
Section 3: Update Your Travel Profile 
Before you use Travel for the first time, update your profile. You must save your profile before 
you first attempt to book a trip in Travel. 

If you are a travel arranger, select the profile that you want to edit from the You are 
Administering Travel For dropdown menu (at the top of the Profile page).  

Step 1: Change Your Password 
Your company decides if you can change your password. If allowed, you will change your 
password on the Profile tab.  

How to…  Additional Information 

1. On the My Concur page, select Profile from 
the menu at the top of the page. 

   

On the Profile submenu, click Change Password.  If your company uses Single Sign On, you access 
Travel via your company’s intranet. If that is the 
case, you will not see this option on the Profile 
menu nor will you be able to change your password. 

In the Old Password field, enter your current 
(temporary) password. 

 To change your password, you need to know your 
old or temporary password. 
 

In the New Password field, enter your new 
password. 

  

Verify your new password by re-entering it in the 
Re-enter Password field. 

  

Enter a word or phrase in the Password Hint field 
to act as a reminder if you forget your 
password, and then click Save. 
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Section 3: Update Your Travel Profile (Continued) 

Step 3: Update Your Personal Information 

How to…  Additional Information 

1. On the My Concur page, click Profile on the 
menu at the top of the page. 

  

On the Profile submenu, click Personal 
Information. 

 The submenu is listed horizontally under the Profile 
tab. You can also hover over the Profile tab to view 
a dropdown version of the submenu. 

2. On the My Profile page, update the appropriate 
information, and then click Save. 

 Complete these sections of your travel profile:  
Name & Airport Security 
Home Address 
Work Address 
Contact Information  
Emergency contact 
Travel Preferences 
Credit Cards 

You must complete all fields marked Required (in 
orange) to save your profile.  

Verify that the first and last name fields match the 
ID used at the airport.  

If you cannot edit these fields, contact your travel 
agency or travel manager to make changes. 

The country you select in the work address fields 
will determine the default map that appears on the 
Concur Travel Map tab. 

There are several Save buttons on the profile page. 
You only need to save once as every Save button 
saves the entire profile.  
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