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Concur-How to Set Up an Expense Delegate

Requests Travel

Expense
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System Settings 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
to re-enter it each time you purchase an item or service.

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

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

%ur Mobile Registration

Set up access to Concur on your mobile device

Travel Vacation Reassignment

Concur Mobile Registration

I'm Assisting

Upon logging into Concur, click the Profile dropdown, and select profile settings.

Administrationv | Help~
App Center .

Profile ~ -

Travel Vacation Reassignment

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 Information
How can we contact you about your travel arrangements?

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

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel
manager.

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

Company Car
Company Car

2) Click Expense Delegates
3) Click Add
4) Type in your search.
a. This could be the last name, partial uin, email, etc.

Expense Delegates

Delegates

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

Delegate For

ployees

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

Cancel

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

Ij Name Can Prepare Can Book Travel Can View Receipts Can Use Reporting Receives Emails CanApprove Can Approve Temporary Receives Approval Emails

No records found

5) The list of options will filter based on your search parameters
6) Choose the appropriate user from the list.



Expense Delegates

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

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

LONGORIA el m Cancel
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ELIZABETH LONGORIA is to a delegate, you are assigning permissions for Expense and Request

elizabeth.longoria@tamucc.edu

*TAM - Org Unit 2 - System Member: TEXAS eceipts Can Use Reporting Receives Emails CanApprove Can Approve Temp y R App! | Emails
A&M UNIV-CORPUS CHRISTI

*TAM - Org Unit 3 - Division / Department-Sub No records found
Dept: COMPTROLLER

7) Ifit doesn’t automatically add the user to your list, click the add button next to the search field

8) Assign the permissions you wish to give this delegate

a.

Can Prepare-This user may prepare expense reports on your behalf. You will still be
required to submit the report

Can Book Travel — This user may prepare travel arrangements on your behalf. You

will still be required to submit the expenses/report.

Can View Receipts-Should check by default when selecting Can Prepare. This allows this

user to view your receipt store, ereceipts, receipts images, etc.

Can Use Reporting-If you have any reporting rights (typically restricted to dept heads)

you may assign that reporting license to 2 individuals

Receives Emails-This user will be copied by all emails generated by Concur addressed to

you

Can Approve-You are sharing your ability to approve reports with this user. This access cannot be
shared without approval from Card Services.

Can Approve Temporary-This is a date range. You are giving this user temporary access
to approve reports and requests on your behalf. This access cannot be shared without
approval from Card Services.

Receives Approval Emails-This user will be copied on all emails generated by Concur
notifying you of requests and reports pending your approval

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 to a delegate, you are assigning permissions for Expense and Request

— Can Can Book Can View Can Use Receives Can Receives Approval
O Name Prepare Travel Receipts Reporting Emails Approve Can Approve Temporary Emails
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9) Click
10) Once

elizabeth longoria@tamucc.edu

Save
you have clicked save, the next time your delegates logs into Concur, they will be able to

delegate into your profile to perform the functions you have given them permission to perform.
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