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After logging into the Concur click the Travel icon.  

Next click on the Arrangers link  

This takes you to the Travel Arrangers View where you will have access to book for Guests and Profiled Travelers 

 

You can make the Travel Arranger View your home page:  Profile > Profile Settings > System Settings (left menu). In 

the Other Preferences section, in the Home Page list, the arranger clicks Travel Arranger View.  

 

 

 

 

Click located on the upper right side of the home page.              
Depending on your permissions you will have the option to select 1 of 2 search options.                

 I am a delegate or travel assistant |Temporary sponsored travelers like contractors or employee family 

members who travel often. 

 I am a self-assigning travel arranger | Profiled Travelers 

 
 

 If the delegate has less 10 or less users, then they appear in a drop list. More than 10 will be found using the auto fill. 
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Update your traveler's profile by clicking on the Administer for icon in the upper right   
Click Profile Setttings. 

 
Remember to click save after you have made all your updates. Click on the Travel in the menu bar on the top left. 

 

 

 

 

 

Upcoming Travelers Tab

 

Your drop down list of travelers is now under Upcoming Travelers 

You can view all your traveler’s trips by a Quick Search by day, week, month or year or by adding a date range.  
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Manifests 

 

Company Notes 

 

 

I’m Assisting…  
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The Book for a guest link is on the home page on the left above the travel search icons. Once you select Book for a 

guest you will see the link move to the left of Booking for myself and the icon becomes a double "user" icon. 

                                 

 

Before you would add the guest traveler information after you have added the search criteria. The new UI requires the 

guest traveler information on the Trip Summary page. This is nicely split up into sections. 

Trip Summary 
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Enter Traveler Information | This includes TSA data and membership programs.  

 

 

Next you will be asked to enter payment information 
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Finally, there will be a summary and a detailed version of the fare rules.  

Here you have the option to go to the previous page or continue. 

 

 

Travel Details | This page allows you to review the trip and make modifications to trip segments or seat assignments. 

 


