HOW-TO: LOG IN AS A TRAVEL ASSISTANT — BOOK TRAVEL FOR OTHER EMPLOYEES

1. Inthe top right corner select Profile > Act on behalf of another user
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2. Inthe Choose a user box, enter the last name of the employee you will book travel for. Select
the name of the employee you will be booking travel for.
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3. After you have booked travel for the employee, select Profile > Done acting for others

SAP Concur @

Travel

UNTISYSTEM

Khoury, Debra |
TRIP SEARCH

4+ = =

Flight Search

| Round Trip | One Way Multi City

From @
| Departure city, airport

Find an aiport |

Select multipie aiports

Adminisiration -

ALERTS

@ You haven't signed up to receive e-receipts.@ Sign up here

COMPANY NOTES

Please be advised that when you click '"HOLD' or 'PUR]|

Acting as -
Khoury, Debra J

.|' Currently acting as
" Khoury, Debra J
Profile Settings | Sign Out

x Acting as other user 0
®) Act on behalf of another user

Book fravel for any user (Self-assign)

Cancel

q Done acting for others

Help ~

&




HOW TO: REVIEW LIST OF EMPLOYEES THAT HAVE DELEGATED YOU AS A TRAVEL ASSISTANT

1. In Travel module, select Arrangers > I’'m Assisting
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