SAP Concur

SAP

Updating Your SAP Concur Travel Profile

In your SAP Concur Travel profile, you can update information such as your personal
and company information, and credit card information. You can update your Travel
Settings, including travel preferences for upcoming trips, and add an assistant to help

you book your travel.
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You will find the most common profile tasks on the Profile Options page. You can
also use the menus on the left to select a setting to update.
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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.
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System Settings
‘Which time zone are you in? Do you prefer o us.
hour clock? When does your workday startiend?
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Contact Information
How can we contact you about your travel arrangements?

Setup Travel Assistants
You can allow other people within your companies to book
trips and enter expensas for you.

Travel Vacation Reassignment
Going 1o be out of the office? Configure your backup travel
manager.

Concur Mobile Registration
Set up access to Concur on your mobile device
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2. Use the following sections to update your Travel profile:

e Your Information - Review and update your personal information, contact
information, and emergency contacts. Verify your email addresses and
add or update credit cards that are available to use for purchases.

e Travel Settings - Add your travel preferences and frequent-traveler
program information. Add assistants or arrangers that can book travel for
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3. Select Personal Information. Your intormation  Profile Options 3
; elec o ustomize your user profile
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you.

e Other Settings - Activate e-receipts, configure system settings, change
your password, and register your mobile devices.

In the following example, you will verify your personal information.

In the My Profile —
Personal
Information section,
make sure that the
first, middle, and
last names shown
are identical to

~ Youcan card information here o you don't
T3S have to e an item or service

me you purchase an item or servic

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

Change Password
Change your password. Concur Mobile Registration

Set up access to Concur on your mabile device

My Profile - Personal Information

Jump To:  Personal Information v
Disabled fields (gray) cannot be changed. If there are errors in these fields, contact your company's travel administrator.

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

A Important Note

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 airport. Due to increased airport security, you may be turned away at the gate if the name on your identification does not match the name on your ticket.

Title First Name Widdle Name Preferred Name Last Name Suffix

those on the identification that you will be presenting at the airport. If it is
incorrect, contact your SAP Concur Site Admin if it needs to be updated.
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5.
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Scroll down and verify your
Work and Home Address,
and your Contact
Information (required fields
are labeled in red).

In the Email Addresses
section, verify your email
addresses. Select Add an
email address to add any
additional email addresses
that you need to use.
Complete the Emergency
Contact fields, as needed.

Work Address Go to top
Narr ssigned |
Please cf pany -
Stre
4
Postal Codk try/Re,
United Si f v
Home Address Go to top
178 Main St
&
Falls Cf
Post; Country/Region
201 United States of Al v

Contact Information Go to top
Work Phone[Required**] Work Extension k Fax rk Phor

Home Phone[Required™]
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! Phone CountrylF bile Pt

v
**You must specify either a home phone or a work phone.
Email Addresses Go to top
Please add at least one email address.
How do | add an email address?
Add an email address
Email Address ity ctions
Email 1 2

Emergency Contact

Go to top
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Travel Preferences Go to top

Eligible for the following discount travel rates/fare classes %

7. Continue scrolling down to the
Travel Preferences section.
Select your discount travel

rates/fare classes, and specify
your Air, Hotel, and Car Rental .
Preferences. Under Frequent-
Traveler Program, select Add a
Program to add your frequent o
flyer programs. o e e o G
oy

8. Inthe TSA Secure Flight [roacocure rign

S eCt I O n Ve r I fy th e The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided,
4 you may be subject to additional screening or denied transport or authorization. TSA may share information you provide with law enforcement or
intelligence agencies or others under its records notice. For more on TSA privacy policies or to view the records notice and the privacy impact assessment,

required Gender and e the T e s e WHWTSA GOV

Date of Birth fields. TP e
Complete the DHS
Redress No. and TSA
Precheck Known Traveler
Number fields, as needed.

9_ |n the Internat'onal International Travel: Passports and Visas Go to top
TraV el P a S S p o r,t S a N d iAn?:rirqgtiionlgl ;la;s:’seploart”itrglrsgz;i;n to your profile will allow us to inclucle it in your reservations. Having this information in your reservation can make
Visas section, add your Passports 2t o Posspen
passport or |
international visa
information. [ s ]

International Visas (® Add a Visa




SAP Concur

10. In the Assistants and Travel  [xsisns s mavet amangers Gototop
Arrangers section, select e Lo e xR e oA o e pemsson o pefom e netons ot
Add an Assistant to assign | R
someone to book travel for e -
you, or to assign them as
your primary assistant for =
travel.

You can search for and select the individuals within your organization that you
would like to give permission to perform travel functions for you.

Note: An assistant must be an existing Travel user. You cannot designate
primary assistants for travel to Individuals or Groups without a work phone
number in their profile.

11. In the Credit Cards section, select Add a Credit Card to add or update your
credit card information that you use to book travel.

Note: You are required to have a oo

Go to top

credit card saved in your profile | s e s oo i o I
b efo re yo u Ca n bOO k W I t h CardType  E-ReceiptEnabled  Display Name Sponsored Card  Credit Card Number  Expiration Date  Default  Update/Delete
COnCur Travel . You Can VISA Test Visa Profile Card #1111 Exp: 03/2027 0 2 w

designate this card as your
default for plane tickets, rail
tickets, car rentals, and hotel
reservations.

12. After you have completed your Travel Profile updates, select Save.
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