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A pop-up window will appear. Search for and select the individual(s) to assign as a travel assistant. Select the 
checkbox(es) to allow them to book travel for you or assign them as a primary travel assistant. Click on . 
 

Tip: Individuals/Groups with no work phone number in their profile cannot be designated as primary 
assistant for travel. 
 

 
 
Email notifications will be sent to the traveler and the travel assistant regarding the update in Concur. 
 
Traveler email: 
 

 
 
Travel assistant email: 
 

 


