How to Add an Expense Delegate

The Delegates feature in TTE allows an employee (delegator) to elect another employee (delegate)
to perform Expense Report and Request functions on their behalf.

Loginto TTE
Click on Profile
Select Profile Settings

Administratio. | Help ~

CONCUR Requests Travel Expense Approvals Reporting ~ App Center —
rofile -

Profile Settings| | Sign Out

Hello, A

x Acting as other user 0

TRIP SEARCH ALERTS

®) Act on behalf of another user

Select Expense Delegates
0 You may also access Delegates under Expense Settings in the left navigation
menu.

Administration ~ | Help =

CONCUR Requests Travel Expense Approvals Reporting ~ App Center [
Profile ~ -

Profile Personal Information Change Password System Settings Mobile Registration

Your Information Proﬂle OptiOﬂS

Personal Information

Company Information Select one of the following te customize your user profile
Contact Infermation Personal Information System Settings
Email Addresses ‘Your home address and emergency contact information. Which time zone are you in? Do you prefer to use a 12 or 24-hour

clock? When does your workday start/end?

Emergency Contact Company Information

Credit Cards

Contact Information
How can we contact you about your travel arangements?

i . Setup Travel Assistants

location address.

Travel Settings

‘You can store your credit card information here so you don't have ‘You can allow other people within your companies to book trips
Travel Preferences to re-enter it each time you purchase an item or service and enter expenses for you
Intenational Travel E-Receipt Activation Travel Profile Options

Frequent-Traveler Programs Enable ereceipts to automatically receive electronic receipts from Carrier, Hotel, Rental Car and other travel-related preferences

articipating vendors
Assistants/Arangers FHEEHL Request Preferences

Expense Delegates Select the options that define when you receive email
Reguest Settings Delegates are employees who are allowed to perform work on notifications. Prompts are pages that appear when you select a
neq padiiflfs behalf of other employees certain action, such as Submit or Print.
Request Information Expense Preferences Personal Car
Request Delegates Select the options that define when you receive email Personal Car

notifications. Prompts are pages that appear when you select a
certain action, such as Submit or Print.

Change Pasgword

Request Preferences Mobile Registration

Set up access to Concur on your mobile device

Request Approvers
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. Select Add

Expense Delegates

Delegates  Delegate For

#m

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

Expense and Request share delegates. By igning permi to a delegate, you are igning permissi for Expense and Request.
Can Can Submit Can View Receives Can Can Approve Can Preview For Receives Approval
|| Name Prepare Req Receip Emails Approve Temporary Approver Emails

Mo records found.
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e Type in the last name of the employee you wish to elect as an Expense Delegate in the
search box.
o A list of matches to the last name will display
e Select the desired employee by clicking on the correct 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 orlogin id
|Nevem |m Cancel

E_l Never, William l lsions to & delegate, you are assigning permissions for Expense and Request.

X Can View Receives Can Can Preview For Receives Approval
Employee ID: 00123456 Receipts Emails Approve Can Approve Temporary  Approver Emails

e The employee now appears as a Delegate.

Expense Delegates

Delegates  Delegate For

G Tore Lo |

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

Expense and Request share delegatas. By assigning permissions to a delegate, you are assigning permissions for Expense and Request.

Can Can Submit Can View Receives Can Can Preview For Receives Approval
Mame Prepare Requests Receipts Emails Approve Can Approve Temporary Approver Emails

Mever, William '_|
S (@sao.ga.gov '_—|

e Select the functions you wish your delegate to perform for you:
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Can Prepare: Prepare, print, view and edit expense reports and authorization
requests
= NOTE: The Statewide Travel Policy requires that employees submit their
own expense reports. You elected delegate cannot submit your expense
report for you.
Receives Emails: If delegate is to receive emails and reminders
Approver Options: This only appears if the delegator is an approver and wishes
to confer temporary approval rights. The delegate must also be an approver or
the rights cannot be assigned.
Click Save.

Celegates

Name

Expense Delegates

Delegate For

e e

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

Expense and Request share delegates. By assignin

Never, William
DFT@sa0.ga.go

Can Can Submit Can View Receives Can Can Preview For Receives Approval
Prepare Requests Receipts Emails Approve Can Approve Temporary Approver Emails

e The delegate is now active and can perform the Expense Report and Request functions
you authorized.
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