










Once there, there will be a Profile drop down in the upper right corner.  Click on that and there will be a 
screen that looks like the one below (it will have your name).  Click on the Profile Settings just under 
your name and many options will appear.  You can update your personal information, add credit cards, 
add any travel reward programs in which you enrolled, your passport, etc.   

Login to IRIS. The link to IRIS can be found on your myutk account. 
Once there, click Concur Travel and it should automatically load and log you in.
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You will need to click on the “Setup Travel Assistants” tab.  

Once you click on the Setup Travel Assistants, you will find the Add an Assistant (see below) 
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When you type my name in the Assistant box,  my name will automatically generate and you can hit 
save.  (Be sure to spell it correctly ) 

Next, following the same steps as above, you will need to set me up as an expense delegate. You will select 
Expense Delegates and follow those sames steps as listed above. Once that is complete, I can arrange travel 
for you in Concur. 
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