
To set up a delegate and provide them with permission to approve Request and Expense Reports 
on your behalf, follow the instructions below: 

1. Log into Concur at Concur.uoregon.edu with Duck ID and Password 
2. Click on the person icon in the upper right corner and then select Profile Settings 

 

3. Under Profile Options select Expense Delegates 

 



4. To add a delegate click on blue Add button and begin to type in your intended delegate’s 
name, select them from the displayed results by clicking on the persons name. 

 

 

5. Make sure to click on the check box to allow the assigned delegate to approve on your 
behalf. You can either assign them to “Can Approve” which will allow them to approve on 
your behalf at any time OR you can select “Can Approve Temporary” and assign the date 
range applicable to your dates away from the office. Make sure to also check the “Receives 
Approval Emails” box so your approval delegate will receive notices when there is a 
Request or Expense Report that requires approval. 

6. Click blue Save button  



 

 

 

Delegate Approvers-To approve a Request or Expense Report on behalf of your department’s 
default approver: 

1. Log into Concur at Concur.uoregon.edu with Duck ID and Password 
2. Click on person icon in upper right corner and select Act as Another User 
3. Select option A Delegate to another user who has granted you this permission 
4. Type in the name or email address of the person you are acting as a delegate for 
5. Select them from the search results by clicking on their name 
6. Click switch button 



 

7. You will be in their profile now and can see in the upper right corner that you Acting as 
(name of person) 

8. Go to the Home menu in upper left and select Approvals 
9. Select the tab associated with either Request or Expense Reports to view items awaiting 

approval 
10. Select the Request or Expense report, review and click Approve button 
11. The audit trail will record that an approval delegate approved the Request or Expense 

Report 

 



 

 


