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TRAVEL APPLICATION

Delegate

HELPFUHINTS

A delegatecan prepare for another employee; howewarly the employeean submit a non-travel expense
report, travel request, or an expense report.

An employee must first assign another employee as their delegate.

Supported browsers:
x PC: Chrome and Edge
x Macintosh: Chrome and Safari

PROCEDURE

Within Firefly, click on thEraveland Expense Reportitbe.

The travel page appears. Clible/egate Assign/Edit
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The travel page appearSelect which application to enter (oavel), travel requests, or expense reports.

For this examplelick Non-Travel Expense Report.

The application operis theuser’s persondtavelprofile. ClicKU2MEEEEE]

In the popup box, click™ to search for an employee.
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Thedelegate I[pop-up appears. clicle.

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

Create the expense report arihl:lc. A confirmation pop-up message appears.

To notify the employee of the available expense report, re-open the report and click . An emall
will be sent to the employee (example shown bdtow) the delegate’s email address
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