Concur Delegates and Arranger Set Up

Request/Expense Delegate: This individual can create Travel Requests and Expense Reports on
behalf of another employee.

Travel Arranger: This individual can make travel reservations for another employee.

How to Assign a Request or Expense Delegate:

Processing Steps Screenshot | l

Log in to concur Concur Login
using this link.

Enter CSUSM
Credentials. Hit
login.

Login to California State
University Identity Provider

Campus Username

amsanchez
Password «

[Forgot Your Password?] [Need help? Contact IITS]

Concur warning oo waming
updates, click ok. mporant Note

Your Name and Airport Security: Please make certain that the
first, middle, and last names listed in your travel profile are
identical to those on the photo identification that you will be
presenting at the airport. Due to increased airport security, you
may be turned away at the gate if the name on your
identification does not match the name on your ticket. Please
contact your Concur Administrator for any updates to your name
in your travel profile prior to booking travel. Thank you

If applicable you Connect Everything In One Place. S

Ca n e nte r reWa rd Provide your reward numbers and connect your Concur Profile to participating airline, hotel and transportation programs to simplify
your travel experience. If you would like to learn more please visit the ‘Connect Everything In One Place' listing in the App Center.
numbers. If you do

not have rewards Reward Progrem
you can disregard. valable Now

Availability Reward Program Number

AVIS Avi
BRITISH AIRWAS 2 British Airways
ADELTA Delta
Uarks e

By connecting your reward programs, if you book with participating providers, you'll receive your negotiated rates and amenities, get e-

receipts, and your travel plans any time on apy device, using Concur or Triplt. Important terms and conditions apply. Concur must share infor-
mation with travel partners as part of con ounts. Learn more about how your information isghared and e-receipts
Rerind Mo Lt '
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Go to the right-
hand corner,
click Profile, and

then Profile 00 00 00

Settings. Authorization Available Open
Requests Expenses Reports

Angela M Sanohe'

Profile Settings Sign Out

x Acting as other user 0

Cancel

Click the Expense
Delegates tab. Expense Delegates «
Delegates are employees who are allowed to

perform work on behalf of other employees.

Click the Add

button. Expense Delegates

Delegates | Delegate For

s J 5o ] e

Delegaie’ es who are allowed to perform work on behalf of other employees.

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

:\ Name Can Prepare Can View Receipts Can Use Reporting Receives Emails

Mo records found.

Type the first few
letters of the last E}(penge De|egateg
name of the
employee you wish
to be your delegate.

elegate For

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

| l Cancel
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Select the

1 o3
permissions you

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

wa nt yo ur d e | egate Expense and Reguest share delegates. By assigning permissions to a delegate, you are assjghing permissions for Expense and Request
to h ave' a n d t h e n D Name Can Prepare an View Receipts Receives Emails
click the Save o = v i
button.

Once the employee
is selected and the

permissions

granted, the

employee will be Angela Marie Sanchez

able to act on behalf

of the traveler. Profile Settings Sign Cut

=/3 Acting as other user @)

Brown, Brittani M Q

The Delegate will
now see that they

Helpv
are acting on behalf SAPConcur [O] | Requesis  Expence Acing s Brown, Binaritt 8%
of the traveler, and Tho Calfornia R R R 00 00
tate Universjty
cancreatea TraVeI Brown, Brittani M Starta Starta Upload Authorization Available
Request or EXpeI’lSG Request Report Receipts Requests Expenses

Report on behalf of
the traveler.

Acting as Brown, Brittani M

&!v Currently acting as Brown, Brittani M

Profile Settings Sign Out

/3 Acting as other user @
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Delegates can
create Travel
Requests and
Expense Claims for
travelers, however
they cannot Submit
the report for the
traveler. When the
delegate has
completed a report,
they must Notify
Employee.

Delete Report Notify Employee

Hide Exceptions

A notification has been sent to the employes.

The traveler will
receive a notice that
their Travel Request
or Expense Claim is
ready for review.

Once the traveler
has reviewed the
report, they must
Submit the report
themselves to
ensure the
information is
accurate and in line
with the policy.

Final Review -

CSU Request Agreement
By clicking on the "Accept & Submit’ button, | certify that

1. This is a true and accurate estimation of expenses that will be incurred to accomplish offic ess for CSU
and this request is in compliance with CSU/Campus Travel Policy.

2. |f I am driving a personal vehicle, | have taken the University Defensive Driving traini

Accept & Submit

Go back to Profile
settings to end the
delegate session
and click Done
acting for others.

Or enter another
last name to
delegate on behalf
of another user.

Acting as Brown, Brittani M

&'1 Currently acting as Brown, Brittani M

Profile Settings Sign Out

/2 Acting as other user

Done acling for others
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How to Assign a Travel Arranger:

Processing Steps

Screenshot

Log in to concur
using this link.

Concur Login

@

Enter CSUSM
Credentials. Hit
login.

Login to California State
University Identity Provider

Campus Username

amsanchez

Password

[Need help? Contact IITS]

[Forgot Your Password?]

Concur warning
updates, click ok.

Login Warning

Important Note

Your Name and Airport Security: Please make certain that the
first, middle, and last names listed in your ravel profile are
identical to those on the photo identification that you will be
presenting at the airport. Due to increased airport security, you
may be turned away at the gate if the name on your
identification does not match the name on your ticket. Please
contact your Concur Administrator for any updates to your name
in your travel profile prior to booking travel. Thank you

If applicable you
can enter reward
numbers. If you do
not have rewards
you can disregard.

Connect Everything In One Place.

Provide your reward numbers and connect your Concur Profile to participating airline, hotel and transportation programs to simplify
your travel experience. If you would like to learn more please visit the ‘Connect Everything In One Place' listing in the App Center.

Reward Program

American Ailines

AVIS
BRITISH AIRWAYS 2 British Airways
ADELTA Delta

Uart

By connecting your reward programs, if you book with participating providers, you'll receive your negotiated rates and amenities, get e-
receipts, and your travel plans any time on apy device, using Concur or Triplt. Important terms and conditions apply. Concur must share infor-

mation with travel partners as part of cony ounts. Learn more about how your information is shared and e-receipts.
m Remind Me Later

i X

Reward Program Number

Availability

Go to the right-
hand corner,
click Profile, and
then Profile
Settings.

00

Authorization
Requests

Available
Expenses

00

Open
Reports

00
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Angela M Sanche

Profile Settings Sign Out

/3 Acting as other user (2]

Cancel

Click Setup Travel
Assistants. Setup Travel Assistants

You can allow other people within your
companies to book trips and enter expenses for

you.
Click Add an
Assistant. Goo op

Please select the individuals within your organization that you would like to give permission to perform travel functions for you
[[) Refuse Self Assigning Assistants [7]

Your Assistants and Travel Arrangers @ Add an Assistant

You currently have no assistants defined.
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In the empty field
below Assistant,
enter the last name
of the employee to
be designated as
the Travel Arranger.

Select the individual
who is to be the
Travel Arranger,
and then select
whether the Travel
Arranger can only
book travel,

or

whether they will be
the primary
assistant which
means that the
Travel Arranger will
have access to the
employee’s profile
information.

Ensure you Save
your selections.

Add an Assistant - Google Chrome = O > —|

8 concursolutions.com/profile/AssistantEditor.asp?use...

Add an Assistant

Please select the individuals within your organization that
you would like to give permission to perform travel functions
for you.

Azszistant
[]can book travel for me

Is my prirary assistant for travel*

*Individuals/Groups with no work phone number in
their profile cannot be designated as primary assistant
for travel.

Once the employee
is selected, the
traveler will see the
employee’s name in
the Assistants and
Travel Arrangers
box.

Travel Settings
Travel Preferences
International Travel

Frequent-Traveler Pro
Assistants/Arrangers

Go to top

Assistants and

Please select the individuals within your organization that you would like to give permission to perform travel functions for you.

] Refuse Self Assigning Assistants @

Your Assistants and Travel Arrangers @ Add an Assistant

You currently have no assistants defined.
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From your Profile
Settings, select
Book travel for any
user and enter the
name of your
traveler. Act on behalf of another user
Choose the traveler
you wish to make
reservations for.

Profile Settings | Sign Out

x Acting as other user 0‘

Act as user in assigned group (Prooty)

@ Book travel for any user (Self-assign)

Cancel Start Session

Revised June 2021



