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Summary

GT eForms are now used to request a new Concur account or to update an existing 
account, including adding or removing delegates.

Delegates are authorized users who can perform specific tasks on your behalf in Concur.

Delegate - A user granted permission to act on behalf of the account owner. This 
includes tasks such as creating requests, uploading documentation, and managing 
expense reports.
Delegate Approver - A user authorized to act on behalf of an approver to review and 
approve requests or expense reports.

 For requesting a new Concur account, the form can be completed by any employee.

For adding or removing delegate access, the form can only be completed by the employee 
delegating access.

Please note you must be actively signed into CIS for the GT eForm link to work correctly. 

Questions

Please contact the Travel or Card Services offices.

https://t.e2ma.net/click/x95meg/9qv7wu5d/9e24ls
https://t.e2ma.net/click/x95meg/9qv7wu5d/9e24ls
https://travel.utah.edu/contact-us/
https://travel.utah.edu/contact-us/
https://www.purchasing.utah.edu/purchasing-card-2/contact-us/
https://www.purchasing.utah.edu/purchasing-card-2/contact-us/


How To Request a New Concur Account

1: The form automatically populates your employee information. Select if you are creating 
the new account for you or someone else:

2: Scroll to Create new Concur account section, add employee ID for the new profile using 
and the rest of the information will auto populate after hitting enter. 

3: If submitting for another employee, you will submit at this time. If submitting for 
yourself, you can save and add delegates before submitting.

NOTE: You will receive an error if the employee already has Concur access:



How To Request or Modify Delegate Access

1: The form automatically populates your employee information. You will only be able to 
add or modify delegate access for yourself. Under options it will ask you to confirm what 
action(s) you want to request. You will also see a summary of your current delegates.

2: If adding delegate(s), an Add delegate or delegate approvers to my account section will 
appear under your delegate summary. Add the employee ID of the delegate you are adding 
and select a delegate type. 



3: If removing one or more delegate(s), you will change the active status to inactive for all 
delegates you are removing.

4: You can add any comments before submitting at the bottom of the form. 

5: You will receive a form ID number and status at the next page. This will update in real time. 

NOTE: You will also receive emails confirming receipt of the request, completion of the 

request and if there is any clarification needed before the change is made. 




