
HOW TO SCHEDULE SUBSTITUTES 

It may be necessary to select a substitute to fill in in the event a Business Manager is absent. From the Cost Center Approver Home, click 

“Schedule Substitutes” under Building Operations.  
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Click “Add New”, (2), on the Workflow Substitutes screen. 
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Using the ellipses button, (3), select the name of the employee to act as a substitute. Enter start, (4), and end, (5), dates. Note: If no dates are 

entered, the substitute will remain activated until removed. Click the “Save”, (6), button. 
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