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Designate a Substitute Approver 

Updated:  7/15/2013 

This job aid will guide you with steps on how to designate a substitute to review and approve system worklist items on 

your behalf.  Worklist tasks may include approval tasks for Shopping Carts, Travel Expense Reports and Purchase Orders. 

As a task owner, you can assign multiple substitutes if desired and designate different individuals to act on your behalf 

for different worklist tasks.

1. From the System Home Tab, click on Universal 
Worklist 

 
 

2. To Access the Manage Substitution Rules window, 

click on the Manage Substitution Rules icon . 

 
 

3. From the drop-down list, select Manage 
Substitutions. 

 

4. Create a new Substitution rule, click on the button 
Create Rule  

 
 

5. If you know the User id of the substitute, enter 
the User ID directly in the Nominee field. 

 

6. If the user id is unknown, click on the Select 
button to search for the substitute by name.  

 



 
 
 

Page 2 of 4 
 

Designate a Substitute Approver 

Updated:  7/15/2013 

7. Enter the last name a space first letter of the first 
name followed by an asterisk. Then click the 
Search button.  

 
 

8. If the user is found select the user, click on the 
row and then click on the button Apply. 

 

9. Now select the substitution task from the drop 
down list:  Assign These Tasks.  In this example, I 
will select Shopping Cart Workflow.  Selecting All 
will assign all tasks to the substitute. 

 
 

10. Next select either the Receive My Tasks or the Fill in 
For Me radio button.   If Receive My Tasks is selected, 
the substitute will immediately receive tasks in their 
Worklist.  In this selection both the task owner and the 
substitute will receive email notifications to alert them 
of tasks needing action in the Worklist. NOTE:  Either 
may approve the task and once it is approved it will 
disappear from the Universal Worklist (UWL).  All 
“Time Keeper Approvers” will have the Shopping Cart 
Approver role.   Now click on the Next button. 
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11. By default, the substitution rule is enabled At Once.  
This means that the substitute will receive new task 
items in their Universal Worklist. 

 
 

12. You can also specify a date of when you want the 
rule to be enabled.  

Click on the Save button. 

 
 

13. After clicking on Save, note that the screen 
displays the new substitution rule.   

 

14. If the desire is to create a substitute to “Fill In For Me”, 
an example of the completed selection screen is 
below.  The substitutes that are set up as “Fill In For 
Me” will receive email notifications as soon as the 
substitute takes over the “Fill in For Me”approval task. 

 
 

15. Select the date the substitution should begin and 
click the Save button.  

 
 

16. Note the differences in the Receives My Tasks and 
the Fills In For Me substitute Status. 
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17. If you are  “Fill In” for someone else, this will display under Other Users’ Substitution Rules section.   

The substitute must click the Take Over button in order to fill in for the task owner.   
 

 

 

18. To end the subtitue rule, the substitute should click the End take-over button when finished filling in for the task owner.   
 

 
 

 


