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Completing a Concur Profile 
Before you can complete your Concur profile, you will need to request an 
account from your agency’s travel coordinator. If you do not know who your 
agency’s travel coordinator is, email StatewideTravelProgram@dgs.ca.gov. 
Once you have successfully registered for an account, log in using your 
username and password. You will be prompted to enter an authentication code 
to sign in. If you have not set up two-factor authentication (2FA), or you require 
assistance with resetting 2FA, please refer to the Concur 2FA User Guide.  
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1.1 Profile Settings 
Once you are successfully logged in, you will see a light-blue icon with your 
initials in the upper right-hand corner. Click on the icon with your initials in the 
top right of the screen to view the drop-down menu, then select “Profile 
Settings.” This will bring you to a page titled "Profile Options.” Then select 
“Personal Information” to get started. 

 
 

 

1.2 Required/Blocked Fields 
There are only a few required fields within the profile, but you may make your 
profile as thorough or as limited as you would like. Keep in mind that you must 
complete the required fields in the profile to be able to book a trip in Concur. 
Any section that is grayed out cannot be edited by you and must be corrected 
by your travel coordinator.  
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1.3 Profile Fields – Contact Information 
1.3.1 Legal Name 

The first section of the profile is your legal name. Your name must be exactly the 
same as it is on your photo identification that you will present at the airport. This 
information is prefilled by the travel coordinator when they register you for 
Concur. The name cannot be edited by you. If you notice any errors, please 
contact your travel coordinator to fix this before making any reservations.  

 

 
1.3.2 Company Information 

The next section is “Company Information.” This may or may not be a required 
field for your agency.   

 
 
1.3.3 Address 

In the “Work Address” section, enter the physical address of the agency for 
which you work. The “Home Address” section is optional.  
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1.3.4 Contact Information 

In the “Contact Information” section, you are required to enter at least your 
work phone number. Entering your mobile phone number is optional, but 
recommended in the event a travel agent may need to reach you. A home 
phone number is not required.  

 
 
1.3.5 Email Addresses 

In the “Email Addresses” section, your work email address will automatically be 
populated. You have the option of being able to add additional email 
addresses. If you are a travel arranger and booking travel for someone, you will 
automatically receive a copy of the traveler’s itinerary.  

 
 
1.3.6 Emergency Contact 

The “Emergency Contact” section is optional; however, it is recommended that 
you have this section completed in case of an emergency.  
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1.4 Travel Preferences 
The “Travel Preferences" section is optional. This section allows you to customize 
your profile to make it easier to book reservations. In this section, you can add 
information for: discount travel rates, air travel preferences, hotel preferences, 
car rental preferences, and any frequent traveler or loyalty programs of which  
you are a member. Please note that when selecting any discount programs, you 
will be required to show the proper identification/membership card. If you 
choose a rate with an AARP discount, you will be required to show an AARP 
membership card at the counter. The government discount travel rate refers to 
federal government rates; otherwise, Concur automatically searches for state 
lodging rates.  
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1.5 Unused Tickets 
The next section is “Unused Tickets.” You will not see anything listed here unless 
you have unused airline ticket credits. Contact your travel coordinator if you 
have questions about unused airline ticket credits.   

 

1.6 Transportation Security Administration Secure 
Flight/Passports 

1.6.1 TSA Secure Flight 

The next section is “TSA Secure Flight.” Your gender and date of birth are 
required by the U.S. Transportation Security Administration (TSA). If you have a 
TSA PreCheck Known Traveler Number, you can enter it in this section. If you 
choose to participate in the TSA PreCheck program, please note it is a 
nonreimbursable expense. 

 
 
1.6.2 International Travel: Passports and Visas 

The “International Travel: Passports and Visas” section allows you to enter details 
for your passport and applicable visas for international travel. Adding your 
passport information to your profile will allow the travel agency to include it in 
your international travel reservations. The completion of this field is helpful for 
users who expect to book international travel, but it is optional for all users. 
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1.7 Assistants and Travel Arrangers 
The next section is “Assistants and Travel Arrangers.” Here you can add any 
active Concur user from your agency to book or manage travel on your behalf. 
Select “Add an Assistant” and type the person’s name. Whomever you choose 
to be your travel arranger/assistant must have a Concur profile before you can 
search for and select them. You can have as many travel assistants/arrangers as 
you would like, but only one of them can be labeled as the “Primary Assistant.” 

 

1.8 Credit Cards 
The last section of the profile is “Credit Cards.” Air, rail and rental car reservations 
are directly billed to your agency’s travel account. A personal credit card is 
required to hold and reserve any hotel room unless your agency participates in 
the state’s virtual card program. Reach out to your travel coordinator if you do 
not know whether your agency participates in the virtual card program.   
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Once entered, your credit card information is completely encrypted and will not 
be visible to anyone.  
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1.9 Saving Your Profile 
Once you have completed your entire profile, you can select any of the blue 
“Save” buttons. You do not need to save after each section, as each button 
saves the entire profile.  

 

You can make changes to the editable fields in your profile at any time.  

 

Resources 
For additional information or assistance with completing the Concur profile, 
please contact your agency’s travel coordinator. If you do not know who your 
travel coordinator is, please email StatewideTravelProgram@dgs.ca.gov.   

mailto:StatewideTravelProgram@dgs.ca.gov
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