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My Profile - Personal Information

Updating Your Personal and
Travel Information

Jump To: [ Personal Information EI

Disabled fields (gray) cannot be changed. If there are errors in these fields,

*Ensure your Full Name in Concur matches your
Click Initials in the top-right government-issued photo ID used for travel.
corner of your Concur screen. A\ Important Note Corrections must be made by contacting HR.

Your Name and Airport Security: Please make certain that the first, middle
i R the airport. Due to increased airport security, you may be turned away at the ga
Click Settings. 2 SRS LA i

Fields marked[Required] and [Required™] (validated and required) must

T

Title First Name Middle Name[Required] Nickname Last Name Suffix

Click Personal Information to Ham E I E—" .
review and update your profile. [to tiddie Neme
Company Information Go to top
o @ (Ag)
8 Ann E. Employee —i} Manager Employee Position/Title
Your Information; | - Example -Training |
@; Settings . -
Personal Information ) Traveler Type Vanderbit Guest
() signout Company Information ¢ Staff
Contact Information }
Email Addresses 1) “
Emergency Contact 1
Credit Cards Work Address Go to top

N

Please confirm the address is correct and in proper format: omitting punctuation, special characters, and using the correct two letter state abbreviation.

Company Name Assigned Location
r: [ Baker Building (Nashville, TN} EI

*Confirm your Work Address

(required). e

[110 21st Avenue South ||:| Address same as assigned location

City State/Province/Region

[nasnuite [ |

Postal Code Country

[37203 ” United States of America El

Home Address Go to top

Please confirm the address is correct and in proper format: omitting punctuation, special characters, and using the correct two letter state abbreviation. This is a
required field and must be complete in order to book travel.

street|Required]
[122 any street |

*Enter your Home Address
(required).

city[Required] State/Province/Region
[y Town [ |

Postal Code[Required] Country[Required]
00000 | [ United States of America EI

Contact Information Go to top

* .
Er?ter your Contact Informatlon : A Work Phone[Required™] Work Extension Work Fax 2nd Work Phone/Remote Office
Either a Work or Home phone PP 81511234567 I I I |

number is required. ﬂ:?:}zgg"jgg"fq“""d"] |

A Mobile phone number is also Mobils Pone[Required™] p—
required in case of travel alerts. [ unea States of america (+1) [7][@t5psar000 |

**You must specify either a home phone or a work phone.

Email Addresses Go to top

Follow the instructions to verify

your VUMC Email Address with ( Please add at least one email address.
ConCUr (recommended). [+] Add an email address
. Email 1 Verification Status Contact?
CIICk Add an emall address to ann.e.employee@vanderbit.edu QVer\ﬁed Disable Verification Yes
also include a personal email
(optional). Emergency Contact Go fo top
Name Relationship
Charlie Employee ‘ Spouse il
E h dd d Street
nter the name, address an
4 | | 123 Any Street Address same as employee
phone number of your S
City State/Province/Region Postal Code *R . d
Emergency Contact - - equire

(recommended)- Country Phone Alternate Phone

United States of America | |615-765-4321 ‘ [
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Travel Preferences Go to top

Eligible for the following discount travel rates/fare classes
[Daascas [[Government [Military [ SeniorAARP

Air Travel Preferences o

Seat Seat Section Special Meals Ticket Delivery
DontCare » Don't Care »  Regular Meal | E-ticket when possible
Preferred Departure Arpart @ Other Air Travel Preferences Medical Alerts
Hotel Preferences e Enter any Air, Hotel and Car Rental

_ preferences as desired (optional).
Room Type Smoking Preference passage to Hotel Vendar @

Don't Care w  MNon-smoking w

Travel Preferences

Eligible for the following di travel r;
AAAJCAA Gnvernment M\Irtary SemnrfAARP
Frequent-Traveler Programs 1
Your Frequent Traveler, Driver, and Hotel Guest Programs
+ Southwests Southwest Rapid Rewards Search this vendor CIICk Add d Program toenter any
+ E==us aimwavs US Airways Dividend Miles ’ Search this vendor Frequent TraV?Ier Prc{grams |nt0
o your profile (optional).
- AVIS ;\:;:I::i\ﬁﬁgerrad or Link your profile. Click H ez L ¢ 7
your profi. Click Here @ Confirm with the travel vendor
(] 8 Marriott (All} (EM}) Marriott Rewards Search this vendor that your name and other
program account information
You are automatically connecting to Concur travel partners matches your: Concur proﬁ/e
exact/y to ensure you receive
Unused Tickets credit (as appropriate).
Southwest Ticket Credits

[+] Add Ticket Credit

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,
subject to additional screening or denied transport or authorization. TSA may share information you provide with law enforcement or intelligence agen
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 ¢ *Enter your Gender and Date of Birth

WWW.TSA GOV for TSA'S Flich ired
Gender [Required] Date of Birth (mmiddiyyyy)[Required] DHS Redress No.@ TSA Pre( Known Traveler Number@ ol ecure 18 t (req tine ).
© Mok @ Fermat  [rooonce ) | I ] You may also enter your Known Traveler

Number for TSA Pre-check/Global Entry.

nternational Travel: Passports and Visas

Adding your passport information to your profile will allow us to include it in your reservations. Having this information in your reservation can make intemnational travel
a little easier.

+AddaP it .
Passports S Enter passport and visa

information for international
reservations (optional).

| do not have a passport

International Visas [+] Add a Visa

Assistants and Travel Arrangers Go to top [

Click Add an Assistant to select
Assistant(s) or travel arranger(s) can perform travel booking and travel profile updates on your behalf. anOther employee to make
travel arrangements on your
behalf (optional) — detailed
Please select the individuals within your organization that you would like to give permission to perform travel functions for you. instructions for aSSigning Trave|
Refuse Seif Assigring Assitenis © Assistants and/or Expense
Delegates are available here.

Please assign an Expense Delegate(s) to create expense reports and make changes to expense settings on your behalf.

Your Assistants and Travel Arrangers [+] Add an Assistant®

Tent, Ace 5 can book traver? (@) 20

B *Click Add a Credit Card
to enter a credit card(s) to be
used for travel reservations

Credit Cards

You currently have the following credit cards saved with your profile. [+] Add a Credit Card

(required if traveling).
© wrescesces o e 200 /0 Holders of T&E Cards should
@ My Vandertik Card 000200020005 Exp: e L0 enter those cards here.

Do not enter PCards in Concur.

T *Required
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