Delegate Start Date End Date Reason Actions

I No rows.

Perpage 15 | 45 | 90

e Enter the following information for your Delegate, then click
o Check off and

o Delegate Name

o Start Date

o End Date

o Reason



Delegates

* Delegate Type Approval 4—
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* Delegate
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You will continue to receive approvals and receiving petfiteTe
Cance ‘ Save ’
S

e You will be rerouted, and a green banner will appear stating “Delegation
created successfully.”
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Delegation created successfully. X
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