Assigning a Personal

Travel Services Delegate

What is a Personal Delegate? . Click on the employee you wish to add as a
Delegate.

A Personal Delegate can assist in preparing

Requests and Expense Reports on your behalf. 6. Select the tasks you want to Delegate or

Additional permissions may include the ability perform on your behalf.

to view receipt images and/or receive copies of

emails. From your Profile, you can add and

manage your Delegates.
1. Click the Profile link. 7. Click the Save button.
2. Click the Profile Settings link. Delegates | Delegate For

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

You may assign a temporary approver for a maximum of 120 days.

Expense and Request share delegaies. By assigning permissions fo a delegate, yo

Deleting a Delegate

To delete a Delegate follow steps 1 to 3, then

Result: You will be directed to the Profile complete the following steps:
Options page. 1. Check the box beside the employee you
3. Click the Expense Delegates link. want to remove as a Delegate.

2. Click the Delete button.

3. Click the OK button on the pop-up message

that will appear.

Note: Delegates may also be assigned —
through the Request Delegates [

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

link. Regardless of the link chosen,

You may assign a temporary approver for a maximum of 120 days.

Expense and Request share delegates. By assigning perm issions 1o a delegats, you are assigning permissions for Expense and Reu

Delegates have access to both systems.
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Delegzfes are employees who are allowed to perform work on behalf of other employees.

Search by employee name, em ail address, employee id or login id Result: The System W].].]. de].ete the Delegate

.| Geneel you selected.
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