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/
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Log in to Concur using your UCF single sign-on username and password.

UCF Federated Identity

Login to Concur Solutions

NID

Password

UCF Policies & Procedures

Concur Solutions

You have asked 1o logn lo Concur Schubons.

HID Password Rosot o

UNIVERSITY OF
CENTRAL FLORIDA

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.

Click Personal Information

SAP Concur Travel Approvals App Center

Profile Personal Information System Settings Concur Mobile Registration

Your Information

Profile Options

Select one of the following to customize your user profile.

Personal Information
Company Information
Contact Information

Email Addresses emergency contact information.
Emergency Contact

Credit Cards

Company Information
Your company name and business address or your remote
location address.

Credit Card Information
You can store your credit card information here se you don't have
to re-enter it each time you purchase an item or service.

Travel Settings
Travel Preferences

International Travel 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.

Frequent-Traveler Programs
Assistants/Arrangers

Other Settings
E-Receipt Activation
System Settings
Connected Apps
Concur Connect

Travel Vacation
Reassignment

Concur Mobile Registration

Profile «

Travel Vacation Reassignment

Knightro W. Knight

Profile Settings | Sign Out

System Settings
Which time zone are you in? Do you prefer fo 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.

Concur Mobile Registration
Set up access to Concur on your mobile device

SAP Concur
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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.

Help ~

SAP Concur @ Travel Approvals App Center o .
rone -
-

Profile Personal Information System Settings Concur Mobile Registration Travel Vacation Reassignment

Vourinformation My Profile - Personal Information

Personal Information

Company Information Jump To: | Parsans! Infarmation ‘

Contact Information Disabled fields (gray) cannot be changed. If there are errors in these fields, contact your company's travel administrator. Change
) Picture

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

Emergency Contact

Credit Cards
/1\ Important Note

Your Name and Airport Security: Please make certain that the first, middle, and last names shown below are idenfical to thase an the photo identificstion that you will be presenting at

Travel Settings

Travel Preferences 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.

International Travel _ . ~
Title First Name Middle Mame Mickname Last Name Suffix

Frequent-Traveler Programs

Assistants/Arangers

Other Settings

Company Information

1. Input your employee id (this can be found on your Leave and Pay Exceptions Report).
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.

Company Information Go to top

IEmEIuEEE iv] I
| |

[Managerd Requirad] | Employee Position/Title
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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.

Contact Information

Go to top

| Work Phone[Required**] | Work Extension Work Fax Znd Work Phone/Remote Office

l _ | | | |
| Home Fhone[Required™] |

| |

Pager ©Other Phone

| | |

Mabile Phone Country Maobile Phone

IUnibed States of America (+1) H |

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

TSA Secure Flight

1. Select your gender
2. Input your date of birth in mm/dd/yyyy format.

TSA Secure Flight

The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided, you may be
subject to additional screening or denied fransport 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, see the TSA's web site at
WWW . TSA GOV.

Gender [Required IDate of Birth Cmm-'ddr)ryyﬂlneqllll'eall DHS Redress Nog TSA Pre./ Known Traveler Mumberg
'D Mals ':ermsle | | | | |

International Travel: Passports and Visas

Go to top

Adding your passpart information to your profile will allow us to include it in your reservations. Having this information in your reservation can make international
fravel a little easier.

Passports

|:| | do not have a passport

Passport Nationality Passport Number Date lssued Place Issued [City, State) Country Issued Passport Expiration

International Visas © AddaVisa
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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

Assistants and Travel Arangers

Go to top

Please select the individuals within your organization that you would like to give permission to perform travel functions for you.
I:l Refuse Self Assigning Assistants @

Your Assistants and Travel Arrangers I @ Add an Assi s:antl

~

You currently have no assistants defined.

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”.

Add an Assistant

Flease select the individuals within your organization that
you would like to give permission to perform travel functions
for you.

Assistant

| |Can book travel for me |

Is my primary assistant for travel®

*Individuals/Groups with no work phone number in
their profile cannot be designated as primary assistant
for travel.
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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.

Credit Cards Go to top

You currently have the following credit cards saved with your profile.

|0 Add a Credit Card |

= Go to top

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

Add a Credit Card * Required

Enter the appropriate information for the credit card you'd like to use below. Use the "Display Name” field to label the card so
you can easily identify and select it when using features that require a credit card transaction.

Display Mame (e.g., My Corporate Card) * “four name as it appears on this card *

Card Type * Credit Card Number * Expiration Date *

)| [ ) [ ]

Use this card as the default card for:

|:| Plane Tickets |:| Rail Tickets |:| Car Rentals |:| Hotel Reservations

Billing Address

Enter the billing address for this credit card below. If this is a personal credit card, the billing address will typically be your home
address. If it's a company card, the billing address might be your company address. The billing address must be the address
where the bills for this card are currently deliverad, not where you would prefer they be delivered. This information is used to
verify your identity during credit card transactions. Your credit card may be declined if your billing address is inaccurate.

Billing Addresses longer than 30 characters may cause certain Airlines (Direct Connects and Web Bookings) to decline your
credit card. Please abbreviate long addresses if possible.

Street * Use this address

| | &
City * State * Zip/Postal Code *

| || Florida | | |
Country *

| United Ststes of Americs |

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





