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Approving a Temporary Delegation eForm 
 

 
 

 
 
  

Approve/ Withdraw/Decline a 
Temporary Delegation eForm 
1. Approver receives a 

Temporary Delegation 
Approval Required email 
notification. 

2. Click on the eForm ID link in 
the body of the email.  

3. The eForm is displayed. 
4. Review request from initiator.  
5. To attach a file, please refer to 

the Attaching a File Quick 
Reference Guide 

6. Comments can be added in the 
Your Comment box if required. 

7. Click Approve, Withdraw or 
Decline. 
Note: If withdrawing or 
declining a form, a comment is 
required to record why this 
action was taken. 

8. Answer Yes to the displayed 
form message. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Withdraw will end 
the form and the 
form will not be 

processed.  

 

Approve will workflow the 
form to the next approver, if 

required. Otherwise the 
form will be processed.  

Decline will 
workflow the form 
back to the form 

initiator. 

 

http://www.adelaide.edu.au/hr/docs/craft-guide-upload-document.pdf
http://www.adelaide.edu.au/hr/docs/craft-guide-upload-document.pdf
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Further Information 

If you require further information please contact the HR Service Centre at 8313 1111, complete the online enquiry form or view CRAFT 
FAQs. 
 

 
 

 
9. The Visualiser will be 

displayed. The visualiser will 
show you what steps have 
been undertaken and where the 
task is currently sitting.  

10. To check the status of any 
forms submitted, refer to the 
Viewing Form Status – Quick 
Reference Guide 

http://www.adelaide.edu.au/hr/about/service-centre/enquiry/
http://www.adelaide.edu.au/hr/docs/craft-faqs.pdf
http://www.adelaide.edu.au/hr/docs/craft-faqs.pdf
https://www.adelaide.edu.au/hr/docs/eforms-view-status-qrg.pdf
https://www.adelaide.edu.au/hr/docs/eforms-view-status-qrg.pdf

