
Select a Backup Approver



Expand Profile menu and select Account



Select your backup and set a timeframe

Select a Backup Approver

• Click the Select Backup link to 

search and select your 

backup.

• Select an option for the 

duration or timeframe for 

your backup and save your 

selections.

• Transactions will go into the 

backup’s Manager Approval 

Queue for the timeframe you 

specify but will appear on 

your queue and history too.

Presenter Notes
Presentation Notes
On the Backup for Manager Approval Queue screen, click the link to Select Backup. You can then search for and select your backup approver from the people who are listed as approvers in the system.

Then select a timeframe of when you want transactions to be sent to the Backup Approver’s Manager Approval Queue. You can send them indefinitely until you turn it off, or you can select a start and end date.

Then click Save.

Note that Program Administrators or A/OPCs can also set up a backup approver for you in the User Profiles function. So if you already see a backup approver listed here, that is maybe what happened. When an approver in Access Online schedules transactions to go to a backup approver, those transactions go to BOTH manager queues of the regular approver and the backup approver. When someone approves them, they disappear from the manager queue and move to the history queue for BOTH users.

Once you add a backup approver, you can change it to a different backup approver or change the setting to Do not send, but you can’t totally remove the backup approver. Once you add a backup approver, you can change it to a different backup approver or change the setting to Do not send, but you can’t totally remove the backup approver.

What questions do you have about selecting a backup approver?

Facilitator Note: If for some reason you have people in the audience who use the Account Approval Process, such as the Department of Defense does, they DO NOT use this functionality to set up backup approvers. Instead, the A/OPC sets up the backup approver by giving them an alternate approver Functional Entitlement Group and giving them the same access to hierarchies that the original approver has. This means that approvers should contact their A/OPCs to set up their backup approver for them.



