Entering Credit Cards into your Concur Profile

1) Login through Single Sign-On, sso.tamu.edu
2) Click “eTravel/Concur”
3) Click “Profile”

Welcome, KYLE METCALF [ You are administering for: Yourself |
[ ]

My Concur | Travel Expense Reporting Administration  Profile

Company Info

On your smartphone :
book your travel

Welcome to Expense. Please click the Expense tab to start an expense report, view status of existing reports, and more,
and manage your

expenses on the go!

Travel Info
Trip Search Welcome to eTravel
Selection of Funding Source l:E |
For more i i ing eTravel please visit System Offices eTravel Webpage
Flight || Car Hotel || Flight Status To see a list of countries cumently under a travel warning please visit United Ststes Department of State Cument Travel Wamings

N For information on domestic daily meal and lodging rates please visit GSA Per Diem Rates
| Choose Funding Source First |

One Way Multi-Segment

4) Click Credit Card Information

Welcome, KYLE METCALF @ Help | Log Out

My Concur  Travel Expense Reporting Administration Profile

Personal Information  System Settings  Mobile Registration  Travel Vacation Reassignment

My Profile Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact infarmation.

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

Your Information

Personal Information
Company Information
Contact Information
Emergency Contact
Credit Cards

Travel Settings

Company Information Contact Information

Your company name and bugise®s address or your remote location address. How can we contact you about your travel arrangements?

Credit Card Information
You can store your credit card information here so you don't have to re-enter it each
time you purchase an item or service.

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

Travel Preferences
International Trave!

Ly

»  E-Receipt Activation
Frequent-Traveler Programs
&

Travel Preferences

Enable e-recaipts to automatically receive electronic receipts from participating Carrier, Hotel, Rental Car and other travel-related preferences,

GOe»LR

Assistants/Arrangers vendors,
= .
pense Settings Travel Vacation Reassignment Expense Delegates
Expense Information Going to be out of the office? Canfigure your backup travel manager, Delegates are employees who are allowed to perform work on behalf of other
Expense Delegates employees.
Expense Preferences Expense Preferences Company Car
Expense Approvers Select the options that define when you receive email notifications. Prompts are Company Car
Company Car pages that appear when you select a certain action, such as Submit or Print.
Favorite Attendees
- Mobile Registration
Other Settings Set up PIN to access Concur for mobile on your BlackBerry or Windows Maobile
E-Receipt Activation Device
System Settings
Connected Apps

Privacy Statzment

Travel Vacation Reassignment
Mobile Registration

T'm Assisting. ..

5) Click “Add a Credit Card”

¥ou currently have the following eredit cards saved with your profile

Your Credit Cards \ﬁ.)\ud a Credit Card

“rou currently have no credit cards saved.




6) “Display name” is what you want to call your card in the system. Ex: “Personal Visa Card” or
“University Travel Card”

7) Enter your name as it appears on your card

8) Choose what type of card you are entering (Visa, MasterCard, etc...)

9) Enter the full 16 digit account number with no dashes

10) Enter the expiration month and year

11) Enter the billing address for the card. For the billing address of your University Travel Card
please refer to the envelope it came in, formatted as shown below. Enter the red lines in
Concur:

Evonne Crocker (Program Administrator) -IGNORE

Kyle Metcalf (Your Name as it Appears on this Card, from item 7)
711 TAMU Travel Card (Card Type) -IGNORE

6000 TAMU (Street)

College Station, TX 77843-0001 (City, State Zip)

12) Select the country as “United States”

‘¢ Add a Credit Card - Google Chrom

B https://www.concursolutions.com/profile/CreditCardEditor.asp?ulD=nGQFg1MgFt7L8HM2m:
Add a Credit Card

Enter the appropriate information for the credit card you'd like to use below. Use the "Display Mame™ field to label the
card so you can easily identify and select it when using features that require a credit card transaction. All fields are
required.

Display Name (e.g., My Corporate Card) Your name as it appears on this card

University Travel Card 6 KYLE METCALF [

Card Type Credit Card Mumber Expiration Date
MasterCard 8 [=]|12345678901 23456 9 12 [=] 2012 [=]
Use this card as the default card for: 1 0

[[] prane Tickets ] Rail Tickets [[] CarRentals [[] Hotel Reservations ] Taxi

Billing Address: Enter the billing address for this credit card below. If this is a personal credit card, the billing address will
typically be your home address. If it's a company card, the billing address might be your company address.The billing
address must be the address where the bills for this card are currently delivered, not where you would prefer they be
delivered. This information is used to verify your identity during credit card transactions - your credit card may be declined
if your billing address is inaccurate,

Mote: Billing Addresses longer than 30 characters may cause certain Airlines [Direct Connects and Web Bookings) to
decline your credit card. Please abbreviate long addresses if possible.

Street

Tip: If you complete your personal
G000 TAMU

profile, we'll fill in this address

1 1 = information for you each time you
add a new card.

City State Zip/Postal Code
|College Station Texas [=] |77843-0001|

Country
United States of America 12 E'




