
   

Approval Delegation 

1. If you need to have another user temporarily approve expenses on your behalf, 
tap your name in the upper right corner. 

2. Then tap SETTINGS.  
3. In Delegate Settings, under Approval Delegate, tap +Add Approval Delegate. 

 

You will be able to choose the approval delegate from a searchable list and set the Start 
and End dates for the authorization to approve expenses on your behalf.  If you are 
uncertain of the end date, we recommend making it 12/31/2026, which is the end date 
used in Oracle.   

4. Click Save when finished. 

 



 
 

The delegate's name will appear with the range of dates during which he or she may 
approve expenses on your behalf. You may only have one approval delegate working 
for you at a time. 

Chrome River will send an email to the approval delegate describing the routing 
changes that will occur during this period. All expenses assigned to you will 
automatically queue up for the delegate to approve. Regular approval emails will also 
be sent to the delegate. 

 

 


