Getting Started - Accessing Concur

*Screenshots may appear differently for each user depending on the access that you have.

Step 1: Log into myUMB
e Clickonthe Travel & Expense icon on your homepage.
Tip: If you don’t see it, go to Settings > UMB Icons and add Travel & Expense to your homepage.
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Step 2: Access the CTM Portal

e You’'ll be redirected to the CTM Portal.

e Click Open Concur to launch Concur.
Note: The CTM Portal is where you can download invoices and view upcoming trips.
If you experience issues accessing the portal, please contact help@umaryland.edu.
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Step 3: Enter Concur

e Oncein Concur, you can:

o Submit requests

o Book travel after request(s) have been fully approved

o Create expense reports

o Approve requests and expense reports (approvers only)
o

To update your information, click the profile icon (your initials in the top right corner) and select Settings.
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Step 4: Update Personal Information
e Complete all required fields under Personal Information before booking any travel.
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Step 5: Verify your email address
e Please verify your email address to receive all system communications.
Note: A green check mark will indicate a verified email address.
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Please add at least one email address.
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