Designating Delegates

These instructions cover how to designate delegates for your Concur account. By providing

delegate(s) access to your account in Concur, delegate(s) can prepare reports or requests on
your behalf.

Click on any of the links below to skip ahead to that section.
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@ If you need assistance with logging into Concur, please go to Logging into Concur.

User's View

Adding a Delegate to your Profile

Step 1: Select Profile at the top right corner of the web page.
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Step 2: Then, click on Profile Settings.
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Step 3: Once redirected to your Profile Options, click on Request Delegates under Request

Settings.
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Profile Options

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact information

Company Informaticn
Your company name and business address or your remate
location address

Credit Card Information
You can store your credit card information here 5o you don't have

a-receipts to automatically receive alectronic recepts from
ipating vendors

avel Vacation Reassignment
Going 1o be out of the office? Configure your backup travel
manager

Request Preferences

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

Change Password

Change your password

Maobile Devices Travel Vacation Reassignment

System Settings
Which time zone are you in? Do you prefer o use a 12 or 24-hour
chock? When does your workday startiend?

Contact Information
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, Hotal, Rental Car and other travel-related preferences

Expense Delegates

Delagates are employees whi are allowed to parform work on
behalf of other employees

Expense Preferences

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

Maobile Registration
Sel up access to Concur on your mobde device

Step 4: You will be taken to the Request Delegates page. Select Add to add a delegate.
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Profile Personal Information Change Password System Settings Mobile Registration Mobile Devices Travel Vacation Reassignment

Your Information

Request Delegates

Company Information Delegates  Delegate For

Personal Information

Contact Information

(@

Delegates are employees who are allewed fo perform wark on behalf of other employses

Expanse and Request share delepates. By assigning permissions b a delegate, you ans assigning penmrssions for Expense and Request

Name Can Prepare Can View Receipts Can Use Reporting Receives Emails

& O wind
No records found

Step 5: A field will open up for you to type in the delegate’s name. Enter the delegate’s name, and
then click on the name in the results, under the drop-down.

Profie  Porsonal informaton  Change Password  System Setings  Mobdo Registration  Mobile Devices  Travel Vacation Reassignment

Request Delegates

npany Informatir Delegates  Delegate For
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Step 6a: Once you click on the name, the delegate's name will automatically save into this row.
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Request Delegates

Delegates Delegate For

iy e Lz

Delegates are employees who are allowed 1o perform work on benall of olher employees
You may assign a temporary approver for a maximum of 30 days.
Expense and Request share delegales. By assigning permissions to a delegale, you are assigning permissions for Expense and Request

Gan Can View Can Use Receives Can Preview For Receives Approval
Name Prepare Receipts Reporting Emails Can Approve Temporary Approver Emails

Penny, Hayden A
cmstraining28@fullerton. edu p—

Step 6b: Select the type of access you want the delegate to have. You may designate more than
one.

e )

Delegates are employees who are allowed to perform work on behalf of ather employees
You may assign a temporary approver for a maximum of 30 days.
Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request

Can Can View Can Use Receives Can Preview For Receives Approval
Name Prepare  Receipts Reporting Emails Can Approve Temporary Approver Emails

Penny, Hayden

cmstraining38@fullerton. edu /

Step 7: Once you've chosen the appropriate access, select Save.

You will receive a message with “Your changes have been saved.”

Your delegate does not get automatically notified, as such it is recommended to let your
delegate know of their responsibilities.
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Reguest Delegates

Delegates are employees who are allowed to perform work on benalf of other employees
You may assign a temporary approver for a maximum of 30 days.
Expense and Request share delegales. By assigning pemissions 1o a delegale, you are assigning permissions for Expense and Request

Can Can View Can Use Receives Can Preview For Receives Approval
Name Prepare Receipts Reporting Emails Can Approve Temporary Approver Emails

Penny, Hayden A
cmsiraining38@fullerton. edu =

back to top

6 Types of Access:

Can Prepare

* The delegate can prepare your travel request and expense report on your behalf.

Can View Receipts

+ The delegate can view the receipts you've uploaded.

Receives Emails

* The delegate will receive the same emails as you.

Can Approve Temporary

« Another approver can be set-up as a temporary approver for no more than 30 days.

Can Preview for Approver

* The delegate can preview travel requests and expense reports for you.
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Receives Approval Emails

+ The delegate can receive emails of travel requests and expense reports that have been sent to
you for approval.

back to top

Delegate's View

How to Log In as a Delegate for Another Person

Step 1: Select Profile at the top, right corner of the web page.

SAP Concur E Requests Travel Expense App Center

F CALIFORNIA STATE UNIVERSITY + [ ] UD DD
FULLERTON Mew fharization Avallable Open
Helle, Hayden Requests Expenses Reports
TRIP SEARCH ALERTS

A Cal s &li a f i i "
:’ Boaking for myself | Book for a guest ﬂ As a Cal State Fullerton employee, you are eligible for a free Triplt Pro subscription. [ER R EEEREEE P

Hh = = B O

Mixed Flight/Train Search

ﬂ- You haven't signed up to receive e-recaiptsig Sgn up here

MY TRAVEL NETWORK

Round Trig One VWay Multi City
From € TN @ N .
|.3E-\_(/-I3:L I—:é‘f,@\:—l é‘?.%\' View My Profile
Find an srport | Salect mubple srpons '\___/" \:__ _/ \\___// \\;__ ___,/J

To @
Connect your reward programs in one place

Step 2: In the profile, the delegate will have a new field called Acting as other user. Type in the
user whom you are a delegate for, or click on the drop-down list.
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Help

SAP Concur E Requests Travel Expense App Center .
Profile ~ -
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FULLERTON

Hello, Hayden

Hayden Penny

Profile Settings | Sign Out

x Acting as other user Q
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Step 3: Select the user you would like to prepare request/reports or preview for by clicking on the
name in the drop-down.

HE]FI -

Profile ~ &

Hayden Penny

Profile Settings | Sign Out

7-.: Acting as other user 9‘

Burrell, Kyle
cmstraining 32@fullerton.edu (Email)
*Department ID: Admin & Finance - Divisional

Step 4: After you have selected the name of the user, click on Start Session.
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Hayden Penny

Profile Settings | Sign Out

x: Acting as other user 9

Burrell, Kyle v

Cancel Start Session /

Step 5: Concur will then load the page as if you are viewing from the user’s perspective. As noted
in the green box, these are the areas that will indicate whose profile you are working in.

SAP Concur [C]  Requests Expense

CALIFORNLA STATE UNIVERSITY,

R + + + 00 00 00
Starta Starta Upload Autnogalion Available Open

Burrell, Kyle Request Report Receipls flests Expenses Repors

Book, expense and approve from anywhere.

0y
Download the App ] CONCUR.

Step 6: Once you have completed delegating on behalf of someone else, click on the top right
green box stating Acting as. Then, click Done acting for others.
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Actina as
Burrell, Kyle

,‘ Currently acting as
- Burrell, Kyle
Profile Settings | Sign Out

-
-[.: Acting as other user 9
(® Act on behalf of another user

(O Act as user in assigned group (Proxy)

purch Choose a user v

3-8626 Cancel

==

back to top

Need more help?

Contact Concur Support at concur@fullerton.edu or at 657-278-3600.
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