
Assign substitution for my SAP workflow 

 

    

Click on the Inbox 

 

 



 

Select your name and click on the assign substitute button 



 

You can search by name 



 

Double click on the name. 



 

Enter the dates for the substitution period 

Choose profile – ALL 

Check the substitution active box 



 

 

 

Kaye is now my substitute.  To undo this I click here 

 

 

 


