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Role delegation

This guide outlines the steps to follow to delegate your system role and access to 

another colleague so that your approvals can be processed in the event of your planned 

absence.

All employees will process different types of transactions in Oracle Fusion that will generate approval 
requests.

The in-system workflow will direct approval requests to the appropriate approver(s).  For example, if a 
colleague raises a request to book annual leave, that request will be directed to their line manager for review 
and approval.

Examples of different types of approval requests that an approver may receive include:
• Leave requests
• Expense approvals
• Time card approvals (including overtime claims)
• Purchase requisition requests
• General ledger journal approvals

If you are going to have a planned absence away from work, for example you are taking some annual leave, 
then you can delegate your system role access to another user.  This will enable a stand-in to act on your 
behalf and process all approvals.

To delegate your role, from your Oracle Fusion homepage, navigate to the Me tab.  Next select the Roles and 
Delegations application tile.
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The Account Management page is displayed.

Navigate to the Role Delegations section and select the Add button.

02

The editable window opens.  Select the Role Name field and choose the role that you wish to delegate from 
the drop-down options list.

Add a Start Date for when the role delegation will be effective from.  If you know when you will be returning 
to work, you also have the option to add an End Date for the role delegation rule.

03



Page 3

Type the name of the person that you wish to delegate your role to into the Delegate to field.  Select the 
name of the person from the drop-down list.

Note - delegating the role enables the nominated individual to act on all approvals that relate to the system 
role that is being delegated.  Additionally, when you delegate a role, you are not only passing access to your 
approvals to your nominated individual, but you are also passing full role access to them; meaning that they 
are able to transact as a line manager whilst the role delegation is in place.

For this reason, you should only delegate your role up your reporting line to a more senior colleague.
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Once all the fields have been completed, select the Save button and the role delegation will come into effect 
from your chosen start date.
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To cancel a role delegation rule, simply select the Delete button.

To amend a role delegation rule, edit the fields that you wish to change, and then select the Save button.
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To edit or cancel a role delegation, firstly select the Pencil icon.

That brings this Quick Reference Guide to a close.
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