CONCUR SELF-REGISTRATION FOR UTHSCSA EMPLOYEES

1. Login to the HSC portal at http://inside.uthscsa.edu/.
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2. After you successfully login to the portal, click the Services tab.
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3. On the Services page, click the Travel Services li

nk...
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HSC Alert could save your life.

HSC Alert is the text and e-mail notification system for emergencies and
campus closures at the UT Health Science Center San Anionio.

You can designate up to two cell phones with text-messaging service and one
personal e-mail address to receive HSC Alert messages.

Emergency messages are automatically sent to all uthscsa.edu e-mail
addresses.

Please follow these instructions to receive HSC Alert messages on
your cell phone or to an alternate e-mail address.
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Enterprise Rent-A-Car Direct Billing

Enterprise Rent-A-Car operates an online service to be used instead of the
direct bill form. The company no longer will direct bill unless it is through its
online system. Contact Travel Services, traveladmin@uthscsa.edu,
562-6216, with any questions.

Enterprise Online Direct Billing

Enterprise Sample Instructions

Avis/Budget Direct Billing

Avis/Budget Car Rental will direct bill only through its online system.
Avis/Budget Online Direct Billin

Awis/Budget Online Sample Instructions

Hertr Direct Billina o

4. When the links expand below the Travel Services link, click Request Access.
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HSC Alert could save your life.

HSC Alert is the text and e-mail notification system for emergencies and
campus closures at the UT Health Science Center San Antonio.

You can designate up to two cell phones with text-messaging service and one
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For technology related senvices, please click on the Technology tab.
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® Travel Senices Office:
Important information for both travelers and travel
preparers.
® Travel Card
Find out how to obtain a corporate credit card or how
and what to use the corporate credit card for.
® Bulletins:
Keep up-to-date with the latest |
® FAQs:
Frequently asked questions.
® Foreign Travel (pdf 67 3kb):
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5. The Concur self-registration page displays in your browser. Complete the page and click the Submit button.

Welcome to Concur!

Registering for your account is quick and easy. Please fill in the information
lo® v uane uves werren requested below to continue.

*®UT HealTH
ScieNCE CENTER

SAN ANTONIO

Please fill out all fields, Your Concur Login will be the same as your UTHSCS4 email address.

—Account Information

Concur Login * doej @uthsesa.edu

— Contact Information

Your MName 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 if the name on your

identification does not match the name on your ticket, .
. ﬁi Read the text in
First Mame * John d f
Middle Name red typeface.

Last Mame * Doe

Work Phone *  210-567-6555 o " o
Home Phone yOU ave a
name suffix (such as
— Configuration Settings Jr, Sr, 1, etC.), you

Time Zone *  (UTC-06:00] Central Time (US & Canada] - W"_I enter it when you
Date Format * N/D/Y - edit your Concur

profile following this

registration process.

* 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 Profile from the Travel Home page.

If you have any difficulties registering, please contact the Online Help Desk at Corporate Travel Flanners for
assistance, The phone number is 877-727-5188.

6. The page shown below will display next. This confirms that your Concur account has been created. The final
sentence informs you that instructions will be emailed to for resetting your Concur password.

P b https:/fwww.concursolutions.com/registration/register_sub.aspilang=

Welcome to Concur!

Please review the results of creating your Concur account below.

M Wil MAKE LIVES BETTER
*®UT HeALTH
ScIENCE CENTER

SAN ANTORIO

Account created
& Concur account has been created for you. Only default account permissions are available.
Your login name is: doej@uthscsa.edu

Faor security, instructions for setting/resetting your password have been sent to the email address you
provided during registration, doej@uthscsa.edu
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7. Within a minute or so, you will receive two emails:

Email 1 of 2: Informs you that a Concur account has been created and advises you to look for a second email
with instructions for resetting your password.

From: Concur User Registration [mailto: support@concursolutions.com]
Sent: Thursday, February 13, 2014 6:32 AM

To: Doe,John

Subject: Welcome to Concur!

Thank you for registering with Concur.

‘@] CONCUR

Please review the results of creating your Concur account below.

Account created
A Concur account has been created for you. Only default account permissions are available.

Your login name is: doej@uthscsa.edu

“You will receive a second email with instructions for logging in (re)setting your passward.

Email 2 of 2: Provides you with a link for resetting your Concur password. The link is good for 24 hours. (See
next page for explanation of what to do if the link expires; otherwise, skip to step 8 on page 6.)

From: DoNotReply@concursolutions.com [mailto:DoMotReply@concursolutions.com)]
Sent: Thursday, February 13, 2014 6:32 AM

To: Doe, John

Subject: Password Reset Request

Hello John Dog,

To reset the password associated with Login ID doej@uthscsa.edu, please click on the following
link:

https:/fwww.concursolutions.com/v.asp Tx=18d=18u=537398358&1=1402131 2&h=Nzflj 2N % 2BVW%
2Bhr3GGiGdBoQ)a%2BMERNID

This is a one-time only link that will expire in 24 hours.

Mote: If the link above is split into multiple lines, 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 require assistance,
please contact your program administrator at your company.

Kind Regards,

Customer Support
Concur Technologies, Inc.
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@ If you completed Step 7 successfully, skip this step. Proceed to Step 8 on the next page.
The steps on this page are needed only if the link provided in the second email expires.

Using your browser, go to the Concur login page at http://concursolutions.com.

@ Enter your email address where indicated, and @ click the Forgot your password link.

@ Log in to Concur | Concur Salutions - Mozilla Firefox | =NRN X |

file Edit View Higtory Bookmarks Tools Help
[& Log in to Cancur | Concur Salutions +

Welcome

If you experience difficulty logging into the site, please click on the Forgot your password? link
below,

[&l CONCUR

Login

0 Enter email User Name doej@uthscsaedu
address
Password

|- Remember user name on this computer

?

name
Forgot your password?

A page will then display in your browser for resetting your password. Follow the steps provided.
Only the second option should be selected in step @ below.

@ Forgot Password - Mozilla Firefox ==

File Edit View History Bookmarks Tools Help
Forgot Password +

eHaIp

CONCUR

Forgot your password?
9o P This is @
already
Enter your Login ID _
doej@uthscsa.edu populated.

Choose an option below, . 4
Select this
) Send me an email with my passward hint — 2nd option.
) Send me an email with a link to reset my password

i Enter the characters in this (5
drlven field. (Note: Separate the Q
two phrases with a space.)

Enter the characters above:
New image | Audio version

Last step!@)w m

Click here.

Page 5 of 6


http://concursolutions.com/

8. Clicking the link in the second email opens the page shown below in your default browser. Use this page to
create a permanent Concur password and a password hint. After completing this page, click the Submit

button.
B hitps://www.concursolutions.com/profile/profileUserChangePassword.aspTbackurl=htt| (& 1
Welcome, John Doe @ Help | Log Out

'I- L
@ B P Travel. Events. Groups. CONCUR #*UT HeaLTH SciENcE CENTER

SAN ANTONIO

CORPORATE TRAVEL PLANNERS A Bea

L) E ‘Your password has expired. Please change your password.
L3

Change Password

cannot contain spaces, All fields are required,

Note: Passwords are case sensitive.

Mew Password Re-enter New Password

Too Short

Password Hint [we will email this to you if you forget 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 symbaols (such as *%*@#), It

9. Concur’'s Home page displays. You are now ready to edit your Concur profile. To do so, follow the steps in

sections 2 and 3 of the Concur Quick Reference Guide at http://ut-ctp.com/uthscsa/.

Home Travel App Center

g
¥ UT HeauTH Science CenTer'

Help ~

Profile ~ &

00

SAN ANTONIO
View Trips
Hello, John
TRIP SEARCH COMPANY NOTES
‘l& = = E @ This site is for business use only
Air/Rail Search
_ - - For Online assistance please call 877-727-5188.
@ Round Trip ) One Way () Mutti-Segment
For Full Service assistance please call 866-366-1142 (toll free) or 210-366-1142 (local).
Departure City @ Prompt #2 Domestic
n P il

Find an sirport | Select muitipie airports Read more

Arrival City @
MY TRIPS (0)
Find an sirport | Select multipie airports
You currently have no upcoming trips.
FACTS & STATS

Show More
Or,tellus in your words what you want o do YYou have booked ( out-of-policy trips so far this
e.g. flight from JFK to Paris on Tuesday year. Did you know?

|
If you don't have a garment bag. you can roll your
0 Out of Policy blazer and put it at the top of your bag to prevent

wrinkles.
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