
ASSIGNING A DELEGATE
A delegate is a user who is provided permission to create and submit a Travel 
Request or Expense Report on behalf of travelers. Users with RT105_0000 

Concur Site Travel Specialist role is systematically assigned as a primary 
delegate for employees within their cost center; however, employees can also 
assign additional delegates in their profile. This job aid is to provide step-by 

step instructions on assigning additional delegates. 



In Concur, click on Profile then click on “Profile 
Settings.”

Under Profile Options, click on either “Expense Delegates” 
or “Request Delegates.” You can set up a delegate in either 

option and the setup will apply to both.
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Click on “Add” to search for the user based on Name, 
Email Address or Employee ID. Select the user from the 

search list, and click on “Add” again.
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Assign appropriate permissions to the delegate 
using the check box(es) and click on “Save.”
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