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HOW TO CONCUR: setting up an Expense Delegate

In order to have a delegate process expense reports (reimbursement requests) for you, they need to be
set up as your Expense Delegate. This means that they can temporarily log into the Concur expense
system as you in order to submit the report.

Remember: in order to receive a reimbursement, you will need to send your Expense Delegate (1)
details of your trip, and (2) itemized receipts for all expenses. It would be most helpful if you could fill
out this form, to avoid a lot of questions and back-and-forth:

https://ece.wufoo.com/forms/wilsfowtn0j7hvab/

First, log into BUWorks using your BU username and Terrier password. Select the Employee Self-Service
tab at the top of the screen, and from there, select Travel and Expense Reimbursements.
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https://ece.wufoo.com/forms/w1sfowtn0j7hvab/

On the next screen, select Manage Business Travel Arrangements and Reimbursements, as shown
below. Concur will open in a new window, and automatically log you in.

=>» If Concur does not open, check to make sure your pop-up blocker is disabled.
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Once your Concur window has opened, click the Profile drop-down window at the upper right of the
screen, and select Profile Settings.
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On the Profile Options page, you'll see a menu column on the left. Select Expense Delegates, under the

Expense Settings header:
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Select one of the following to customize your user profile.

Personal Information
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You will need to search for the correct BU employee using their name, email address, BU ID or login ID
(i.e., the portion of their BU email address that comes before the @ sign). Select the correct employee
from the drop-down, and click the Add button:
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You have added an Expense Delegate! Please make sure that the four boxes indicated below are all
checked, in order to allow a smooth report creation and submission process:
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You’re all set! Your Delegate will let you know if they have any trouble fulfilling your requests.
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