Act As a Delegate

Updated February 26, 2026
Travel Application

Delegate

Helpful Hints

A delegate can prepare for another employee; however, only the employee can submit a non-
travel expense report, travel request, or an expense report. An employee must first assign

another employee as their delegate.

Procedure

Within Firefly, click the Travel and Expense Reporting tile.
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Travel Document Template

Updated February 26, 2026

The travel page appears. Select which application to act as a delegate: non-travel expense,

travel requests, or expense reports. For this example, click Non-Travel Expense Report.
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The non-travel expense application opens. Click Delegate.

Non-Travel Expense

@ Employee ID: 43081 Name: SHANNON POPPE Campus: UNCA

All Open Submitted Approved Sent for Payment
g_ Search Q
() ReportiD Business Purpose Report Date
\:\ 6900010663 Books/Videos/etc 01/21/2026
() 6900010862 Supplies (Lab/Office) 08/06/2023

Enter either the employee personnel number or their name (do not enter both) and click Search.
Note: employees must assign delegates to act on their behalf. Only names that have been

assigned will appear in the search.
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Travel Document Template

Select the button to the right of

the employee’s name and clic

be added to a personal list (“favorites”) by clicking .

k\/DK

Updated February 26, 2026

. Note: an employee can

@

Employee Details

Personnel Number: Company Code: 1000

Last name: Campus Code:

First name: Max hits: | 200
o0

PersNo. Last name First name CoCode Campus
00131581 TULLY ANDREW 1000 UNCA O
00179351 STARK MELODY 1000 UNCA C.)
00230979 ROBERTS CURTIS 1000 UNCA C)
v OK | Cancel

The delegate ID pop-up appears. Click OK.

Delegate ID

Employee ID:
00179351

=

Cancel

The expense screen appears. The top panel is now a different color to indicate acting as

another employee. Click Create to begin a new non-travel expense report.

Non-Travel Expense

(] 6900012144 Membership/Fees

Books/\Videos/etc

(0 6900010625

@ Employee ID: 179351 Name: MELODY STARK Campus: UNCA
Al Open  Submitted  Approved  Sentfor Payment
B0 - a
() ReportID Business Purpose Report Date Status

06/03/2025 Open

08/08/2023 Open

Total

40 USD

50 USD
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Travel Document Template

Updated February 26, 2026

Once complete, save the expense report. To notify the employee of the available expense

report, re-open the report and click Notify Employee.

Non-Travel Expense

@ Employee ID: 179351 Name: MELODY STARK Campus: UNCA Report Number: 6900012144

0210412026 o 020472026

Lynn M McAlpine
pose:* MembershipFees

4000

Previous Comments:

Comments: test

Expense Type Business Purpose Entered Amount

Camputing Supplies 531900

40.00 USD

00 @b D 6D D (D

Name: Melady A Stark DaterTime: 06/05/2025 09:39:16

usD

Amount in USD

40.00USD

An email will be sent to the employee (example shown below) from the delegate’s email

address.

Non-Travel Expense Report 6900010663 ready for review

DGEVISS@NEBRASKA.EDU
To Shannon Poppe

|©‘ €5 Reply ‘ % Reply All ‘ —> Forward |

&

Shannon,

is ready for your review and submission. Please let me know if you have any questions.

Regards,
Donna Geviss

Non-Travel Expense Report 6900010663 is ready for your review and submission

Non-Travel Expense Report 6900010663 Books/Videos/etc has been created, all receipts are attached to the expense report. It

Fri 2/20/2026 2:03 PM
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