
How to Set-up Your Profile in SAP Concur

The first time that you Log-in to SAP Concur, you will need to update your profile to the

preferences that will assist in requesting, booking, and expensing your travel.
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Step 1:

Navigate to the Profile

Icon on the top right

corner of the Concur

Dashboard

Step 2:

Select Profile Settings

Step 3:

Under the Your

Information Section, select

Personal Information
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Step 4:

Verify your personal

information listed for

accuracy. Make sure the

first, middle, and last

name is the same as the

one listed on the I.D. you

use to travel.

Step 5:

Scroll down to the Email

Addresses Section.

Ensure your email address

is accurate and verified.

Step 6:

If it is not verified, click

Verify and enter the code

sent to your email into the

box.

Step 7:

You will receive

confirmation that your

email has been verified.
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Step 7:

Scroll down to the Travel

Preferences section to

“International Travel:

Passports and Visas”.

Here you can add your travel

documents for ease of

booking.

Step 8:

Select Save under the

travel section once you

have confirmed all details.

Your profile has been

successfully updated.




