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Quick Reference Guide: Selecting an Expense Delegate

The Oracle Cloud Expenses module allows a user to designate a delegate to enter and manage expense reports on his or her

behalf using the following steps:

Use the Navigatorto access Expenses.
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0 From the Oracle

Cloud Expenses
module, click the
Tasks icon.

9 Then click
Manage Delegates.

9 From the Delegates and
Permissions page,
click the plus sign (+)
to add a person.

9 Then enter the name of
another person or use
the search feature (5).
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6 Use the Basicor Advanced optionand

then click Search to find anotherperson.
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@ Select the name of the person fromthe list
and thenclick OK.
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To remove a delegate, select
pel thenameandclickthexicon.

V

&= Status  Aclive v

Xe

A kX ™ 29 O 0

Save&_ave and Close  Cancel

Amanda Roberts ~

Ann Employee

4011-Administrative Asst I

test.ann.employee@vanderbilt edu

Valid 08-19-2017

(7] Click Save to confirm your
selection. Then review the
delegate’s information.

The delegate will be valid
as of the date indicated.

Repeat steps 1-7 as
needed to add delegates,
then click Save and Close.

@ An employee who has
been selected as a
delegate can see the
names of persons who
have designated them as
their delegates by clicking || 5
the second iconin the list.
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