Assigning Yourself as a Delegate

1. Check your drop down list on your homepage to see if you are already assigned as a Delegate

for the traveler:

Cl Travel presents

2 Personal Assistant

Home Travel Dining

Q hobile Assistart | ne.admin az ckinseyoneal

e

‘@ Travel
- ..

2. If you do not see the traveler listed, go to your Profile:

E bohile Azzistart | no.admin a2 ckinseyonesl

Select EDIT next to Delegates:

Profile

# Carol Kinsey.Oneal's Personal Information

Contact details | Edit

Business Email: kinsey@jlab.org
Business Phone: 1 - 757-269-7518
Business Fax: 1 - 757-269-7074
Business Mobile: -

Profile details

Edit parsanal info
Edit emergency contact
Chanoe Passward

Jeffézun Lab

@Thomas Jefferson Mational Accelerater Facility

Business address | Edit

625 HOFSTADTER RD.
SIUITE 4

MEWPORT MEWVYS, WA 23606
Uz

Payment methods | Edit | | Add
Hotel: Carol Kinsey-Oheal

Dining: Catol Kinsey-OMeal

Event Tickets: Carol Kinsey-Ohleal
Yo have 1 credt card saved

Carol for Myself =

Carol for Myself = Carol's Profile Help Cloze
Myzelf

Barks, Johnie
Boathe, Keona

Callaghan, Cela ational Accelerator Facility

0 alerts

Draniel, Gloria

Humimel, Chriztine
Sundeen.Coleman, Gayle
Trawveler, Guest

*Red Wiliams, LaChelle

Caraol's Profile Help Cloze

)

[ =" Frofile

Home address | Edit

Delegates [ Edit | &————

People | can book for (&)

J.Banks, K Boothe, C Callaghan and S others
People who can book for me (2)

K Boothe, & Daniel



Select Become a Delegate under People | Can Book For:
# People | Can Book For

You have access ta these people’s account:

Hame Email address

banksi@jlab org Delete
khoothejlat org Delete
Callagh ela callaghai@jlab.org Delete
Daniel, Gloria godaniel@jlak .org Delete
H i chummelZdjlakb.org Delete
Sundeen.Cole sundesni@ilab.ory Delete
Traveler, Guest trarvels@@jlab.org Delete
Williams, LaChelle lzchelle@ilab.org Delete
4 Become a delegate %
# People Who Can Book For Me
Thesze people have access to your accourt:
Hame Email address
Boothe, Keona khoothed@jlab org Delete
Daniel, Gloria gckaniel@jiab.org Delete

Enter the traveler’s name or email address to search:

# Search

Search for zomeone within JLAB and become a delegste for them.

Mame or email address: | haayvedi@jlak org | Search

If the traveler is found, hit Select and they will be added to your drop down list where you can
select them and book travel under their
profile:

= Search

Search for zomeone within JLAB and become a delegate for them.

Matne ar email address: | hzayedid@ilab.org Search
Search R.ESU“:S ...................................................................................................................................................
Hame Email address
® sayed, Hisham h=ayedg@jiah.org
Cancel



