
Assign a Delegate 

1. Log in to Firefly at https://firefly.nebraska.edu/irj/portal/ using your UNO credentials 

2. Find the “Travel and Expense Reporting Tile” and click on it 

 

3. Find the “Delegate” tile and click on it 

 

4. Click “Add Substitute” 

 

5. Type a name in the search box and click the search icon 

 

https://firefly.nebraska.edu/irj/portal/
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6. Choose the correct name from the search results 

 

7. Choose “Delegate Travel Entry” 

 

8. Choose the current date from the calendar for a start date 
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9. Click “OK” on the alert box; an end date is not necessary 

 

10. Click “Save” 

 


