
How to Reassign Your Approvals During a
 Work Absence
Please note that approval requests already listed on your Pending Approvals list will NOT 
be forwarded to the user you designate; only requests received while you are absent will 
be forwarded.
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STEP 1

On your Home screen, click the NavBar button in the upper right hand 
corner.

STEP 2

Click the Navigator icon.
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https://fsqa.gmis.in.gov/psc/fs92qa/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL
https://fsqa.gmis.in.gov/psc/fs92qa_6/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PTNUI_NAVBAR.GBL?ICDoModelessIframe=1&ICDoModelessIframe=1


STEP 3

Click My System ProGle to access the Ieneral fnAormation page.

STEP 4

fn the Ulternate Dser section, enter the user fw oA the person Eho Eill be 
responsible Aor your approvals during your absence.
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https://fsqa.gmis.in.gov/psc/fs92qa/EMPLOYEE/ERP/c/MAINTAIN_SECURITY.USERMAINT_SELF.GBL?PortalActualURL=https%3a%2f%2ffsqa.gmis.in.gov%2fpsc%2ffs92qa%2fEMPLOYEE%2fERP%2fc%2fMAINTAIN_SECURITY.USERMAINT_SELF.GBL&PortalContentURL=https%3a%2f%2ffsqa.gmis.in.gov%2fpsc%2ffs92qa%2fEMPLOYEE%2fERP%2fc%2fMAINTAIN_SECURITY.USERMAINT_SELF.GBL&PortalContentProvider=ERP&PortalCRefLabel=My%20System%20Profile&PortalRegistryName=EMPLOYEE&PortalServletURI=https%3a%2f%2ffsqa.gmis.in.gov%2fpsp%2ffs92qa%2f&PortalURI=https%3a%2f%2ffsqa.gmis.in.gov%2fpsc%2ffs92qa%2f&PortalHostNode=ERP&NoCrumbs=yes&PortalKeyStruct=yes


STEP 5

Fnter the Grst day oA your absence Arom Eork in the Yrom wate Geld.  Tou may
 enter the date manually or use the calendar icon in the Geld to select a date.

STEP 6

Fnter the last day oA your absence Arom Eork in the Vo wate Geld.  Tou may
 enter the date manually or use the calendar icon in the Geld to select a date.
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STEP 7

Scroll to the bottom oA the page and click the SU F button.  Vhe process is
 Gnished.
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