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1. How to Change a User's Name in Concur 
Only accounts that are part of the 'Travel Administrators' group in Concur can edit a 
user's name. Travel Coordinators should be listed as 'Travel Administrators' for their 
agency.  

Log into your Concur account. Click 'Home.' Click 'Company Admin.'  

 
Click 'User Administration.'  
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Type the user’s name in the search bar. Click 'Search' to pull up all options in your 
agency. 

 
Once you have found the correct user, click on their name. This will pull up their profile.  
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Now you can change the user's name. Be sure to spell it correctly. Travelers may be 
turned away at the gate if the name on their photo identification does not match their 
ticket.   

• To change their first name, highlight the current name, delete it, and type the 
name into the box labeled First Name. 

• To change or add their middle name, type the name into the box labeled 
Middle Name. If the user does not have a middle name, click the check box for 
no middle name. 

• To change their last name, highlight the current name, delete it, and type the 
name into the box labeled Last Name.  

 

• Click 'Save.' 
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2. Additional Resources 
How to Change a User’s Name in Concur (Video) 

Statewide Travel Program Training Resources Page 

CI Azumano Webpage 

Concur Login Page 

https://www.youtube.com/watch?v=_NAvwkCLr6s
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Concur-Training
https://caltravel.ciazumano.com/
https://www.concursolutions.com/
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