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How to Add a Delegate

System Navigation

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

« Then, click Profile Settings
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This link will provide information to utilize the Concur Expense Systern.
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« 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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Delegates are employees who are allowed to perform work on Request Preferences
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such as Submit or Print

Request Settings
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Expense Preferences

Select the options that define when you receive email notifications
Prompts are pages that appear when you select a certain action, Change Password
Favorite Attendees such as Submit or Print. Change your password.
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e From within the Expense/Request Delegates Screen, you can view:
o 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)

Expense Delegates

Delegates | Delegate For
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Delegates are employees who are allowed to perform work on behalf of other employees.

Expense and Request share delegates. By assigning permissions fo a delegate, you are assigning permissions for Expense and Request.
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o o
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« Who you are a Delegate For - users that you can complete tasks in Concur on behalf of (not
editable, only delete-able)



Expense Delegates

Delegates | Delegate For

Thiz employee may act as a delegate for the listed employees.

Expense and Request share delegates. By assigning permissions fo a delegate, you are assigning permissions for Expense and Request.

D Name Can Prepare Can Submit Requests Can View Receipts Receives Emails
D Test, Traveler1
fraveler1@ucsb.edu

Please Note: Once you delete someone you are able to delegate in for, you cannot add them back
unless they add you again as a delegate. So only delete people you are a delegate for if you are

cartain.

How to Add a Delegate

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

Expense Delegates

Delegates WD=iegale For

Delsgates are smplopaas who e allowed 1o parfam work on bahall of olher emgloyees

Expense and Requesi share delegales. By assigning permissions lo a delegate, you are astigring permissions for Expense and Reques!

Expense Delegates

Delegates  Delegabe For

% wiho are allowed 1o perform work on behall of other employees

Delegates ane

Expense and Reques! glegales. By assigning permissions to 2 delegale, you are assigning permissions for Expense and Request

e The System will prompt you to search for the employee/user that you would like to add as a delegate
for yourself



Delegates are employees who are allowed to perform work on behalf of other employees

Search by employee name, email address, employee id or login id
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Delegales  Delegate For

Delegates are employees who are allowed to perform work on behalf of other er

Search by employes name, email address, employee id or login id
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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.

Can Prepare

Can Submit Requests

Can View Receipts

Receives Emails

Delegate can create expense reports and requests

on behalf of the user

Delegate can submit pre-authorization requests on
behalf of the user (we do not allow delegates to

submit expense reports)

Delegate is able to view uploaded receipts in the

user's account

Delegate will receive email alerts regarding the

user's account/reports/requests
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