How to Add a Travel Assistant

You can choose an assistant or arranger to view and modify your profile or to book travel and trips
on your behalf. Each traveler can have one primary assistant. This allows the primary assistant's
name and work phone number to become part of the traveler's profile. Only users with a work
telephone number in their profile can be selected as primary assistants.

Loginto TTE
e Click on Profile
Select Profile Settings

Administratio. | Help ~

CONCUR Requests Travel Expense Approvals Reporting ~ App Center )
Profile ~ -

Profile Settings| | Sign Out

Hello,

x Acting as other user 9

TR'P SEARCH ALERTS ®) Acton behalf of another user

e Select Set Up Travel Assistants
0 You may also access this under Travel Settings/Assistants/Arrangers

[ CONCUR Requests Travel Expense Approvals Reporting ~ App Center .
Profile ~ -

Administration ~ Help ~

Profile Personal Information Change Password System Settings Mabile Registration

Your Information Profile OptiOﬂS

Personal Information

Company Information Select ane of the following to customize your user profile

Contact Information Personal Information System Settings

Email Addresses Your home address and emergency contact information. Which time zone are you in? Do you prefer to use a 12 or 24-hour

N vi rd

Emergency Contact Company Information e staners:

Credit Cards Your company name and business address or your remote Contact Information
location address. How can we contact you about your travel arrangements?

Travel Settines Credit Card Information - "
5 ‘You can store your credit card information here so you don't have You can allow other people within your companies to book trips

Travel Preferences to re-enter it each time you purchase an item or service. and enter expenses for you

International Travel E-Receipt Activation Travel Profile Options

Frequent-Traveler Programs Enable e-receipts to automatically receive electronic receipts from Carrier, Hotel, Rental Car and other travel-related preferences

. articipating vendors.

Assistants/Amrangers LR Request Preferences . .

Expense Delegates Select the options that define when you receive email

Reguest Settings Delegates are employees who are allowed to perform work on notifications. Prompts are pages that appear when you select a
Req L JSLUNE behalf of ather employees certain action, such as Submit or Print.

Request Information Expense Preferences Personal Car

Request Delegates Select the options that define when you receive email Personal Car

notifications. Prompts are pages that appear when you select a
certain action, such as Submit or Print

Change Pasgord

Mobile Registration

Request Preferences
Set up access to Concur on your mobile device

Request Approvers
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Select + Add an Assistant

Assistants and Travel Arrangers

Flease 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.

¢ The Add an Assistant dialogue box appears.

e Enter the last name of the person you want to be your delegate in the search box.
e Select the correct name from the list that displays.

Add an Assistant - Google Chrome — O x

@ Secure | https://www.concursolutions.com/profile/A: G,

Add an Assistant

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

Assistant
- .-
Mever, William

40700 STATE ACCOUNTING
OFFICE

number in their
" (User |[assistantfor travel.
Mame)

R speriali i 0 ’ (Email)
(404) 4

e The selected employee appears as a Travel Assistant
e Select the options you wish your assistant to have:
0 Available options
= Can Book Travel for me: Make travel reservations on your behalf
* Is my primary assistant for travel: Select only if you have multiple
travel assistants and you want this one to be the primary assistant.
e Select Save to save the entry.
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[& Add an Assistant - Google Chrome — O X

& Secure | https://www.concursolutions.com/profile/A: €,

-

Add an Assistant

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

Assistant

Mever, William

|#f| Can book travel for me
|| I= my primary assistant for travel®

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

#“

¢ Click Save to save your Profile.
e The assistant is now active and can book travel on your behalf immediately

Assistants and Travel Amrangers

Go to top
Flease select the individuals within your organization that you would like to give permission to perform travel functions for you.
|# Refuzs Sef Aszigning Assistants )
Your Assistants and Travel Arrangers [+] Add an Assistant
Newver, William Can book travel? ° rd ﬁ
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