Ohlo ’ Buys How to Delegate Tasks

Step-by-Step Instructions for Delegating Tasks on the Pending Validations Page

When a user is out of the office and not able to take action within Ohio Buys, their pending and
future tasks can be delegated to another user. There are two ways agency admins can
delegate tasks to another user:

1. Viathe My Pending Validations Page: Used for existing tasks (e.g., a purchase
requisition approval) that need to be assignedto a different user.

2. Via the My Profile Page: Used when a user is out-of-office or would like to setup a
delegate for approvals.

In order to be delegated a task, a user must have the Additional Approver role.

Log in to Ohio Buys, navigate to your User Name drop-down menu in the upper right hand
corner of the page and click on My pending validations.

2 My Profile

My pending validations

) My Scheduled Tasks
KAIZER Mike [mkai ¥

| My addresses

Logout

While on the My Pending Validations page, a complete listing of workflow items will be
visible. Towards the top of the page, there is an option to refine your search results.

Workflow Leader Delegated to

Kaizer Mike - - m Reset

Filters Leader: Kaizer Mike  Status: To bevalidated x

“ b) The Leader filter will automatically be applied and default to your name. Delete the filter by
selecting the Delete (< ) icon next to your name. Input the name of the user whose tasks
need to be delegated and select their name from the list.

Leader

‘ Bradley Ari

You can only delegate workflow items from one user to another if both users have the same
user role. For example, workflow items can not be delegated from a Catalog Analyst to a
Contract Analyst, but from one Catalog Analyst to another Catalog Analyst.
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To further refine the type of Workflow, navigate to the box titled Workflow and click the
Selector (- )icon to see a list of possible options. Choose your applicable option.

Workflow

Once you choose a specific Workflow, a field titled Activities appears, which enables you to
further refine your search. Click on the Drop-Down Arrow ( - ) to see a list of possible
options. Activity defines the current step within the workflow where the user has been
pulled in. Choose your applicable option.

Activity

Click the Search button to process your filters and see your results.

Q Search

Onthe search results page, scroll to the Workflow item you want to delegate to another
user (e.g., Standard Requisition Workflow V5 — #3417). Click the Checkbox () next to
the Workflow item(s) you want to delegate.

Workflow Requestor # Object Activity Performer  Forwarded on Action's date (UTC-4) Status Duedate Delegatedto Initial performer History

REQO000003417

KAIZER
v 2 FIORE Cassie Agency Procurement KAIZE
5 Approver Mike

\S/t:mdard Requisition Workflow 9/18/2019 ° KAIZER Mike
5

Click Delegate at the top of the page.

Delegate '




Ohlo ’ Buys How to Delegate Tasks

Step-by-Step Instructions for Delegating Tasks on the Pending Validations Page

A pop-up titled Delegate to appears:
a) Search for the user that you wish to delegate the taskto using their name in Ohio Buys.
One or multiple names can be selected by clicking the name(s).

Delegate to

Admin Clarity
I LIEVAIN Nicolas
Vallabhaneni Sindhura
w Deme Laura
Lee Fred
Carducci Alessandro
Harsany Brandon
- Fiore Cassie
Michelone Renato

Flick Justin

After selecting a user, their name will populate in the Delegate to field:

Delegate to
LIEVAIN Nicolas - ]

Delegate selected tasks Delegate all tasks

a) Click Delegate selected tasks to delegate the selected task(s) to the chosen user

b) Click Delegate all tasks to delegate all tasks within the search results to the new user
listed in the Delegate to field.

c) Onceyou click Delegate, the Workflow item will show who the task has been delegated to.

Workflow Requestor Activity Performer  Forwarded on Action’s date (UTC-4) Status Due dat@l Delegated to Qinitial performer History

 Standard Requisition Workflow (0 7" Agency Procurement KAIZER

/ . LIEVAIN N
Ve Approver Mik 9/18/2019 5 e KAIZER Mike




Ohio ’ Buys How to Delegate Tasks

Step-by-Step Instructions for Delegating Tasks on the User Profile Page

If a user is out of the office for an extended period of time, that user’s profile settings can be
adjusted so that all future tasks are delegated to another user.

From the Main Menu Navigation bar, the Agency Admin can navigate to Admin and select
Browse Users.

Suppliers Sourcing Contracts Shop Procurement Approvals Invoicing Release & Permit Analytics Admin Config
urement g
rs
les

Integration  Settings Browse Users

Contact

Administration Homepage Addresses

Statistics
My pending validations +150 Results Welcom(  Reassignments

Browse Documents
Welcome tc

Workflow Activity Object Due date History Browse Data

) PO00001605 - Units
R2 Order Workflow Supplier Acknowledgment ALB Performance

Test Currency

Type the user’'s name in the Keywords field and select Search. Selectthe Log in with this
user icon next to the user’'s Contact number to log in as that user.

Keywords Filter by profile Supplier
price - - | Q, Search
| |

Filters Status: Active X Limit to my organizations: + x

Contact User Email Profile Status * Type Supplier

Internal

4 10000047@ Q ARMENTROUT HOPE HArmentrout@dps.ohio.gov.QA Requester Active - contact




Ohlo ’ Buys How to Delegate Tasks

Step-by-Step Instructions for Delegating Tasks on the User Profile Page

Navigate to the User Name Drop-Down menu in the upper right hand corner of the page, and
click on My Profile.

Q 9 Training O. v

I 2 My Profile I

= My pending validations
(O My Scheduled Tasks

[25] My addresses

@ Logout

In the Delegation section, complete all of the necessary fields:

Select the name of another user in the Give my approval workflow tasks to field
Select a date to start delegating tasks in the From field

Select a date to stop delegating tasks in the To field. If the delegation is supposed to occur
indefinitely, then leave this field blank.

) ¢elegation

Give my approval workflow tasks td| From

-

0 Result(s)

Click Save at the top of the page.

B Save

If you have questions or need additional assistance, please contact Ohio Shared Services Contact Center
via email (chiosharedservices@aohio.gov) or phone (877-644-6771). 50f5



mailto:ohiosharedservices@ohio.gov

