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Logging in to Concur 

1. Navigate to https://www.concursolutions.com.  

2. Log onto Concur following your company’s logon instructions. 

If you are not sure how to start Concur, check with your company’s system administrator. 

When starting Concur, you will first see the Login screen. 

Passwords are case sensitive. 

3. After entering your Username select “Next”. 

 

4. Enter your password and then select “Next”.

 

 

https://www.concursolutions.com/
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5. Enter your Two-Factor Authentication (2FA) code. Then select “Sign In”. 

 

 

Resetting and Changing Your Password 

If you have forgotten your password, you can request to reset it in an email. 

 

Resetting Your Password 

1. On the Login page, click the “Forgot password?” link. 
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2. Enter the username associated with your account and select “Send”. An email will be sent 

with a link to reset your password. 

 

Changing Your Password 

1. After you log in, in the upper right corner of the page, click Profile, and then click Profile 

Settings. 
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2. On the Profile Options page, click Change Password. 

 
3. Enter your old password, then enter your new password twice. Then select “Submit”. 

 

Updating Your Profile 

When logging into Concur for the first time, please update your travel profile prior to booking 

travel. 

1. After you log in, in the upper right corner of the page, click Profile, and then click Profile 

Settings. 
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2. On the Profile Information page, click Personal Information. 

 
3. Enter in your travel profile information and select “Save”. 
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Please note that to prevent errors all required fields must be completed and no special 

characters can be utilized. When adding a passport, visa, driver’s license, address, or 

emergency contact, all fields must be completed. Names in Concur profile must match 

names of frequent traveler profiles. When adding a credit card, you must Default the 

card for the type of travel it is authorized for. 

 

Using Concur Travel 

You use Concur Travel to book a flight, rail, car, and/or hotel reservation. 

Step 1: Making a Flight Reservation 

1. On the Concur home page, on the Flight tab on the left side of the page, select one of the 

following options. 

• Round Trip 

• One Way 

• Multi City 
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If you have a car, hotel, or rail to book without airfare, use the corresponding tabs. 

 
2. In the From and To fields, enter the cities for your travel, and then click Search. When you 

type in a city, airport name, or code, Travel will automatically search for a match. 

 

3. Click in the Departure and Return date fields, and then select the appropriate dates from 

the calendar. 
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4. Select depart or arrive, the time of day you want to fly, and time range from the 

dropdown arrows. Travel searches before and after the time you select. 

5. Click Apply.  

 

 

6. If you need a hotel, select the Include Accommodation check box. Car rental can be added 

during the booking process. 

Enter your destination. Dates will auto-populate, but you are given the option to update. 

 

8. Click Search Flights 
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9. Review the search results and select the most appropriate option for your flight. 

10. To select your flight, choose the flights you want, and the system will automatically price 

them together. 

 

• To filter the results, select Matrix, then select a column, row, or cell in the airline grid at the 

top of the results screen or use the sliding scales on the left.  

 

 
 

To select a seat, click “Select Seats” and then View Seats next to the flight. A code for seats 

appears at the bottom of the page, showing which seats are available, occupied, or 

considered preferential. 

11. On the Review and Reserve Flight page, review your information, select a method of 

payment, and then click Reserve Flight and Continue. 

Add or choose a different frequent flier program. Travel automatically selects the 

corresponding frequent flier program from the profile, if available. 

12. Review your flight details, and then click Reserve Flight and Continue. 
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Step 2: Selecting a Hotel 

1. If you selected the Include Accommodation option on the Flight tab, the hotel results 

appear after you choose your flights. 

 
2. Use filter options to narrow your search by Amenity or Chain. 

3. Click View Rooms to see rates. 

4. When you are ready to reserve your hotel room, click Select next to the desired room 

type. 

 
5. Review the information on the Review and Reserve Hotel page, click to agree, and then 

click Book and Continue. 

 

Step 3: Selecting a Car 

1. After securing flights/hotel you will be given the option to add additional travel 

(Car/Hotel). Select Add Rental Car. 
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2. A pop-up window will display where search criteria can be entered. Then press Search. 

 
3. Car results will be displayed. Press Select next to the desired car. 

 
4. Then select Book and Continue. 
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Step 4: Completing the Reservation 

1. Review the details of the reservation, complete any required Additional Information, and 

then click Finalize Trip 

 
2. A Trip Confirmed message will be received.  

If approval is required, an email will be sent to the designated approver. 

 

Step 5: Cancelling or Changing an Air, Car, or Hotel Reservation 

1. Access Trip Library from Homepage. 
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2. Click Cancel Trip under Action. 

 
3. Then Confirm Cancel. 

 
4. A successful message will be displayed. 

 
 


