QRG Set a Vacation Rule
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Step5. In the top right corner under your name, Click on the drop-down
list and select Preferences.
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Step6. Tick the Enable vacation period box.

Vacation Period : dummy.manager

Remave yourself from automatic task assignment by enabling a vacation date range.
Optionally, more specific vacation rules can be created under "My Rules™.
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Step7. Enter your start and finish date and time and then click on OK.
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Step8. Select the Reassign to and click on the manifer icon.
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Step9. The following box will appear. Enter First name and Last name to

whom you wish to send the notifications to, click on search, then select
the person and click on OK.

To remove the assigned person after the period you wish for someone to
approve on your behalf, you will need to follow Steps 1 -5 and remove

user, date, time and untick the enable vacation period and then Save.
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Remove yourself from automatic task assignment by enabling a vacation date range.
Optionally, more specific vacation rules can be created under "My Rules™.
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Step10. Click on Save.
Vacation Period : dummy.manager { Save |

Remove yourself from automatic task assignment by enabling a vacation date range
Optionally, more specific vacation rules can be created under "My Rules”.
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