1. [bookmark: _GoBack]Go to www.concursolutions.com and log in with your username and password. Your username should be your Lehigh University email address. If you do not know your password, please contact Brenda Bachman at 610-758-3266 or via email at bkb204@lehigh.edu to have it reset. [image: ]
2. Once logged in, please click on Profile in the upper right corner, and then on Profile Settings. 
[image: ]
3. This brings up the following page entitled Profile Options. Click on Credit Card Information. [image: ]
4. This links you to the credit card information area of your Concur Travel profile. From here, click on Add a Credit Card. [image: ]


5. This brings up a pop up window as displayed below. Please complete all fields marked in red and click Save at the bottom. 
[image: ]
6. Upon clicking save the pop up window closes and you will return to the credit card area of your Concur Travel profile. Please click Save here now as shown below. [image: ]
7. You will then notice a notation indicating that your profile has been saved.
 [image: ]
8. You are now finished and can log out of Concur Travel by clicking on Profile, Sign out. [image: ]
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You currently have the following credit cards saved with your profle.
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Add a Credit Card

Enterthe appropriate information forthe credit card you'd ike o use below. Use the “Display Name" fiedto label the card so.
you can easly entity and select t when using features that require a credi card transacton. Al felds are required.

Display Name (e.g. iy Corporate Card) ‘Your name as  appears on this card
Card Type ‘Credit Card Number ‘Expiration Date

& | §[-§

Billing Address: Enter the bilng address forthis credit card below. I this is a personal credit card, the bilng address wil
typically be your home address. I s a company card, the biing address might be your company address. The biing address
must be the address where the bils fortis card are currently defivered, not where you would prefer they be delvered.
“This informaton & used to verify your dentty during credit card transactions. Your credit card may be declined if your
billing address is inaccurate.

Note: Biling Addresses longer than 30 characters may cause certai Affnes (Diect Connects and Web Bookings) to decine.
your credt card. Please abbreviate long addresses if possibe.

Street Use this address.
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You currently have the following credit cards saved with your profle.
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Profile Options

Select one of the following to customize your user profle.

Personal Information
Your home address and emergency contact information

Company Information
Your company name and business address or your remote

information here s0 you donit have
to re-enter it each time you purchase an item or senvice.
E-Receipt Activation

Enable e-receipts to automatically receive electronic receipts from
participating vendors

Travel Vacation Reassignment

Going to be out of the ofiice? Configure your backup travel
manager

Mobile Registration

Set up access to Concur on your mobile device

System Settings
Which time zone are you in? Do you prefer to use a 12 o 24-hour
clock? When does your workday start/end?

Contact Information
How can we contact you about your travel amangements?

Setup Travel Assistants
You can allow other people within your companies to book trips
and enter expenses for you

Travel Profile Options

Carrier, Hotel, Rental Car and other travel-elated preferences
Change Password

Change your password.




