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Proxy Logon

Permissions

An agency administrator may or may not have the correct permissions to use
this feature. The administrator may have limited permissions, for example,
he/she can affect only certain groups and/or use only certain options (view
but not create or edit).

If an agency administrator needs to use this feature and does not have the
proper permissions, he/she should contact the TTE Global Administrator at
SAO.

Also, the administrator should be aware that some of the tasks described in
this guide can be completed only by Concur. In this case, the agency must
contact the TTE Global Administrator at SAO.

Overview

The Expense Proxy Logon tool allows an employee, assigned the role of
Expense Proxy Logon, to act as a proxy (stand-in) for another employee, to
perform tasks for either centralized data entry or Helpdesk support. Using
the Expense Proxy Logon tool, the proxy may sign on to the system as any
employee that is assigned the role of Expense User. The proxy and the
employee(s) must belong to the same hierarchical group(s) in order for the
proxy to perform expense-related tasks on behalf of the employee(s).

What is an Expense Proxy?
An Expense Proxy may perform these tasks:
e Create an expense report and cash advance request
e View, edit, and delete expense reports
e Submit an expense report and cash advance request
e Print an expense report
¢ Modify an employee's information within Profile

The role is restricted to the features and tasks that the employee for whom
the proxy is acting, can perform.

NOTE: An Expense Proxy cannot approve reports and payment requests, change
passwords, or view details of personal cards and personal card charges.
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Before You Begin

Before the proxy can work on behalf of another employee, the following steps
must occur:

o Employees must be entered into the system by the Employee Import process.

e The Global and Group Shared Configuration administrators must configure the
employee groups, within the Group Configurations area of the Shared
Configuration Administrator.

e The Global and Group Expense Configuration administrators must configure
the expense-related and cash advance related groups, within the Group
Configurations area of the Expense Configuration Administrator.

e The Employee administrator must assign the Expense Proxy Logon role to the
employee, and select the hierarchical group(s) for which the employee can
act.

| For more information on assigning roles to an employee using User
Permissions, refer to the Shared: User Administration User Guide.

What the Employee Administrator Sees

The Expense Proxy Logon role must be granted to an employee before the
Expense Proxy Logon tool can be accessed. The Employee administrator uses
User Permissions to grant this assignment.

Administration + | Help =
CONCUR Requests Travel Expense Invoice Approvals Reporting [

Profile -

Company - Request Travel - Locate - Expense Invoice

CompanyAdmlnHume Travel || Expense || Request || Invoice Reporting Supplier Portal

Company Admin [:] [:]

»"-“.ppl’D‘;'Eﬂ Queues Step1. Modify Roles By: Step2. Search Text: Search What:

Billing Administrator User Name miller Name, Email, Log-in

Company Locations

Org Unit Admin Step3. User Name to Assign Roles: Show Users in Only This

Report AT Miler. Chris A Employee Group Configuration:

Text Customization AllUsers | Can Access

Password Administrator

Manage Custom Fields Available Roles » Roles for this Users Gr

N g CXPETSE CONMGUrEneT SOTTSTET [RESTICET]

Directory Server Admin Card Program Administrator Gh
. z Expense Processor

Company Settmgs For group aware role(s), select groups before click Add

Share Custom Fields Expense Processor (4udit) button.

Login URL Manager Expense Approver

Expense Processor Manager |
| 4 Expense User
User Administration Expense Proxy Logon

Reimbursement Manager Gh
User Administration Expense Receipt Processor
- Travel and Expense User
Add User
Self-Registration Setup
Self-Registration Approval
Send Mabile Instructions Groups to be Assigned to User(s) for the Selected Role(s)
Company Groups
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Proxy Logon Tool

Multiple employees may be assigned the Expense Proxy Logon role, with
each employee assigned to all employees within a group or several groups.
The only limit on who an Expense Proxy can act for is the hierarchical group
that the proxy is configured to support.

Accessing the Expense Proxy Logon Tool
P To access the Expense Proxy Logon tool:

1. Click Profile.

Chris L Collins

Profile Settings | Sign OQut

Administer for ancther user_..

Brown, Terry L
TerryBrowni@RandomVerbs,.com (User Name)

ot Il

2. Select the desired user, and click Apply.

The Profile menu option then becomes Administer for <name=> and the
single "user" icon becomes a double "user" icon.
HElp -

Administer for
Brown, Terry L

. 0
-’

Creating and Submitting Expense Reports or Cash Advance
Requests

As an Expense Proxy, you have the ability to create and submit expense
reports and cash advance requests for another employee within the
company. Once you access the employee's account, you will be able to
perform the following actions:

e Create expense reports or cash advance requests

o View, edit, and delete expense reports
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e Submit expense reports or cash advance requests
e Print expense reports

e Modify an employee's information from the Profile area

Creating an Expense Report or Cash Advance Request

This process behaves the same as when you create a personal expense
report or cash advance request. The information appears in the following
areas, for the employee you are acting on behalf of:

e The created expense reports appear for the employee you are acting on
behalf of on the View Reports page.

e The created cash advance requests appear for the employee you are acting
on behalf of, on the Cash Advance List page.

Viewing, Editing, and Deleting Expense Reports or Cash
Advance Requests
This process is the same as viewing, editing, and deleting personal expense

reports or cash advance requests. You will only be able to delete expense
reports or cash advance requests that have not yet been submitted.

| If you delete an expense report that has been submitted (even if it was
recalled) your agency will be charged for that expense report. We encourage
repurposing expense reports rather than deleting them.

Submitting or Resubmitting Expense Reports or Cash
Advance Requests

This process behaves the same as when you submit or resubmit a personal
expense report or cash advance request. The information appears in the
following areas, for the employee you are acting on behalf of:

e The submitted or resubmitted expense reports appear for the employee you
are acting on behalf of, on the View Reports page.

e The submitted or resubmitted cash advance requests appear for the employee
you are acting on behalf of, on the Cash Advance List page.

Printing an Expense Report

This process behaves the same as when you print a personal expense report.
You have the option to print a Detailed Report or Receipt Report for any of
the expense reports listed within the employee's View Reports page.
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Modifying Profile for an Employee

This process behaves the same as when you modify your own Profile. The
only differences are that you will be unable to change the password on behalf
of the employee, and certain fields may be read-only depending on how the
Shared Configuration administrator configured the fields for the Employee
form you are viewing.

Exiting Expense Proxy Logon

To return to working for himself/herself, the user clicks Administer for
<name=> and then clicks End admin session.

Help -
: Brown, Terry L «,4%‘
Logged to administer for
0 Brown, Terry L
Op
Requ Profile Settings | Sign Out

Auditing Proxy Actions

While an Expense Proxy is acting on behalf of another employee, Expense
provides a data trail of the actions being performed. The following actions are
permanently recorded:

e The name of the person who last modified the expense report, cash advance
request, or expense

e The name of the person who submitted the expense report or cash advance
request, in addition to the time it was submitted
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