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Process Name: Updating User Preferences

STEP

DETAIL

Sign in to Concur
- Navigate to travel.tcnj.edu
- Click Concur from the menu
- Click Concur Login
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Concur Login »

Upcoming Training Events for Concur Travel System will be posted soon
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Concur Travel & Expense System

Concur is the world's leading provider of integrated travel and expense management
services and solutions. With Concur the College has the ability to manage the
request and approval process, book actual travel arrangements and submit expense
reports for reimbursement all in one place. The system provides an easy to use
experience which will guide employees to make in policy travel decisions, gain
transparency into travel spending and support travelers during their trips.
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Enter your TCNJ login information

TNt

TCN] Apps

TCNJ Usermame |

Password
2
Account Manager
Keep your personal infoermation
secure. Sign Out and close your web
browser when you are finished using
TCNJ Apps.
Get sign in support: IT Help Desk
Click Profile from the black bar
Click Profile Settings
[N NS
SAP Concur E Requests Travel Expense App Center .
Profile +
-
- THE COLLEGE OF Traveler1 test1 Test
TCN NEW JERSEY + : :
New § Profile Settings Sign Out
3 Hello, Traveler1 ; . dm

TRIP SEARCH ALERTS =43 Acting as other user @

Search by name or ID

x a & = g © AsaThe College of New Jersey employee, you are eligible forl free

Cancel

Mixed Flight/Train Search

Round Trip One Way Multi City
oo _
Nenartura citv_airnart or train statinn
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Update Personal Preferences

Help+

SAP Concur [C] | Requests  Travel  Expense  App Center e °
rofile

-

Profle  Personal Information  System Settings  Concur Mobile Registration  Travel Vacation Reassignment

Your Information PrOﬂle OptiOmS

Personal
Company IM_mation Select one of the following to customize your user profile.

Contact Information Personal Information System Settings
Email Addresses Your home address and emergency contact information Which time zone are you in? Do you prefer to use a 12 or 24-hour
Emergency Contact clock? When does your workday start/end?

Company Information
Credit Cards

‘Your company name and business address or your remate Contact Information
Travel Settings location address. Haw can we contact you about your travel arangements?
“Travel Proforonices Credit Card Information E-Receipt Activation
You can store your credit card information here so you don't have Enable e-receipts to automatically receive electronic receipts from
Intemnational Travel . e 8 ; v F
0 re-enter it each time you purchase an item or service articipating vendors
Frequent-Traveler Programs youp! participating
Travel Profile Options Travel Vacation Reassignment
Request Settings Carrier, Hotel, Rental Car and other travel-related preferences. Going to be aut of the ofice? Configure your backup travel
Request Information Expense Delegates mage
Request Delegates Delegates are employees who are allowed to perform work on Request Preferences
Request Preferences behalf of other employees. Select the options that define when you receive email notifications.

Prompts are pages that appear when you select a certain action,
such as Submit or Print.

Request Approvers

Expense Preferences
Favorite Attendees

Select the options that define when you receive email notifications.

5 Prompts are pages that appear when you select a certain action, Concur Mobile Registration
Expense Seftings such F:s Subrzngm Print * i Set up access to Cnn?ur on your mabile device
Expense Information

Expense Delegates

Expense Preferences

Expense Approvers

Favorite Attendees

Other Settings

E-Receipt Activation
System Settings

Connected Apps

Concur Connect

Travel Vacation Reassignment
Concur Mobile Registration

srsonallnformation

Complete 5 Required Fields
Middle Name

Home Address

Home Phone (use Mobile)
Gender

Date of Birth

SUER A .

Note: You can add Emergency Contacts, Frequent Flyer/Hotel Rewards number, Passport information & TSA Pre-check In information for our
contracted travel agent to access.

Click Save after all information is entered.
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Middle Name

Help=

Travel App Center .

Profile = -

ition System Settings Concur Mabile Registration Travel Vacation Reassignment

My Profile - Personal Information

Jump To: | Personal Information v |

Disabled fields (gray) cannot be changed. If there are errors in these fields. please contact the Travel Service Center.

Fields marked[Required] and [Required**] (validated and required) must be completed to save your profile.

/A 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 turned away at the gate if the name on your identification dees not match the name on your ticket.

Title First Mame Widdle Name Last Name Suffic

Company Information Go to top

Home Address & Mobile number

Home Address Go to top

Yy
City State/Province
| | |
Postal Code Country/Region
| || unie states of America v|

Contact Information Go to top

‘Work Phone[Required™] Work Extension Work Fax 2nd Work Phone/Remote Office
| 412-260-9875 I I I |

et Phone|
Pager Other Phone
| | |
Mobile Phone Country/Region Mobile Phone
| | |

**You must specify either a home phone or a work phone.
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TSA Check-In (incl. Gender & Birthdate)

Southwest Ticket Credits

@ Add Ticket Credit

TSA Secure Flight

The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided, you may be
subject to additional screening or denied transport or authorization. TSA may share information yvou provide with law enforcement or intelligence agencies or others
under its records notice. For more on TSA privacy policies or to view the records notice and the privacy impact assessment, see the TSA's web site at

LTV TSA GOV,
Gender [Required] Date of Birth (nm/ddiyyyy)[Required] S Redress No.@ TSA Pre\( Known Traveler Numbeng)
() Male (@) Female ||—|n,.ﬂ,.m* | u | | |

INigrmotinnal Traval- Maccnark
SN RS e R e S B Y

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
D Ido not have a passport

International Visas @ Add a Visa
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Travel Programs/Preferences

Travel Prefe 0 to top

o Activate your complimentary Triplt Pro subscription to stay one step ahead while Get Tripilt P i X
traveling. S

Eligible for the following discount travel ratesifare classes

DAAAJCAA DGDvernment DMlInary DSemnrJAARP

Air Travel Preferences @

Seat Seat Section Special Meals Ticket Delivery
| Don't Care v|| Don't Care v” Regular Meal he: ~
Preferred Departure Airport € Other Air Travel Preferences Medical Alerts
Hotel Preferences
Room Type Smoking Preference Message to Hotel Vendor @)
| Don't Care || Non-smoking v ‘ [JFoam pilows [ JRollaway bed DCrih|
| prefer hotel that has:
[Jagym [Japool []arestaurant []roomservice []Early Check-in
Accessibility Needs
& [Wheslchair access ] Blind accessible
Car Rental Preferences
Car Type Smoking Preference Car Transmission
| anycarcass v |[Donicare v | |Auomatc v |
Message to Car Rental Vendor @
Frequent-Traveler Programs
Your Frequent Traveler, Driver, and Hotel Guest Programs @ Add a Program

No programs defined

Travel Partner Integrations

When you allow travel partner integrations, we'll be able to add plans and receipts for the business travel you book to your SAP Concur account. Bookings
must be made on participating and connected sites for the integration to work. This will help you spend less time managing and expensing your trips.

Connecting accounts allows integrations between your SAP Concur account and the accounts of participating travel partners stored in your profile. You can
add account connections by selecting Add an Account. Important terms and conditions apply. SAP Concur must share information with travel partners as

part of connecting your accounts. Select Enroll below if you would like to allow these integrations. By enrolling, you agree to these terms and acknowledge
that you have reviewed the information on e-receipts and data sharing.

No Thanks
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