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Assign a Delegate in Concur 

A Delegate (Travel Preparer) can be assigned in the Concur System to do the following: 

• Prepare your expense reports 
• View your receipts 
• Receive copies of your email notifications from the system 
• A Delegate CANNOT submit for the employee 

How To Assign Your Delegates: 

• At the top of your home page, click the Person Icon then click Profile Settings.  
• In your profile Expense Settings, click Expense Delegates 

 

 

Please Note: Request and Expense Settings share the same delegates.  Adding a 
delegate to either setting gives them permission to work in both the Request and 
Expense Modes. 
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• Click Add and a search bar will appear 
 

 
 

• Please assign the following Reimbursement & Procurement Specialists: 
o Donna Grant (dmgrant3) 
o Kristen Guadagno (kcg3) 
o Madeline Milroy (mam45) 
o Teresa Olverd (teresaol) 

                      

 
• Select the person when they appear in the list. 



 
                                                          

Revised Date 03/05/25 
 

Revision Log: 
3/5/25 Added updated screenshots and made directions more concise 
  
  
  

 
 

 

• Check off only the following boxes to make our team members delegates. 
o Can Prepare-allow the delegate to prepare your expense reports 
o Can View Receipts-allow the delegate to view and attach your receipts 

         

 

• When finished, please make sure you click Save 

 


