
PFMC Concur Helpful Tips – Initial log-in and Profile set-up 
 

Log into Concur: https://www.concursolutions.com/ 

 

Your username will be emailed to you separately.   

Initial password is: welcome. You will need to change your password immediately.  

https://www.concursolutions.com/


After logging in, the initial screen presented is: 

 

  

Click here to access 
your profile 
information. 

A drop-down box will 
allow you to: 

• Change Profile 
settings 

• Log out 



 

 

  

Personal 
information: 

Verify your name 
for travel (must 

match your photo 
identification used 

for travel) 

Bank information is 
needed to send your 

claim via ACH.  Checks 
cannot be sent to 

travelers. 

Set up your assistant to 
make travel 

arrangements on your 
behalf. Contact Council 

staff to have your 
assistant’s profile set 

up. 



 

Profile update – Part 1 (Personal information): 

Parts that need to be completed before you use Concur to book flight arrangements: 

Verify your name matches your identification and TSA information (gender and date of birth)  

**Important note** Make sure you click one of the save buttons before leaving the page. 

 

 

  

Name and basic 
information 

This must match your 
photo identification.  
Contact Council staff 

to have information in 
gray boxes changed. 



 

 

  



 

 

 How to verify your email address: 

 

  

Your email will be 
entered, but needs 

to be verified to have 
information sent to 

Concur via email and 
be linked to your 
profile (receipts, 

itineraries booked 
outside of Concur, 

etc.) 



 

  

Update your 
preferences as 
desired.  Hotel 

arrangements will 
not be made 

through Concur for 
Council Meetings 
(specified by the 

invitation). 

 

You can add your 
frequent traveler, 
mileage plans, etc. 
programs to your 

profile to link those 
plans to purchases 

made through 
Concur. 



 

  

Ticket credits for 
purchases made on 

Council funds can be 
added and used 

later. 

TSA Information is 
required for flights. 

You can add your 
passport if desired. 

Set up your travel 
assistants & 
arrangers. 



 

Profile update – Part 2 (Bank Information): 

Parts that need to be completed before you use Concur to submit expense claims: 

Verify your bank information (this must be confirmed by Concur prior to submission).  

**Important note** Make sure you click save before leaving the page. 

 

  

Enter your bank information.  
Concur will verify your account 

information (this may take 
several days), and status will 

change to confirmed after 
verification is complete. 



Questions or need to make changes? 
 

Contact: 
Patricia Crouse 
503-820-2408 

Patricia.Crouse@noaa.gov 
 

mailto:Patricia.Crouse@noaa.gov

