Concur Initial Login Checklist

In order to make your Concur experience the best, there are some things you need to confirm and set up first. This checklist is designed to help you with your Concur housekeeping so you can be on your way to automated travel and expense in no time! Just follow the easy steps below and remember that some options may not be available due to your company’s settings:

Most of the work is done under the Profile tab. 
Click on the tab and follow this handy checklist down the left-hand side:

Under Your Information:
 FORMCHECKBOX 
  Confirm the spelling of your name matches government issued ID

 FORMCHECKBOX 
  Set up emergency contact information
 FORMCHECKBOX 
  Add credit card(s) as payment method for booking travel (if applicable)
Under Travel Settings (if applicable)
 FORMCHECKBOX 
  Set up travel preferences

 FORMCHECKBOX 
  Add frequent flyer / travel program information

 FORMCHECKBOX 
  Add TSA / traveler information

 FORMCHECKBOX 
  Add travel assistant(s) (if desired)

Under Expense Settings:
 FORMCHECKBOX 
  Confirm expense information
 FORMCHECKBOX 
  Add banking information (if applicable)
 FORMCHECKBOX 
  Add delegate(s) (if desired)
 FORMCHECKBOX 
  Set email preferences

 FORMCHECKBOX 
  Confirm your expense report approver
Under Other Settings:
 FORMCHECKBOX 
  Enable e-Receipts (if applicable)

Click here and review additional information under “Working with e-Receipts”

 FORMCHECKBOX 
  Set up Concur Mobile (compatible with BlackBerry, iPhone/iPad, and Android devices)
 FORMCHECKBOX 
  Change password (if desired)
Go to the My Concur tab and do the following:

 FORMCHECKBOX 
  Sign-in/Register for TripIt Pro and link your trips (if applicable, at the top of this tab)

 FORMCHECKBOX 
  Setup Personal Card Import to pull in transactions from your personal credit card (if desired and if available)

