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	Perform these steps to create a Substitute User in Workflow 
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1. Go to the SAP Menubar and select Settings ( Workflow Settings ( Maintain Substitute
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2. Expand the Role where the substitution is to be added.  
In this scenario we are selecting the W/F Position of Security. 
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3. With the role selected click on the Create Substitute [image: image5.bmp] icon.
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4. Select “User” by double clicking on the line item
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5. Enter the SAP Log On (i.e. jsmith) of the Substitute
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6. Change the “Validity” date (if applicable)

7. To activate substitute immediately, click on “Substitute Active” checkbox.

8. Click on the Save Icon [image: image9.bmp].

9. In the Substitute Maintenance Screen, click on the Cancel Icon [image: image10.bmp] to go back to the Inbox.

10. Once a substitute has been created that substitute can be activated or de-activated at any time.  To have a permanent Substitute, do not enter a validity end date.

11. From the SAP Menu Bar go to Settings ( Workflow Settings ( Activate Substitute
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12. To expand the entire role menu, click on the “Expand All” icon. [image: image12.bmp]
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13. To activate the substitute, highlight the substitute’s name, and then click on the “Activate” icon. [image: image14.bmp]
14. To deactivate the substitute, highlight the substitute’s name, and then click on the “Deactivate” button.
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