How to Add a Delegate in Concur

Overview

This guide explains how to add a delegate in Concur so another user can perform tasks on
your behalf.

Step 1: Open Profile Settings

1. From the Concur main dashboard (home page), locate the Profile option in the top-right
corner.
2. Click Profile.

Help =

SAFP Concur E Requests Expensa App Centear

Profie &

UC SANTA BARBARA Jane Gaucho
Hello, jJane + [] —
7 Mew Author Sign Ou
Heql
=42 Acting as other user @
COMPANY NOTES
Saarshiby A o 1D Q
Caneur Training Toolkit Ancal
Thig bk w1l prowice nfsrmation 5o utilice the Conour EXpents System

3. Select Profile Settings from the dropdown menu.

Step 2: Navigate to Delegates

4. Inthe Profile Settings page, use the left-hand navigation menu.

5. Choose Expense Delegates (for expense-related tasks) or Request Delegates (for
request-related tasks).
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Step 3: Understand Delegate Sections

Your Delegates: Users who can complete tasks on your behalf (editable).
Expense Delegates

Delegates | Delegale Fod

Lo o T o |

Defegates ara employsss who are sllowed fo perform work on behalf of other amployees.

Expense and Reques! share delsgales. By assigning psrmissions 1o a delegale, vou 2rs assigning permissions for Expense and Reguest.

(] Name Can Prepare Can Submit Requests Can View Receipis Receives Emails
O | | O

Teat, AAA m " v "
O aal @ueczboedu G G a o

Who You Are a Delegate For: Users for whom you can complete tasks (not editable, but
removable).
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Please Note: Once you delete someone you are able to delegate in for, you cannot add them

back unless the user adds you again as a delegate. So only delete people you are a delegate
for if you are certain.

Step 4: Add a Delegate
6. Click the Add button.
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7. A search window will appear.
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8. Enter the name of the employee/user you want to add.
9. Select the correct user from the search results.

Step 5: Assign Permissions

10. After selecting the user, choose which functions they are allowed to perform.
11. Save your selections to finalize the delegate setup.
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