


GETTING STARTED IN LAREDO COLLEGE
SAP CONCUR TRAVEL

All travel requires approval, even if travel expenses are paid by a
third-party vendor. Employees should complete and submit an expense

report within 15 days after returning from their travel.

1. Login Process

We begin by going to the SAP Concur Travel login site which is located at
www.concursolutions.com. You will be able to login Concur with your work e-mail

address and a temporary password provided by the Accounting Department. You

will need to change your temporary password to your own preferred password.
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Note: Send an email to accountingz@laredo.edu if you are having

difficulty logging into your concur employee account.

< Once you are logged in, click on Profile in the upper-right hand corner.
% Click on Profile settings to change password, and Change Password option.

See example below:

Pononal iformation  Change Password  SystemSefings  Concur Mobde Fisgatation  Concur Moble Devices  Travel Vacaton Reassignment

Change Password

I1. Concur ‘User Profile

Profile Settings | Sign Out

x. Acting as other user 9
) Act on behalf of another user
@) Act as user in assigned group (Proxy)

_) Book travel for any user (Seif-assign)

Q
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Prior to using Concur Travel to rveserve travel, you must Review and Update
your Travel Profile.

‘We will start with Personal Information. Please note: Disabled fields in gray
cannot be changed. If there are evrors in these fields, please contact the Concur
Admin Staff at (956)721-5121.

B3

> Click on Profile, and then Profile Settings.
» Click on Personal Information. Update any fields that do not match your

D3

photo identification. Due to increased airport security, you may be turned
away at the gate if the name on your identification does not match the name

on your ticket.

<+ Verify your Company Information such as your supervisor’s name.

<+ Verify your work and home addresses and your Contact Information. You
must input either a work or a home phone numbey as a well as a mobile
phone number.

<+ ‘Update and verify your Email Address. Your work email will automatically

*,

populate, but you can add a personal email where your itinerary will be
email.
> To verify an email address:
o Add and save your email address
e Once you have saved an email address, click the verify (ink.
e Check your email for a verification message from Concur.
o Copy the code from the email message into the “Enter Code” box
next to the email address.
e Click “OK” to submit the code and complete verification.
> Make sure to add and verify all email addresses that will be used to
submit receipts. Fmail address may only be associated with one user
profile.
<+ Complete the Emergency Contact fields as needed.

< In the Travel Preferences section, you can select your discount travel rates,

specify air, hotel and/or car rental preferences (non-smoking room &
aisle/window seat) and add frequent traveler programs.
> To add a frequent-traveler, driver and/or hotel guest program:

|
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o Click the Add a Program [ink to enter up to 5 memberships at a
time.

e ‘Use the Radio buttons to select if this is an Air/Rail Carrier,
Car Rental Company and/or Hotel.

e Select the appropriate vendor form the dropdown [ist, and enter
the Frequent Travelev/Driver/Guest number. Make sure that
the information for the membership matches the name in your
profile, including middle initial.

Enter programs exactly as they appear on your card, excluding
spaces and dashes. Do not add any additional characters or the
carrier code. If you enter a program incorrectly, you will get a
profile evror from the reservation system.
e ‘Use the Search this Vendor check box to prioritize the search in
Travel. Keep in mind that the College’s travel policy will
usually override your individual preferences.
e Continue adding your Frequent-Traveler Programs and then
click “Save”.
< In the I8A Secure Flight section, verify the required Gender and Date of
Birth fields. Complete the DHS Redress No. and TSA Precheck Known
Traveler number fields. Your gender and birth date are required fields. If
you decide to participate in this TSA Pre Check Program, please note that

this is a non-reimbursable expense.
< In the Assistants and Travel Arrangers section, you can assign an

assistant/arranger to view and modify your profile and/or book travel trips
on your behalf. Each traveler can have a primary assistant. Your assistant
must have an existing Concur account before you can add them to your
profile.

% On the Credit Cards section, add and/or update your College P-Card
information that you will use to book your travel. You must have a credit
card saved here in order to reserve flights.

< Once you have completed your Travel Profile updates, click the Save button.

I11. Optional Profile Settings
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We will be reviewing additional settings in your SAP Concur Travel Profile for

gs.

portcmt m ormatwn uno[er Profile Settin

Profise Optens

i £oruriohats mex & £ & -

SAP Concur [C] Roquests ol P Approvaks Reporting = App Conler

Frofile Parsonal Information Change Password System Seftings Concur Mobde Regstration Concur Mobils Devices Travel Vacaton Reassignment

rmation

Profile Options

Seloct ona of the follawing 1o cusiomize your usar profile.

Personal Information System Settings

Your hom address and smetgency contsc! infarmation Which lime 2one afe you in? Do you prefes 10 o 8 12 o 24-hour
clack? When does your workday startiend?

Company Information

Your company name and busness address of your remote Contact Information

Travel Settings location address. How can we contact you aboul your travel arrangements?
vel Settings
Travel Praferances. Credit Card Information Setup Travel Assistants
Inkomational Trevol You can store your cradit card information here 5o you don have You can allow other pecple within your companies 10 book ips
10 re-enter it each time you purchase an item of service and enler sxpenses for you
E-Receipt Activation Travel Profile Options
Enable e-receipts to aulomabcally receive electronic receipts from Carner, Hotel, Rental Car and other travel-related preferences.

articipating vendors
[odets e Expense Delegates

Request Inf Travel Vacation Reassignment Delegales are employess who are allowed 1o perfomm work on
Request Dilegate: Goung to be out of the office? Configure your backup travel behalf of other employees
Request Preferences manager Expense Praferences
- Request Preferences Sebect thir oplicns that define when you receive email notifications
Seloct the opticns that define when you receive email notifications Prompts are pagos that appoar whon you select a cortain achon,
Prompts are pages that appear whan you select a certain acton, such as Submit or Print

such as Submit or Pont
o kil Concur Mabile Registration

Change Password Sel up acorss 10 Concur on your mobike device
Change your password

C Mobide Registration
I'm Assisting

% Personal Car
> In order to claim mileage on an expense report, the user must have a
car associated with their profile.

e Click Profile and then Profile Settings.

e Click Personal Car.

o Click “New”

e FEnter a name for the vehicle in the Vehicle ID field. This is
simply an identifier to differentiate the car in the [(ist.

e ‘Use the choice list to choose the Vehicle Type. For users
calculating mileage for employee travel, select “Regular
Mileage”.

o If you would like to make this the default car used when
calculating mileage, check Preferrved Car and Click Save.

< Default FOAP
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» Concur allows the user to setup a default FOAP (Department
Account) to be pre-populated for Travel Requests and Expense
Reports. The setup for each module is separate from the others to
allow different FOAPs to be used.

e Click Profile and then Profile Settings.
o Click the information section for the module you want to work
with such as Request and/or Expense information.
e ‘Use the choice list to select the Chart, Fund, Organization and
Program.
o Click Save.
< Setting up a Delegate

> Concur allows the user to setup a delegate who will be able to prepare
Travel Requests and Expense Reports on your behalf. This does not
remove the user’s responsibility to review and submit the request
and/or report.

e Click on Profile and then Profile Settings.

e Click the Delegates section for the module you want to work
with such as Request and/or Expense Delegates.

e Click Add.

e ‘Use the search box to find the delegate and click Add.

e ‘Use the check boxes to assign permissions to the delegate.

o Click Save.

If you have any questions and/or need

additional assistance, please contact the

Concur Travel Admin Staff for Laredo
College at (956)721-5121.

Concur Admin Staff: Miguel Rangel and Sonia
Mireles
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