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2. General Information 
What is a Travel Arranger/Assistant? 

A Travel Arranger/Assistant has permission to book travel within Concur on a traveler’s behalf. 
Sometimes this is one individual for multiple staff members.  

Arrangers are required to follow all policies, but they have no other duties related to travel outside of 
booking, as this is a Concur-based feature. 

 

What is a Travel Coordinator? 

Each agency has its own Travel Coordinator. In most cases, this is a team of people who assist their 
travelers.  

Travel Coordinators act as an intermediary between Statewide Travel Program and the traveler. 
Travel Coordinators are also responsible for managing the agency’s travel program and compliance 
within their agencies. 

 

Who can be a Travel Arranger/Assistant? 

Arranging or assisting with booking travel reservations is appropriate for any agency employee with a 
Concur profile. This feature is often used by Travel Coordinators for their agency's travelers.   

Travelers can add or remove a Travel Arranger/Assistant at any time.  

 

How many Travel Arrangers/Assistants can I have? 

You can add as many Travel Arrangers/Assistants as you would like. All Travel Arrangers/Assistants will 
be authorized to book travel on your behalf. 

 

What is the Primary Travel Assistant? 

There may only be one primary Travel Assistant per traveler. The primary assistant MUST have a 
Concur profile that includes an office/work telephone in their profile.  

The primary Travel Assistant will always receive an email copy of the itinerary for the traveler, 
regardless of who made the reservation (primary Travel Arranger/Assistant, other Travel 
Arranger/Assistant, or traveler). The primary Travel Arranger/Assistant can modify the traveler's profile 
if needed.  
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When do I remove a Travel Arranger/Assistant? 

You may want to delete a Travel Arranger/Assistant for many reasons, including but not limited to: 

o Arranger has left the agency 
o Arranger was assigned accidentally 
o Arranger or traveler has a new role within the agency 

 

When do I remove myself as a Travel Arranger/Assistant? 

You may want to remove yourself as a Travel Arranger/Assistant for many reasons, including but not 
limited to: 

o Traveler has left the agency 
o Assigned to traveler accidentally 
o Arranger or traveler has a new position within the agency 
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3. Assign a Travel Arranger/Assistant as a 
Traveler 
Log into Concur. See the video and/or guide ‘How to Log into Concur’ for more information.  

After logging in, click the icon at the top right corner.  

 

Click “Settings” to assign a Travel Arranger/Assistant.   

 

There are two options to find your Travel Arrangers/Assistants.  

A. Click “Assistants/Arrangers” under “Travel Settings.” 
B. Click “Setup Travel Assistants” under “Profile Options.” 

 

A 

B 
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Your profile page will load directly to the “Assistants and Travel Arrangers” box. Click “Add an 
Assistant.”  

 

A pop-up will appear.  

Enter the Assistant’s name in the search criteria field. A drop-down menu will appear with options 
from your agency. Select the Travel Arranger/Assistant from the available search results. 

 

 

Important: Anyone without a Concur profile will not appear in the search results.  

 

Click the “Can book travel for me” box. If you would like this person to be your primary Travel 
Arranger/Assistant, check that box as well.  
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Click “Save.” 

 

Once the page reloads you will see a green box that says, “Assistant Changes Saved.” The Travel 
Arranger/Assistant that you added will appear under “Assistants and Travel Arrangers.” 

 

Click “Save” again on the profile page. 

 

Once the page reloads you will see a green box that says, “Profile Saved.” 

 



 

Page 8 of 18 
 

HOW TO ASSIGN AND REMOVE A TRAVEL ARRANGER/ASSISTANT 

4. Assign a Traveler Arranger/Assistant as an 
Arranger 
Log into Concur. See the video and/or guide ‘How to Log into Concur’ for more information.  

After logging in, click on the icon at the top right corner.  

 

Click “Act as Another User” to assign yourself as a Travel Arranger/Assistant.   

  

Click “A Travel Arranger for any user (Self-Assign).” Enter the traveler’s name in the search box.  
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A drop-down menu will appear with options from your agency. Select the traveler from the available 
search results. 

 

 

Important: Anyone without a Concur profile will not appear in the search results.  

 

Once you have selected the correct traveler, click “Switch.” 
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The page will reload with a note that shows you are “acting as” another user.  

 

Book travel as needed for this traveler. See the video and/or guide ‘How to Assist or Arrange a Trip’ 
for more information.  

Once you are done assisting this traveler, click “Acting as (Traveler Name).” 

 

Under “Act As,” click “Myself” to return to your Concur profile.  

 

Click “Switch.” 
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When the page reloads, the green “Acting as…” label has been replaced with a blue person icon.  
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5. Remove a Travel Arranger/Assistant as a 
Traveler 
Log into Concur. See the video and/or guide ‘How to Log into Concur’ for more information.  

After logging in, click on the icon at the top right corner.  

 

Click “Settings” to assign a Travel Arranger/Assistant.   

 

There are two options to find your Travel Arrangers/Assistants.  

o Click “Assistants/Arrangers” under “Travel Settings.” 
o Click “Setup Travel Assistants” under “Profile Options.” 

 

 

A 

B 



 

Page 13 of 18 
 

HOW TO ASSIGN AND REMOVE A TRAVEL ARRANGER/ASSISTANT 

Your profile page will load directly to the “Assistants and Travel Arrangers” box. Find the Arranger you 
would like to remove and click the trash can icon next to their name.  

 

A pop-up will appear to confirm the removal. Click “OK.” 

 

Once the page reloads you will see a green box that says, “Assistant Changes Saved.” The Travel 
Arranger/Assistant that you removed will no longer appear under “Assistants and Travel Arrangers.” 

 

Click “Save” again on the profile page. If you do not click save, the deletion will not be saved. 

 

Once the page reloads you will see a green box that says, “Profile Saved.” 
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6. Remove a Travel Arranger/Assistant as an 
Arranger 
Log into Concur. See the video and/or guide ‘How to Log into Concur’ for more information.  

After logging in, click “Travel,” “Arrangers.” 

 

The “Travel Arranger View” page will load.  

 

Within the “I’m Assisting” tab, find the traveler you would like to remove and click the trash can icon 
next to their name.  

 

A pop-up will appear to confirm the removal. Click “OK.” 

  

Once the page reloads, you will see that the traveler is no longer listed under the “I’m Assisting” tab.  
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7. Edit a Travel Arranger/Assistant 
Log into Concur. See the video and/or guide ‘How to Log into Concur’ for more information.  

After logging in, click on the icon at the top right corner.  

 

Click “Settings” to assign a travel arranger/assistant.   

 

There are two options to find your Travel Arrangers/Assistants.  

A. Click “Assistants/Arrangers” under “Travel Settings.” 
B. Click “Setup Travel Assistants” under “Profile Options.” 

 

A 

B 
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Under “Assistants and Travel Arrangers” find the Travel Arranger/Assistant you would like to edit. Click 
the pencil icon next to their name.  

  

A pop-up will appear.  

 

You will not be able to edit the Travel Arranger/Assistant’s name. If you would like to remove them, 
please see section 5 of this document.  

Edit the permissions this user should have. Uncheck or check “Can book travel for me” and/or “Is my 
primary assistant for travel” boxes. 

 

Click “Save Changes.” 
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Once the page reloads you will see a green box that says, “Assistant Changes Saved.”  

 

Click “Save” again on the profile page. 

 

Once the page reloads, you will see a green box that says, “Profile Saved.” 
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8. Additional Resources 
As a traveler, your first resource for all travel-related inquiries is your agency Travel Coordinator(s). 
Other helpful resources are:   

8.1 CI Azumano 
Email: CalTravel@ciazumano.com 

Travel Agents: (877) 454-8785 (use only if trip is in progress) 

o CI Azumano Webpage  
o Concur Login Page 

 

8.2 Statewide Travel Program 
Email: StatewideTravelProgram@dgs.ca.gov 

Find the following videos and guides on the Statewide Travel Program Training Resources Page: 

o How to Book Air 
o How to Book Lodging 
o How to Book a Rental Car 
o How to Book Train 
o How to Log into Concur 
o How to Assist or Arrange a Trip 

mailto:CalTravel@ciazumano.com
https://caltravel.ciazumano.com/
https://www.concursolutions.com/
mailto:StatewideTravelProgram@dgs.ca.gov
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Concur-Training
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