& CAL MARITIME TRAVEL ASSISTANT/ARRANGER

Website: https://www.csum.edu/financialservices/travel

! Accounts Payable Office Adm Bldg, Rm 109

Setup Travel Assistants

You can delegate another employee Travel Arranger permissions to allow them to book travel via Concur
on your behalf. Please note that the travel arranger will be able to view your personal details such as
Date of Birth, Passport Number and the last 4 digits of any credit cards in your profile.

1 |From the Concur home page, click Profile, and select
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2 | Click Setup Travel Assistant
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Click Assistants/Arrangers under | 22" Profile Options

Personal Information

Company Information Select one of the following to customize your user profile.
T I S tt I t d th Contact Information Personal Information System Settings
rave e |ngS ocated on e Email Addresses Your home address and emergency contact information Which time zone are you in? Do you prefer o use a 12 or 24-
Emergency Contact q hour clock? When does your workday startiend?
Company Information
f . f ClediCas Your company name and business address or your remote Contact Information
Ie t-hand S|de O the page] Travel Settings location address. How can we contact you about your travel arrangements?
Travel Preferences Credit Card Information etup Travel Assistants
S — You can store your credit card informaion here so you don't You can allow oiher peaple within your companies to book trips
... ________ havetore-enteriteach ime you purchase an item or senice. and enter expenzes for you.
E-Receipt Activation Travel Profile Options
Enable e-receipts to automatically receive electronic receipts Carrier, Hotel, Rental Car and other travel-related preferences
Request Settings from participating vendors. Expense Delegates
Request Information Travel Vacation Reassignment Delegates are employees who are allowed to perform work on

Request Delegates Going to be out of the office? Configure your backup travel behalf of other employees.

3 Click +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 I @ Add an Assistant I

4 | Then add the Employee’s name you want to Delegate.

@& Add an Assistant — Mozilla Firefox — O x
Click either Can book travel for me (can only book travel). : _ _ _
O B h::ps:.‘.-‘-.‘.--.‘.--.‘.ucuncursulutlons.com.‘p‘Efi’ =
Or, Is my primary assistant for travel (can book travel, Add an Aseistant
update User Profile, and receive emails in regards to your travel. Please select the indiduals wilin your organization that
you would like to give permission to perform travel functions
for you
Then Save. .
Note: In order to make someone a Travel Assistant/Arranger, you S ———
Is my primary assistant for travel®
would also add them as a Delegate for Travel Request/Expense. “Individuals/Groups with no work phone mumber in
their profile cannot be designated as primary assistant
g for travel
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