(For Approvers) What do I do if I go out of town?
Go to your profile and select, “Travel Vacation Reassignment.”
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Profile Options
Salect one of B ollowing 1o customize your user profile

Personal information
Your hame address and amergency contact indamation

Coenpany Informatien
Your compary name and business addness of your remote
aton adden

Credit Card information
You can store your credit card information hare 10 you dent have
10 re-enter & 0a<h Ume you PUrchase an e o senvice

E-Receipt Activation
Enadie o-rocepts 12 automatically recone eloction recepts bhom
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Travel Vacation Reassignment
Going 1o be cut of the ofice? Configuee your backsp ¥avel
mansge
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Saelect the cptions Bat define when you recelve omal notfications
Prompts are pages that appear when you select 3 cortain action
such as Scbenit or Print

Concur Mobile Regittration
Set up access 10 Concur on your mobile device

manager once you return):

Travel Vacation Reassignment

Choose a person in your company who will handie travel approvais assigned 10 you in your absence. YWhen you return from vacation, remember 1o come back here and

clear out the backup manager so that you receive approvals as normal again

Note 1: If your designated backup manager goes on vacation while you are also on vacation, then all Wavel approvals that are assigned %o you will be redirected to your

company’s travel administrator
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System Setungs
VWhich tima zone are you in? Do you prefer 5 use 8 12 or 24-hour
diock? Whan does your workday startiend?

Contact information

How can we contact you about your rivel serangements”

Setup Travel Assistants
You can allow other peaple within your companies 1o book ¥ips
and enter expenses fr you

Travel Profile Options.
Caeriar, Hotel. Rartal Car and cther ravelcelated prelerences

Expenses Delegites
Delogates are empioyoes who are aliowed 10 perform work on
behal¥ of other empioyees

Expense Preferences

Select the options that define when you receive emad notiications
Prompts are pages that appes when you select a certain action
sech a3 Submit or Print

Note 2: This will not reassign any Rems currently in your appeoval queve; please handle those before you leave
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