How to Add a Request Delegate and an Expense Delegate in Concur

Steps to Take

The Request and Expense modules share delegates, by assigning permissions to a delegate in one area, you
are assigning permissions for both Request and Expense. **Your Supervisor should be one of your
delegates, as well as your report approver. Please speak with your Supervisor to ensure that you list the
correct delegates in your Concur profile

To set up a Request Delegate, perform the following steps (which correspond to setting up an Expense
Delegate):

1. Log into Concur using your Single Sign-On, see the How to Log Into Concur KBA for more guidance on
this procedure

2. Select the Profile Icon on the upper right of page

3. Select Profile Settings
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4. In the left task pane, in Request Settings, select Request Delegates
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Select one of the following to customize your user profile.
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Select the options that define when you receive email notifications.
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5. In the Delegates tab, select Add

6. In the search field, enter the Last, First name of the employee, you wish to become a delegate for you,
then select the employee

7. Select the Add button to the right of search field

Your Information

Request Delegates

Personal Information
Company Information
Contact Information
Email Addresses

Request Settings

Delegates

Delegate For

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

Request Information

Add Cancel

Request Delegates Tes LB

Request Preferences g Test, Admin1
Request Approvers admin1@ucsd edu
Favorite Attendees U user ID: admint

International Travel

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

Other Settings
System Settings
Connected Apps
Concur Connect
Change Passwaord
Concur Mobile Registration

Logon ID: admin1@ucsd.edu

Test, AdminUCOP
adminUCOP@zzzucsd edu
User ID: adminucop
Logon ID: adminUCOP@ucsd.edu

Test, Authorized Approver
aapprover1@zzzucsd edu
User ID: 23567
Logon ID: aapprover1@ucsd edu

Test, Authorized Approver2
aapprover2@zzzucsd edu
User ID: 390594
Logon ID: aapprover2@ucsd edu

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

ports Can Submit Requests Can View Receipts Receives Emails

No records found




8. The selected user will be added to the list of delegates
9. To manage their permissions, check the boxes corresponding to the actions they can take on your behalf

10. Select Save
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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.
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11. Review the Overview section, for the restrictions as to what a delegate is able to do

12. The Request and Expense modules share delegates, by assigning permissions to a delegate, you are
assigning permissions for Expense and Request

13. If you prefer to set up an Expense Delegate, even though they share permissions with the Request
Delegate, perform the same procedure, and in Profile Options, select Expense Delegates

The designated delegate will now be able to act on your behalf within the Expense module and Request
module

If you still have questions or need additional assistance, please submit a ticket
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