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Assign an Approver Delegate 
Updated February 26, 2026 

Travel Application 

Delegate 

Helpful Hints 

The date range of assigning a delegate travel approver cannot exceed 85 days. 

Procedure 

Within Firefly, click the Travel and Expense Reporting tile and select Delegate Assign/Edit. 

  

The workflow substitution & travel delegate screen opens. Click +Add Substitute. 
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Enter an employee’s name in the search field and click enter. Click the desired employee name 

from the search results. 

 

Select Travel and Expense Approvals. 
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Select a start date. 

 

Scroll to select an end date and click Save. Note: the date range cannot exceed 85 days for 

approval delegates.  
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A success message appears. Click Ok. 

 

The travel and expense approval delegate has been added. 

 

 


