
To add a delegate, log into your Concur and select ‘Profile’: 

Step 1: Click on the ‘Request Delegate’ under the third category.  
Step 2: Click ‘Add’ and Search for the name 
Step 3: Once added, check ‘Can prepare, view receipts, & receives emails’ next to the delegate you 
added 
Step 4: Click ‘Save’ 
Note: Never change the delegates listed or their settings, unless directed by the business office or travel. 
It is to your benefit to have delegates, as they can assist you with your requests and expense reports 
when set up accordingly.  

 
 

 

  


