
Assigning Travel Arrangers/ Assistants 

 

Step 1: Navigate into Profile Settings 

 

 

Step 2: Select Assistants/ Arrangers under Travel Settings 

 

 

Step 3: Click on +Add an Assistant 

 

 
 
 
 
 
 



Step 4: Search and assign your Travel Arranger/ Assistant and check the appropriate boxes 
Select the Can book travel for me box if this individual will be booking travel on your behalf 
Select the Is my primary assistant for travel box if this individual will the be main Travel Arranger 
booking travel on your behalf 
If no boxes are checked, the individual will be designated as a Travel Assistant and will only be able 
to update your profile travel preferences but cannot make any travel arrangements on your behalf 

 

Step 5: Travel Arrangers/ Assistants will be listed in your profile. Click Save. 

Note: A green check mark next to Can book travel? indicates the individual can book on your behalf. The red 
line next to Can book travel? indicates the individual cannot book travel on your behalf.  

 


