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UBC Travel Program - Online Booking Tool  

First-Time Login; Employee Profile Update 

  

 

    

 

STEP 2: Complete 

Employee Profile  
Before you can book any 

travel through Concur or 

an Advisor at Direct 

Travel you must 

complete your profile 
 

Concur Home Page (top 

right) Click on: 

• Profile 

• Profile Settings 

• Personal Information 

• And complete fields 

 

Do not create a profile 

for NON-Employees, 

Book using the “Guest 

Booking” feature on the 

Concur home page 

Travellers should complete all fields  

 Travel Arrangers only those fields highlighted  

• Name (should be the same as passport) 

• Company Info 

• Work Address 

• Phone business, mobile 

• Emergency Contact 

• Travel Preferences 

• Frequent Traveler # 

• TSA Secure Flight 

• Passport  

• Travel Arranger Name (who is auth to book) 

• Credit card (name on card to match the 

Concur profile name.  

• If applicable, Department credit card # goes 

into the Administrators profile 

Employee Profile Fields  

Important Note:   

Travellers and those booking and/or paying for 

travel on behalf of others need an employee 

profile in Concur 

STEP 1 - LOGIN 

Use Email Link to Reset 

your password  

OR 

LOGIN via the UBC 
Travel Website 

www.travel.ubc.ca 

Click on: 

• Book  

• Login to Concur 

 

Cont. Step 1:  
Concur Login Page 

• Enter User Name 

(UBC email address) 

• Enter Password 

• Sign in 

• Don’t have a 
password, click on 
“Forgot Password” 

 

UBC Travel Website  

Con 

Concur Login Page 

Con 

Home 

address field 

Not Required 
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