
Create a Delegation Request

Absence Approver role has been removed from the Commander/Manager Subcategory and will now reside only within 

Commander/Commander. Commanders retain the ability to delegate absence approval responsibilities to Manager's 

within their organization. Navpath: Manager Self Service > Delegations > Create Delegation RequestB
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Commanders Can Now Manage Multiple Delegates

Commanders previously could assign only one delegate 

at a time. With this update, IPPS-A now allows 

commanders to create and manage multiple delegations 

simultaneously.

**Reminder: Commanders can manage each delegation 

from the My Delegates and My Delegated Authorities 

tiles to review and track the status of all requests, 

including Active, Accepted, Rejected, Revoked, 

Submitted, and Ended.

Audience: Commanders, Managers, HR Professionals

1)  1A. Open the Delegations tile on the Manager Self 

Service Homepage.

1B. Select Create Delegation Request.

2)  2A. Enter the applicable dates. 

2B. Search for the delegate.

2C. Select one or more delegates.

3) Choose the transactions to delegate, confirm 

selections, and submit the request.

Training Resources: Create a Delegation Request, 

Accept a Delegation Request and Revoke a Delegation

User Manual Chapter 6, Processes 6-16 – 6-18 

(Updates coming)

CAT:Commander, HR Professional; SUBCAT: 

Commander, Manager, HR Professional

NOTE: Delegate(s) must accept or reject 

delegation request.
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https://hr.ippsa.army.mil/upk/onl_help/Publishing Content/PlayerPackage/index.html?Guid=c395ea31-7aa3-455d-a3de-b2e5e8da4af4
https://hr.ippsa.army.mil/upk/onl_help/Publishing Content/PlayerPackage/index.html?Guid=a7d45458-a0ea-4301-a0e3-fc433e4c508e
https://hr.ippsa.army.mil/upk/onl_help/Publishing Content/PlayerPackage/index.html?Guid=f991181a-3b70-43b0-bd2b-1b071d890b54
https://hr.ippsa.army.mil/upk/r3/resources/userman.pdf
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