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Assigning Alternate Approvers Overview 

The Cardinal Financials (FIN) application allows approvers to reassign their Worklist items to 

another user.  The user can assign an alternate approver to work items for a specified period of time.  

This allows the user to assign the approvals when the user is going to be out of the office. 

Only future items will route to the alternate approver that is designated.  The user must work the 

existing items on their Worklist or have a Workflow Administrator reassign them to the alternate 

approver.  Once items are routed to the alternate approver, they will not route back to the user at the 

end of the reassignment period.  The alternate approver must work all Worklist items during the 

reassignment period or have a Workflow Administrator reassign them back to the user. 

Navigation Note:  Please note that there may be a Notify button at the bottom of various pages 

utilized while completing the process within this Job Aid.  This “Notify” functionality is not currently 

turned on to send email notifications to specific users within Cardinal. 
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Assigning Alternate Approvers  

Step Action 

1. Navigate to the General Profile Page using the following path: 

Main Menu > My System Profile 

The General Profile Information page displays. 

 

2. In the Alternate User section, click the Alternate User ID Look Up icon and select the User ID 
for the alternate approver.   
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Step Action 

3. Click the From Date Calendar icon and select the date wanted for items to start routing to the 
alternate approver. 

 

4. Click the To Date Calendar icon and select the date wanted for items to stop routing to the 
alternate approver. 

  

5. Click the Save button to save the changes made. 

   

 

Always follow up with the alternate approver at the end of the reassignment period to determine 
the status of outstanding worklist items. 

 


