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Managing Your Profile 

The first time you log in please complete your profile. To access your profile click on Profile then Profile 
Settings. 

 

 

Click on Personal Information to go to the top of the profile page. 

 

 

Concur Traveler Profiles 
Managing Your Profile 
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The required fields are marked [Required] and [Required**] and must be completed in order to save 
your profile. Verify or fill out all name fields. 

 
 

 

Addresses:  Select your Assigned Location from the dropdown of locations. Check the box ‘Address same 
as assigned location’ to assign the location as your work address. Enter Home Address. 
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Contact Information: Enter either a work phone or home phone and a mobile phone are required.  
Email Addresses: Click [+] Add an email address to add contact emails. You may have up to 3 emails per 
account.  
Emergency Contact: Enter your emergency contact details. 
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Travel Preferences: Check any discounts you may be eligible for. Enter Air Travel, Hotel, and Car Rental 
Preference Information. Add any Frequent-Travel Programs by clicking on [+] Add a Program.  
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TSA Secure Flight: Enter Gender and Date of Birth. Add DHS Redress and TSA Pre-Check numbers (also 
known as Global Entry or Known Traveler) if applicable.  
International Travel: Passports and Visas: Click on [+] Add a Passport or [+] Add a Visa to add Visa and 
Passport information. 
 

 
 
 
Assistants and Travel Arrangers:  Click [+] Add an Assistant to allow others within your company to 
access your profile, trip library, and the ability to make travel arrangements on your behalf. 
Credit Cards: Click [+} Add a credit card to add a credit card.  

NOTE: You will need to check the default checkbox for Plane Tickets or Hotel Reservations in order for 
your credit card to be visible and available to a travel agent for offline reservations.  

 

 


