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Purpose
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Use this guide to assist with coding and auditing substitute relationships for MyPortal Leave and My Modern Work Environment 
(MWE) approvers.

Substitutes are MyPortal Leave or MWE approvers who are assigned by another supervisor to approve leave and MWE requests 
on their behalf while they are out of the office. 

Substitute relationships do not end automatically when supervisors change positions, so it is important that substitute 
relationships are audited regularly to ensure they are still appropriate. 

HRMS Resources:

• HRMS Support Hub

• Substitute Admin Transaction - Create New Substitute Relationship

• Substitute Admin Transaction – Delete Substitute Relationship

• Substitute Admin Transaction – Delimit Substitute Relationship

• MyPortal Substitution Report

MyPortal Resources:

• MyPortal – Manage my substitutes

• MyPortal – manage my planned substitutes

• MyPortal – manage my unplanned substitutes

• MyPortal –turn substitute for option on and off

Note: Substitutes are especially important to agencies using MyPortal leave but are necessary for all agencies since the My Modern Work Environment 
(MWE) change request workflow is configured for all agencies. 
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Creating Substitute Relationships
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All supervisors who are a Leave and/or Modern Work Environment (MWE) approver in MyPortal 
should assign one or more substitute approvers in the event they are unexpectedly out of the 
office. 
• Planned Substitutes have a defined start and stop time for approving requests on behalf of 

another supervisor.   
• Unplanned Substitutes do not have a defined start and stop time. It is strongly 

recommended that all MyPortal approvers have at least one unplanned substitute assigned.

When a supervisor creates a substitute relationship in MyPortal, they are limited to selecting their 
direct supervisor/manager or above in the organizational hierarchy. When supervisors are unable 
to create substitute relationships in MyPortal (such as the top manager in the organizational 
hierarchy), then Personnel Administration Processors or Payroll Processors should create any 
necessary substitutes on their behalf.



Ending Substitute Relationships
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Once a substitute relationship is created, there are several scenarios where the relationship should be 
reviewed and possibly delimited or deleted:
• An assigned substitute changes positions, either within the agency or moves to a different agency.
• An assigned substitute separates from state service.
• A supervisor (MyPortal Leave/MWE approver) changes positions, either within the agency or moves to 

a different agency.
• A supervisor (MyPortal Leave/MWE approver) separates from state service.

While supervisors are responsible for creating and ending their substitute relationships as needed, 
agency processors can end relationships during certain personnel actions. A process should be 
established to audit substitute relationships each pay period. This will ensure prior substitutes do not 
have access to approve MyPortal leave or MWE requests after position changes or upon rehire.



Ending Substitute Relationships - Supervisors
Prior to a supervisor leaving their position, they should process all outstanding leave and Modern 
Work Environment (MWE) requests and end all substitute relationships.

Note: When a Leave/MWE approver position is vacated, the next supervisor in the chain of command of the organizational 
hierarchy will automatically have authority to approve leave and MWE requests and begin receiving the requests. 
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Ending Substitute Relationships - Actions
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During Separation and Appointment Change actions, a popup box will appear if a MyPortal 
leave/MWE approver is vacating their position and has active substitute relationships. Personnel 
administration processors should review the substitution relationships and take appropriate 
action.

• Delimit: if the substitution relationship is dated prior to the 
action. Click the delimit button and delimit the relationship 
one day prior to the action date.

• Delete: if the substitution relationship is future dated. Click 
the Delete button and delete the future-dated relationship.

• Cancel: if the substitution relationship is still valid and should 
remain active upon the approver moving to a different 
position within the agency. Click the Cancel button to keep 
the relationship active.



Ending Substitute Relationships - Actions
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Separation Action or 
Appointment Change 

Action – Transfer 
Different Agency

What is the effective 
date of the substitute 

relationship?

Prior to the date 
of action.

In the future of 
the date of 

action.

Click the Delimit button 
and delimit the 

substitute relationship 
one day prior to the 

action date.

Click the Delete button 
and delete the 

substitution 
relationship.

Appointment Change 
Action – Transfer Same 

Agency

Prior to the date 
of action.

In the future of 
the date of 

action.

Click the Delimit button 
and delimit the 

substitute relationship 
one day prior to the 

action date.

Click the Delete button 
and delete the 

substitution 
relationship.

Is the substitute 
relationship still valid 

and should remain 
active?

Yes. No.

Click the Cancel button 
to keep the substitute 

relationship.

What is the effective 
date of the substitute 

relationship?



Auditing Substitute Relationships
It is likely that not all substitute relationships will be created and ended by Leave/MWE approvers 
when needed, so it is important that agency processors run the MyPortal Substitution Report 
(ZHR_ESS_SUBREPORT) each pay period to check for appropriate substitute relationships. 

Check for the following:
• Substitutes with different Personnel Areas
• Withdrawn Leave/MWE approvers with active 

substitute relationships
• Withdrawn substitutes
• Leave/MWE approvers with no substitutes 

assigned 

Note: The MyPortal Substitution Report has statewide layout variants with 
built in filters that may be helpful.
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Auditing Substitute Relationships:
Substitutes with different personnel areas
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Security Risk: A Substitute that has moved to another agency/personnel area can continue to view 
and approve Leave/MWE requests from a previous personnel area until they are removed.
Action Needed: Delimit or Delete all substitute relationships when the Leave/MWE approver and their 
assigned substitute(s) are no longer working in the same personnel area.



Auditing Substitute Relationships:
Withdrawn Leave/MWE Approvers w/ Substitutes
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Security Risk: If a separated supervisor is rehired, the substitute(s) will still be assigned and can 
view/approve Leave/MWE on behalf of the rehired employee.
Action Needed: Delimit or Delete all substitute relationships when a supervisor separates from state 
service.



Auditing Substitute Relationships:
Withdrawn Substitutes
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Security Risk: If the withdrawn substitute is rehired, they will still be able to view/approve 
Leave/MWE requests on behalf of the original Leave/MWE approver. 
Action Needed: Delimit or Delete all substitute relationships when a substitute separates from state 
service.



Auditing Substitute Relationships:
No substitutes assigned
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Security Risk: None. However, it is recommended that all Leave/MWE approvers have an assigned 
Unplanned Substitute in the event they are out of the office unexpectedly. 
Action Needed: Assign one or more unplanned substitutes for each Leave/MWE approver.
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