MAR
2026

How to Deactivate
a User in Concur

Statewide Travel Program

RRRRRRRRRRRRR

CA DEPARTMENT OF GENERAL SERVICES



HOW TO DEACTIVATE A USER IN CONCUR

Table of Contents

TADIE OF CONTENTS et e e e e et e e e e e e e e e bbb aeeeeeeeseesnnsssssseeaaaeeeas 2
1. GeNneral INFOIMNOTION ...uiiiiiiiee ettt e e e e e e e e tar e et e e e e e eessassassbaeaeaeeeesnnnnes 3
2. DeaCiVATE AN ACCOUNT oottt e e e e e e e e staba e e e e e e e eeessnnsaaaseeaaeaeeassnnnes 4
3. ReACHVATE AN ACCOUNT oottt e e e e e e et e e e e e e eessnsaaareeaaeeeeaennnnes 7
4, AAAITIONQAI RESOUITES ...utiiiiiiieeeeeiteete ettt e e e e e e e ettt e e e e e e e e e e eaabbaaeeaeeeesessnnsnsssaeeaaeeens 10

4.1 (114U | o g Lo | [ 10

4.2  Statewide TraVel PrOGIOM ...ttt e e e e e e e e ar e e e e e e s e e nseraaees 10

Page 2 of 10



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required step to ensure the account is no longer active or accessible.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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HOW TO DEACTIVATE A USER IN CONCUR

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.

EXY Concur

Hello, I BeTA TESTERE

> January 27, 2026

Plan a Trip
(] Find and book flights, hotels, and
rides for your business trip.

Administration

Com|

‘Concur

Company Admin

Report Admin

+or myself | Book for a guest

iamﬁﬂ

p

= EI7 Concur
@ Company Admin Home

> Company Admin
s

Approval Queue:
(> Company Locations
Report Admin
User Administration

1 User Administration

Company Administration

Administer Approval Queue

Here is where you reassign items from one manager to another, if a manager is unavailable for

User Administration
Here is where you add, modify and delete users

Company Locations and Maps
Where are your

offices? Modify your business locations.

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

User Administration

(® Add New User
Show Filters

User Li

Filters

Manager: Org. Unit: Location

All Managers v m All ~  All Locations v

User Status ~ Max Results

Active v 25 v

£y

lch What
NSme, Email, Log-in v

Search Text

Columns To Display

Login 1D Manager @ Org. Unit Job Title

lm

AlB|c|D|E|F|G|H[I|J|K|L(M|N|Oo|P|Q|R|[S|T|Uu|Vv|(w|x|¥Y|]
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HOW TO DEACTIVATE A USER IN CONCUR

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

the correct employee by clicking on their name.

Users

Last a / First

Never, William

Never, William

Job Title Org. Unit

Dept of General Services

Never, Williarr
Never, William
Never, William
Never, William
Never, William
Never, William
Never, William
Never, William

Nouar William

Login ID

Records 1 - 25 of 29 Records
Next >>25 Get All

Manager

ym  Never, William
None

zom None
None
Never, William
None

>m  None
None
None

Mnna

PROFILE

F

RN N

The “User Details” page will load.

User Details
[ swe | saveananew ] cancel ]

MFA Reset

General Settings

CTE Login Name* (must be suffixed with a valid domain) Password® (Blank to leave unchanged)
@dgs.ca.gov

This resets the user's MFA details, and they must now re-register their MFA methods upon their next sign-in.

Verify Password*

Title First Name* Middle Name Preferred Name

~

Last Name*

Suffix

v

Account Activation Date

[o6/19/2024 @
Employee ID

Account Termination Date

Email Address

@dgs.ca.gov

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

put in a past date if needed.

General Settings

CTE Login Name* (must be suffixed with a valid domain) Password* (Blank to leave unchanged)

Verify Password*

@dgs.ca.gov
Title First Name* Middle Name Preferred Name Last Name*
v
Suffix
v
Account Activation Date Account Termination Date
[=)o6/19/2024 >} |
Employee 1D TR AU —
@dgs.ca.gov
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HOW TO DEACTIVATE A USER IN CONCUR

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

User Details

=B T e

MFA Reset

This resets the user's MFA details, and they must now re-register their MFA methods upon their next sign-in.

General Settings

CTE Login Name* (must be suffixed with a valid domain) | Password* (Blank to leave unchanged) ‘erify Password*
@dgs.ca.gov
Title First Name* Middle Name Preferred Name Last Name*
v
Suffix
N
Account Activation Date Account Termination Date
[F]06/19/2024 @ 01/01/2026
Employee ID
(@dgs.ca.gov

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.”

EA 7 Concur

Hello, JIBeTA TESTERE
> January 27, 2026

Plan a Trip
L] Find and book flights, hotels, and
rides for your business trip

Administration
Com

Click “User Administration.”

= ET¥Concur

A s o .
@ Company Admin Home Company Administration

Administer Approval Queue

Here is where you reassign items from one manager to another, if a manager is unavailable for
some reason.

> Company Admin
Approval Queues
fE> Company Locations

User Administration
Here is where you add, modify and delete users.

Report Admin

User Administration

User Administration
- 24 Add User

Company Locations and Maps
Where are your offices? Madify your business locations.

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

appear in your search results.

Active

Not Active
Columns To Displa}
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In the search box, enter the employee’s name or email. Click “Search.”

User Administration

(® Add New User
Show Filters

Filters

Org. Unit:
All Managers v m All

Manager:

Location

v AllLocations v

User L

User Status Max Results
Active v 25 v
Search Text Search What

Name, Email, Log-in v

Columns To Display

Login 1D Manager 4 org. unitf Job Title

A(B|C|ID|E|FIG H|I|J|K|L|M|N|O| P

@D

QR S T|U |V W X |Y 4

A list of users that meet the search parameters will appear. Review the options and select
the correct employee by clicking on their name.

Users

Last a | First

Never, William

Never, Williarr

Job Title Org. Unit

Dept of General Services

Login ID

Records 1 - 25 of 29 Records
Next >> 25 GetAll

Manager

im Never, William

None

PROFILE

SESESESES

The “User Details” page will load.

User Details

2D @IS 5D
MFA Reset

This resets the user's MFA details, and they must now re-register their MFA methods upon their next sign-in.

General Settings

CTE Login Name* (must be suffixed with 3 valid domain) Pas
@dgs.ca.gov seen

Title First Name* Middle Name Preferred Name
v
Suffix
v
Account Activation Date
[FTJ06/19/2024 ]

Employee ID

Verify Password*

Last Name*

Account Termination Date
[FTo1/01/2026
Email Address

(@dgs.ca.gov
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HOW TO DEACTIVATE A USER IN CONCUR

Under “Account Termination Date,” remove the date.

General Settings
CTE Login Name* (must be suffixed with a valid domain) Password* (Blank to leave unchanged) Verify Password*
@dgs.ca.gov ssesssssssssssnses
Title First Name* Middle Name Preferred Name Last Name*
o -
Suffix
~
Account Activation Date Account Termination Date
06/19/2024 2] [7]01/01/2026
Employee ID AT AUrass—
(@dgs.ca.gov

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

User Details

BT S

MFA Reset

Reset

This resets the user's MFA details, and they must now re-register their MFA methods upon their next sign-in.

General Settings

CTE Login Name* (must be suffixed with & valid domain) Password® (Blank to leave unchanged) ‘erify Password®
Ddgs.ca.gov
Title: First Name* Middle Name il = Suffix
v v
Account Activation Date Account Termination Date
06/19/2024 -]
Employee I1D
@dgs.ca.gov

The employee’s profile has now been reactivated. They will be able to log intfo Concur and
book travel.
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4. Additional Resources
4.1 Cl Azumano

Email: CalTravel@ciazumano.com

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

o ClAzumano Webpage
o Concur Login Page

4.2 Statewide Travel Program

Email; StatewideTravelProgram@dgs.ca.gov

Find the following videos and guides on the Stafewide Travel Program Training Resources
Page:

o How to Change a User’'s Concur Profile
o How to Loginto Concur
o Travel Coordinator 101
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