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HOW TO DEACTIVATE A USER IN CONCUR 

1. General Information 

To deactivate an account, you must have an administrative account in Concur. See the 

video and/or guide ‘How to Change a User’s Concur Profile’ for more information.  

 

When should we deactivate an account? 

An account should be deactivated when an employee leaves the agency to prevent fraud 

or misuse of funds. Concur profiles cannot be permanently deleted, so deactivation is the 

required step to ensure the account is no longer active or accessible. 

 

When should we reactivate an account? 

An account should be reactivated if/when an employee returns to an agency where they 

previously had a Concur profile. Once an account has been created using an email 

address, that email address cannot be used to create a new login/account. Therefore, the 

existing profile must be reactivated rather than creating a new one. 
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2. Deactivate an Account 

Log into Concur. See the video and/or guide ‘How to Log into Concur’ for more information.  

Once you have logged into Concur, click “Administration,” “Company Admin.” 

 

 

Click “User Administration.”  

 

 

In the search box, enter the employee’s name or email. Click “Search.” 
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A list of users that meet the search parameters will appear. Review the options and select 

the correct employee by clicking on their name.  

 

 

The “User Details” page will load.  

 

 

Under “Account Termination Date,” enter the employee’s last day with the agency. You can 

put in a past date if needed.  
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Once the date has been entered, click “Save.” Note: The password box must be blank to 

save the change.  

 

 

The employee’s profile has now been deactivated. They will no longer be able to log into 

Concur and book travel.  
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3. Reactivate an Account 

Log into Concur. See the video and/or guide ‘How to Log into Concur’ for more information.  

Once you have logged into Concur, click “Administration,” “Company Admin.” 

 

 

Click “User Administration.”  

 

 

In the “User Status” drop box, choose “All.” This will ensure that deactivated profiles will 

appear in your search results. 
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HOW TO DEACTIVATE A USER IN CONCUR 

In the search box, enter the employee’s name or email. Click “Search.” 

 

 

A list of users that meet the search parameters will appear. Review the options and select 

the correct employee by clicking on their name.  

 

 

The “User Details” page will load.  
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Under “Account Termination Date,” remove the date.  

 

 

Once the date has been removed, click “Save.” Note: The password box must be blank to 

save the change.  

 

 

The employee’s profile has now been reactivated. They will be able to log into Concur and 

book travel.  
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4. Additional Resources 
4.1 CI Azumano 

Email: CalTravel@ciazumano.com 

Travel Agents: (877) 454-8785 (use only if trip is in progress) 

o CI Azumano Webpage  

o Concur Login Page 

 

4.2 Statewide Travel Program 

Email: StatewideTravelProgram@dgs.ca.gov 

Find the following videos and guides on the Statewide Travel Program Training Resources 

Page: 

o How to Change a User’s Concur Profile 

o How to Log into Concur 

o Travel Coordinator 101 

 

mailto:CalTravel@ciazumano.com
https://caltravel.ciazumano.com/
https://www.concursolutions.com/
mailto:StatewideTravelProgram@dgs.ca.gov
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Concur-Training
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Concur-Training

