Concur Booking Tool: Assigning a Travel Assistant/Arranger in
Concur

You can access the booking tool by either going directly to www.concursolutions.com or by going the Travel Office
website: http://travel.uark.edu/travel-agencies.php

1.

Once you have logged in you will select your profile link located in the top right hand corner of your screen.

2. Now select the Profile Settings link:

3. At this point you can select the Setup Travel Assistants link.

4. ASSISTANTS AND TRAVEL ARRANGERS: This is the area where you can assign those employees who have the
ability of booking travel on your behalf. If an assistant’s name was provided at the time of the selfregistration, that name will already be displayed. You have the option of adding additional arrangers, but you
also have the option of not allowing anyone else to book on your behalf by selecting the ‘Refuse Self
Assigning Assistants’. (If that option is selected no one else who has access to Concur can assign themselves
as an arranger).

The above example shows that there are 2 employees allowed to book travel on my behalf. Notice that
Grace has been setup as the Primary Travel Assistant. The primary travel assistant ALWAYS receives an
email notification when a booking is made for the traveler. To add an assistant take the following steps:
a. Select the Add an Assistant link

b. You will be presented with the following window:

c. At this point you can start typing the name of the person you are looking for, for example: I am looking
for Elena Degago, I can either start typing her last name or her first name and I will see the following:

d. At this point, I can select her name and will then be presented with the following:

e. Since I already have Grace setup as my primary assistant, I am going to select Elena to be able book
travel for me as well. Please note the message that explains that anyone who DOES NOT have their
profile setup with their required phone number in their profile cannot be designated as primary
assistant for travel.
f. Once completed you will then see the following:

g. An arranger may also be removed by selecting the trash can next to the arranger, and then a message
will display to complete the deletion.

