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South Carolina Alternate User for Approvals

If you approve transactions in PeopleSoft and plan to be out of the office, please designate someone as
an Alternate Approver in your absence.

Navigation: Main Menu > My System Profile

General Profile Information

Andrea Garrison
Password

Change password

Change or set up forgotten password help

Personalizations

Iy preferred language for PlA web pages is: Enalish

My preferred language for reports and email is | English
Currency Code USD |3
Default Mobile Page &)

Alternate User

If you will be temporarily unavailable, you can select an aternate user to receive your routings.
Alternate User ID BHOLT Q.

From Date [07/04/2016 |[&] {example:12/31/2000)

To Date 07/08/2016 |[3) (example:12/31/2000)

VERY IMPORTANT: The person placed in the Alternate User ID must have the required page access in
PeopleSoft to approve transactions on the behalf of the person who is out or on leave. For example, if
an expense approver for one department is out, the Alternate User ID must be someone that has
expense approval authority for another department or project. Do not forget to enter the date range for
this delegation to be in place and click the Save button at the bottom of the page to save the changes.



