
Adding a Delegate in Concur 

To add a delegate: 

Click on your Profile  and select Profile Settings 

Select either Request Delegates or Expense Delegates (or you can do both separately). 

 

A new window will open.  

1. Select Add,  
2. Search by employee name or email address. Type at least the first three letters of 

the employee's name/email.  
3. The select add.  
4. Select the available boxes that list processes that you want to delegate to the 

employee.  
5. Select save. 

 

 


