
Manager's Checklist for Separating Employees

The Manager's Checklist for Separating Employees is a guide to assist managers of employees transitioning roles on 
campus or leaving the University of Denver. Please note that each unit may have additional requirements or 
protocols and individuals must inquire within their unit to ensure all requirements.  

Employee Exit Survey: When a separation is processed, an automated email will be sent to the employee. They will 
only have access to the survey while employed. Please encourage separating employees to complete the survey 
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Setting up Expense Delegates

Modified on: Wed, Nov 2, 2022 at 2:28 PM

Learn how to set up expense delegates in Pioneer Travel & Expense.

How are delegates used in Pioneer Travel & Expense?

Delegates in Pioneer Travel & Expense are generally employees who are responsible for helping a superior compile and document
expense reports. When setting up a delegate, keep in mind that only the person who made the purchases on an expense report
can submit the expense report. Delegates can, however, add receipts, book travel, and prepare the reports.
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7. Select the check boxes to assign the desired permissions for this delegate, when finished, click the Save button.

There can only be two delegates with "Can Use Reporting" permissions for each user.
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