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TRAVEL APPLICATION

General

HELPFUL HINTS

*  Only the traveler can submit a travel request or an expense report.

» Delegateisa role smilar to a travel coordinator.

»  Within profile settings, an individual can add a delegate from either request delegates or expense delegates.
Although titled differently, both function the same to add a delegate.

» If anapprover only wantsto assign a delegate to prepare requests and expense on their behalf, but not to approve
on anything on their behalf, the approver should only select the first three checkbox options.

Can Can View Receives Can Can Preview For Receives Approval
Name Prepare Receipts Emails Approve Can Approve Temporary Approver Emails
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PrOCEDURE

A delegate isa user who isgranted permisson to act on behalf of a traveler to perform tasks such as creating and entering
requests and expense reports. Only the traveler can submit the request and expense for approval.

1. To assign a delegate, click profile, then profile settings.
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2. Under the Profile Options, click on Expense Delegates.

Profile Options

Select one of the following to customize your user profile.

Personal Information System Settings

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

Expense Delegates

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

P
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.
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Click on X1,

Expense Delegates

Dergaies | Dekegate For
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Name P‘mnn Receipts Leails Approve  Temporary

No records found

Enter all or part of the individual’s name.

Expense Delegates

Delegates | Delegate For
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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

I\ Im Cancel

Select the user fromthe ligt, then checkmark the applicable checkbox(s) for roles.

Expense Delegates

Delegates = Delegate For
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Delegates are employees who are allowed to perform work on behalf of other employees.
Expense and Reguest share delegates. By assigning permissions to a delegate. you are assigning permissions for Expense and Request

Can Can View Receives Can Can Preview For Receives Approval
() Name Prepare Receipts Emails Approve Can Approve Temporary Approver Emails

Davids, Julie O O 0 7 o .
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Permissons:
For a delegate to act asa traveler (create a travel request or an expense report):
o Can prepare
0 Canview receipts
0 Receivesemails
For a supervisor approver or financial approver who isassgning a user to temporarily approve on their behalf:
o Canapprove: If an employee iscurrently a travel approver for assgned employees, this enablesthe
delegate to approve travel on their behalf.
o Canapprove temporary
0 Can preview for approver
0 Receivesapproval emails

Click on EEE.

The user will now be able to act asa delegate and will see your name listed on their Delegate Fortab.
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