1. Access Compass at https://compass-login.emory.edu and sign in using your User ID and password. This is same User ID and password you use to sign in to the network. 

2. When the Home page displays, select the following navigation links from the menu on the left side of the page: Employee Self-Service > Travel and Expenses > Profiles and Preferences > Delegate Entry Authority

3. On the Authorize Users page, click [image: image1.png]


 at the end of a row.
4. Enter the proxy’s PeopleSoft User ID in the Authorized User ID field. My User ID is AJAMES3.
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Entering new UserlDs on this page will give those users the abilty to enter
expense transactions on behalf of the employee.
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 next to the proxy’s User ID.

6. Click the User ID link.
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