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Delegating Expense/P-Card Reports 

 
Purpose: Follow this process to delegate the creation and submission of 
Expense Reports and P-Card Reconciliations 
 
Audience: This procedure is for Champlain, Middlebury, and GMHEC 
employees only 

 
Additional Resources: 

• ap@gmhec.org   
• 802-443-2321 
• https://gmhec.org/finance/finance-knowledge-base/ 

 
Process 
Step & 

Description 
Action 

Manage 
Delegates 
for 
Expenses 

Navigation Path: 
➢ Me  Expenses  

 

 
 
In Expenses, Click the “Gear” icon and choose ’Manage Delegates’. 
 

   

https://gmhec.org/finance/finance-knowledge-base/
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Delegate 
Search 

Click  to add a new delegate. 
 

 

Start typing the Delegate’s First Name into the search box. Click on the appropriate name and click the ‘Save’ 
button to add as a delegate. 
 

 
 
Click ’Save and Close’ to finalize your Delegate and leave the page. 
 

 

Ending 
Delegation 

 
To End the Delegation, highlight the person’s name by clicking in the row, then click the ’X’ to end delegate 
permission. 

 
 

Click ’Yes’ to continue.       
  


