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• How to assign a delegate (assistant)

• How to prepare a report as a delegate

• How to submit the report that your delegate/assistant has prepared
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How to assign a delegate (assistant)

You can use SAP Concur on 

your mobile device to assist with 

your Expense, Travel, Invoice, 

and Request needs. 

Because you are using your 

mobile device, you can access 

your information in a cab, in a 

meeting, at the restaurant –

where your laptop is not 

available or is too cumbersome.

Log in with an Administrator in order to assign the assistant to the user you want. 

Click on Administration, then

on Company and finally on

Company Admin.
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How to assign a delegate (assistant)

You can use SAP Concur on 

your mobile device to assist with 

your Expense, Travel, Invoice, 

and Request needs. 

Because you are using your 

mobile device, you can access 

your information in a cab, in a 

meeting, at the restaurant –

where your laptop is not 

available or is too cumbersome.

Click on User Administration 

and search the user to whom 

you want to add an 

assistant. 
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How to assign a delegate (assistant)

You can use SAP Concur on 

your mobile device to assist with 

your Expense, Travel, Invoice, 

and Request needs. 

Because you are using your 

mobile device, you can access 

your information in a cab, in a 

meeting, at the restaurant –

where your laptop is not 

available or is too cumbersome.

Scroll down to Expense and Invoice settings and click on Expense Delegates.

Click on the Add button and introduce the Assistant user and choose the permissions you want 

to give him/her, save and close. The ‘Can submit reports’, ‘Can submit Requests’ and ‘Can 

Approve Temporary’ will be blocked for all the Cemex Companies because of global Policy so 

take in considerations that it will not be an option.
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How to Prepare a Report as a delegate
Log in with the assistant. Go to profile and click on the ‘Acting as other user’ option. 

You will see that user.uae.test@cemex.com is approver.uae.test@cemex.com’s

Assistant. Click on the user and then on Start Session.

Now you are in the

approver.uae.test@Cemex.com 

session and you can prepare 

his/her report

mailto:user.uae.test@cemex.com
mailto:approver.uae.test@cemex.com’s
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How to Prepare a Report as a delegate
Once the expenses to be reported have been introduced you need to click on the ‘Notify 

employee’ button. Then The user will receive this report so he/she can review it and finally submit it.
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How to submit the report that your 
delegate/assistant has prepared

Log in with approver.uae.test@Cemex.com. On the main screen in Open reports you will see the 

Report that the delegate prepared. You just need to click on it, review it and submit it. And the 

approval flow will begin.

mailto:approver.uae.test@Cemex.com


Thank you!


