For managers

This step-by-step guide will show you:
*  How to Delegate your approvals

@ DELEGATION

. When you go on holiday or are away from the business you can set the system so that another :
:  approver can authorise expenses on your behalf. :
: a) Agree with an alternative authoriser to cover your authorisations while you are away
: From the ‘Home page’:
:  b) Click on Profile
: ) Click Profile settings Support | Help~ :
E Profile v g ;
: 4 ~ Test User :
E E I Profile Settings I Sign Out E
:  d) Click ‘Expense Delegates’
Your Inforration 2 :
: Profile Options :
H Personal Information .
: Company Information Select one of the following to customize your user profil :
: Contact Information Personal Information
. Email Addresses :
Expense Settings
E Expense Information Expense Delegates E
. e Delegates are employees who are allowed to :
H S LR perform work on behalf of other employees., H
: Expense Preferences H
E Expense Approvers H
E Companyr"a' Company Car
: Personal Car Company Car :
E Favorite Attendees Change Pessword E
: . Ch d. :
: Other Settings Fh b :
: e) Click on ‘Add’ :
Expense Delegates s
. Delegates Delegate For
E Delegates are smployees who are slovwed 10 periorm work on behall of other emgloyeses. 5
-'“ Haame Can Prepare Can Submit Reports Can View Receipts Receives Emails ..:



— DELEGATION (oNT.
i f) Enter the name of the person you would like to delegate approvals to and click on ‘Add* (only
:  approvers set up on the system can be delegated to)

Expense Delegates

: test@test - Test Approver =
. test@test

H Employee ID: TAD1

H Logon ID: TAD1@greeneking. co.uk

test@test - Test Approver 2
test@test

Employes ID: TADZ .
H Dg  Logon ID: TADZ@qgreeneking. co.uk w pehalf of other employees.
H Search by employee name, email address, employee id or [0 meh
: Ti@est - Test Approvet ancel
H Hame Can Prepare Can Submit Reports Can Vie
. ¢ ’
g) Click on ‘Can Approve Temporary
: Expense Delegates

Cwingain  Dingain For
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h) Enter the dates you would like the approver to cover for you

E w2 Can Approve Temporary Receives Approval Emails

: B loramms || 1anecms I [, I

: 1 |

: i) If you would like the person covering to be notified when an approval is required please tick ‘Receives
i Approval Emails’

% j) Click on ‘Save’

a) When another approver asks you to cover their expense approvals, from the ‘Home page’:
:  b) Click on Profile

H Administration» | Help~
H Profile « .
: L
H q Nick Bates
E = Profile Settings Sign Out
. tla
>/ Acting as other user @
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c) In the ‘Acting as other user’ enter the approver you are covering’s name from the pick list (if the :
approver does not appear then the delegation has not yet been set up)

d) Click on apply, the system will then switch to the other users profile so that you can approve
claims
Test Approver 2
Profile Settings | Sign Out
Administer for another user...
Approver, Test| v
Cancel
€) To end your session as the other approver click on ‘End admin session’
oy Liogged to adminster For
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For training issues and support with the system please contact
Concur Support...

7 e o
01284 843300

EMAIL ADDRESSES

Concur@sgsreeneking.co.uk

The Concur Support team do not set the expense \

policy, please treat them with respect and show ‘We
Care’.

Line Managers are unable to override limits that are
set out in the policy.Any feedback on policy points
should be directed to you Line Manager who can

pick this up with HR.




