“How to Delegate Tasks in WorkDay”
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If you are a new employee or contractor and have already started with Medline, please
click Single Sign-On (SS0) to login.

Login to Workday
If you are a new employee and have not started with Medline yet and need assistance
logging in, please submit a ticket on our help center: Help Center.

Status

Your system will be unavailable for a maximum of 3 hours during the next Weekly Service
Update; starting on Friday, July 12,2024 at 11:00 PM PDT (GMT-7) until Saturday, July 13,
2024 at 2:00 AM PDT (GMT-7).

e After logging in, you will want to go to your search bar and type in “My Delegations” and click
enter
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e The below screen will come up and you will want to click on “My Delegations”
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Tasks and Reports
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My Delegations

Report

View Current Delegations with a button to request delegation changes, Current Task Delegations,
Delegation History, Delegated Tasks, and Business Processes allowed for Delegation. Enables you to
monitor and manage your delegated tasks. Required prompt: none Optional prompt: none



o The below screen will come up, and you will want to click on “Manage Delegations”
My Delegations & =

For  Andrea Chua

Current Delegations Current Task Delegations Delegation History Delegated Tasks Business Processes allowed for Delegation
0items x: =[S E
Begin Date End Date Delegate Retain Access to Delegated Tasks within My Tasks

No items available.
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e After you click “Manage Delegations” the below screen will pop up
o Fillin the “Begin Date” of when you will start your PTO
o Fillin the “End Date” of when your PTO will end
o Fillin “Delegate” - this is who is covering for you while you are on PTO
o Fillin “Do My Tasks On My Behalf” —you will want to choose “For all Business
Processes”
o After those fields are filled in, you will hit “Submit”
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> Business Processes allowed for Delegation
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() None of the above

Retain Access to Delegated Tasks within My
Tasks
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