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Overview: 

This Job Aid covers the delegation process. This is a useful action when you are not able to 

complete a workday inbox task due to time off or a leave of absence.  

It’s important to note that you may only select a peer or your manager to act as your 

delegate for Inbox Tasks. 

This Job Aid covers: 

• Set Up Delegations  

• Act as Delegate  

 

Set Up Delegations 

To set up your delegation so that someone else may act on your behalf.  

1. From the Workday homepage, click the Inbox icon. 

 

 
 

2. Click the dropdown arrow. 

  

 
 

3. Select My Delegations. 
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4. Click the Manage Delegations button. 

 

 
 

5. To add a new delegation, click the plus sign in the upper left corner. 

a. Enter the Begin and End Date that you want the delegate to be able to act on 

your behalf. If no end date is input the delegate will continue to be able to act 

on your behalf. 

b. In the Delegate field, enter the name of the person you are delegating to.  
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6. In the Start On My Behalf field, select the processes you want to allow the 

delegate to initiate for you. 

 

       
 

7. In the Do Inbox Tasks on My Behalf section, select For All Business Processes or select the 

specific Inbox tasks you want the delegate to do on your behalf.  
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8. In the Attachments section, select and download any attachments relevant to 

the delegation, if applicable. 

 

 
 

9. Click Submit. 

 

 

 

10. The delegation will be routed to your manager for approval. 

 

 
 

Act as Delegate 

Once you have been made a delegate you will be able to access tasks delegated to you 

by switching your account. There are two ways to access a delegated account, from your 

Inbox and from your Profile.  

 

1. From the Workday homepage, click the Inbox icon. 
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2. In the Actions tab, click Viewing: All and select Delegated to Me. 

  

 
 

3. Select the item that has been delegated to you. It will show on behalf of the colleague 

who has delegated to you.   

 

  
 

4. You will then be prompted to Switch Account. Click Switch Account.  
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5. Click OK. 

 

 
 

6. The Delegation Dashboard now displays. Click Inbox icon to review delegated tasks. 

 

 
 

7. The delegated tasks can now be acted upon. 
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8. To access the Switch Accounts task for Delegations from your Profile, click on 

your Profile icon.  

 

 
 

9. Click Switch Account. 

 

 
 

10. Select the Account.  

 

 
 

11. The Delegation Dashboard will now display. Click Inbox icon to review delegated tasks. 
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12. The delegated tasks can now be acted upon. 

 

 
 

 

 

 


