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Delegates

How departments can support their travelers

Now you are acting as
your Traveler!

You can now create Travel
Requests and Expense
Reports.

Reminder: A delegate can
do everything except
submit. They prepare the
document, then use Notify
to email the traveler, who
logs in and submits.

Read More

To return to your own

profile

* Click Acting as
[Traveler Name]

* Choose Myself
under Act As

e Click Switch
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