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How to set up your profile In
Concur
@ Before using Concur, review and update your profile information to

prevent errors when booking travel.
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Your Information .
P Profile Options or the blue text Personal Information
Company Information Select one of the following o customiZe your user
Contact Inform I” — ’ 1 . .

: "' S ?:Jrrs:or:el:lb:r:er::::::mergency contact inform Any Optlon Wi ” ta ke you to the Sa me
c : o Company Information screen.

Your company name and business address of your
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¥ou can store your credit card information here so
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al Travel

Frequent-Traveler Programs

@ You'll see a page with different sections. This is your profile information.
Some sections are already filled in and some sections need to be filled in.



Confirm your name is correct

First, confirm that your name matches the name on the photo identification
that you show at the airport. To update this information, please contact the
Division of Human Resource Management.

My Profile - Personal Information

Jump To:  Personal Information w Choose

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.

Title First Name Midale Name Preferred Name Last Name Sutfix

Company Information

Employee ID

Confirm your addresses are correct

Scroll down to the Work Address and Home Address sections. Confirm that
your work and home addresses are correct.

This information is used when you calculate mileage in a travel request or
reimbursement request.

Work Address
Company Mame Search ke company Llocations @
Home Address
Sareet
=
4315 5 2700 W Adares{  HEEL
City State/Prevines
Taylorsuille uT City Srate/Provinee
Fastal Code Country/Region uT
24129 United States of America
Postal Code Couniry/Region
United States of America w

If your home address is incorrect, contact the Division of Human )@
Resource Management to get it changed.



Add your phone numbers

Scroll down to the Contact Information section.

Fill in your phone numbers for the fields marked [Required**]. In the Home Phone field,
you can enter a cell phone number if you don't have a home phone number.

Contact Information

Work Phone[REquirEdH] Work Extension Work Fax 2rd Work Phone/Remaote Office
801

Home Phone[Required™]

801

Pager Other Phone

Mabile Phone Country/Region Mobile Phone[Required**]

[[United States of America (+1) ]| 801

*You must specify either a home phone or a work phone.

Your phone numbers are used only if the travel management company
needs to contact you about your booking or travel details.

Verify your email address

Scroll down to the Email Addresses section. Confirm that your state-issued
email address is listed under Email Address.

Email Addresses Go to top

Please add at least one email address.

How do | add an email address?
How do | verify my email address?
Why should | verify my email address?

Travel Arrangers ( Delegates

(¥) Add an email address
Email Address Verify Contact? Actions

Email 1 @utah.gov Rt Vieified Verify Yes

If you want to add up to 2 more email addresses, @T"a”em" s
. . ri Contact? Actions
click the small blue text Add an email address ["

rify Yes




Enter your email address, select whether you want to receive notifications,
and click OK.

(¥) Add an email address

Email Address Verify Contact? Actions

Email 1 @utah.gov Mot Vierified srify Yes

Enter email address Contact for Travel Notifications? 0K | Cancel

O Yes ® o

To verify an email address, click the small blue text Verify in the email line.

Email Address Verify
@utah.gov Not Verified — | Verify
@gmail.com Mot Verified Verify

A pop-up window will
appear saying an email with

An email has been sent to this email address, Copy the Verification Code ifi i
A from the email and paste it into the "Enter Code”™ box below, yo urve rlfl Catl on COd € was
sent.

Verification Email Sent

Click the blue button OK.

Go to your email inbox to get the verification code. Copy the verification code
from the email and go back to Concur. Paste the code into the Enter Code box

and click the blue button OK.

Verify Contact? Actions
@ Check email for code Resend | Cancel Yes
Enter Code m h
WABWYKJP




A pop-up window will appear

Sayi ng your ema il address has Email Verification Status
been verified and you can now A 10 e adsress s veen vered
‘You may now send receipts to Concur by emailing receipts@cencur.com

email your receipts.

Click the blue button OK.

An email address can only be associated with 1 Concur profile, so
delegates shouldn't enter their own state email address in
another user’s profile.

Your email address should now show a green checkmark and say Verified.
Follow the same steps to verify your other email address.

Email Address Verify Contact? Actions
@utah.gov 0 Verified Disable Yes
Verification
@gmail.com Mot Verified Verify

Add emergency contact info

If your agency requires it, fill out the information under the Emergency
Contact section.

Emergency Contact Go to top

Name Relationship

w

Shreet

Address same as employes

Ciny State/Province Postal Code

Country/Riegion Phaone Alternate Phone




Fill in your travel preferences

Scroll down to the section Travel Preferences. You can fill out as much as
you'd like. This section is optional.

Go to top

Travel Preferences

Eligible for the following discount travel ratesifare classes

annices  [Gavermment [ mismary [ Senlonaare

Air Travel Preferences @

Seat Seat Section Special Meals

Don't Care ~  Don'tCare v Mon Lactose Meal »

Preferred Departure Arport @

Hotel Preferences

Room Type Smoking Preference
Don't Care » Don't Care v | [CFoam pitlows ___Rolla.-.ay ped [lcrib
I prefer hotel that has:

Oagem Capost Carestaurant [room service [ Earty Checiein

Accessibility Meeds
d—,\ [Cwheelchair access [ Blind accessible

Car Rental Preferences

Car Type Smoking Preference  Car Transmission
Any Car Class w  Don't Care w Dort Care v [lIn-car GPS system [ Sk rack

Message 10 Car Rental Vendor [+]

Add a credit card

Scroll down to the Credit Cards section. This section is optional. To add
a credit card, click the small blue text Add a Credit Card.

(+) Add a Credit Card \
Go to top

You currently have the following credit cards saved with your profile.
(®) Add a Credit Card

Credit Cards

You currently have no credit cards saved.




Save your changes

When you're all done updating your profile, click any of the blue Save
buttons on the page.

Dparmment Una
Work Address Go to top
Seareh lar compary lecatiord @
Saoewt
4315 5 2700'W Asidress same a5 sssigned location
F
Chy StateProvince
Taylorsuille ut
Postal Code CommiryRegion
84129 United States of America w
Home Address Go to top
Sorewt
A
SueiProvinge
ur
Pastal Code CounryiRegion
United States of drerica w
Contact Infermation Go to top
week Phons[Required*] Witk Extenaion WWindk Fa T Wk PRescai oot OFics

You'll be taken back to the Profile Options page and you'll see a
little green message on the right side that says “Profile Saved.”

SAP Concur [T Profile =

Contact Information
Email Addresses
Emergency Contact

Travel Preferences
Intermational Travel
Frequent-Traveler Programs

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings
Expense Information
Expense Delegates
Expense Preferences.
Expense Approvers
Viehicle Configuration
Favorite Attendees

Personal Information
Wour home address and emergency comact information.

Credit Card Information
ou cam store your credit cand information here 5o you don't
have to re-enter it each time you purchase an iterm or service.

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

Request Preferences

Select the options that define when you receive email
notifications. Prompts are pages that appear when you select
a certain action, such as Submit or Print.

Vehicle Configuration
Vehicle Configuration

Concur Mobile Registration
Set up access 1o Concur on your mobile device

Profile Saved

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

Credit Cards Company Information
Your company name and business address of your remote Contact Information
Travel Settings location address, How can we contact you about your travel arangements?

Travel Profile Options

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

Expense Delegates
Delegates are employees who are allowed to perform work on
behalf of cther employees.

Expense Preferences

Select the options that define when you receive email
notifications. Prompts are pages that appear when you select
a certain action, such as Submit or Print.

Change Password
Change your password,

Profile Personal Information Change Password System Settings Concur Mobile Registration T T | e
Your Information Pmﬂ le oPt ion s Profile Saved
Personal information
Company Information Select one of the following 10 customize your wser profile.
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