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First Time Log in – Internal SSO
Travel Portal: Travel.nbcuni.com

Select CONCUR

Select Login 
with SSO 
(Internal users)

Enter SSO and 
SSO password
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www.concursolutions.com

Username is your SSO@nbcu

First Time Log in – External

Select SAP 
Concur Password

Select Login with SSO 
(External users)
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Click Send

First Time Log in – External

You should receive an email with a link to reset your password within 5 minutes. If you do not 
receive the email, contact the T&E Team. The link within the email will expire within 24 hours.

Click “Forgot 
password” 

Enter username 
SSO@nbcu
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First Time Log in – Privacy Agreement

Scroll down and click I Agree
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First Time Log in – Profile Verification

Confirm that 
your name and 
other profile 
information is 
correct

If your name does not match your legal photo identification, contact your HR team. For all 
other inquiries, contact the T&E Team.

Select Personal 
Information

Select Profile > 
Profile Settings


