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This guide will show you how to assign a Delegate to:

e prepare Request and Expense Reports

e review incoming Requests and Expense Reports for approval
e receive your emails from the system

e pull travel reports on your direct reports

1. Go to your Profile Settings.

Ada'mislmt:im -

SAP Concur Requests Travel Expense Approvals Reporiing ~ App Center
o,
Bernadette M Monterrosa-Birdsong

Profile Personal Information System Setings Conecur Mobile Registration Travel Vacation Reassignment

Sign Out

fourintermaten Profile Options

2. Go to Request Delegate or Expense Delegate (note, what you do in Expense will be reflected in Request, therefore
you only have to set up the person once and they will be delegate for both Request and Expense).

Profile Personal Information System Settings Concur Mobile Registration Travel Vacation Resssignmant

- . - :
Your Information £il +

LAl Profile Options

Select one of the following to customize your user profile.

Personal Information System Settings

Your home address and emergency contact information. Which time zone are you in? Do you prefer to use a 12 or 24-hour
clogk? When does your workday startend?

Company Information

‘Your company name and business address or your remote Contact Information
location address. How can we contact you about your travel arrangements?
_ ) Credit Card Information Setup Travel Assistants
g SO, ‘You can store your credit card informaticn here 50 you don't have You can aliow other pecple within your companies to book trips
Intematienal Travel to re-anter it each time you purchase an item or service. and enter expenses for you
eler Programs

E-Receipt Activation Travel Profile Options
Enable e-recepts to sutomateally receve electronic receipts from Apec Hols
participating vendors.

gqtal Car and other travel-related preferences.

Expense Delegates
Sesegaies ase-ampTlees who are sllowed to perform work on
Going to be out of the office? Configure your backup travel behalf of other employees

manager.

Travel Vacation Reassignment

Expense Preferences

Request Approvers Request Preferences Select the options that define when you receive email notifications.
Favorite Afiendees Select the options that define when you receive email notifications. Prompts are pages that appear when you select a certain action,
e Prompts are pages that appear when you select a certain acton such as Submit or Print

such as Submit or Print i It il
ch as Submit or Print Concur Mobile Registration

Personal Car Set up access to Coneur on your mobile devies
Personal Car
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3. In Expense Delegates, Click on Add.
Expense Delegates

Delegates  Delegate For

) 3 &3 3

Delegates are employees who are allowed to perform work on behall of other employess.
Expense and Reguesi share delegales. By assigning permissions to a delegaie, you ane assigning parmissions fior Expense and Reguesi.

Name Can Prepare Can View Receipts Receives Emails

Na records found.,

4. Type a few first letters of the last name of the employee you would like to delegate (the person must have a
Concur profile).

Cos Lo Lo

Delegates are employees who are alowed to perform work on behalf of other ¢

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

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

[ Hame Can Prepare

5. Select the permissions you want your delegate to have and then click the Save button, next to Add button.

Preparer Role TBD Phase 2 Approver Role? Previewer Role?
Can Prepare Can Use Reporting Can Approve Can Preview for Approver Receives Approval Emails
Preparer can prepare Delegate can pull reports Approver can approve on Previewer can review any Previewer receives all
Request & Expense Reports for approver's direct behalf of an approver Request or Expense Report emails that are sent to
on behalf of traveler; View reports. temporarily (vacation) or submitted for the approver. approver
receipts auto 2 delegates only permanently Only when they They can do everything the
are a manager or approver can, except hit
1 confidential, this requires (final) approve button
Request\Delegates O ool e

Delegates | Delegale Fir

Delegates are employees who\are allowed 1

erform work on behalf of other employees

ing permissions to a delegate, you are assigning perfnissions for EXRense and Request.

Expense and Request share de

Can Can View Can Use Receives Can Can Preview For Receives Approval
Name Prepare Receipts Reporting Emails Approve Can Approve Temporary Approver Emails
Emyan, Mariam -
memyan@calpoly edu -
Fein, Brian
bfein@calpoly edu
1Request Delegate = Expense Delegate 2 Approver capabilities 24
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6. Once the employee is selected and the permissions granted, the employee can now act on behalf of the traveler
for Request and Expense (see Delegated employee for details).

AFTER DELEGATE PREPARES A REQUEST AND/OR EXPENSE REPORT, YOU WILL BE NOTIFIED

1. You will receive an email notification.

E ]
Report Ready for Submission
| s |
Report Name Test for Aaron
Report Date 01/04/2019
Link To Expense

hitp://ds.calstate.edu/Tsve=concur

2. For Requests, go to Manage Request queue, click on the icon to see the prepared Request. Upon review,

click on Submit.

@ TEST 0P Not Submitied

(1] CABD COE Presentalion Bl Pending on-line Bo

mmm
Skt ubmit
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3.

For Expense Reports, go to Active Reports section in Expense, click on the Ready for Review icon. Upon

review, click on Submit.

- NOT SUBMITTED NOT SUB

Test for Aaron TESTE
01/04/2019 111217201
$465.12 $0.0C

@ Ready for Review

B CEET.
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