Using Delegates

A traveler may assign a delegate to create their travel request and expense reports for them.
They may also have the delegate view receipts and receive emails on their behalf. The
permissions provided to the delegate depend on how the traveler sets up their profile;
delegates may have fewer permissions than the traveler. It is the traveler’s ultimate
responsibility to submit these requests and reports. The delegate does not have permission
to submit requests or expense reports on behalf of the traveler.

Selecting A Delegate
Select Profile and then Profile Settings
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SAP Concur

Click Expense or Request Delegates.

Requests Travel Expe: App Center

Profile Personal Information Change Password System Settings Concur Mobile Registration

Your Inform

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Request Information
Request Preferences
Request Approvers
Favorite Attendees

Expense Approvers

Favorite Attendees

Orher Sertrin

E-Receipt Activation
System Settings

Concur Connect

Change Password

Concur Mobile Registration

Profile Options
Select one of the following to customize your user profile

Personal Information
Your home address and emergency contact information

Company Information
Your company name and business address or your remote
location address

Credit Card Information
You can store your credit card information here so you don't have
10 re-enter it each time you purchase an item or service.

E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts from
participating vendors.

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

Expense Preferences

Select the options that define when you receive email notifications.
Prompts are pages that appear when you select a certain action.
such as Submit or Print

Concur Moblle Registration
Set up access to Concur on your mobile device

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday start/end?

Contact Iinformation
How can we contact you about your travel arrangements?

Setup Travel Assistants
You can allow other people within your companies to book trips
and enter expenses for you

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences.

Request Preferences

Select the options that define when you receive email notifications
Prompts are pages that appear when you select a certain action
such as Submit or Print

Change Password
Change your password.

Profile
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Click Add and then a search bar will appear. You can look up by last name, email address,
employee id or login. Once you have the delegate selected then Click Add.

SAP Concur E

Profile Personal Information

Your Information
Personal Information
Company Information
Contact Information
Email Addresses

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees
International Travel

Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Other Settings
System Seftings
Concur Connect
Change Password
Concur Mobile Registration

Requests.

Expense  Reporiing~

Change Password  System Settings  Concur Mobile Registration

Expense Delegates

Delegates | Delegate For

Delegates are employess who are allowed to perform work on behalf of other employees
Search by employee name, email address, employee id or login id

[ieslcandlda_;vj- ihcl edu — Test Candidate] ]m Cancel

gy testcandidate@uhcl.edu - Test Candidate
testcandidate@uhcl.edu

T ip: 0000000001 prepare

[0 Logon ID: testcandidate@uhcl.edu uat

Ps fo a delegate, you are assigning permissions

Can View Receipts

Administration~ | Helpr
Profile ~ &
for Expense and Request.
Can Use Reporting Receives Emails
O O

Note: The traveler will need to complete this delegate set-up process for both travel request
and expense reporting activities. A person who seeks to assist a traveler without having been
set up as a delegate in advance by the traveler will not be able to create transactions in

Concur.
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Click Delegate to see which travelers have given permission to delegate on their behalf.

Help»

SAP Concur Requests Expense

Profile &

Profile Personal Information Change Password System Settings Concur Mobile Registration

jolgigionpaien Expense Delegates

Personal Information
Company Information Delegates

Contact Information
Email Addresses m

This employse may act as a delegats for the listsd smployses

Reguest Settings

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

Request Delegates O Name Can Prepare Can View Receipts Can Use Reporting Receives Emails

Request Preferences Dunnahoe, Christy

Request Approvers o Dunnahoe@UHCL edu
vori Hernandez, Melissa
Favorite Attendees o HernandezMe@UHCL adu
Intemational Travel
O Jackman, Jessica
JackmanJ@UHCL edu
Expense Settings

Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Other Settings
System Settings
Concur Connect
Change Password
Concur Mobile Registration




Delegate Role

To assume the Delegate role (after the traveler has created your delegate role) you must also
create a connection to your traveler within Concur.

It is a 2-way process!

To do that, Click on Profile, and then select under Act As select A Delegate for another
Traveler who has granted you this permission.

The delegate can type in the last name of the traveler they are a delegate for, or they can use
the drop-down arrow and will be given a list of Travelers they have been given permissions to
delegate for and select from the list. Then Click Switch.

SAP Concur @ Requests Expense

SAP Concur + | & testDeptAsst
Start a Starta Upl|
Request Report Rect Profile Settings Sign Out
COMPANY NOTES <2 acths @
Myself

Export Controls and Travel Embargo Form
A Delegate for another user wha has granted

you this permission
Citi Training

Q,_ Search by name or ID v

Dunnahoe, Christy L

Dunnahoe@UHCL edu (Email)
MY TASKS 1D: 0144953

Logon 1D Dunnahoe@uhcl edu uat

B —
Hernandez, Melissa A

m Open Requests m Available Expenses - i HermandezMe @UHCL edu (Emal) 4
ID: 38010850

Lagon ID: HemandezMe@uhcl.edu uat

You currently have no active requests You currently have no available expenses. Yol Jackman, Jessica M
JackmanJ@UHGL edu (Email)
ID: 8018578
Von 1 1o

brman 1
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The page will change and at the top where profile was you will see Acting As and the Traveler
you are delegating for.

To return to acting as yourself (not as a delegate), or to become the delegate of a different
Traveler simply Click Acting As and a box will pop up. Select Myself or A Delegate for Traveler
who has granted you this permission.

Then Click Switch.

Help»
SAP Concur E Requests Expense

Acting as Dunnahoe, Christy L &.‘

SAP Concur + u &'v Currently acting as Dunnahoe, Christy L
New ALSI;E: Profile Settings Sign Out
COMPANY NOTES >3 ActAs @

(@) Myself
Export Controls and Travel Embargo Form -

/ ADelegate for another user who has granted

" you this permission
Citi Training

TASKS m

m Open Requests - m Available Expenses - m Open Reports -

02/01 50078 Dallas 020523 User currently has no available expenses. 01/31 156394 Qatar 032522
$1,000.00 — Travel Cost Estimate $350.40

01/2% 50078 Las Vegas, NV 020123
$2,265.34 — Travel Cost Estimate
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