
GETTING	STARTED
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Concur	allows	Temple	employees	(Full	&	Part	time	Faculty	and	Staff,	
Post	Docs)	to	book	and	manage	travel	related	to	business	purposes.

Temple	employees	must	use	Concur	for	ALL reimbursement	requests:
• Travel.
• Non-Travel	Food	(seminar	dinners,	etc.).
• Miscellaneous	purchases	not	made	on	P-Card	or	through	

TUMarketplace	(i.e.,	lumber	at	Home	Depot,	art	supplies	etc.).



To	get	to	Concur,	log	into	TUPortal.temple.edu

On	the	left	side	of	webpage	under	“TUApplications”,	
click	on	the	hyperlink	to	“Concur	Travel	and	Expense”.
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First	time	users	will	need	to	set	up	their	personal	 information	in	order	to	start	
using	the	application.

On	the	upper-right	corner	of	the	homepage	you	will	find	“Profile”.		Click	 on	the	
word	and	a	dropdown	box	will	appear.		Click	on	“Profile	Setting”.



Click	on	“Personal	Information”.	You	will	be	directed	to	a	new	screen	where	you	will	
input	your	personal	information,	i.e.,	home	address,	emergency	contact,	travel	
preferences,	etc.

You	must	complete	any	field	marked	[REQUIRED].
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