Concur User Profile Set Up

Processing Steps

Log in to concur
using this link.

Screenshot
Concur Logiin '

Enter CSUSM
Credentials. Hit
login.

Login to California State
University Identity Provider

Campus Username

amsanchez
Password «

[Forgot Your Password?] [Need help? Contact IITS]

Concur warning
updates, click ok.

Login Warning

Important Note

Your Name and Airport Security: Please make certain that the
first, middle, and last names listed in your travel profile are
identical to those on the photo identification that you will be
presenting at the airport. Due to increased airport security, you
may be turned away at the gate if the name on your
identification does not match the name on your ticket. Please
contact your Concur Administrator for any updates to your name
in your travel profile prior to booking travel. Thank you

If applicable you
can enter reward
numbers. If you do
not have rewards
you can disregard.

Connect Everything In One Place. I x
Provide your reward numbers and connect your Concur Profile to participating airline, hotel and transportation programs to simplify

your travel experience. If you would like to learn more please visit the ‘Connect Everything In One Place' listing in the App Center.

Reward Program Availability Reward Program Number

American Airines Ny, American Airlines

AVIS Avis

BRITISH AIRWAYS =

ADELTA

Unrks [

By connecting your reward programs, if you book with participating providers, you'll receive your negotiated rates and amenities, get e-
receipts, and your travel plans any time on apy device, using Concur or Triplt. Important terms and conditions apply. Concur must share infor-
mation with travel partners as part of con ounts. Learn more about how your information isghared and e-receipts.

Remind Me Later

Go to the right-
hand corner,
click Profile, and
then Profile
Settings

00 00 00

Authorization Available Open
Requests Expenses Reports
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https://ds.calstate.edu/?svc=concur&org=csusm
https://ds.calstate.edu/?svc=concur&org=csusm

Concur User Profile Set Up

Angela M Sanche

Profile Settings Sign Out

/3 Acting as other user (2]

Cancel

Click the first
tab, Personal
Information

Profile Options

Select one of the following fo customize your user profile.
Personal Information

Your home address and emergency contact information.

Confirm your
name is correct
based on your
government
issued ID. If your
middle name is
missing but is
present on your
government
issued ID please
enter.

/\ Important Note

Your Name and Airport Security: Please make certain that the first, middle, and last names shown below are identical to those on the photo identification that you will be presenting at
the airport. Due to increased airport security, you may be tumed away at the gate if the name on your identification does not match the name on your ticket

Title First Name Middle Name[Required] Nickname Last Name Suffix

M Angela Sanchez
(JNo Middle Name ‘

Confirm this
information is
correct.

(Note: Do not hit
save until you
have made all the
changes)

Company Information Go to top

Employee ID

Manager Org. Unit/Division Employee Position/Title
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Fill out work Work Address Gototop
address- select _Tme
Sa n M a rcos San Marcos (San Marcos, CA) v
un d er Assign ed \G;Zevs Twin Oaks Valley Rd Address same as assigned location -
Location, and then | | = B
click "Address PosalGate_ Gouneyeoon
same as assigned -
. .

location" and it
will auto-populate
Fill out home

Home Address Go to top
address

Postal Code Country/Region

United States of America
[ s ]

Confirm work .

Contact Information Go to top
p h 0 n e n u m be r I S Work Phone[Required**] Work Eftension Work Fax 2nd Work Phone/Remote Office
correct ey

760/917-6525
( N ote : W h i | e b Ot h Mobile Phone Country/Region Mobile Phone
e m a i IS a re I iSted **You must specify either a ho\r/ne phone or a work phone.
as required, you
only need to enter
one)
Verify email

Email Addresses Go to top
address by

Please add at least one email address.
clicking Verify and I a2
th en e nte rl ng t he P Travel Arrangers / Delegates
code that is e SR
emai I e d to you Email Address Verification Status Verify ot? Actions

Email 1 amsanchezficsusm,edu Not Verified Verify Yes y

(Note: Verification
email might end
up in junk/clutter)
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Fill out emergency

here. This area can
be updated at any
time.

Emergency Contact Go to top
contact eme Reltonship
v
Street
[J Address same as employee
City State/Province Postal Code
Country/Region Phone Alternate Phone
United States of America v
Save
You can enter
Travel Preferences Go to top
travel preferences —

Activate your complimentary Triplt Pro subscription to receive real-time flight alerts and
helpful reminders.

Eligible for the following discount travel rates/fare classes

JAAA/CAA [ |Government | Military | Senior/AARP

Air Travel Preferences @

Seat Seat Section Special Meals Ticket Delivery
Don't Care v || Don't Care v || Regular Meal v
Preferred Departure Airport @ Other Air Travel Preferences Medical Alerts

Hotel Preferences

Room Type  Smoking Preference Message to Hotel Vendor @
Don't Care v | Don'tCare v

| prefer hotel that has:
[Jagym [Japool [Jarestaurant [ Jroom service [_JEarly Check-in

Accessibility Needs
&. (JWheelchair access (] Blind accessible

Frequent-Traveler Programs

Your Frequent Traveler, Driver, and Hotel Guest Programs © Add a Program

No programs defined

My travel network, all your reward programs connected in one place

By connecting your reward programs, if you book with participating providers, you'll receive your negotiated rates and amenities, get e-receipts, and your
travel plans any time on any device, using Concur or Triplt.

Important terms and conditions apply.
Concur must share information with travel partners as part of connecting your accounts. Learn more about how your information is shared and e-receipts

By clicking "I Agree" below, you agree to the terms above and acknowledge that you have reviewed the information on data sharing.

No Thanks

Advantage Programs

Your Advantage Programs for Travel Discounts @ Add a Program

No programs defined
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Per policy
economy or
intermediate class
vehicle are
reimbursable.

Car Rental Prefer

Car Type oking Preference ~ Car Transmission
Any Car Class v||Dontcare  v| | Dontcae v

Message to Car Rental Vendor @

Select Gender and
enter DOB under
the TSA Secure
Flight section, as it
appears on your
government ID.

Unused Tickets

TSA Secure Flight

The Transportation S
subject to additi
under its record
WWW.TSA.GO

ansmit information collected from you. Providing information is required. If it is not provided, you may be
rization. TSA may share information you provide with law enforcement or intelligence agencies or others
s or to view the records notice and the privacy impact assessment, see the TSA's web site at

uthority (TSA) requires
ing or denied transpor
For more on TSA privac)

Gender [Required] Date of Birth (mm/ddyyyy)[Required]  DHS Redress No.@ TSA PreJ Known Traveler Number@
DMale @ Female [ uejerees

International Travel: Passports and Visas Go to top

Adding your passport information to your profile will allow us to include it in your reservations. Having this information in your reservation can make international
travel a little easier.

Passports @ Add a Passport

[ 1 do not have a passport

International Visas © AddaVisa

Under Travel
Arrangers, if
someone BOOKS
TRAVEL on your
behalf (not just
prepares
requests/claims)
enter that
individual’s email,
otherwise leave
blank

Assistants and Travel Arrangers

Please select the individuals within your organization that you would like to give permission to perform travel functions for you.
[J Refuse Self Assigning Assistants @

Your Assistants and Travel Arrangers @ Add an Assistant

You currently have no assistants defined.

We will have more
information on
Credit cards, for
now leave this
information blank.

Credit Cards Go to top

You currently have the following credit cards saved with your profile.

@ Add a Credit Card

You currently have no credit cards saved.

Click SAVE

-—
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