SAP Concur

Updating Your Travel Profile

From your 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.

1. Toaccess your Travel
profile, from the SAP
Concur home page, select
Profile, and then select
Profile Settings.

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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Travel Vacation Reassignment

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
s0 you don't have to re-enter it each time you
purchase an item or service

E-Receipt Activation
Enable e-receipts to autematically receive
electronic receipts frem participating vendors.

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

Company Car
Company Car

Concur Mobile Registration

System Settings

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

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

Setup Travel Assistants

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

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 other 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
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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 Expense Settings - Add your travel preferences and frequent-traveler
program information. Add assistants or arrangers that can book travel for
you.

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

| n th e fOI |OWI ng exa m p | e 1) Profile Personal Infermation Change Passwerd System Settings Concur Mebile Registration Travel Vacation Reassignmeant

you will verify your
personal information.

3. Select Personal
Information.

4. |Inthe My Profile -
Personal Information
section, make sure that
the first, middle, and last
names shown are identical
to those on the
identification that you will
be presenting at the
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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

E-Receipt Activation
Enable e-receipts to automatically receive
electronic receipts from participating vendors.

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.

Company Car
Company Car

Concur Mobile Registration

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?

Setup Travel Assistants

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

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 other 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.

Jump To: | Persenal Information

/i 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 tumed away at the gate if the
name on your identification does not match the name on your ficket

Title First Name

My Profile - Personal Information

& o

Middle Name

Preferred Name

Disabled fields (gray) cannot be changed. If there are emors in these fields, contact your company's travel administrator.

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

Last Name Suffix

William Never English

airport. If it is incorrect, contact your SAP Concur Site Admin if it needs to be

updated.
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5. Scroll down and verify ork s
your Work and Home P T
Address, and your
Contact Information

(required fields are
labeled in red). -

Home Address Go to top
Strest
A
City State/Province
Postal Gode Gountry/Region
United States of America v

Contact Information Go to top

Work Phone[Required™] Wark Extension Wark Fax 2nd Work Phone/Remate Ofice
1425 590 4587

Home Phone[Required™]
1425 580 4567

Pager Other Phone
Mobile Fhane Country/Region Mobile Phone
United States of America (+1) v | 425-330-4518

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

6. In the Email Addresses e —
SeCtiOn, Verify your email Please add at least one email address

addresses. Select Add an T

email address to add any b i s e 7

add|t|ona| emall P | would like to have somsone arrange travel or delegate expense on my behalf, what do | need to do? —
addresses that you will oo gy et

Email 1 william_never_T89456 123@sapconcur25.com ) Check email for code Resend | Cancel Yes

need to use. Complete the o
Emergency Contact fields,
as needed.

Goto top

verify my email address?
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7. Continue scrolling down to
the Travel Preferences [y e ——e—

section. Select your A Tavl Preernces @

discount travel rates/fare (o oon <][omrooe ] repanes ] s

classes, and specify your S

Air, Hotel, and Car Rental

Preferences. Under oo e 2] Oroumion CRotenaybed o] O

Frequent-Traveler e emes e s ey

Program, select Add a e

Program to add your

frequent flyer programs.

Any Car Class || Don't Care v | | DontcCare v | [JincarGPS system [ |Skirack

Message to Car Rental Vendor @

Frequent-Traveler Programs

Your Frequent Traveler, Driver, and Hotel Guest Programs £ Add a Program

8. Inthe TSA Secure Flight |
. . i TSA Secure Flight
SeCt I On y Ve rlfy the req u I red The‘Transport‘a.tion Securily‘Authnrit‘,- ‘{TSA\ requires us to lrlans.mil information collgded fm'.“ you Provif‘!ing ir\fnrmalinn is required l\fil i.s not provided‘ you may be
subject to additional screening or denied transport or autherization. TSA may share information you provide with law enforcement or intelligence agencies or others
H der it ds notice. Fi TSA privacy pelicies or to view t ds noti d the privacy i t t the TSA's web site at
Gende r a n d Date of B I rth ;;;._i-z.“-?gfcégim ice. For mare on TSA privacy pelicies or to view the records notice and the privacy impact assessment, ses the s web site a
fle I d S . C O m p I ete th e D H S 23,3::‘ [:BES;LL:Z“] Da_:lenu‘;iil‘tvhxlnw"'dd"y‘,'y‘,'|[REE|LIiIeE\] DHS Redress No @ TSA Pre ‘,’ Knowin Traveler Number@
RedressNo. and TSA
Precheck Known Traveler

Number fields, as needed.

9. In the International Travel
Pass po rts a n d V i Sas 'Ar\:tr‘liy“:;z 2::;“ information to your profile will allow us to include it in your reservations. Having this informaticn in your reservation can make internaticnal

section, add your passport | == N
or international visa

information.

International Visas © Adda Viss
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10. In the Assistants and
Travel Arrangers section, | T s e
select Add an Assistantto | .= ™ ]|
assign someone to book B — e T8
travel for you, or to assign | [ ssescem i@ 8
them as your primary [ o ]

assistant for travel.

You can search for and select the individual(s) 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. From the Credit Cards i B
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 credit card saved in your profile before you can
book with Concur Travel. You can designate this card as your default for plane
tickets, rail tickets, car rentals, and hotel reservations.

12. After you have completed
1 You currently have the following credit cards saved with your profile.
your Travel Profile
@ Add a Credit Card

u pd ates L Se I eCt Save " Card Type E-Receipt Enabled Display Name Sponsored Card Credit Card Number Expiration Date Default Update/Delete

VISA @ Corp Travel Card 1111 Exp: 05/2029 [+]=]=] s @

m @ Travel Card =111 Exp: 0512025 s 0 -

| s |
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