ITravel 4 Quick Reference Guide

How to - Assignh Request and Expense Delegates

Request Delegate: Allows an employee to act on behalf of another user on preparing, submit and view receipts

for Travel Requests.

Expense Delegate: Allows an employee to act on behalf of another user on preparing, print, view, edit and
submit expense reports, this includes Travel, Business Expense Reimbursements and Credit Card

Reconciliation.

Login to iTravel+ through my.utrgv.edu, once on the landing page:

1. Click on “Profile” on the upper right hand corner

2. Click “Profile Settings”,
Click on ”Request Delegates”
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From the following screen users may assign / update

Request Delegates

Delegates

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

Delegate For

Your Information
Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credtt Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Request Settings
Request Information
Request Delegates.
Request Preferences
Request Approvers.
Favorite Attendees

Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Personal Car
Favorite Attendees

Profile Options

Select one of the following to customize your user pr

Personal Information
Your home address and emergency contact informati

Company Information
Your company name and business address or your re
location address.

Credit Card Information
You can store your credit card information here so yo
to re-enter it each time you purchase an item or senvi

E-Receipt Activation
Enable e-receipts to automatically receive electronic
participating vendors.

Travel Vacation Reassignment
Going to bs out of the offics? Configure your backup
manager.

Request Preferences
Select the options that define when you receive emai
Prompls are pages that appear when you select a ce,
such as Submit or Print

Personal Car
Personal Car

Concur Mobile Regislranan
Set up access to Concur on your mabile device

their Request and Expense Delegates as needed.

Expense and Request share delegates. By assigning p to a del

gate, you are igning permissi

for Expense and Reguest.
Can Can Submit Can Submit Can View Can Use Receives Can Can Approve Can Preview For Receives Approval
D Name Prepare Reports Requests Receipts Reporting Emails App Temp y App Emails

No records found.

Add a Delegate:
a. Click the “Add” option

b. Search for user by entering their name, email address or employee ID#

c. Click “Add”

Last Revised 4/22/2022



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

Search by employee name, email address, employee id or legin id
o Laura JufT==

Add
gl Laura Juarez hsi ga
laura juarezi@utrgv.edu
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d. To assign the selected user as a “Request Delegate” click the “Can Submit Requests” option. Note that

the “Can Prepare” and “Can View Receipts” options are automatically be checked off. If you Request
Delegate will also be your Expense Delegate, select the “Can Submit Reports™ option.

Delegaies | Delegate For
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Delegates are employees who are allowed to perform work on behalf of other employees.

Expense and Request share delegates. By assigning pervo fo a delegate, you are assigning permissions for Expense and Req

Can Can Submit Can Submit Can View Can Use Receives Can
|:| Name Prepare Reports Requests Receipts Reporting Emails Approve
[] Juarez, Laura ] J U 0J
laura.juarez@utrgv.edu
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To assign the selected user as an “Expense Delegate” click the “Can Submit Reports” option. Note that

the “Can Prepare” and “Can View Receipts” options are automatically be checked off. If you Expense
Delegate will also be your Request Delegate, also select the “Can Submit Requests” option.

Delegates | Delegate For
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Delegates are employees who are allowed to perform work on behalf of cther employees.
Expense and Request share delegates. By

gg permissions fo a delegate, you are assigning permissions for Expense and Reque
Can Submit Can Submit Can View Can Use Receives Can
D Name Prepare  Reporis Requests Receipts Reporting Emails Approve
Juarez, Laura D D D D
laura juarez@utrgv.edu

f. Save your changes



Delegates | Delegate For

Delegates ari ees 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 Re

Can Can Submit Can Submit Can View Can Use Receives Can
I:I Mame Prepare  Reports Requests Receipts Reporting Emails Approve
Juarez, Laura |:| |:| |:| |:|

laura_juarez@utrgv.edu

Example of selections for Request and 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 Request share delegates. By assigning permissions fo a delegate, you are assigning permissions for Expense and Reques

Can Can Submit Can Submit  Can View Can Use Receives Can
|:| Name Prepare  Reports Requests Receipts Reporting Emails Approve
O Request and Expense Delegate
O O Request Delegate 0
O O Expense Delegate 0

g. If user wants to verify what employees they are assigned to as Request or Expense Delegate click on the
“Delegate For” tab. This list will show the name of employees that have assigned you as a Request or
Expense Delegates.

Request Delegates

Delegates | Delegate For
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Thiz employee may act as a delegate for the listed employees.

Expense and Request share delegates. By assigning permiszions fo a delegate, you are assigning permissions for Expense and Reques

Can Can Submit Can Submit Can View Can Use Receives Can {
D Name Prepare  Reports Requests Receipts Repeorting Emails Approve

|:| Rangel, Maggie
maggie rangel@utrgv. edu




