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How to set up delegation in Basware

1. Backup person can be set under User Settings in the drop-down menu in the top right
corner.
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2. Fillinallrequired fields and ensure that forwarding of pending tasks is ticked

3. Click Save
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Important: The backup person should be on the same authorization level or higher. The
backup will only forward the invoices and not the approval rights.

Related articles
How to set up delegation in VIM Opentext

How to set up delegation in Ariba



