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How to Add a Delegate

System Navigation

From the Concur main dashboard (home page), click into Profile in the top right of the screen.

Then, click Profile Settings

From the Profile Settings page, navigate to either Expense Delegates or Request Delegates,
depending on which functionality you would like to add a delegate for.

The left hand bar will have all the options available for selection.
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From within the Expense/Request Delegates Screen, you can view:
Your Delegates - users who are able to complete tasks in Concur on your behalf (ie. people

who are able to “delegate in” for you; editable)

Who you are a Delegate For - users that you can complete tasks in Concur on behalf of (not
editable, only delete-able)



How to Add a Delegate

From within the Expense/Request Delegates screen, click on Add

The System will prompt you to search for the employee/user that you would like to add as a delegate
for yourself
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Select the user you would like to add as your delegate, and then flag which functions you would like
to enable for them.


