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Purpose: Should a traveler wish to delegate travel booking to another CMU travel profile user, please
follow the outlined steps to grant permission.

On the Concur Travel home screen go to Profile at the right top corner of the screen and select Profile
Settings.
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Within Profile Options, select Setup Travel Assistants.
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Select Add an Assistant and enter the first and last name of the CMU profiled user you would like to
coordinate travel on your behalf into the search box.

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 Assistanis @

Your Assistants and Travel Arrangers | ‘ ”, © Add an Assistant
MNever, CTM Can book travel? ° - rd ﬁ
Miles, Janelle Micole Miles Can book fravel? e rd ﬁ
Miles, CTM Grace Test Approver (Primary Travel Asst ) Can book travel? ° rd ﬁ
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@ https://www.concursolutions.com/profile/AssistantE...

Add an Assistant

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

Assistant

| Guenther. Meiissa(CTM)

|:| Can book fravel 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.

Select whether the user Can book travel for me and/or Is my primary assistant for travel.

Click Save and the user will now be able to emulate into your profile and coordinate travel on your
behalf.
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