Assigning Travel Arrangers/ Assistants

Step 1: Navigate into Profile Settings
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Step 2: Select Assistants/ Arrangers under Travel Settings

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel

Assistants/Arrangers

Request Settings

Profile Options

Select one of the following to customize your user profile.

Personal Information

Your home address and emergency contact information.

Company Information

Your company name and business address or your remote location address.

Credit Card Information

You can store your credit card information here so you don't have to re-enter it each time

you purchase an item or service.

E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts from participating vendors.

Step 3: Click on +Add an Assistant

Assistants and Travel Arrangers

Go to top

Please select the individuals within your organization that you would like to give permission to perform travel functions for you.

[] Refuse Self Assigning Assistants @

Your Assistants and Travel Arrangers

@ Add an Assistant

You currently have no assistants defined.

Save



Step 4: Search and assign your Travel Arranger/ Assistant and check the appropriate boxes
e Select the Can book travel for me box if this individual will be booking travel on your behalf

o Select the Is my primary assistant for travel box if this individual will the be main Travel Arranger
booking travel on your behalf

e |f 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

Add an Assistant

Please select the individuals within your organization that you
would like to give permission to perform travel functions for you.
Assistant

Mewver, Concur Administrator - Do Mot Delete

Can book travel for me

Is my primary assistant for travel®

*Individuals/Groups with no work phone number in their
profile cannot be designated as primary assistant for travel.

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.

Assistants and Travel Arrangers Go to top

Please select the individuals within your organization that you would like to give permission to perform travel functions for you.
[[] Refuse Self Assigning Assistants @

Your Assistants and Travel Arrangers G) Add an Assistant

Assistant Changes Saved

Assistant Can book travel? Update/Delete

Can book travel? @ VAR
Can book travel? — 7 W

Never, Concur Administrator - Do Not Delete (Primary Travel Asst)
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