
PeopleSoft Web Time Entry: Manager

“How do I revoke a delegation request?”
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2 The login will take you to the Employee Self
Service page. On this page, CLICK the 
Delegations tile.

3 CLICK the My Delegates tile.
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5 CLICK Yes to confirm revoking of the delegation request.

Your delegation request has been revoked. The transaction will show up in the Revoked tab. 

look for the transaction you want to revoke and check-off the box beside the transaction. You’ll see
the Revoke button highlighted. SELECT the revoke button and your delegation will be revoked. 

My Delegates page opens.  
Depending on the stage of 
the delegation, it can be 
revoked from either of the 
following tabs: Active, 
Accepted or Submitted. 
Select the tab accoSelect the tab according to 
the stage of the delegation,  
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