
CONCUR EXPENSE Manual:  Adding an Expense Delegate 

The expense role needs to be assigned to both the assistant and the employee 
prior to adding an expense delegate. 
 
Log into MySLU, click on the Tools tab, then click on the Cliqbook & Concur green 
suitcase icon.   
Once in Concur, click on the PROFILE tab.  Then on the left hand menu under the 
Expense Settings section, click the EXPENSE DELEGATES link. 
 

 

 

 



 

Click ‘Add Delegate’ and start typing in first or last name of employee to add.  Once 

name appears in list, highlight and select it. 

Once name appears, check the boxes for the roles you would like this person to have 

access to for you.  Click the ‘Save’ icon. 

 

 


