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Introduction 

  
Delegation Request in Direct Access allows an approving official to delegate their 
approving authority to another approving official.  This allows the delegated approving 
official to approve or deny action requests that are forwarded to them. 
 
For instance; BMC Doe will be going on leave for two weeks.  During these two weeks, 
he wants his supervisor, BOSN2 Hill to approve or deny all Absence Requests that are 
sent to him.  Prior to departure on leave, BMC Doe delegates his requests to BOSN2 
Hill.  During the two weeks, all Absence requests sent to BMC Doe will be forwarded to 
BOSN2 Hill to be approved or denied. 
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How to Submit a Delegation Request 

  
The requesting official will take the following action to submit a Delegation Request in 
Direct Access: 
 
Very Important:  Do not submit a Delegation Request if the final approving authority for 
the request will not be able to approve it because either they are not in Direct Access or 
cannot do it for some other reason. 
 
Step Action 

1 Log into Direct Access. 
2 Click on the Request Link (upper left corner of the portal page).   
3 Click on the Submit a Delegation Request link. 
4 Enter the first full day that the delegated approving authority will need to begin 

within the Begin Date field. 
 

 
 

5 Enter the last full day that the delegated approving authority will approve or deny 
requests within the End Date field. 
 

 
 
Note:  The dates entered within the Begin/End Date fields cannot overlap with 
another Delegation Request.  If it does, the system will not allow the request to be 
submitted. 

6 The Delegation Request page allows an attachment to be added.  If wanting to add 
an attachment to the request, click on the Add Attachment link (under Request 
Documents).  If not wanting to add an attachment, skip to Step 11 below. 

7 Click the Browse button. 
8 Find the attachment and click the Open button. 
9 Click the Upload button. 
10 The attachment should show under Request Document.  The icon just to the left of 

Request Document may need to be clicked for the attachment to show. 
 

 
 
Note:  If attachment needs to be removed, click the minus button on the 
attachment row. 

Continued on next page 
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How to Submit a Delegation Request, Continued 

  
Step Action 
11 Enter any necessary comments that need to be included in the request to the 

delegated approving authority. 
13 Select the approving official that you are delegating your work to.  Make sure the 

approver’s operator ID is correct. 
14 Click the Submit Request button.   

 
A Delegation Approval block should display, showing the request in a pending 
status, with the delegated approving official’s name.  It should also show in the 
comments block when the request was submitted and the information that was in 
the comments block. 
 

 

Continued on next page 
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How to Submit a Delegation Request, Continued 

  
The system should have sent an email notification to the delegated approver. 
 
Example of the E-Mail notification that will be sent to the Delegated approving 
official: 
 
-----Original Message----- 
From: ucgp1pp@hostingmail.corio.com 
Sent: Thursday, January 28, 2012 8:19 AM 
To:  Hill, John BOSN2 
Subject: Delegation Request 
 
Please take action to approve or deny the following Delegation Request. 
 
BMC Erma Doe has submitted a Delegation Request for the following period:   
 
Delegation Begin Date: 2012-03-12 
Delegation End Date:  2012-03-16 
 
Click the link below to approve or deny the request: 
 
https://ep.direct-access.us/psp/UCGP1PP/EMPLOYEE/EMPL/h/?tab=DEFAULT 

  

https://ep.direct-access.us/psp/UCGP1PP/EMPLOYEE/EMPL/h/?tab=DEFAULT�
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How to Access a Submitted Delegation Request 

  
This View My Action Requests page allows the requesting official to access all of their 
Delegation Requests.  They will follow the steps below to access their Delegated 
Requests. 
 
Step Action 

1 Log into Direct Access. 
2 Click on the Request Link (upper left corner of the portal page).   
3 Click on the View My Requests (all types) link within the Requests shortcut menu.   

 

 
4 The View My Action Requests page should appear.   

 
The radio button ‘My Submitted Requests’ should already be clicked.  This allows 
the approving official to view Action Requests they have submitted which include 
Delegation Requests and Absence Requests. 
 

 
The radio button ‘Requests I am Approver For’ is strictly for approvers who want to 
view/approve/deny Action Requests that have been submitted to them which 
include Delegation Requests and Absence Requests.   
 
The radio button ‘All Requests’ allows the approver to see Action Requests they’ve 
submitted and Action Requests that have been submitted to them. 

5 The Transaction Name field should be defaulted to ‘All Transactions’.  This field 
allows the approving official to view all Action Requests or a particular Action 
Requests.  Click the drop down and select Delegation. 
 

 

Continued on next page 
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How to Access a Submitted Delegation Request, Continued 

  
Step Action 

6 The Transaction Status field should be defaulted to ‘Pending’, which will show all 
of the Delegation Requests that have been submitted by the approving official that 
are in a pending status.   
 

 
 
There are 5 statuses to choose from: 
 

• Pending – Delegation Requests that have been submitted but not approved yet by 
the delegated approver. 

• Approved – Delegation Requests approved by the delegated approver. 
• Withdrawn – Delegation Requests that were withdrawn by the requesting official 

prior to it being approved by the delegated approver.   When this option is 
selected, the status of the Delegation Request will show ‘Terminated’. 

• Denied – Pending or approved Delegation Requests denied by the delegated 
approver. 

• All Statuses – All of the above. 
 
If the requesting official wants to select one of the other statuses, click on the drop 
down and select it. 
 
There are two buttons on the page that allows the user to refresh the page or to 
populate the page.   

 
 

• The Populate Grid button populates the grid based on what was selected for the 
radio button, Transaction Name, Transaction Status, and what was entered in the 
Submission From/Submission To Dates. 

• The Refresh button clears the grid and defaults it back to ‘My Submitted Requests’ 
and Transaction Status of ‘Pending’. 

7 The Populate Grid button may need to be pushed to see all of the Delegation 
Requests in a certain status or in all statuses. 

Continued on next page 
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How to Access a Submitted Delegation Request, Continued 

  
Step Action 

8 The Submission From Date and Submission To Date fields are there to allow the 
user to view those Delegation Requests that have been submitted within a 
specified date range.   If the user wants to do this, just enter a date range in these 
fields and click the Populate Grid button.   
 
Note:  The dates specified do not look at the Delegation Begin and End dates.  It 
only looks at the submission date. 

9 Click on the View Details link on the Delegation Request row you want to view.  A 
new window will open and the Delegation Request page will appear with the 
information that was submitted on it. 
 

 
10 Depending on what status the Delegation Request is in will determine if the 

requesting official can update the Delegation Request or view it only. 
 

• If Delegation Request is in a pending or denied status, the requesting official can 
change it.  This is discussed later in the guide. 

• If Delegation Request is in an approved or terminated status, the requesting official 
can only view it. 

 
To view another Delegation Request, close the window that brought up the current 
request and repeat the steps above. 
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How to Change a Pending or Denied Delegation Request 

  
The requesting official can make a change to their submitted Delegation Request if it’s 
in a pending or denied status. 
 
Note:  The requesting official will know if their Delegation Request has been approved 
or denied because they will have already received an email notification from the 
delegated approving official stating such. 
 
The requesting official will follow the steps below to make a change to their pending or 
denied Delegation Request. 
 
Step Action 

1 Log into Direct Access. 
2 Click on the Request Link (upper left corner of the portal page).   
3 Click on the View My Requests (all types) link within the Requests shortcut menu. 

 

 
4 The radio button ‘My Submitted Requests’ should already be clicked.  This allows 

the approving official to view their Delegation Requests. 
 

 
 
Click on the Transaction Name drop down field and select Delegation. 
 

 
 
The Transaction Status field should be defaulted to ‘Pending’, which will show all of 
the Action Requests (includes Delegation Requests and Absence Requests), that 
have been submitted by the requesting official that are in a pending status.   
 

 
 
If needing to change a denied request, change this field to show Denied. 

Continued on next page 
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How to Change a Pending or Denied Delegation Request, 
Continued 

  
Step Action 

5 Click the Populate Grid button. 
6 Click on the View Details link on the Delegation Request row that needs to be 

changed.  A new window will open and the Delegation Request page will appear 
with the information that was submitted on it. 

7 At least one of the following fields will need to be changed: 
 

• Begin Date 
• End Date 
• Comments – A reason on why the Delegation Request is being changed 

must be annotated within this block. 
8 Click the Resubmit button.   

 

 
 
If changing a denied Delegation Request, an email notification will be sent to the 
delegated approver. 
 
Note:  The denied request will stay in a denied status and a new Delegation 
Request has been created (will be in a pending status).   
 
If changing a pending Delegation Request, two email notifications will be sent. 
 

• Withdraw Notification – An email will be sent to the delegated approver 
saying that the original Delegation Request has been withdrawn. 

• Submission Notification – An email will be sent to the delegated approver 
saying that a new Delegation Request has been submitted. 

 
Note:  The original pending Delegation Request has been terminated and a new 
request has been created to show the change (will be in a pending status). 
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How to Withdraw a Pending Delegation Request 

  
The requesting official can withdraw their submitted Delegation Request if it’s in a 
pending status. 
 
Note:  The requesting official will know if their Delegation Request has not been 
approved or denied because they will have already received an email notification from 
the delegated approver stating such. 
 
The requesting official will follow the steps below to withdraw their pending Delegation 
Request. 
 
Step Action 

1 Log into Direct Access. 
2 Click on the Request Link (upper left corner of the portal page).   
3 Click on the View My Requests (all types) link within the Requests shortcut menu.   

 

 
4 The radio button ‘My Submitted Requests’ should already be clicked.  This allows 

the approving official to view their Delegation Requests. 
 

 
 
Click on the Transaction Name drop down field and select Delegation. 
 

 
 
The Transaction Status field should be defaulted to ‘Pending’, which will show all of 
the Action Requests (includes Delegation Requests and Absence Requests), that 
have been submitted by the approving official that are in a pending status.   
 

 
 

Continued on next page 
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How to Withdraw a Pending Delegation Request, Continued 

  
Step Action 

5 Click the Populate Grid button. 
6 Click on the View Details link on the Delegation Request row that needs to be 

changed.  A new window will open and the Delegation Request page will appear 
with the information that was submitted on it. 

7 Click the Withdraw button.   
 

 
 
A withdraw notification email will be sent to the delegated approver saying that the 
original Delegation Request has been withdrawn.   
 
Note:  The Delegation Request will now be in a terminated status on the View My 
Action Requests page. 

 
Example of a Withdrawn Delegation Request Notification E-Mail sent to the 
delegated approving official: 
 
-----Original Message----- 
From: UCGPHT6@corio.com [mailto:UCGPHT6@corio.com]  
Sent: Thursday, January 30, 2012 11:53 AM 
To: Hill, John BOSN2 
Subject: Delegation Request Withdrawn 
 
BMC Erma Doe has withdrawn the Delegation Request for the following period: 
 
Delegation Begin Date: 2012-03-12 
Delegation End Date:  2012-03-16 
 
No other action is required at this time. 
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If Delegation Request is Submitted to Wrong Approving 
Official 

  
If a Delegation Request is submitted to the wrong approving official, the requester must 
withdraw the pending request and then resubmit a new one.  The delegated approver 
that shouldn’t have received the request will receive a withdraw e-mail notification when 
the request is withdrawn. 
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How to Approve or Deny a Pending Delegation Request 

  
The delegated approving official will receive an e-mail notification that a Delegation 
Request by a requesting official needs to be approved or denied. 
 
Note:  The delegated approver may also make a change to the Delegation Request 
prior to approving it. 
 
There are 2 ways a delegated approver can access the Delegation Request to approve 
or deny it.  They can pull up the Delegation Request by: 
 

 
1. Email Notification: 

Step Action 
1 Click on the link within the Delegation Request notification e-mail. 
2 Log into the system and go to Step 8 on the next page. 

 

 
2. Logging into the system and using the View My Action Requests page: 

Step Action 
1 Log into Direct Access. 
2 Click on the Request Link (upper left corner of the portal page).   
3 Click on the View My Requests (all types) link within the Requests shortcut menu.   

 

 
4 The radio button ‘My Submitted Requests’ should already be clicked.  Change it to 

“Requests I am Approver For’.  The radio button ‘Requests I am Approver For’ is 
strictly for approvers who want to view/approve/deny/change Action Requests 
(which includes Delegation Requests and Absence Requests) that have been 
submitted to them.   
 

 
 

Continued on next page 
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How to Approve or Deny a Pending Delegation Request, 
Continued 

  
Step Action 

5 Click on the Transaction Name drop down field and select Delegation. 
 

 
 
The Transaction Status field should be defaulted to ‘Pending’, which will show all of 
the Action Requests (includes Delegation Requests and Absence Requests), that 
have been submitted by the approving official that are in a pending status.   
 

 
 

6 Click the Populate Grid button. 
7 Click on the Approve/Deny link on the Delegation Request row that needs to be 

approved or denied.  A new window will open and the Delegation Request page will 
appear with the information that was submitted on it. 

8 Review the data on the page.  The following fields should be filled out: 
 

• Begin Date 
• End Date 
• Approver 

Continued on next page 
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How to Approve or Deny a Pending Delegation Request, 
Continued 

  
Step Action 

9 Comments must be entered.  If changes were made to the Delegation Request or it 
will be denied, a reason must be entered in the Comments block on why it was 
changed or denied.   
 
Note:  The comments that were entered by the requesting official will not show up 
within the Comments block.   Their comments will show up under the Delegation 
Request Approval section (may need to click the View/Hide Comments to have the 
comments display). 
 

 
10 Click the ‘Approve’ or ‘Deny’ button. 

 
The system will then send an email notification to the requesting official, letting them 
know that their Delegation Request was either approved or denied. 
 

• If the Delegation Request was approved, it will show an Approved status on 
the View My Action Requests Page. 

• If the Delegation Request was denied, it will show a Denied status on the 
View My Action Requests Page. 

  

Continued on next page 
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How to Approve or Deny a Pending Delegation Request, 
Continued 

 
Example of an Approved Delegation Notification E-Mail that will be sent to the 
requesting official: 
 
-----Original Message----- 
From: ucgp1pp@hostingmail.corio.com 
Sent: Thursday, January 28, 2012 9:19 AM 
To: Doe, Erma BMC 
Subject: Delegation Request 
 
Your Delegation Request has been approved for the following period:   
 
Delegation Begin Date: 2012-03-12 
Delegation End Date:  2012-03-16 
 
Note:  I understand that I will be approving or denying all action requests that are being forwarded to 
you during this period.  Please notify me if this period should change.  Notification can be by e-mail, 
phone, or in person. 
 

  
Example of a Denied Delegation Request Notification E-Mail that will be sent to 
the requesting official that submitted the request: 
 
-----Original Message----- 
From: ucgp1pp@hostingmail.corio.com 
Sent: Thursday, January 28, 2012 9:19 AM 
To: Doe, Erma BMC 
Subject: Delegation Request 
 
Your Delegation Request has been denied for the following period:   
 
Delegation Begin Date: 2012-03-12 
Delegation End Date:  2012-03-16 
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How to Change/Withdraw an Approved Delegation Request 

  
There will be instances when the requesting official’s approved Delegation Request will 
need to be withdrawn because of begin/end dates no longer being correct or the 
delegated approver can no longer be the delegation approver.   
 
Example:  Requesting official’s approved Delegation Request has a delegation begin date of 12 
March 2012 and a delegation end date of 16 March 2012.  Duration of request is 5 days.  
Today’s date is 14 March 2012 and the requesting official decides to return to work early.  Since 
the requesting official’s original delegation end date has not passed yet, the delegated approver 
can remove the delegation. 
 
Note:  The system does not allow the approved delegation to be changed.  It must be 
withdrawn if the begin or end dates are not correct and the requesting official must 
submit a new request. 
 
Step Action 

1 The requesting official notifies the delegated approver that their Delegation 
Request needs to be withdrawn.  Notification will be by e-mail, phone, or in 
person. 

2 The delegated approver will log into Direct Access. 
3 Click on the Request Link (upper left corner of the portal page).   
4 Click on the View My Requests (all types) link within the Requests shortcut 

menu.   
 

 
5 The radio button ‘My Submitted Requests’ should already be clicked.  Change it 

to “Requests I am Approver For’.     
 

 
 

Continued on next page 
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How to Change/Withdraw an Approved Delegation Request, 
Continued 

  
Step Action 

6 Click on the Transaction Name drop down field and select Delegation. 
 

 
7 The Transaction Status field should be defaulted to ‘Pending’.  Change it to 

‘Approved’.  This will show all the Delegation Requests in an approved status. 
 

 
 

8 Click the Populate Grid button. 
9 Click on the View Details link on the Delegation Request row that needs to be 

withdrawn.  A new window will open and the Delegation Request page will 
appear with the information that was submitted on it. 

10 In the Comments field enter the reason for withdraw. 
11 Click the ‘Deny’ button. 

 

 
The system will then send an email notification to the requesting official that their 
Delegation Request was withdrawn.  The Delegation Request will show a Denied 
status on the View My Action Requests page. 
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Delegation Request Statuses 

  
Once a Delegation Request is submitted it will always be in one of the following 
statuses: 
 

Status Description User In this Status, the user 
Pending Has been 

submitted by 
requester but has 
not been 
approved yet 

Requester Can change details and then resubmit.  The 
original request will be terminated and a new 
request will be submitted with the changes. 
Can withdraw the request.  Request status 
changes to Terminated. 

Delegated 
Approver 

Can approve the request.  Request status 
changes to Approved. 
Can deny the request. Request status changes to 
Denied. 

Terminated Has been 
withdrawn by the 
requester  

Requester Can view the details, comments, and approver, 
but cannot make any changes to it. 

Delegated 
Approver 

Can view the details, comments, and approver, 
but cannot make any changes to it. 

Approved Has been 
approved by the 
Delegated 
Approver 

Requester Can view the details, comments, and approver, 
but cannot make any changes to it.   

Delegated 
Approver 

Can view the details, comments, and approver.   
Can deny the request (will need to provide 
comments on why).  Request status changes to 
Denied.  If needed, the requesting official can 
make changes to the denied request. 

Denied Has been denied 
by the approver 

Requester Can change details and then resubmit.  The 
original request will be terminated and a new 
request will be submitted with the changes. 

Delegated 
Approver 

Can view the details, comments, and approver, 
but cannot make any changes to it.   
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E-Mail Notifications 

  
E-Mail notification will occur for the following instances: 
 

User Action E-Mail Notification Sent To 
Requester Submits a Delegation Request to Approver Approver / Delegated 

Approver Makes change to their pending Delegation Request 
Withdraws their pending Delegation Request 
Makes change to their denied Delegation Request 

Delegated 
Approver 

Approves Pending Delegation Request Requester / Approver 
Denies Pending Delegation Request 
Denies Approved Delegation Request 
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