SAP Concur Deleting a Delegate

You may change your delegate settings at any time. Once you have made your changes and saved your

changes, they are effective immediately. Expense and Request share delegates. By assigning permission to a

delegate, you are assigning permission for Expense and Request.

Delegates are assigned and deleted within the Profile Settings. Click on the Profile Icon.
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Below is the screen which will appear. Click on Request Delegates
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Profile Options

Select one of the following to customize your user profile.

Personal Infermation

Personal Information

Expense Delegates

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

Expense Preferences

Select the options that define when you receive email
notifications. Prompts are pages that appear when you select
a certain action, such as Submit or Print.

Change Password

Change your password.

System Settings

Which time zone are you in? Do you prefer to use a 12 or 24-
hour clock? When does your workday start/end?

Request Preferences

Select the options that define when you receive email
notifications. Prompts are pages that appear when you select
a certain action, such as Submit or Print.

Vehicle Configuration

Vehicle Configuration

Concur Mobile Registration

Set up access to Coneur on your mobile device
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The screen will open on the Delegates tab and show all currently assigned delegates

. Find the delegate you
would like to remove. In this example we will be removing Test, COA 4.

Request Delegates
Delegates | Delegate For

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

Expense and Request share delegates. By assigning permissions t a delegate, you are assigning permissions for Expense and Request
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Click the box in front of their name.

Request Delegates

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

Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissiens for Expense and Request.
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The following message will appear. Click OK if you are sure you want to delete this delegate.

us2.concursolutions.com says

Are you sure you want to delete the selected delegates?

Cancel




Test, COA 4 is no longer listed as one of your delegates.

Request Delegates

Delegates | Delegate For

Jelegates are employees who are allowed to perform work on behalf of other employees

o *Your changes have been saved

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