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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. To access your Travel profile, from the SAP Concur home page, click Profile, and then click 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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Profile 
1---A 

Personal Information 

Your Information 
Personal lnfom,ation 

Company Information 

Contact Information 

Email Addresses 

Emergency Contact 

Credit Cards 

Travel Settings 
Travel Preferences 

International Travel 

Frequent-Traveler Programs 

Assistants/Arrangers 

Request Settings 
Request Information 

Request Delegates 

Request Preferences 

Request Approvers 

Favorite Attendees 

Expense Settings 
Expense lnfom,ation 

Expense Delegates 

Expense Preferences 

Expense Approvers 

Favorite Attendees 

Change Password System Settings Mobile Registration Travel Vacation Reassignment 

Profile Options 
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 

Change Password 
Change your password. 

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 act.ion, 
such as Submit or Print 

Mobile Registration 
Set up access to Concur on your mobile 
device 

2. Use the following sections to start updating your Travel profile: 
• 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. 
• Travel Settings - Add your travel preferences, and frequent-traveler program information. Add assistants or arrangers that can 

book travel for you. 
• Other Settings - Activate E-receipts, configure system settings, change your password, and register your mobile devices 

3. In this example, you will verify your personal information. Click Personal Information. 
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Profile Personal lnfom1ation Change Password System Settings Mobile Registration Travel Vacation Reassignment 

Profile Options Your Information 
Personal lnfom1ation 

Company Information 
Contact lnfom1ation 

Email Addresses 

Emergency Contact 

Credit Cards 

Select one of the following to customize your user profile. 

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 

vel Assistants 
allow other people within your 
es to book trips and enter expenses 

rofile Options 

Requesr Seuings 
Request Information 

Request Delegates 

Request Preferences 

Request Approvers 

Favorite Attendees 

rrip'art1 p-at g"7en o~ er; Hotel, Rental Car and other travel-

Expense Settings 
Expense lnfom,ation 

Expense Delegates 

Expense Preferences 

Expense Approvers 

Favorite Attendees 

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. 

Change Password 
Change your password 

My Profile - Personal Information 
,_. To r-.t._...,.,....,_ • m::::I 

related preferences. 

Expense Oelegates 
Delegates are employees who are allowed to 
perfom1 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 

Mobile Registration 
Set up access to Concur on your mobile 
device 
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4. In the My Profile – Personal Information section, make sure that the first, middle, and last names shown are identical to those on 
the photo identification that you will be presenting at the 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 your Work and Home Address, and your Contact Information (required fields are labeled in red). 

6. In the Email Addresses section, verify your email addresses. Click Add an email address to add any additional email addresses 
that you will need to use. Complete the Emergency Contact fields, as needed. 
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7. Continue scrolling down to the Travel Preferences section. Select your discount travel rates/fare classes, and specify your Air, 
Hotel, and Car Rental Preferences. Under Frequent-Traveler Program, click Add a Program to add your frequent flyer programs. 
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8. In the TSA Secure Flight section, verify the required Gender and Date of Birth fields. Complete the DHS RedressNo. and TSA 
Precheck Known Traveler Number fields, as needed. 

9. In the International Travel Passports and Visas section, add your passport or international visa information. 
Adding your information in the section can make international travel a little easier. 

10. In the Assistants and Travel Arrangers section, click Add an Assistant to assign someone to book travel for you, or to assign 
them as your primary 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 that 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 section, click Add a Credit Card to add or update your credit card information that you use to book travel. 
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Note that 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 your Travel Profile updates, click Save. 

Last updated: 05/05/2017 




