How to Add
Delegates In
Coupa




Click the link here to be routed to Coupa
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We are sorry...

*If the link leads you here,
click “<< Back to Application”
to reach the Coupa home
screen™


https://unt.coupahost.com/user/home

Once on the home screen, click the icon for your
profile (circle with your initials or profile picture)
IN the upper right-hand corner
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Good morning!
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In the pop-up menu, click "Settings."
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Good afternoon! b
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On the settings page, directly below the word
“Settings”, select the "Delegates” tab.
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Find the “Delegate Expense
Creation” section where it says,
“Allow these users to create
Expense Reports on your behalf”

Settings
General Address Book Delegates Billing Accounts Reports  Notifications

Delegates

[_] Turn off my own notifications during delegation period.
Motify me whenever a delegate approves something for me.

Delegate = Approval Delegate Receiving Delegate L]

INo roWs.

Perpage 15 | 45 | 90

Delegate Expense Creation
Allow these users to create Expense Reports on your behalf.

Save Delegates

Enter the name of the person you want as your delegate
and select them from the drop-down menu.

Delegate Expense Creation

Allow these users to create Expense Reports on your behalf.

| Brent Hall ‘ Save Delegates

Brent Hall (brent hallunt.edu)

dropdown menul!! It will look like this if

3 Make sure to click the name in the
done correctly:

Delegate Expense Creation

Allow these users to create Expense Reports on your behalf.

Brent Hall {brent_hallunt_edu) x Save Delegates

*If there i1s no “Delegate Expense Creation” section, please
make sure you have completed your Bridge training here. If
you have completed your bridge training and you still do not
see the section, please notify [ravel@untsystem.eau.



https://unt.bridgeapp.com/journeys/151/self-enroll
mailto:Travel@untsystem.edu

Click “Save Delegates”

Delegate Expense Creation

Allow these users to create Expense Reports on your hehalfs ,
Save Delegates

Brent Hall (brent.hallunt.edu) x




Finally, exit the Coupa app, and we
should be all set!




Helpful Coupa
Coupa Links Contacts

UNT Travel CLASS-Travel@unt.edu

Coupa Resource Page

Travel@untsystem.edu

Coupa Login



https://myunt.sharepoint.com/sites/ConnectFinance/SitePages/Travel-Home.aspx
https://myunt.sharepoint.com/sites/ConnectFinance/SitePages/Coupa-Resources-Page.aspx
https://sso-prd1.coupahost.com/as/authorization.oauth2?scope=openid+profile&state=EzsTsdp9zDJCTLMpc88pAYe689xUupTLvE8y_KbqZR0.vQqg0lbFx4c.6bdASTt2R4qV_SZEzT5-_w&response_type=code&client_id=kc.989c657a-d80f-11ef-8fe9-022c83852439&redirect_uri=https://identity-prd0-na10001.io.coupahost.com/realms/989c657a-d80f-11ef-8fe9-022c83852439/broker/ysfkwvs4GzVSnpcf9Th85yl6Z2keVxt5/endpoint&code_challenge=qVLVX5dNQshH8o9qJuZK4xTNtpjwB4UBeE8iSqRn9U4&code_challenge_method=S256&nonce=ERQyDuBW0bhm1bDjXQSwgA
mailto:CLASS-Travel@unt.edu
mailto:CLASS-Travel@unt.edu
mailto:CLASS-Travel@unt.edu
mailto:Travel@untsystem.edu
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