


Concur Self-Registration

Provide End Users the information necessary to create and manage their personal travel profiles, as unregistered travelers.

CREATING A NEW CONCUR TRAVEL PROFILE

Lehigh University Registration Page

To register, from your web browser, enter URL provided by your Travel Contact:

User Registration

\elcome to Concur!

Registering for your account iz quick and easy. Please fill in the information
requested below to continue.

our account will be created under the account. If this is
incorrect, please contact your administrater for the correct registration URL.

Please fill cut all fields. Typically, your Cancur Login should be the same as the first part of your email
address (before the ™@™).

Account Information

Concur Login * @bioluxreasearch.com

Contact Information

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 ifthe name on your identification does not match the name on your ticket.

First Name =

Middle Mame

Last Name =
Manager =

Work Email Address *
Work Phone =

Home Phone

Home Address

no p.o. boxes please
Street Address 1:

Street Address 2:
City

Country | China ~
State/Province/Region

Paostal Code

Configuration Settings

Time Zone * | {UTC-05:00) Eastern Time {US & Canada) L

Date Format = | M/DY ~
=

* marked fields are mandatory

Please remember to review and update your travel profile before attempting to arrange
travel. This can be done by clicking on My Travel Profile from the Travel Home page.

If you have any difficulties registering, please contact Customer Support at 888-662-6248
for assistance.

please defer to any company
requirements, when creating your
Concur Login.
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https://www.concursolutions.com/registration/register_form.asp?regcode=LEHI181227

Concur Account Creation

Account Creation

After submitting the profile, you will receive confirmation that your registration has been submitted for approval.

Concur User Registration

Welcome to Concur!

Please review the results of creating your Concur account
below.

Registration Submitted

Your reqistratinon has heen submitted for approval. Once approved, you'll receive an email at
with instructions for logging in.

Your login name is:

Once approved you will receive an email advising that your profile is complete, it will also include login instructions and a link to set your password. Please login to your account via the provided link, using the login name
you created during registration.

Select a password that will be used for future access. (8-character minimum)
NOTE: PASSWORDS ARE CASE SENSITIVE

Hello Travis Miles,

To reset the password associated with Login ID please click on the following link:

hitps://www.concursolutions.com/v.aspP=1&d=1&u=108224578&host=wwws2Etravizan%2Enet&i=17090121&h=priaBlwhM2ylDa7d%2BDas3hklls%30

This is & one-time only link that will expire in 24 hours,

Note: If the link above is split into multiple Iines, you'll need to copy/paste the entire link into the Address field of your browser, If you are experiencing difficulty with this link and raquire assistance,
please contact your program administrator at your company.

Kind Regards,

Customer Support
Concur Technalogies, Inc.
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Concur Account Creation

Follow the steps to create your password and click on Submit.

Change Password

Your password has expired. Please change your password.

A password must be at least 7 characters. It can contain numbers (0-9), upper and lower case characters (A-Z, a-z), and symbols (such as "%*@#). It cannot contain spaces. Al fields ars required.

Note: Passwords are case sensitive.
New Password Re-enter New Password

Password Hint (we wil email this to you if you forget your password)

=l —

Successful creation of your password will take you to the home page of your company’s main site.

Administration ~ | Help ~
SAP Concur @ Travel Reporting ~ App Center .
Profile «
-
SAP Concur 00
View Trips
Hello, ’
TRIP SEARCH ALERTS
° . @ Triplt creates a schedule with all your travel details in one place, accessible on Android or iPhone
< Booking for myself | Book for a guest Simply connect your Concur account to Triplt. Mot right nowr
& =5 &8 0
Mixed Flight/Train Search COMPANY NOTES
Round Trip One Way Multi City
Fom @ Welcome to Corporate Travel Management powered by
RDU - Raleigh/Durham Airport - Raleigh/Durham, NC
Fid kg | Sl R s Concur
To @
Amival city, airport or train station Supporting your company’s travel management goals with personal service
Find =n iport | Select muliple Siports
Read more
Y TRPS O -
Show More You currently have no upceming trips.
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Concur Profile Update

Updating your Concur Travel Profile

Click on the Profile tab and select Profile Settings, then click on Personal Information.

00 Travis Miles

View Trips gsJl Sign Out

Proceed to add your personal information to your online profile.

o Fillin all applicable fields. Your profile will not save without the required information. Required information is labeled as such (see screen shot below).

Gender Date of Birth (mm/dd/yyyy)

If_'\l I/_\I
! Male '_!Female

o Any of the SAVE buttons can be used to save your profile information. It  not necessary to save after each profile section, but you must SAVE when you have finished.

o To enter your Frequent Traveler membership numbers for air, car, and hotel, click

#* Add a Program

o When the radio button for Carrier is selected, the drop-down menu will only contain airlines and train vendors.

+/ ‘;; = <3 Carrier
1 (CEN@R®] 5elect a carrier
Air Canada ~

Alaska Airlines

) () |American
Arntrak

Delta

() () | Frontier

~ |JetBlue

Southwest

Yy ¢y |United

= |us Airways

Virgin America

o Select the Car Rental Company radio button to enter car membership numbers. When the radio button for Car Rental Company is selected, the drop-down menu will only contain car rental companies

After your initial profile is submitted, please allow up to 15 minutes before returning to your intranet page to
access the CTM Portal
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Welcome to CTM Portal

CTM Portal offers two distinctive views to customize your user experience.

Galaxy (Default View): Dark Background and White Text
Breezy: White Background and Gray Text
To set your background, click the Greeting to see theme options and select your preferred theme.

Ctm Ortal . 00 ernoon, vis ¥
O g & Good Aft T x

Select Screen Theme

4 lax
MY APPS Breezy (@ Galaxy

»- Concur Log Out

YOOLS ANNOUNCEMENTS

e Fare Forecaster

#¢ Welcome to the CTM Portal Dashboard!

From the dashboard you will be able to customize your access to travel tools and information, such as Concur, FareForecaster, Upcoming Trips and more!

o Traveler Tracker

Ctm portal ﬁ Good Afternoon, Travis = ‘
ctm 3
14 Select Screen Theme
® Breezy Galaxy
Concur
=  Concur Log Out
ANNOUNCEMENTS

Fare Forecaster

&gy Welcome to the CTM Portal Dashboard! v
Traveler Tracker | €—

From the dashboard you will be able to customize your access to travel tools and information, such as Concur, FareForecaster, Upcoming Trips and more!

o
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Traveler Tracker

UPCOMING FLIGHTS

N uazas Lax ) Bos
ALIS COOPER

Departure Arrival
06/26/20 06/26/20

04:30AM 12:45PM

A DL342 LAX )~ BOS

-

DENZEL COOPER, JULIE DAVIS

Departure Arrival
06/26/20 06/26/20

09:20AM 05:35PM

N ua3zae Bos ) ek

ALIS COOPER
Departure Arrival

06/26/20 06/26/20
03:00PM 03:40PM

A DL888 LAX "}~ LGA

Status

Landed

Status

Landed

Status

Landed

Travel Arrangers
TRAVELER TRACKER

o Traveler Arrangers can search, view, and communicate with travelers from within
their company.

To locate a traveler filter by location, traveler name &/or date range.

Travelers are plotted on the map via geo location by travel sector. i.e. Flight is
airport; hotel is hotel address.

Traveler Tracker uses a technique called ‘clustering’ to allows users to view
multiple people at the same location at the same time. i.e. Kennedy Airport.

Arrangers can view the traveler’s full itinerary details.

Travel date range can be extended up to 30 days before and 30 days after the
current date.

NOTE: The default date range list of travelers is the next 7 days.

AL Risk All Travel

Travelers

Travelers can search and view their own past date or upcoming travel.
To locate a trip filter by location, &/or date range.

Travel is plotted on the map via geo location by travel sector. i.e.
Flight is airport; hotel is hotel address.

Travel date range can be extended up to 30 days before and 30
days after the current date.

NOTE: The default date range list of travelers is the next 7 days.
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Traveler Tracker: Risk & GeoRisk

CTM Smart Portal provides current travel risk information, through interactive maps and travel notifications sent via email and SMS texts. This risk information gives travel coordinators and other portal users a full

understanding of real-time travel risks for flights at both the global and traveler levels.

Risk View (by Trip

3 FLIGHTS AT RISK GEORISK MAP

FILTER BY RISK LEVEL u OFF J

OAL @s [Oa 3 2 1

RISK SUMMARY I

A DL838 LAX ¥ LGA

ANITA HANSON Canada Denmark
United Kingdom

Iceland

Departure Arrival Status
06/26/20 06/26/20 En-Route
02:30PM 10:55PM France

Germany

A Y
& AA1196 EWR 7 MIA United States

JORGE AGRAZ
Tunisia

Departure Arrival Status Morocco

06/30/20 06/30/20 On Time Algeria

06:00AM 09:10AM
06:00AN A Mons Westemn Sahara

Mauritania
A Mali Niger
& AAG6058 LAX > SEA Guatemala Senegal

RADHA DOSHI Nicaragua Burkina Faso
Panama

Venezuela Ghana

Colombia Suriname

Departure Arrival Status
07/01/20 On Time

07:00AM 10:06AM Ecuador

& Download all travelers with risk

At Risk

Australia
@ mapbox

With GeoRisk off, you can select “At Risk,” from the Traveler Tracker widget view or
the expanded view. Risk will display a trip list of scheduled travel, per segment, with
risk alerts based on the timeframe of the notification.

“FILTER BY RISK LEVEL" allows you to filter travel based on the risk levels
associated with each of the individual flight segments. Both the trip list and map
views will reflect the filtered information.

Each trip has a highlighted border based on the highest risk level tied to each
segment, as some flight segments may have more than one risk.

Risk Levels:
e EXTREME — Extremely dangerous and unpredictable
o HIGH — Dangerous and unexpected
. — Dangerous but predictable
e LOW — Some risk and predictable
. — Calm and predictable

GeoRisk View (by Countr

Cro

UNITED STATES (US) ha 4 GEORISK MAP
COUNTRY - EXTREME RISK 7o\ G v

ON OFF
The United States of America (USA)is an ! 3
Extreme Risk destination: defer non- SRR { . 2 MAP VIEW
essential travel. Extreme Risk locations are ! 7
extremely dangerous and present @ ITINERARIES
unpredictable security risks. Travel, if \ 3 r ~ © RISKALERTS
possible, is likely to be chaotic. SRR

| |
COVID-19: Travellers should defer non- ) > S on
Chicago

essential travel to Extreme Risk locations,

which have severely restricted

international and domestic travel as well ko United States

as internal movement. These locations

have widespread community transmission

of the SARS-CoV-2 virus and increasing or 3 MODERATE
constant numbers of new COVID-19 cases. 2 LOW

RISK LEVEL

ntry Report 1 TRIVIAL

FILTER BY RISK LEVEL
OALL 5 04 3 2 1

M
Bahamas

by,

Jarmaica PuertoRico

€l salvador
Nicaragua

CcostalRica

Panama

The GeoRisk Map is nested within the Traveler Tracker and can be used in
conjunction with Risk.

By selecting the checkboxes GeoRisk will highlight global risk advisories at a country
level. These advisories are independent of the itinerary Risk Alerts.

This information can be used by Travel Coordinators to pre-emptively
distinguish travel that might put their employees in danger.

Both Risk & GeoRisk services have the option to download a .csv file of the risk
summary data that can be used for record keeping and importing purposes.

*** Confidential and proprietary information for CTM & Client Use Only ***



Traveler Reqirements

Travel Requirements are available through the GeoRisk map or via a widget on CTM Users can access global entry requirements - updated several daily — as well as
Portal download official underlying documentation or applications.
4/19/2022 - 4/26/2022 ~ & Passport: USA v & Fully vaccinated v
Wilmington 2 LOW =
Depart: ATL > AMS Return: AMS > ATL Edit my tri
Maryland ata (3 1 TRIVIAL P °
Delaware Most travelers from Atlanta, ATL with proof of full COVID-19 vaccination can enter Amsterdam, AMS, but
there are restrictions.
TRAVEL REQUIREMENTS
Search instead for Not fully vaccinated >
Ti I i 2 v
TRAVEL REQUIREMENTS @ Travel restrictions (2)
& COVID-19 testing v
2 Passport: USAv ¢ Fully vaccinated v a Visa requirements o
4~ Round Trip~ No Connections ~
& Documents required (5) ~
Where from? 8 Mandatory proof of vaccination See details »
Where to? See EU Digital COVID Certificate eligibility >
| P N AN T T DU - SRS SIUU T-S T SR ST SUPSIT SR

Depart Fri Feb 18 Return Fri Feb 25

powered by sherpa®

N Documents required (5)

3 Mandatory proof of vaccination See details »

See EU Digital COVID Certificate eligibility >

2 Passport: USA~ & Fully vaccinated v
ﬁ Mandatory health declaration form before arrival in the Netherlands See details »

4~ Round Trip v No Connections ~

Download PDF L4

From Atlanta, ATL

To Amsterdam, AMS ﬁ Mandatory quarantine form See details »

Depart Tue Apr 19 Return Tue Apr 26 Download PDF =3
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Manage your Widgets

Portal's Widget display can be customized to show or hide by default in the dashboard. (Widgets will remain displayed in the navigation menu for user access.)

To set your display preference click the gear next to WIDGETS to see the available toggles.

WIDGETS

Upcoming Flights

Traveler Tracker

News

World Clocks

Currency Converter

TOOLS
Q) Traveler Tracker

© Fare Forecaster

WIDGETS

Upcoming Flights

Traveler Tracker
Fare Forecaster
Business Intelligence
News

World Clocks

Currency Converter

TOOLS

@) Traveler Tracker

e Fare Forecaster

WIDGETS

Upcoming Flights

Traveler Tracker

Fare Forecaster

Business Intelligence

News

World Clocks

Currency Converter

UPCOMING FLIGHTS

&Y uvaz4as Lax - Bos &
ALIS COOPER

Departure Arrival Status
06/11/19 06/11/19 Landed
04:30AM 12:45PM

A DL342 LAX - BOS
DENZEL COOPER, JULIE DAVIS

Departure Arrival Status
06/11/19 06/11/19 Landed
09:20AM 05:35PM

§Y uaz49 Bos ) JFK &
ALIS COOPER

Departure Arrival Status
06/11/19 06/11/19 Landed
03:00PM 03:40PM

A  DL888 LAX > LGA

TRAVELER TRACKER

TRAVELER TRACKER

%~ Showing segments between 06/10/19 and 06/18/19

%~ Showing segments between 06/10/19 and 06/18/19

2

On Time

0

Not Departed

<

2

On Time

NI Travel
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Additional Widgets

WORLD CLOCKS CURRENCY CONVERTER

USD: United States Dollar v
Trade unionists to rally in Algiers on

12 June

ALGERIA: Trade unionists to rally in Algiers on 12

05:46 AM

Pacific Time

READ MORE EUR: Euro

Anti-extradition bill protest and
general strike to be held on 11-12 June 07:46 AM

m Central Time

HONG KONG: Anti-extradition bill protest and

READ MORE

General strike and protests outside 08:46 AM
LegCo called on 11-12 June - Update

m Eastern Time

HONG KONG: General strike and protests outside

DEADN A

NEWS WORLD CLOCKS CURRENCY CONVERTER

View global news that may impact the upcoming travel. View Add clocks in multiple time zones, to help plan arrival and Easily view the current currency conversions and recent
all news listed by date/time from most recent or filter by RISK departures, as well as meeting times for calls or events with exchange trends

or CTM. attendees in various regions.

RISK: Alerts that have been identified as a potential security or
safety hazard.

CTM: Weather alerts or general news that could potentially
impact travel.
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Company Documents & Links

View customized documents and links that you may find helpful when planning travel.

Some links may require you to be logged in to your corporate intranet to be able to access the content. When selecting a document to view a PDF version will be
downloaded and can be saved for offline access.

To book travel directly with your CTM Travel Team or for assistance

LINKS

& CTMinvoice Request

‘9 COVID-19 Travel Recommend...

D CTM Portal Quick Start Guide...
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Concur Travel

Access to Concur is managed by SSO. Click on the Concur tile to be automatically logged in to your company’s booking site.

Ctm Orta| @ 00! ernoon, Travis v
O fass & GoodAft T z

[Z)' Select Screen Theme
MY APPS Breezy ® Galaxy
Concur

W~ Concur Log Out

TOOL> ANNOUNCEMENTS

e Fare Forecaster

& Welcome to the CTM Portal Dashboard!

o Traveler Tracker
From the dashboard you will be able to customize your access to travel tools and information, such as Concur, FareForecaster, Upcoming Trips and more!

Administration= | Helpw

SAP Concur Travel Reporting~ App Center Profile .
anle *
e -

SAP Concur 00

View Trips
Hello .

TRIP SEARCH COMPANY NOTES

a Booking for myself | Book for a guest

X8 = = @
Welcome to Corporate Travel Management powered by

Mixed Flight/Train Search C
oncur
Round Trip One Way Multi City
From @ Read more
ROV - Raleigh/Durham Airport - Raleigh/Durham, MC MY TR'PS (0} -

Find an sirport | Select multiple airports

To g

You currently have no upcoming trips.

Find an airport | Select multiple airports

Show More
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For additional information or assistance please contact Online Technical Support at 1-877-208-1396, or email at na.online@travelctm.com.

ctm dg

*** Confidential and proprietary information for CTM & Client Use Only ***


mailto:na.online@travelctm.com

