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Instructions

If you are an approver on a work flow, and you are planning to be away from work for any reason,
you can nominate some one to do your approving in your absence. The person you nominate is
referred to as your substitute. The policy is that the substitute should be on an equivalent or higher
standing than yourself, and should have completed any relevant approval training.

When you choose some one to be your substitute, Financial systems have to initially set them up,
send an email to:

Financial-systems@reading.ac.uk

Cc your head of school, who will need to email their approval of the request

Once the substitute has been created, you will be able to set up the date ranges when you will be
away from work, and say who your chosen substitute is.
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When you go into the screen, it looks like this
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You can carry on by clicking Yes if you are happy with what you have input, or you can click No to put
maore cover in.

To delete a substitution, put a tick in the tick box and click delete
Substiiutes

Show only valid substitutes
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You will get a message
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