SAP Concur

ADDING AN EXPENSE DELEGATE IN CONCUR
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2. At the top right-hand corner, click on Profile.
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4. On the left-hand side, click on Expense Delegates.
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Expense Settings
Expense Information
Expense Delegates
Expense Preferences
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System Settings

5. Click on Add and type in the name of your expense delegate, ensuring you select Can Prepare,
Can View Receipts and Can Approve, then click Save.
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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 or login id

Name Can Prepare  Can View Receipts Receives Emails Can Approve

Castillo, Karina il i d d
karinac@princeton edu

Park, Linda vl wl
lindaap@princeton edu




