Concur Online Travel Booking Tool: Completing Your Profile
Prior to being assigned as a Travel Assistant or booking travel you must complete
your Concur Travel Profile.

1. Access your profile information by following the path below:
e Select the Profile dropdown > Profile Settings > Personal Information

Administration + | Help ~

CONCUR Travel Reporting ~ App Center

P Alissa Lyn_Flvon

| LA Profile Settings | Sign Out

Helle, Alissa

Administration v | Help ~

g CONCUR Travel Reporting ~ App Center
porting PP Profile ~ &

Profile Personal Information System Settings Mobile Registration Travel Vacation Reassignment

Your Information Proﬂle OptiOﬂS

Personal Information

Company Information Selactanaafthadfallawing to customize your user profile.
tact Informati i
Sonacnfornation Personal Information System Settings
Email Addresses Your home address and emergensq’ contact information Which time zone are you in? Do you prefer to use a 12 or 24-hour
2 Wi / 7
Emergency Contact STy o] clock? When does your workday start/end

Contact Information

Your company name and business address or your remote
How can we contact you about your travel arrangements?

Credit Cards
location address.

2. Complete each section of your profile, then select any of the Save options.

The remainder of this document will look at each profile section in detail, highlighting important fields
and information.

Name:
Verify that this information appears as it does on your government issued photo ID.

Important Note
Your Name and Airport Security: Flease make certain that the first, middle, and last names shown below are identical to those on your photo identification that vou will be
presenting at the airport.
Title First Name Middle Mame[Required] Hickname Last Name Suffi
CTP Staff

He Middle Name

Company Information:
Verify your Employee ID and Manager information. Enter your Department.

Company Information Go to top

Employee 1D

Manager Employee Positicn/Title

Department



Work Address:
The work address fields are optional.

Work Address Go to top

Company Name Assigned Loc ation

| Please choose a company location

v

Street

Address same as assigned location

)

State/Province/Region

Postal Code

Country

Home Address:
The home address fields are optional.

Home Address Go to top

Street

ciy
\

Postal Code

)
State/Province/Region

Country. S
| United States of America

v

Contact Information:

You must specify at least one Phone; Work or Home.

Contact Information Go to top

Work Phone[Required™]

Home Phene[Required™]

‘Work Extension

Other Phone

Work Fax

2nd Work Phone/Remote Office

Pager

Mebile Phone

3l S

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

Email Addresses:

This field allows you to Add an email address (as many as you want) allowing you to share

copies of your travel itineraries.

Email Addresses Go to top

Please add at least one email address.

p How do | add an email address?
[+] Add an email address

Email 1 Contact?

aflynni@ctp-travel.com Yes

&




Emergency Contact:

Emergency contact information is optional.

Name

Street

Country Phone

Emergency Contact Go to top

city State/Province/Region

Relationship

v

@) Address same as employee
%
Postal Code

Atternate Phone

v

Travel Preferences:

This section allows you to set default travel preferences for Discounts, Car Rentals, Air

Travel, Hotel, and Frequent-Traveler Programs.

Travel Preferences Go to top

Eligible for the following discount travel rates/fare classes

| AAAICAA Government Military Senior/AARP
Air Travel Preferences @
Seat Seat Section Special Meals

| DontCare v i DontCare ¥ \i Regular Meal

Preferred Departure Airport @

Other Air Travel

Ticket Delivery

v || E-ficket when possibe ¥

Medical Alerts

Hotel Preferences

Room Type Smoking Preference
| DontCare ¥ || DontCare ¥ Foam pillovrs Rollaway bed
I prefer hotel that has:

agym |_lapool |_|arestaurant room service Early Check-in

Accessibility Needs

6 /Wheelchair access Blind accessible

Car Rental Preferences

Car Type Smoking Preference Car Transmission

i Any Car Class v Don't Care v \ \ DontCare v i

Message to Car Rental Vendor @

To enter Frequent-Traveler Program
added frequent traveler information
Concur or with an agent.

Frequent-Traveler Programs

Your Frequent Traveler. Driver, and Hotel Guest Programs

Message to Hotel Vendor @
Crib|

In-car GPS system Skirack

information, Select Add a Program.
it will be present within all of the bookings made in

Once you have

[+] Add a Program

No programs defined



To Add Travel Program information, select the program type (air/car/hotel), select the
vendor and enter the number.

Add Travel Programs

additional characters. Do
ystem.

if your card

The page allows you 10 enter up to 5 travel programs at a time. First. select the type of program (carrier name. car rental
or hotel) Then. select the name of the company from the adjacent list. Finally, enter the program number (frequent
traveler number. etc.)

AP G fy ARt Carer Frequent Traveler | Driver/ Guest Number  Search this vendor
1® Select a carrier v v

Frequent Traveles / Driver/ Guest Number  Search this vendor

. v
Frequent Traveler/ Driver/ Guest Number  Search this vendor
v v
Au/Ral Carriee Frequent Traveler | Driver/ Guest Number  Search this vendor
AR = = e
4 Select a carrier v v
AR [y AR Camer Frequent Traveler  Driver/ Guest Number  Search his vendor
5@ St a carrier v v

Unused Tickets and Southwest Ticket Credits will be located here.

Unused Tickets

Southwest Ticket Credits

[+] Add Ticket Credit

Gender and Date of Birth are both required components for TSA Secure Flight. If you have
a Redress, TSA Pre-check, or Known Traveler number, add it here.

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 transport 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] Date of Birth (mm/ddiyyyy)[Required] DHS Redress No.@ TSA Pre/ Known Traveler Number@
Male ® Female | og/14/1970 ‘ [ [ )

International Travel: Passports and Visas
If applicable, Passport and Visa information may be added to this section.

International Travel: Passports and Visas Go to top

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

Passports [+] Add a Passport

#! | do not have a passport

International Visas [+] Add a Visa



Assistants and Travel Arrangers:

This section is where you can assign a Travel Assistant/Arranger. Select +Add an Assistant for

each assistant you wish to assign.

Assistants and Travel Arrangers Go to top

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

Refuse Self Assigning Assistants @

Your Assistants and Travel Arrangers +] Add an Assistant

You currently have no assistants defined.

Add an Assistant

Please 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

Credit Cards:
This section is where you will enter your credit card details. Note: Please be sure to

select

what you want this card to be defaulted for; Plane Tickets, Rail Tickets, Car Rentals, Hotel

Reservations.

Add a Credit Card

Enter the appropriate information for the credit card you' like to use below. Use the “Display Name” fild to label the card so
you can easil identfy and select it when using features that require a credt card transaction. All fields are required.

Display Name (e.g. My Corporate Card) _ Your name as i appears on this card
Alssa Fynn
Card Type Credt Card Number Expiration Date
v 0 v|[2015 ¥

Use this card as the default card for:
Plane Tickets Rai Tickets Car Rentals (] Hotel Reservations

Billing Address: Enter the biling address for this credit card belov:. If this is a personal credit card, the billng address wil
typically be your home address. If s a company card, the biling address might be your company address. The biling
address must be the address where the bils for this card are currently delivered, not where you would prefer they be
delivered. This information is used to verify your identiy during credit card transactions. Your credit card may be declined
if your billing address is inaccurate.

Note: Biling Addresses longer than 30 characters may cause certain Airines (Direct Connects and Web Bookings) to decine
your credi card. Please abbreviate long addresses if possible.

Street

( Tip: If you complete your
personal profile, well fillin

2 this address information for

you each time you add a new
card

ciy State ZipiPostal Code

| None Selected v

Country

[ uniteq states of America v

e e -

Note: Activating E-Receipts — Access the Profile Options page and select E-Receipt Activation.
From the E-Receipt Activation Page, select E-Receipt Activation. Read the E-Receipt Activation

and Use Agreement and select | Accept.



