Create Substitute Approver
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Click “Manage Substitution Rules’
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In the Manage Substitution Rules window click the button “Create Rule”
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3. Inthe Create Substitution Rule window click the “Select” Button
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4. Enter name for Search, select and click the “Apply” Button
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5. Assign These Tasks Should Be “All” and select the Radio Button “Fill In For Me” then click the
Button “Next”
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6. Select the applicable Radio Buttons and click the “Save” Button. For this example I have selected
the rule to be enabled At Once upon saving.
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7. The rule is shown in the Manage Substitution Rules window
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8. Repeat steps to set up an additional “Fill In For Me” substitute approver
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9. Two approvals are in C SPANN work overview

S Favortes g Z7 SRM QS Portal Link (D) Louisina.gov - The offici. ] Suggested Sars = 8] Ser What's Hot = 2] W

2 Work Overview - SAP NetWeaver Portal o= B - (% ko~ Page= Salely~ Took= =

curement (SEM)
STATE OF LOUISIAMNA,

[Z] B an emor sccurred whit ryng to connect 83 e provider Lo for deints
P " e
Mmta | Tasks @12} ) Nobcatun =1}
£SOt Maasemst Crease Taak | Shuw Faers e Sryvew
e B iriar ! From o Sent o pryy Do 4 stals
* Wiorklsad Reditribrabon | Assenyn Purchnae nrder Namoer 20000026087 BREAIN, MARGARET Tonsy Mormal 3 Hew
Aggroes PUnnase o enber AVVNINHE URLAUX, MARGARL T Toawy Wormal 3 Thew
I = E &
dsdvanced Sewch
Aow| 1jof2 ||
Approve Purchase order Number 2000002605
| Approve || Reject || Cetais || Priot Preview || Resubmt || Forward || Assyn To Me |
Dane. @ Intemet | Prosected Made: n fa ~ Rox -

10. T GRANT click “Manage Substitution Rules”
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11. C SPANN Substitution Rule is shown. Click “Take Over” Button
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13. After Refresh there are three Radio Buttons in Work Overview above the Tabs

7 Mitps idosgadondos lousiana,gov:53 501 e Fld

Jp Faverites 4z Z SAM OS] Portal Link (3) Lovisianagew - The offiti 2] Suggested Sars = 8] See What's Hot = ] Wel Slice Gallery =

27 Work Overview - SAP NetWeaver Portal Kpow B -0 s e Pagew Gefetye Tgolsw v

rocurement ( SEM)

Welcome TAMMY GRANT " . Help  Perscnalze

(& 1o tems Touna 10 asplay
By An eror cocurred whiss rying 1o Connect B3 e provider ek for detniy
. Work On: (w My Rems ( Sems on Hehall Of - Al e
- Purthasng =
= Business Partoer Ll
« Workkoad Redsirinton = Shiw RS Hils Preve Hateshim
| servees 0 sent " oue s suna
dAsdvanced Sewch
oo mO @EE
Dane 72l G Intemet | Protected Made: On fa = Rz -

14. Select “Items On Behalf Of” and C SPANN from the Drop Down and you see the two Approval
Items
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15. F SONNIER Manage Substitution Rules. Click “Take Over” Button
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17. Return to Manage Substitution Rules and click “End Take-Over” when finished Filling In
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