HOW-TO: SETTING UP A TRAVEL ASSISTANT - ALLOW OTHERS PERMISSION TO BOOK TRAVEL FOR YOU.
1. Inthe top right corner select Profile > Profile Settings
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2. Select Setup Travel Assistants

Profile Personal Information Change Password System Settings Concur Mobile Registration Travel Vacation Reassignment

Your Information
Persenal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards.

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Other Settings
E-Receipt Activation
System Settings
Connected Apps
Concur Connect
Change Password

Travel Vacation Reassignment

Concur Mobile Registration
I'm Assisting...

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 @ach time you purchase an item or service

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

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel
manager.

Concur Mobile Registration
Set up access to Concur on your mobile device

System Settings

Which time zene are you in? Do you prefer to use a 12 or 24-hour
cleck? When does your workday start/end?

Contact Information

How can we contact you about your travel arrangements?

Setup Travel Assistants

You can allow other people within your companies to book trips
and enter expenses for you

Travel Profile Options

Carrier, Hotel, Rental Car and other travel-related preferences.
Change Password

Change your password.

3. Select Add an Assistant

Assistants and Travel Arrangers

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.




4. Enter the last name of the employee that you need to set up as a Travel Assistant. Then pick

from the list that appears or also type in the first name of the employee you are looking for.
Select Save.
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Add an Assistant Add an Assistant
Please select the individuals within your organization that Please select the individuals within your organizaticn that
you would like to give permission to perform travel you would like to give permission to perform travel
functions for you. functions for you

Assistant
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[ Can book travel for me [#] Can book travel for me

Is my primary assistant for travsi* ¥ 15 my primary assistant for travel®

*Individuals/Groups with no work phone number in “Individuals/Groups with no work phone number in
their profile cannot be designated as primary their profile cannot be designated as primary
assistant for travel. assistant for travel
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5. Inthe profile settings, select Save.

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
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‘ Save

6. Your Travel Assistant can now log into your profile and book travel for you.



