
1. Under the SSO Menu 
2. Select: eTravel/Concur 

 

 

 

 



3. Select: Profile 
a. you should see a drop down box that shows your name, profile settings, and sign out 

4. Select: Profile Settings 
 

 

 

 



5. Under: Travel Settings 
a. This is located on the left side of screen 

6. Select: Assistants/Arrangers 
 

 

 

 



7. Click: Add an assistant 
 

 

 



8. Type: [your department administrative assistant name in this format ‘LastName, First Name 
9. Check box under Can book travel for me 
10. Click: Save 
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11. Under: Expense Settings 
a. (This is located on the left side of screen) 

12. Select: Expense Delegate 
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13. Click: Add 
14. Type: [Administrative Assistant name] 
15. Click: Add 

 

 

 

 



16. Check the following boxes: 
a. Can Prepare 

b. Can View Receipts 
c. Receives Emails 
d. Receives Approval Emails 

17. Click: Save 

 

    


