
# Log into SpendLogic N LteSp

STEP 1

Click on your Name in the upper right corner of the SpendLogic tool bar.

STEP 2

Select Pro3le
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STEP v

Na"igate to DselegationD and Uelect the wUer from the drop do4n to 4hom
 you are delegating your re"ie4 authority.

OTE:/ Your leyegdtion phouyl dyign sith vour aokSdnv'p Soyiav on leyegdtion of duthori1
tv3repSonpibiyitvF

STEP :

Start sate5  Enter the date the delegation Uhould commence.  
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STEP A

6cti"e Through5  Enter the date the delegation Uhould end.   

STEP W

Click on Submit to affect the delegation.
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# HI6T HRLL TIE wSE? SEE7 2 LteS

,hen the .per hdp aokSyetel d 9oaukentdtion moylerA thev siyy Lubkit for rewies dp 
norkdyF

STEP ,

Rf a selegation iU acti"e' the wUer 4ill Uee both the selegatorVU Name and the
 selegateeVU Name in the drop do4n. 

# 8REH sET6RLS V LteSp

5nvoneA inayuling the .perA sho adn wies d 9oaukentdtion moyler adn pee shether the 
rewies hdp been leyegdtelF

STEP 9

Click on 8ie4 setailU
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STEP G

8ie4 setailU 4ill Uho4 to 4hom the re"ie4 iU aUUigned aU 4ell aU to 4hom it
 iU delegated.

# sELEO6TK? HK?F0LKH 4 LteSp

Ehe rewieser siyy hdwe the rewies re7uept dSSedr in their sor-"os pinae the rewies re7uept 
ip to the rewieser vet ip leyegdtel to dnother rewiesF
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STEP 1|

Click on Horkxo4U
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STEP 11

HK?F0LKH - sELEO6TEE

Ehe Serpon to shok d rewies hdp been leyegdtel siyy pee d re7ueptel rewies in d nes 
I9eyegdtel to ke8 9naokSyeteI peation in their ,or-"ospF

STEP 12

The re"ie4 4ill be performed aU normal and routing back to the buyer K? 
on4ard to the ne(t re"ie4er 4ill occur.  ?efer to Io4 to ?e"ie4 a socumen)
tation 0older &Spend0ileB under Ielp C Support. 
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https://spendlogic.zendesk.com/hc/en-us/articles/20541618539159-How-to-Review-a-Documentation-Folder-SpendFile


6 of 6




