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Instructions for Creating a Concur Profile

Please note that these instructions provide the minimum information needed in order to set up a profile in Concur.  
While inputting the required information is enough to allow you to make travel arrangements through the Concur  
website, you will likely find that it is beneficial to complete additional fields. For example, you may want to complete  
the Emergency Contact, Travel Preferences, TSA Pre Check and Passport fields in order to expedite the booking process.  
The more information you include in your profile, the easier booking will be.

1. Click the Book Travel link on the Financial Affairs website. http://fa.ucf.edu/

ju883816
Line
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2. Log in to Concur using your UCF single sign on username and password.

3. Click Profile Settings under the Profile drop down menu.

All of the information that will need to be input in order to create your profile and begin booking travel through
Concur is located in the “Your Information” section.

4. Click Personal Information
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5. Verify that your first, middle and last names shown in the name section are identical to those on the photo
identification you will be presenting at the airport.

Company Information

1. Input your employee id (this can be found on your Leave and Pay Exceptions Report).
2. Search for your supervisor’s name under the manager section by clicking the blue box with three dots to the

right of the field.
3. Input your department or project name in the Department/Project field. Please note that there is a character

limitation. If you need to abbreviate your Department/Project name, please use commonly known
abbreviations.
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Contact Information

1. You must enter either a work or a home phone number. You may enter both if you choose.

TSA Secure Flight

1. Select your gender
2. Input your date of birth in mm/dd/yyyy format.
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Assistants and Travel Arrangers (Optional)

If your travel will be booked by an assistant or a travel arranger, you must provide authorization under the Assistants
and Travel Arrangers section.

1. Click on the Add an Assistant Link

2. Begin typing the name of the individual who will be authorized to book your travel. Select the individual once
their contact information appears. The assistant must be an existing Concur user.

3. Check the box next to “Can book travel for me”.
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Credit Cards

You must have a credit card saved in your profile in order to book travel through Concur. If you have a university PCard,
university related travel should be booked using this payment method. If booking will be completed by a travel
arranger, you do not have to add a credit card. Travel may be booked using the travel arranger’s card.

1. Click the “Add Credit Card” link to add a new credit card.

2. Enter all required information in the Add a Credit Card form. Required information is denoted by an *.

Save your profile. You are now ready to begin booking travel via Concur.




