How to Add Delegates in Emburse LEwisLHCLARK

STATE COLLEGE

Learn the simple steps to manage your user permissions and add new delegates to
your Emburse Enterprise account. This guide provides a direct path to navigating
your dashboard to keep your expense management workflow efficient.

1 This process allows you to add a delegate to your profile. A delegate can initiate a
Pre-Approval (PA) or Expense Report (ER) on your behalf. You can have multiple
amount of delegates for your profile.

As the traveler, you will still be responsible for reviewing and approving your PA or
ER.

Log into Emburse
https://app.cal.chromeriver.com/login/sso/saml?idp=Icsc.edu

Click on your name in top right hand corner.
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2  Select Account Settings
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3 Select Delegate Settings on the left hand side.
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4  Click "Add New Delegates"
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Start typing in the name you want as a delegate. Make sure to select name from
drop down menu to add.
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6  Once the name is selected, you will see the name appear under My Delagates
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