How to add an arranger to your travel profile in Christopherson Business Travel’s online booking tool- Airportal
**the traveler must add the arranger to their own profile.
** the arranger must have an established profile in Airportal.
Use the following link to create your travel profile:
CREATE A TRAVEL PROFILE:  https://legacy.cbtravel.com/business/profile/stateofla/
*if your profile is already established, proceed to the next step below.

Once your profile is created, use this link to access it and add your travel arranger:
CHRISTOPHERSON BUSINESS TRAVEL LOGIN (AIRPORTAL):  https://app.cbtat.com

Click on the icon in the upper right-hand corner and select “SETTINGS” from the dropdown menu. You will be redirected to CBT’s SAP-Concur site.
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Select “SETUP TRAVEL ASSISTANTS”
[image: ]

Select “ASSISTANTS” in the “jump to” data field and press “choose”
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Select “ADD AN ASSISTANT” and search for travel arranger.
Click SAVE
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PRIOR TO BOOKING TRAVEL PLEASE CHECK

PROFILE TO ENSURE YOU ARE IN THE CORRECT
AGENCY. DELAYS IN TICKETING AND ADDITIONAL
FEES MAY OCCUR.
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Company Notes

Welcome to the State of Louisiana's online booking tool!

Please take a moment to review your profile and ensure that your information

Traveling must be for official state business only. Travelers must follow State of Ld
(https:/iwww.doa.la.gov/doalost/).

Thank You for Your Business!
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Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Other Settings

System Settings

Concur Connect

Change Password

Travel Vacation Reassignment
SAP Concur Mobile App

Profile Options

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact information.

Company Information
Your company name and business address or your remote location address.

Credit Card Information
You can store your credit card information here so you don't have to re-enter
it each time you purchase an item or service.

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences.

Change Password
Change your password.

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-hour clock?
When does your workday start/end?

Contact Information
How can we contact you about your travel arrangements?

You can allow other people within your companies to book trips and enter
expenses for you.

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel manager.

SAP Concur Mobile App
Set up access to Concur on your mobile device
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Email Addresses
Emergency Contact
Credit Cards

Fields marked[Required] and [Required*] (validated and required) must be completed to save your profile.

A Important Note

Travel Settings Your Name and Airport Security: Please make certain that the first, middle, and last names shown below are identical to those on the photo identification that you will be presenting at the ai

toincreased airport security, you may be turned away at the gate if the name on your identification does not match the name on your ticket.
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Assistants and Travel Arrangers

Please select 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

Go to top

Assistant Can book travel?

Offerzen, ChrisA (Primary Travel Asst.) Can book travel? @

Credit Cards

You currently have the following credit cards saved with your profile.

UpdatelDelete
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