
Instructions for Delegating Business Purposes in Workday:  

���� Login to workday at https://workday.lsu.edu using your MyLSU login and password

���� Click on the mailbox next to the cloud in the upper right hand corner

���� Mailbox is to the left of the cloud

���� Click the button with the down arrow, it is located next to the Sort By button

���� Select My Delegations from the drop down menu

���� On the My Delegations page, click Manage Delegation at the bottom

���� Select the Begin Date as �W�R�G�D�\�¶�V date and the end date as one year later X/XX/202��

���� Click the empty box under the heading Delegate.

���� �<�R�X���Z�L�O�O���D�V�V�L�J�Q���E�X�V�L�Q�H�V�V���S�X�U�S�R�V�H�V���W�R���'�R�U�L�V���%�X�W�O�H�U���D�V���G�H�O�H�J�D�W�H��

������ In the search bar enter, Doris Butler, and hit enter

������Click the box next to �'�R�U�L�V���%�X�W�O�H�U�¶�V name, it should 

https://workday.lsu.edu/
https://workday.lsu.edu/

