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Entering Car Rental Program Number in Profile

Here are instructions for entering rental car program numbers in a user profile in ConcurGov.

1. Navigate to Profile > Profile Settings.
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Figure 1: Profile Settings
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2. Click travel Profile Options.

[@ CONCURGOV

Your Information
Personal Information
Agency Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs

Expense Settings
Delegate Authority
Accounting Code Favorites

Other Settings
System Settings
Concur Connect
Change Password
Privacy Statement
Mobile Registration
I'm Assisting.

Profile Personal Information

Travel Authorizations. Vouchers Approvals

Change Password ~ System Settings

Profile Options

Select one of the Tollowing to customize your user profile.

Personal Infermation

Your home address and emergency contact information.
Agency Information

Your company name and business address or your remote
location address.

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

Change Password

Change your password.

Administration ~ |

Reporting ~

Mobile Registration

System Settings

Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday startiend?

Contact Information

How can we contact you about your travel arrangements?

Travel Profile Options

Carrier, Hotel, Rental Car and other travel-related preferences.
Mobile Registration

Set up access to Concur on your mobile device
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Figure 2: Profile Options

3. Click Car Rental Preferences.
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System Settings
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Profile Personal Information

Travel Authorizations Vouchers Approvals

Change Password  System Settings

Travel Profile Options

Select one of the following to customize your travel profile

Air Travel Preferences

What is your home airport? Which airline do you like to use? Do
you have any seating or meal preferences?

Hotel Preferences

Which hotel chain do you prefer? Do you have any room
preferences?

Assistant Information

Do you have a secretary or assistant who makes your travel
arrangements or updates your schedule?

Administration ~ |

Reporting ~

Mobile Registration

Car Rental Preferences

Which car rental companies do you prefer to use? Do you belong
to any car-rental discount clups?

International Travel Information

Ifyou travel internationally, we'll need some information about your
passport, visas, and citizenship

Figure 3: Car Rental Preferences
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4. Click Add a Program under Frequent-Traveler Programs.

om/prefile/PersonalProfile.asp#CarRentalPreferences
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Car Type Smoking Preference ~ Car Transmission
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Frequent-Traveler Programs

Your Frequent Traveler, Driver, and Hotel Guest Programs [+]Add a Program

Ne programs defined

Unused Tickets.

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 you 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

NWW. GOV

Gender Date of Birth (mm/dd/yyyy)
Male - Female (e

DHS Redress No.@) TSA Preyf” Known Traveler Number@)

International Travel

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.

' Ido nothave a passport

Passport Nationality Passport Number Passport Date Issued (mm/dd/yyyy

Passport Expiration (mm/dd/yyyy) Passport Place Issued (City, State) Passport Place Issued (Gountry)

Figure 4: Add a Frequent Traveler Program
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5. Click the radio button beneath the car icon as seen below.
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The page allows you to enter up to 5 travel programs at a time. First, select the type of program (carrier
name, car rental, or hotel). Then, select the name of the company from the adjacent list. Finally, enter the
program number (frequent traveler number, etc.).
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Figure 5: Add a Car Rental Program Number

6. Select the car rental company in the Car Rental Company drop-down list.
7. Add the car rental program number in the Frequent Traveler / Driver / Guest Number field.

8. Click Save at the bottom of the screen.
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