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Going on leave? 
We hope you enjoy your time away from UTAS. 

Before you go please make sure that you have taken action to manage your electronic systems.  Prior to commencing any period of leave you should attend to the following:
· Outlook
*How to? - Tools/Out of Office Assistant

Different messages can be set for external and internal emails, advising of dates you will be away and whether to contact someone else.
  
· TechnologyOne Financials

*How to? - My Workflow/User Delegations/Add Delegations
Delegate your approvals to another staff member.  You must clear your inbox first.  It is preferable to delegate to someone with the same financial limit (or above) as yourself (if you delegate down they will need to further workflow any requests that exceed their limit).

FOR FURTHER ASSISTANCE: t1f.help@utas.edu.au

· BCMS
*Email credit.cards@utas.edu.au advising dates that you will be away and who you wish to delegate to.

· Web Kiosk

*How to? - My Approvals/Approvals/Approval Delegation/Add New Approval Delegation/Web Leave Bookings…

Delegate your approvals to another (must be a staff member who is not a casual).  You must action all existing requests prior to the delegation being implemented as they will not transfer to the delegate.  You will need to add separate delegations for each group of transactions that you are an approver for. i.e. Leave Bookings, Timesheets.

FOR FURTHER ASSISTANCE: kiosk.query@utas.edu.au

