Delegating Access to Someone to Enter Expense Reimbursement Claims

1) UWinsite Finance | Finance Department (uwindsor.ca)

Log in using ‘Company Single Sign-On’ then you should automatically be sent to your finance
home page.
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2) Click on the ‘UWinsite Finance’ button, then click on the button that looks like a house in the
upper right-hand corner of the page.

@E Bnqdepud g pjsuuiLd EI2 - K699 OUIA
J= NMWIRAS EIUSuCe NMwWs @ redscA 1p ggmsige " i
= 4 a % ® > @

3) Click on the green wallet icon (circled in red below), which should open up a ‘Travel and
Expenses’ page.

4) On the Travel and Expenses page, to the far right, is an icon that looks like a ‘gear’ (Go To Task) —
click on the gear and it will bring up a list of tasks to choose from.
e (Click on ‘Manage Delegates’ link.
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e The Delegates and Permissions page opens. To add a delegate, select the plus symbol (+).
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https://www.uwindsor.ca/finance/345/uwinsite-finance

e Inthe Person field, type in the delegate’s first and last names in CAPITAL LETTERS...in this
example we use JANET (from the Dean’s office) - a list should pop up of all ‘Janets’.
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Valid 19-Feb-2020
JANET COLLINS janetc@uwindsorca

JANET COOP jcoop@uwindsor.ca

JANET HART jhari@uwindsor.ca

More.

e From the search list, select the individual and then click OK.
e (Click Save and Close. The delegation is now active.

Link to the University Finance Handbook — page 14 has step by step instructions similar to the steps
noted above uwinsite-finance-handbook-february2018.pdf (uwindsor.ca)



https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.uwindsor.ca%2Ffinance%2Fsites%2Fuwindsor.ca.finance%2Ffiles%2Fuwinsite-finance-handbook-february2018.pdf&data=05%7C01%7CJanet.Coop%40uwindsor.ca%7C41fcbf12c6eb4c7697ec08db427fafdd%7C12f933b33d614b199a4d689021de8cc9%7C0%7C0%7C638176888396260802%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=5EyMLxXoxs56sYtSjJlmAmMuLRi%2BKRUboz1vMk8aD40%3D&reserved=0

