Delegate vs. Travel Assistant

Travel Application

Delegates

Delegate (Firefly Travel)

Updated April 8, 2026

A delegate in Firefly can prepare non-travel expense reports, travel requests (pre-trip

authorization), expense reports, and be a substitute approver (if applicable). Review the quick

reference guides on Assign a Delegate and Act as a Delegate.

Delegates can only prepare; the employee/traveler needs to submit.

Travel Assistant (Concur Booking)

A travel assistant in Concur is given permission to book travel for a traveler. Follow the

instructions below to assign a travel assistant.

From within Concur, at the top right of the screen click on profile then profile settings. Select

Setup Travel Assistants.

SAP Concur Requests Travel Expense Approvals App Center
Profile Personal Information System Settings Concur Mobile Registration

Your Information

Profile Options

Select one of the following to customize your user profile.

Personal Information
Company Information
Contact Information Personal Information

Your home address and emergency contact information
Company Information

Your company name and business address or your remote
location address.

Email Addresses
Emergency Contact
Credit Cards

Credit Card Information
You can store your credit card information here so you don't have
to re-enter it each time you purchase an item or service

E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts from
participating vendors.

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel
manager.

Request Preferences

Select the options that define when you receive email notifications
Prompts are pages that appear when you select a certain action,
such as Submit or Print

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers

Concur Mobile Registration

Favorite Attendees Set up access to Concur on your mobile device

Concur Mobile Devices

Admin

Travel Vacation Reassignment

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday start/end?

Contact Information

How can we contact you about your travel arrangements?
Setup Travel Assistants

You can allow other people within your companies to book trips.
and enter expenses for you

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences

Expense Delegates
Delegates are employees who are allowed to perform work on
behalf of other employees.

Expense Preferences

Select the options that define when you receive email notifications.
Prompts are pages that appear when you select a certain action,
such as Submit or Print
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https://docs.nebraska.edu/unop/docs/Business%20and%20Finance/travel/resources/Quick%20Reference%20Guide/DEL_Assign_Delegate.pdf
https://docs.nebraska.edu/unop/docs/Business%20and%20Finance/travel/resources/Quick%20Reference%20Guide/DEL_Act_As_Delegate.pdf
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Click on +Add an Assistant.

Assistants and Travel Arrangers

Go to top

Please select the individuals within your organization that you would like to give permission to perform travel functions for you
[ Refuse Self Assigning Assistants €
Your Assistants and Travel Arrangers

(+) Add an Assistant
Assistant

Can book travel? Update/Delete
Stark, Melody A

7 o

Can book travel? @@

A pop-up window will appear. Search for and select the individual to assign as a travel
assistant. Select the checkbox to allow them to book travel and if desired, assign them as a

primary travel assistant. Click Save on the pop-up and the main settings screen.

Add an Assistant - School - Microsoft Edge = O X

) https;//us2.concursolutions.com/profile/AssistantEditor.asp?userlD=fevEVsQ41Dczy_z... A

Add an Assistant

Please select the individuals within your organization that you would like to give permission to
perform travel functions for you.

Assistant

Tully, Andrew G.

Can bock travel for me

[CJis my primary assistant for travel*

*Individuals/Groups with no work phone number in their profile cannot be designated
as primary assistant for travel.
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