How to Select a Travel Arranger to book your flights on your behalf

If someone else in your department will be booking your airfare for you, please log in to your Air Portal
and complete the following steps:
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Please selact the individuals within your organization that you would like to give permission to perform travel functions for you.
|:| Refuse Self Assigning Assistants @

Your Assistants and Travel Arrangers @ Add an Assistant

You currently have no assistants defined.
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Add an Assistant

Please select the individuals within your organization that
you would like to give permission to perform travel functions
for you.
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*Individuals/Groups with no work phone number in
their profile cannot be designated as primary assistant
for travel.
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Assistants and Travel Arrangers Go to top

Please select the individuals within your organization that you would like to give permission to perform travel functions for you.
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