
How to Add Delegates in 
Coupa as a UNT Employee



Click the link here to be routed to Coupa
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*If the link leads you here, click 
“<< Back to Application” to 
reach the Coupa home screen*

*If the link leads you here, please 
complete the Travel Training 2025 on 
Bridge and email Travel@untsystem.edu 
with the training certificate and request 
a user license.

https://unt.coupahost.com/user/home
https://unt.bridgeapp.com/journeys/151/self-enroll
mailto:Travel@untsystem.edu


Once on the home screen, click the icon for your 
profile (circle with your initials or profile picture) 
in the upper right-hand corner
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In the pop-up menu, click "Settings."
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On the settings page, directly below the word 
“Settings”, select the "Delegates” tab.
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Find the “Delegate Expense 
Creation” section where it says, 
“Allow these users to create 
Expense Reports on your behalf”
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Make sure to click the name in the 
dropdown menu!!! It will look like this if 
done correctly:

Enter the name of the desired delegate(s) and 
select them from the dropdown menu.1 2
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*If there is no “Delegate Expense Creation” section, please 
make sure you have completed your Bridge training here. If 
you have completed your bridge training and you still do not 
see the section, please notify Travel@untsystem.edu.

https://unt.bridgeapp.com/journeys/151/self-enroll
mailto:Travel@untsystem.edu


Click “Save Delegates”
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Finally, exit the Coupa app, and we 
should be all set!
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