Emburse User Guide:
Add or Remove a Delegate

Add a Delegate to Your Profile

Click your name in the top-right corner of the page to open the drop-down menu. Select Account Settings.

@ iE; Patricia Tieken

University of Southern Indiana

Q, Select Another User

On the new page that opens, find and click Delegate Settings from the menu on the left.

= [ emburse enterprise
Patricia Tieken Account Information
197607 - Senior Travel Buyer

Email Addresses
Personal Settings

Preferences Settings

Delegate Settings «

Primary Email

Add or Remove a Delegate (Revised 2026-10) Page 1 0f 3



Under the section My Delegates, click Add New Delegates.

= [ emburse enterprise

Patricia Tieken My Delegates
197607 - Senior Travel Buyer

A "Delegate" is someone who has full access to your account
Personal Settings

Preferences Settings e Add New Delegates F

Delegate Settings

A drop-down menu will appear. Find and select your delegate. You may type in their first or last name.

My Delegates

A "Delegate” is someone who has full access to your account.

[ L —

a
Aaron Adkins .
511841 - Advisor & Coord, FYE/Car Cnslg

‘ | Cancel

Aaron Black
425912 - Assistanf Director of Creative/Designer

Aaron Chatman
623619 - Game Event/ESPN+ Personnel

Aaron Pryor
116973 -

Once you have located the delegate, select their name, which will appear under the My Delegates section.

My Delegates
A "Delegate” is someone who has full access to your account.

Susanne Stanley
3400 - Manager of Travel and Credit Card Operations

€ ~dd New Delegates
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Remove a Delegate from Your Profile

Click your name in the top-right corner of the page to open the drop-down menu. Select Account Settings.

@ iEg Patricia Tieken s~

University of Southern Indiana

Q, Select Another User

On the new page that opens, find and click Delegate Settings from the menu on the left.

= [ emburse enterprise

Patricia Tieken Account Information
197607 - Senior Travel Buyer

Email Addresses
Personal Settings

Preferences Settings

Delegate Settings «

Under the My Delegates section, find the delegate you want to remove. Click the X to the left of their name, and
that person will be removed from your delegate list.

Primary Email

My Delegates
A "Delegate" is someone who has full access to your account.

Susanne Stanley
3400 - Manager of Travel and Credit Card Operations

@) ~dd New Delegates
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