
“How to Delegate Tasks in WorkDay” 

• Log into WorkDay 

 

 

• After logging in, you will want to go to your search bar and type in “My Delegations” and click 

enter 

 

 

• The below screen will come up and you will want to click on “My Delegations”  

 



• The below screen will come up, and you will want to click on “Manage Delegations”  

 

 

• After you click “Manage Delegations” the below screen will pop up 

o Fill in the “Begin Date” of when you will start your PTO 

o Fill in the “End Date” of when your PTO will end 

o Fill in “Delegate”  - this is who is covering for you while you are on PTO 

o Fill in “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”  

 

 


