Removing Delegate Access

These instructions cover how a delegate can remove their remove delegate access, if the

delegate no longer has to create requests and reports for an employee. It also covers how an
employee can remove delegate from their Concur Account.

Click on any of the links below to skip ahead to that section.
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Delegate Removing Their Access

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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Step 4: You will be taken to the Request Delegates page. Select Delegate For to remove your

delegate access.
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Step 5: Locate the employee that you no longer wish to have delegate access for.
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Request Delegates
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Step 6: Once you locate the employee, click on the check box next to their name.
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Step 7: Click on the Delete button.
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Request Delegates
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Receives Emails

? Repeat this process if you need to remove your delegate access from another employee's

Concur Account.

Employee Removing Delegate's Access

Step 1: Once you are taken to Request Delegates page, click on Delegates.

Request Delegates
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Step 2: Locate the delegate you want to remove from your delegate list.
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Request Delegates
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Step 3: Once you locate the delegate, click on the check box next to their name.
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Dedagates Delegala For

— i

Delegates are employeas wha are allowed to perform wark on benalf of other employaas.

Expense and Request share delegates. By assigning permissions 1o a delegate, you are a3signing pemissions for Expense and Reguest
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? Repeat this process if you need to remove other delegate's access from your Concur
Account.

back to top

Need more help?

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