Making a Travel Booking for Another Employee – Concur Travel

F1 In this training we will learn how the book on behalf of another user.
F2 When you log into Concur Travel you will see in the search area that you are booking for yourself. You also have the option to book for a guest. A guest booking is done for someone that does not have a profile. In order to book for a guest user, click on Book for a Guest tab.
F3 As you go through the booking flow you will be asked to enter the guests’ information. Things like name, email address and a contact phone number.
F4 If you want to book on behalf of another person who has a profile, click on the right-hand corner on Profile and select the user from the dropdown menu. You will only have users that you are assigned to book travel for in the dropdown menu. You will need to contact an Admin if you need to add someone to this list.
F4 Once you select the person it will let you know that you are acting as that user.
F5 You will notice that there is a green box at the top and you will also be able to update the person profile by clicking on the Profile Settings. Just as you would for your own Profile. Once you have updated the relevant information in the persons’ profile. 
F6 If you want to book travel for them you can go back to the Travel tab and book a trip for them. The booking process is the exact same as if you were booking for yourself.
F7 Once you are done acting for a user or you are done with booking for someone else you can change back to yourself by clicking on the Done Acting for Others.
F8 It will log you back in as yourself.
F9 Thank you for joining the training.
