SAP Concur has introduced the AI-Assisted Delegates Dashboard, a centralized workspace designed to make it easier to manage Travel, Request, and Expense activities on behalf of other employees.
While the dashboard may be especially useful for travel delegates and arrangers, it is also intended for employees who submit reimbursement requests or expense reports on behalf of others, including those who manage Concur ProCard transactions and related expenses.
What’s New?
The Delegates Dashboard brings the Concur activities of the employees you support together in one place, helping you identify items that need attention without switching between different users, pages, or product areas.
Key features include:
· Today’s Tasks: A prioritized view of items requiring attention across Travel, Request, and Expense.
· Recommended next steps: Guidance to help identify what action may be needed.
· Quick actions: Depending on the task and your existing permissions, you may be able to book travel, submit requests or expense reports, manage unassigned expenses, and begin planning trips.
· Traveler information: View relevant trip details, traveler preferences, and itinerary information when planning travel on behalf of another employee.
· AI-assisted communication: Generate a draft follow-up message to a delegator, which you can review and edit before sending.
· Favorites: Mark frequently supported employees for quick access.
Who Can Benefit from the Dashboard?
The Delegates Dashboard can support employees who have existing permissions to act on behalf of others, including:
· Travel delegates and travel arrangers who book or manage travel for other employees.
· Employees who submit reimbursement requests or expense reports on behalf of others.
· Concur ProCard holders who manage and reconcile ProCard transactions and related expenses.
· Employees who support others across Travel, Request, and/or Expense through existing delegate or arranger permissions.
The dashboard respects existing access and permissions. You will only see employees and Concur activities for which you already have the appropriate Delegate or Arranger access.
Why Use It?
The dashboard provides a centralized view of delegated work across Concur Travel, Expense, and Request, making it easier to identify outstanding items and take available actions.
Instead of navigating between individual user profiles and different areas of Concur, you can start with Today’s Tasks to see work that may require attention. You can also select a specific employee and Concur product to view relevant requests, trips, or expense activity.
The dashboard does not replace existing Concur functionality or the current “Act on behalf of” process. Existing workflows remain available, and the standard process can continue to be used when needed.
Important Limitations
There are a few important things to keep in mind:
· Approvals: The dashboard does not currently provide full approval functionality. If you are an approval delegate who approves expense reports or travel requests on behalf of another employee, you will continue to use the existing Concur approval workflow.
· Web only: The Delegates Dashboard is not currently available in the Concur Mobile app.
· Existing permissions apply: The dashboard does not grant additional access. You will only see employees and information associated with your existing Delegate or Arranger permissions.
· Act on behalf remains available: The existing “Act on behalf of” functionality continues to be available alongside the new dashboard.
Get Started
The Delegates Dashboard is available from the left-hand navigation menu on the SAP Concur home page for users with the appropriate Delegate and/or Arranger permissions. No additional configuration is required for eligible users.
We encourage you to explore the new dashboard and see how it can help streamline the work you do on behalf of our campus community—whether you arrange travel, submit expenses or reimbursement requests for others, manage ProCard transactions, or perform other delegated activities in Concur.
For more information and detailed instructions, please see these resources:
(please note that Joule is not currently supported by the CSU)
AI-Assisted Delegate Dashboard Demo
AI-Assisted Delegate Dashboard FAQ (click the download button)

Thank you for your continued support of our campus travelers and employees!

