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3. The Add Multiple Delegation Records page is displayed. 
4. In the Delegate ID field, enter the McGill ID of the individual who will be a temporary 

delegate. Click on the magnifying glass icon if the ID is not known. 
5. Tab to the next field to validate the ID (e.g. display the associated name). 
6. By default all Document Types are selected. De-select any document types which do not 

apply. 
7. In the Effective Date field, enter the starting date of the temporary delegation records 

in the format DD-MON-YYYY or click on the calendar icon to select a date. 
 Note: The effective date must not be prior to today's date. 

8. In the Termination Date field, enter the end date of the temporary delegation records 
in the format DD-MON-YYYY or click on the calendar icon to select a date. 
 Note: The termination date must not be greater than 365 days from the effective date. 
For example: If the Effective Date is 25-MAR-2013, the Termination Date must be prior 
to, or no later than 24-MAR-2014. 

9. All funds associated with the displayed Fund Financial Manager are listed in a table.  
Select one or more funds for which temporary delegation records will be created.  
OR  
Click on the Select ALL box to create temporary delegation records for all funds listed in 
the table. Clicking the Select ALL box again will de-select all funds. 

10. Click on the Continue button to review the temporary delegation records, or, click on 
the Back button to return to the main menu page. 

11. The Review and Submit Multiple Delegation Records page is displayed.  
o This page lists all temporary delegation records generated from the data 

provided on the previous page (Add Multiple Delegation Records). 
o The number of new records to be created and rejected is displayed. 
o The system verifies all temporary delegation records to ensure that no overlap 

records will be created. An overlap record is a record which references all or part 
of a time period for which a previous record has already been created. These 
overlap records are identified with icons. Refer to the legend at the top of the 
screen for further information.  

12. Click on the Submit button to create the new temporary delegation records, or, click on 
the Back button to return to the previous page to make changes to the temporary 
delegation records.  

Listing (Querying) Temporary Delegation Records & Related Functions 

¶ List 
¶ Copy 
¶ Edit 
¶ Confirm 
¶ Revoke  



HOW TO Delegate Temporary Signing Authority for travel 

advances, expense reports, and payment requests 

Prepared by Finance System Support and Transaction Services, Financial Services   Page 5 of 9 
 December 2021 

 
 

 
List - View a listing of temporary delegation records  

For this function, a combination of three search parameters must be selected. 
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o Show Terminated only - Will display all temporary delegation records with a 
termination date of today or earlier. 

o Show Pending Confirmations only - Will display all unconfirmed temporary 
delegation records. 

o Show Funds with no Delegates - 
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¶ If changes are made to the Termination Date field, enter the date in the format DD-
MON-YYYY or click on the calendar icon to select a date. 

¶ The Termination Date must not 
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Unconfirmed temporary delegation records may also be revoked by the individual who 
prepared the records (displayed under the Prepared by column).  

1. Find the record to revoke in the table listing temporary delegation records. 
2. Click on the Revoke icon (displayed under the Action column).  

 


