
How to Assign a Substitute in Gateway 
 
 

• From the Gateway left hand side menu, select Orders > Approvals > Assign Substitute 
Approvers-Requisitions. 
 

 
 

• You’ll see all folders to which you have access, along with the option to reassign them 
individually or all at once. 
 

 
 

 
• Check the box or boxes next to all of the approval Folders that you want to reassign.  

Then click the button at the top, Assign Substitute to All Requisition Folders. 
 



 
 

• Type in the name of the person who will act as your substitute.  Only individuals with a 
Project Manager role will be able to act as your substitute (e.g., a Co-PI on the project).   
 

• Check the box next to Include Date Range for Substitution and enter a start and end 
date.  This will enable Gateway to automatically assign and unassign the substitute.  
 

 
 

• When finished entering all data, click Assign. 
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