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The workflow substitution & travel delegate screen opens. Click . 
 

 
 
 

To add an approver delegate (an employee who can act as a substitute for travel approvals), click . 
 

 
 

Enter an employee’s name in the search field and click . 
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Select the desired employee name from the search results. 
 

 
 
Select Travel and Expense Approvals. 
 

 
 
  






