How to Delegate Responsibility & Authorisations in MyView

If you as an authoriser know you will be on leave or long-term absence you are now able to delegate
your team requests to other colleagues to ensure leave requests are processed during your period of
leave. You can do this by selecting the ‘My Delegation’ tab and pressing ‘Add New’

You can enter a reason for your delegation in the description field and click search to select who you
wish to delegate to
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Enter your chosen delegates name and search, their details will appear as follows, click continue
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In the ‘Delegate For’ box you can select which staff you wish to delegate any leave requests for



You will then need to select Module/Process Group/View and ensure you tick the Leave
Management and Time Management options below then select continue
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You can enter the dates of your absence, and tick the below boxes, by selecting these it will confirm
you are absent during this period and suppress any email and authorisation requests then submit
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