
State of Kansas
Delegation
Statewide Management, Accounting and Reporting Tool

	Date Created:
	07/15/2024

	Version:
	1.1

	Last Updated Date:
	07/15/2024

	Process:  
	Delegation replaces Alternate User functionality. It allows a user to assign temporary authority to another user to approve transactions on their behalf for a set period of time (e.g. when an approver goes on vacation).

Users should be aware of the following:
· Only users with roles to approve workflow transactions will be able to see the Delegations tile. These transactions include:
· Requisitions
· Cash advances
· Travel authorizations
· Expense reports
· GL journals
· ChartField Requests
· Vouchers
· The user creating the delegation is responsible for ensuring the delegate they choose has the necessary SMART security access to handle approvals in their absence.
· Security should only let users delegate to others in their own agency. For those users with access to multiple agencies, please be careful to assign delegations to the appropriate agency staff.

	
	

	Login to SMART & click on the ‘Delegations’ tile on the main homepage.
	

	To review existing delegations you have created to other users, click the ‘My Delegates’ tile.
	

	To review existing delegations that have been made to you by other users, click the ‘My Delegated Authorities’ tile.





This is also where you Accept/Reject any new delegations made to you.

	






	To create a delegation to another user, click the ‘Create Delegation Request’ tile
	

	Step 1 of 4: Delegation Dates

Enter the Start/End Dates for the period during which you wish to delegate approval authority to another individual. The system will use these dates to determine when to activate & inactivate a delegation.

A Comment is required, which will display to the delegate you select in a notification email.

Click the ‘Next’ button in the upper right corner.
	

	Step 2 of 4: Delegates

Click the ‘Add Delegate’ button to select the user(s) to which you wish to delegate approval authority.


A pop-up window will display allowing you to look up other SMART users within your agency. 









The selected user(s) will display in the Delegates grid.

Click the ‘Next’ button.
	






	Step 3 of 4: Transactions

Select the type(s) of transactions you want the delegate(s) to approve on your behalf.

Only transactions both the delegator & delegate have access to should display.

Click the ‘Next’ button.
	

	Step 4 of 4: Review and Submit

Review the delegation details to ensure the information is correct. If not, use the ‘Previous’ button to make corrections to the previous steps. If so, click the ‘Submit’ button.
	

	Upon submission, the delegate(s) will receive an email notification that a delegation has been made to them. The email will include the information from Step 4 above.





The delegate(s) must accept the delegation request by clicking on the link provided in the email, which will prompt them to login to SMART. They will be taken directly to the ‘My Delegated Authorities’ page where they can click the ‘Accept’ or ‘Reject’ button.

The delegator will receive an email notification of the acceptance or rejection. 

Note: If a delegate does not accept or reject the delegation request, nothing will notify the delegator. It is the delegator’s responsibility to ensure the delegation is accepted before their absence.
	





	The delegator can also choose to revoke a delegation request, if it is no longer needed. 

Using the ‘My Delegates’ tile, the delegator can see all active delegations they have created & can use the ‘Revoke’ button to cancel.

An email is sent to the delegate if an authority is revoked. The only exception to this is if multiple transactions were delegated & only 1 type is revoked. In this scenario, the delegate does not receive an email since they still retain authority for some approvals.
	

	Delegation requests can also be created directly from the Fluid Approvals page by clicking the 3 dots in the upper right corner & selecting ‘Create Delegation Request’ from the drop-down menu.
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