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Setting up delegates

Objective: A step-by-step guide on how to assign someone else (a delegate) to create, edit, and/or submit
requests and expense reports for you.

Delegates are employees who are allowed to perform work in Concur on behalf of other employees.
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1. Loginto Concur using your SLAC credentials.

2. From the home page, go to the Profile dropdown and click on Profile Settings.
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3. Under the Expense Settings category click on Expense Delegates.
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Profile Personal Information

Change Password System Settings

Your Information

Personal Information

Profile Options

Company Information Select one of the following to customize your user profile.

Contact Inf ti o
ontact Information Personal Information

Personal Information

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?

Email Addresses
Sponsored Guest Users
E-Receipt Activation

Request Settings

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

Expense Settings

Expense Information
Bank Information
Expense Delegates

Expense Preferences

Expense Approvers
Favorite Attendees

Expense Credit Cards

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 Mobile Registration
Set up access to Concur on your mobile device

Bank Information

Bank Information

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.
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4. Once in the Expense Delegates page, click Add to select a new delegate.

Profile Personal Information Change Password System Settings

Your Information Expense Delegates

Personal Information

Company Information Delegates | Delegate For |
Contact Information

Email Addresses Em

Sponsored Guest Users

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

Requast SEtti “gs Expense and Request share delegates. By assigning permissions to a delegate, you are assigning pe

Request Information | Name Can Prepare Can Submit Requests Can View

Request Delegates

5. Type in your delegate’s or admin’s name in the search bar that pops up and select the name.

Expense Delegates

Delegates | Delegate For |
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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

|Lee] i m Cancel
&~

£y Lee, Alice | i to a delegate, you are assi

alee6700@slac.stanford.edu

[ Employee ID: 00000574468
Logon I1D:

574468@SID.SLAC.STANFORD.EDU No

Lee, Autumn
alee24(@slac.stanford.edu
Employee 1D: 00000575093
Logon 1D:

575003@SID.SLAC.STANFORD.EDU

Lee, Chia-Hsin
rebecca.lee@narlabs.org.tw
Employee 1D: Chia-HsinLee
Logon ID: chiahsinSG(@ Slac.Stanford. Edu

Lee, Chiu-Lin
lancelee@slac.stanford.edu
Employee 1D: 00000553797
Logon 1D: v
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6. Specify which tasks the delegate can perform on your behalf by checking all the appropriate check
boxes. Click Save once completed.

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.

O MName Can Prepare Can Submit Requests Can View Receipts Can Use Reporting Receives Emails
Hung, Li-Wei
a lu\d1un,g@lanl.gov a a a

Lee, Alice " + - -
= aleéﬁ?ﬂﬂ@slac.stanfmdeuu I 9 I I u I -

% You can visit your Expense Delegates settings at any time to manage your delegates list as well as
—~#| their permission

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

The Delegate For tab shows the people who you are a delegate for. In other words, you can see
~#| the name of employees who you can perform work for in this tab.

rofile Personal Information Change Password System Settings

Your Information Expense Delegates

Personal Information

Company Information Delegates || Delegate For
Contact Information

Email Addresses [ oo J sove

Sponsored Guest Users

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

Request Seﬂings Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissio
Request Information O Name Can Prepare Can Submit Requests
Request Delegates 0O Hung, Li-Wei 0O 0O
Request Preferences whung@lanl.gov
Request Approvers Lee, Alice

alee6700@slac.stanford .edu

Favorite Attendees
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