
Authorize a User to Work for You 
To add a user who is allowed to work as your delegate, click your name in the upper right 
corner, then click ACCOUNT SETTINGS. 

 

Click DELEGATE SETTINGS, then click ADD NEW DELEGATES. 

 

Drag the slider to scroll through the list of potential delegates or start entering the user's 
name to jump down the list. 

https://help.chromeriver.com/hc/article_attachments/29493230498189
https://help.chromeriver.com/hc/article_attachments/29493194740493


 

Now, the user you selected will be able to select you from their own delegation list and 
create expenses on your behalf. 

 

Remove a Delegate 
To revoke a user's ability to act as your delegate, click the X next to their name in the My 
Delegates list. 

https://help.chromeriver.com/hc/article_attachments/29493194741133
https://help.chromeriver.com/hc/article_attachments/29493194741645


 

Approval Delegation 
If you need to have another user temporarily approve expenses on your behalf—e.g., 
while you are on vacation—click your name in the upper right corner, then 
click ACCOUNT SETTINGS. In Delegate Settings, under My Approval Delegate, 
click +ADD APPROVAL DELEGATE. 

 

You will be able to choose the approval delegate from a searchable list and set the Start 
and End dates for the authorization to approve expenses on your behalf. Although the list 
contains everyone, your organization's rules may trigger an error message if you select 
someone who is not authorized to be your delegate. 

https://help.chromeriver.com/hc/article_attachments/29493230501389
https://help.chromeriver.com/hc/article_attachments/29493194743565


 

The delegate's name will appear with the range of dates during which they may approve 
expenses on your behalf. 

 

Emburse Enterprise will send an email to the approval delegate describing the routing 
changes that will occur during this period. All expenses, pre-approvals and/or invoices 
assigned to you will automatically queue up for the delegate to approve. Regular approval 
emails will also be sent to the delegate. 

When the approval delegate matches the report creator, approval is implied and no 
approval email is sent. 
 

https://help.chromeriver.com/hc/article_attachments/29493230503949
https://help.chromeriver.com/hc/article_attachments/29493194745869
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