
CONCUR SELF-REGISTRATION FOR UTHSCSA EMPLOYEES 
 

1. Login to the HSC portal at http://inside.uthscsa.edu/. 
 

 
 

 
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 link… 
 

 
 

4. When the links expand below the Travel Services link, click Request Access. 
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5. The Concur self-registration page displays in your browser. Complete the page and click the Submit button. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

  Read the text in 
red typeface. 
 

 If you have a 
name suffix (such as 
Jr, Sr, III, etc.), you 
will enter it when you 
edit your Concur 
profile following this 
registration process. 

 
 

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. 

 
Page 3 of 6 

 



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. 

 
 
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.) 
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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.  
 

 
 

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. 
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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. 

 

 
 

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/. 
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