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Resources

There are various sources available to users for reference, guidance, and assistance. This guide will contain all of the
information needed to navigate Concur and complete travel tasks in the software. This resource section of the
Master Guide will reference other resources, additional training, and general contact information. The resources

covered include:

Contact Information
Resource Pages

New User Checklist
Concur Icon Reference List

Stephen F. Austin Contacts
Travel Office: traveldesk@sfasu.edu

CTP Contacts

Concur CTP Help
Email: na.online@travel.ctm.com
Phone: 877-208-1396

CTP Full Service
Email: sfasu@ctp-travel.com
Phone: 855-456-4474

Group Travel
Email: groups@ctptravelservices.com
Phone: 800-810-2695

CTP After-Hours Number
Phone - 844-964-0088
*S16/ hour fee may apply for after-hours calls

While this Master Guide contains much of the written information about Concur, there are additional resources
users can utilize to find solutions and become better informed.

The knowledge base is a specially made area that includes valuable information about Concur and is probably the
most helpful resource for SFA travel. From those with little to no knowledge of Concur to active users, there are
materials here to help anyone. The knowledge base is divided between Concur Travel and P-Card. Within the
Concur Travel category, there are guides, videos, past recordings and more.

The knowledge base can be found by going to help.sfasu.edu then clicking on “Knowledge Base” at the top or

towards the bottom of the home page.


mailto:traveldesk@sfasu.edu
mailto:na.online@travel.ctm.com
mailto:sfasu@ctp-travel.com
mailto:groups@ctptravelservices.com

Home  ContactUs  Telecommuting  Classrooms  Services f Knowledge Base

— WELCOMETD —

SFA’s first point of contact for technical solutions

There are no known service outages at this time.

Once in the Knowledge
Base, select “Concur” in
the list of categories, then
choose “Concur Travel”.

Travel and Expense Management Software
ncluding P-Card and Travel-Booking
Functionality

=

Contact the Help Desk via:

Telephone at 936-468-4357 Email at helpdesk@sfasu.edu

Faculty and Staff: To view more service catalog options please login using your mySFA credentials.

x Concur Travel

@ Knowledge Base

Q Search

To submit a ticket, browse our services Tofind a “self-help” solution (without Use the search function to type in your If you would like to know more about
to find the one that relates to your generating a ticket), browse the question, and the list of results will help using the ITS Request System to submit
question, then select the Knowledge Base to help troubleshoot you submit a ticket or resolve your own tickets and find "self-help" solutions, click
“Submit a Ticket” button your technology issue. technology issue. "Learn More" above.

Click here to Submit a Ticket Click here for the Knowledge Base Click here to Search Click here to Learn More

A primary area to refer to and monitor is the “Company Notes” section of the Concur home page. This area will
contain updates and changes to travel and travel policy as well as additional travel information and training and is

maintained directly by SFA’s Travel Office.
COMPANY NOTES

To f| nd th e CO m pa ny N otes Iog| n to Meal and Lodging Reimbursement Updates

’ In accordance with GSA rates and State of Texas Compiroller of Public Accounts (TexTravel) first and last day of travel will be 75% of the
Concu r'- the notes W| I I be Iocated near the allowable per diem rate based on location or the standard rate

. . “ »” For more information regarding GSA rates please visit hitps-/iwww.gsa.gov/travel/plan-book/per-diem-raies. The link above will take you

m|dd|e Of the page_ C||Ck Read More to to SFA Travel website of Meal and Lodging Reimbursement information.
view the resources available. Rl ———

Once logged into Concur, go to the “Help” dropdown in the top right of the home page and
choose “Training”. The user will be brought to the Concur Training Site. p e ——

Training

This site will include Guides in the center of the page and links for app assistance at the very fravettie

bottom, but the most helpful area of this site is the far-left training videos.

Travel Administration Help
Expense Help
Expense Administration Help

T O e~

The training videos broken down into three sections: Expense, Request, and Travel. Click the ;Z[:ie'_s'st}lll-)lelp
plus to expand the video lists. Each section will contain multiple easy-to-watch, brief, :f:czz‘:‘:L”;;“St't:':e':ni:t
Concur-made videos. Co-browse
e Expense Section deals with expense reports, T-card charges, receipts, and other tasks [ sap concur Communty
that are completed on the expense report after the trip is completed. F- 1 Contact Support

Service Description Guide

e Request Section covers procedures and tasks on the request side of travel, before
the trip occurs, before funds are spent, and before anything is booked.

e Travel Section covers the booking aspect of concur.



Welcome to Concur! This checklist will cover what you need to get setup within Concur.

O Login to Concur
o Located in mySFA under the Resource tab
o Use mySFA credentials to login

O Go to your profile and confirm profile information
o Name, ID, basic contact information
o Add any desired information (phone number, alternate email, emergency contact, etc.)
o Activate e-receipts

o Verify email address
o Your SFA email will automatically appear.
» Users must click “Verify” and follow the prompts sent to your email.
o Click yes for contact on the email you want to use for point of contact.

0 Complete Delegate Information
o If you are a user who wants a delegate, go to “Request Delegate”.
o Add your desired delegate (usually this is your departments’ admin).
o Select the desired permissions (prepare requests/reports & submit requests/reports).
= NOTE: Users can add their own delegates, but delegates cannot select their own users.

0 Complete booking preferences and contact
o Inthe profile, enter in home address, phone numbers, other contact info.
o Add a Travel Assistant or Travel Arranger to profile (allowing another user to book on your behalf).
o Enter any travel preferences (improves travel booking experience).
o Verify your name on your profile matches the name used to travel.

O Concur Mobile Registration
o On the very bottom of the profile list you’ll find “Concur Mobile Registration”.
o Get started by going there and click “Get Started” .

If there is any issue with logging in or completing the above tasks, contact the travel office at
traveldesk@sfasu.edu



mailto:traveldesk@sfasu.edu

A user will see a number of icons while entering in Requests and Reports. Hover over the icon to see what
it means, or refer to the reference guide below to see what the most common icons mean:

Q Attendees: An expense entry has associated attendees

o Comments: An expense entry has comments

O Credit Card: An expense entry was a corporate credit card transaction
@ Credit Card: A corporate credit card transaction includes additional data

0 Exception: An expense entry exception that must be resolved before submission
& Warning: An expense entry warning that may require additional action

< Full Allocation: An expense entry has been fully allocated

O Receipt Required: An expense entry requires a receipt

@ Receipt Attached: An expense entry has a receipt attached

@ ExpenselT Receipt: An expense entry was created using the ExpenselT mobile app
@ Missing Receipt Affidavit: A missing receipt affidavit was attached to the expense
@ Mobile Transaction: An expense entry was created using the Concur mobile app
@ Personal Expense: An expense entry was marked as a personal expense

d Submission: An expense report prepared by a delegate is ready for submission




Concur Basic Training Manual

SAP Concur is a travel and expense module intended to streamline and improve Stephen F. Austin State
University’s travel reimbursement program.

This manual will provide a brief overview of Concur’s Travel and Expense module to introduce the user to
the travel software and its basic functionality. In this manual, we will cover the following:

Signing in

The Home Pages

Additional Pages

User profile and set up

The Concur App
Other resources

Terms

e Agency Booked - Travel booked through CTP. Requires contacting CTP after request is approved.

e Approver - Employee approving requests and reports in the workflow.

e CTP - Corporate Travel Partners; SFA travel management company.

e Delegate - Employees who are allowed to perform work on behalf of other employees. Delegates can

create and prepare requests and reports, but they cannot submit the requests and reports on behalf of
the traveler.

e Expenselt — A Concur Tool that uploads, reads, and processes receipts.
¢ Financial Manager — Employee in the workflow that approves for a specific FOAP.
e Paid By — Payment method.
o Paid by Traveler — cash, personal debit or credit card, check, or otherwise paid personally by the
traveler and requires reimbursement to the traveler.

o Paid by University — Direct billing, University card, or otherwise paid by the University and does
not require a reimbursement to the traveler.

e SAP Concur Travel and Expense Module (T&E) — The travel module where travel requests, travel reports,
and travel booking can be prepared, submitted, and approved.

e Self-Booked through Concur — Travel booked through Concur Travel tab.

e Supervisor — Manager or department supervisor who reviews and approves travel for the department.

e Travel Report — Formally known as a Travel Report (TR), a report prepared and submitted after a trip to
request reimbursement or payment of expenses incurred during the trip.

e Travel Request — Formally known as a Travel Authorization (TA), a request is the approval to travel and
book as well as the encumbrance of funds for travel.

e Travel Segments - The airfare, auto rental, and lodging portions of the trip. These segments are entered
in the request and then booked through Concur or by contacting CTP.



The basic flow of Concur:

Ret dforcC ti
Sturmed for Lorrection Returned for Correction

‘, r

Create & Submit a Approved
Travel Request » Book Travel w Travel * Create and submit ADDrD"’Ei Travel
Travel Report Processed;
Reimbursement

Concur can be accessed through the link in mySFA under the Resources tab (use your mySFA
credentials to login)

Important Note

To comply with Texas Administrative Code Title 34, Section 5.61 travelers must submit their own travel requests
and travel reports. Delegates can still prepare the Requests and Reports, but travelers must submit the Request
and/or Report themselves. Instead of the “Submit” button, there will be a “Notify Employee” button as shown
below. Clicking “Notify Employee” will send an email to the traveling employee with a link to access Concur and
submit the Request or Report.

Signing in
Users should access Concur by logging into mySFA, then navigating to:

Resources tab = Travel & P-Card heading = Concur link

|
RESOURCES TRAVEL & P-CARD

Concur




The Home Page
A user’s home page appearance will vary based on the user’s permissions. Below is a general home page.

1. Along the top left of the screen, are the different Concur pages.

a. “SAP Concur” will return the user to the homepage.

b. The “Request” tab will bring the user to the travel request page.

c. “Travel” will bring a traveler to the CTP portion of the module and allows users to search for
and book travel segments.

d. The “Expense” tab displays the travel reports.

e. “Approvals” will be where reports will go in workflow that need to be approved (if applicable).

f. App Center offers users the ability to search for and connect various travel apps such as
Uber, airfare, and other 3" party apps.

2. The Quick Task Bar offers links to 1 o Eal e
quickly start a new request, open SAP Concur
reports and requests, and manage Helo Wikam

available expenses. Additionally, it TRIP SEARCH COMPANY NOTES
offers a quick reference to view number X am0 ——
Welcome to Concur !
of requests, reports, and other expense Flgh fach
Reund T One Wey Wads Cty Mnkyw'ovyfwrparﬂclpaﬂon TR T T T
tasks. r—a_ Tockigion W Sl arwat prcotures M UiBosi Sl S Covet poper bed /O
*aIane | Scen memk anes Resd more:
3. The My Tasks portion of the home page i m : m m :
gives additional visibility to view =3 — .
Greall You currently have no approvals 0411 Delta 04105 November Expanses (1101/20...
available expenses, open reports, and e o
. §502.70 U
approvals that may require the user’s MUTRERAD = AT T

attention.

4. Company Notes is a section containing
valuable information, tips, and resources

. SAP Concur + 13 01 02 09 09
from the SFA Travel Office. Hell, Wiliam Mo |dmedme| poms | Sgeed | e | OMe
5 4
5. Trip Search is where the user can search Hamo —
for and book travel segments such as (I | it you o your priioation
. . :;——— A new way of filing travel expenses Is coming. This automated travel and expense system from Concur
alrfa re' rental, and |0dglng. - i | Technologies will simplify current procedures and ultimately eliminate the current paper-based :::u':"
6. The “My Trips” portion lists upcoming — mRA > mw.mrww mo,m,m =
trips. — Great! You currently have no spprovals "‘ )‘.':::’ “ lovember Exponses (1140
6 - )
AR o dipicobornookm s o 02023 —— 02119 client visit
2.2 o af
Moer @ 0112 Courtyard 0130 Trip to Soattle

13899




This section of the manual will cover the Requests, Expense, and Receipts screens within Concur. These are
important sections to prepare travel, create reports, and assign charges.

Travel Requests
The Travel Requests screen displays the travel request reports that have been created and/or submitted. The
user would come to this screen to create a new request, review a request that has already been created, and
submit requests.

1. Across the top, there are three options:
a. Manage Request displays the following screen. This shows all active requests and allows the
user to search for requests, create new requests, and open requests.
b. The New Request option creates a new travel request.
c. The Quick Search allows the user to search and find a request.

2. Below those options lists the request for that traveler. The far left lists the name of the request and
additional details as well as the request ID and the status of the request.

3. The far right of the screen lists the trip dates, submitting date, the amount request and the amount
remaining from the request.

SAP Concur

Active Requests (25)

Request Dates. Dete Subnitied Total | Approved a... | Remaining Action
05352000 oazia I SO 300 Exema
5282000

o8O12020 owzREzD V4000 3040300 BLBEM  Expense
o842020

owzsacan o 0m 5000 Eqpanse
ow102020 owzazezD R4 REIE  RS0N  Epene

8142020
BEz42020 ouzaaezn AWM AWM MR Egene

Ra02020
10302020 owmizD T ST 0T Espense

22020
osos2020 osma20zD 0600 S0600  SME0) Emense
02020

oTos200 vz 300 WM 3w Egene

7oe2020

omo12020 oemvaz L6000 00N SO Expenie
onos2020
ow132020 ownszzn 300000 IO BTEH  Empense
182020
w4200 oBIBEZD 40000 $140000  STIES)  Empeme

owTTann
36U Approved w2020 ovsaD oo 200000 3600 Expense
1042020

30V Appvs 1z0v2020 vz s wEW W00 Ep

10



Travel Expenses
The expense screen will display the active travel reports that have been created, submitted, or are in process.

1. The top options allow the user to manage expenses (expense reports, T-card expenses, and
receipts) as well as view cash advances.

2. Below that are the active reports. There is an option to create a new report, but it also shows the
submitted reports, pending reports, and approved reports. The report box will display green if
there are no issues, yellow if there are issues to address, and red if there is a problem that needs to
be addressed or returned for correction.

NOTE: Each report box will include submission dates, total amount, status, as well as any exceptions
that need to be reviewed.

SAP Concur Requests. Expense Approvals App Center

Wiew Cash Advances
Manage Expenses
ACTIVE REPORTS Report Library - 3
2 P sz
WorkflowTest? mileagetest RoundRockExpress
L+
Create New Repon $72865 $345 $391 12
Approved Submitted & Pending Supervisor Approval ﬁ) Exceptions
Processing Payment Test, Supervisor Approved
Processing Payment
s wrzco J s e
Apptest3 Apptest2 AppTest1 Houston 6-17
$277.80 $142.09 $290.00 $316.38
Approved ﬂ Exceptions Approved Approved
Processing Payment Approved Propessing Payment Processing Payment
Processing Payment

3. Clicking “report library” will show the expense reports in the manner the requests are —a long
lists with more details.

< Manage Expenses

Reports for last 90 Days

3 X0

Report Type Report Name Report D Comments
Expense Type CrownPlaza FOCS0RF104S47AGR22
testing #lemization; overage: allocation; personal days
A\ This rapor has ons or more entry level exceptons.

) Expense Type Coliege Station X 10-01110-5 BE78B8A440BC4CCE0TER sdgh
Annual Work Retreat

A\ Tris report has ane or more entry evel exceptions.

Expense and Receipt Library
Located under the expense section, the user can scroll below the expense reports and find the expenses
and receipts. The expenses are T-Card charges that have been loaded into Concur and available

expenses created from receipts.
11



Receipts are listed below. Receipts can be loaded into Concur from a number of ways:

1. By clicking the “Upload New Receipt” option.
2. Emailing receipts from your @sfasu.edu email to receipts@expenseit.com.
3. Through the Concur app.

Attachments must be 5 MB size or lower and must be one of the following file types: png, jpg, jpeg, pdf, tif,
or tiff. Receipts must be 300 DPI resolution or lower so it is recommended to be in black and white.

Once uploaded, Concur will scan and process the receipt and create an expense line with the name of the
vendor, transaction dates, amounts, and other information. These lines and receipt images can be
assigned to reports from this portion or from within the report.

SAP Concur

Manage Expenses  View Cash Advances

Manage Expenses

AVAILABLE EXPENSES AVAILABLE RECEIPTS
Q Delete. )
[ Expense Detail Expense Type ‘ Source Date s .-
e 7

[ United _Baggage Fees @ 11/10/2019
I United _Baggage Fees ® 11/10/2019 (] i

Upload New Receipt
I _Baggage Fees Houston, Texas _Baggage Fees 111122019

Click here or drag & drop files to uplosd
new receipt images.

Delete

Every Concur user will have a user profile. This profile includes the user’s information, request settings,
expense settings, as well as email notification, app, and other configurations.

The user profile can be reached by clicking “profile” in the top right of the home page after logging in.

SAPConcur [C] | Requests  Expense  Approvals  App Center

% + 0w % i 0 06

® New Required Authorization Available Open Cash
Hello, - Approvals Requests Expenses Reports Advances

COMPANY NOTES
Washington DC - Travel Form
Use this link to access the Washington DC travel form. You will be required to attach this to your Trip request when travelling to Washington DC
Deployment Toolkit
You can access the deployment toolkit using this link
Concur Training Toolkit
Read more

The following screen will display the various options and configurations available to the user.

The main sections and include Your Information, Request Settings, Expense Settings, and Other Settings.

12
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Help

SAP Concur Requests Expense Approvals App Center |
@ eq pe PP PP e

Profile Personal Information Change Password System Settings Concur Mobile Registration

Vour Information S .
YOUrIIGHRERD Profile Options
Personal Information
Company Information Select one of the following to customize your user profile

Contact Information Personal Information System Settings
Email Addresses

Personal iInformation Which time zone are you in? Do you prefer to use a 12 or 24-hour

z 5 clock? When does your workday start/end?
E-Receipt Activation - =

Enable e-receipts to automatically receive electronic receipts from Expense Delegates
participating vendors Delegates are employees who are allowed to perform work on

behalf of other employees
Request Preferences

Select the options that define when you receive email notifications. Expense Preferences
Prompts are pages that appear when you select a certain action, Select the options that define when you receive email notifications.
such as Submit or Print Prompts are pages that appear when you select a certain action,

such as Submit or Print
Change Password

Change your password Concur Mobile Registration
Set up access to Concur on your mobile device

Concur Mobile Registration

Your Information
This section covers the personal, company, contact, and email information. The user also has the option to
change their profile picture and adjust the various information listed such as:
e Employee ID
Work and Home address
Contact information
Email addresses (also the ability to verify your email)
Emergency contact
Passport and Visa information
All required information is marked as so

Travel Settings

The Travel Settings sections is an extension of the Personal Information section and includes all information
needed for travel booking through Concur:

Travel Preferences - all information needed for booking through Concur

e International Travel - such as passport and visa information

e Frequent Traveler Programs

e Assistants/Arrangers - Where users can go to assign a Travel Arranger

Request Settings
The request section covers information regarding travel request reports.
e Request information — contains the default FOAP for the user.
NOTE: Will display as FundXX-OrgXX-PXX for default Fund, Org, and Program

e Requests delegates allows a user to assign someone else to prepare requests, view receipts,
receive emails, and approve reports (if applicable).

e Request preferences — Allows the user to choose when they receive emails regarding their request
reports.

13



e Request approvers — Where the user can view their default approver (must be changes by the Admin).
e Favorite Attendees — This is an extremely useful tool for those who travel with groups of students or

athletes.

This section allows a user to
create groups to add to
rosters. For example, if SFA
Baseball were going to play
games, it would be helpful to
come here and create that
roster for the current team so
when the meals are added;
the user can simply select this
attendee list.

Expense Settings

Favorite Attendees

Attendees || Attendee Groups

Attendee Name & Attendee Title Institution/Company

The expense section, much like the previous section, covers information regarding travel reports.

e Expense Information - Contains the default FOAP for the user (must be changed by the Admin).
e Expense Delegates — Allows a user to assign someone else to prepare and view expense
reports for them. Receiving emails and approving reports is also an option.
e Expense Preferences — Allows the user to choose when they receive email notifications regarding

their expense reports.

Expense Approvers — Where a user can view their default approvers (must be changed by the Admin).
Favorite Attendees — This is just like the request portion and allows the same option to create

favorite attendee lists.

Other Settings

These settings are primarily concerned with receipts and connected applications.

E-Receipt Activation — Ability to enable or disable e-receipt availability.

e |tis recommended for users to have e-receipt enabled.
System Settings - Covers default languages, number formats, and currency symbols displayed as
well as other date and time information.
Connected Apps - Can be viewed and removed here.
Concur Mobile Registration - When a traveler wants to start using the Concur app, they will
register at the “Concur Mobile Registration” option at the bottom of the list.

14



Approvers and Delegates

Concur users may want delegates to prepare travel
for them. While it is good to have other employees
designated as back-up travel preparers, Concur is a
user-friendly software and reports can be completed
easily. It is recommended that the individual traveler
prepare their own travel.

However, if one would like to set up a delegate, they
would go to their profile and click on Request
Delegates and add the delegate there and then go to
Expense Delegate and add them there as well. The
user will have to add the delegate for request as well
as expense to allow the delegate to create both
requests and expenses. If a user only wanted to
grant access to requests, then enable only in request.

SAP Concur [C]

Profle

Requests

Personal Information

Expense  Approvals  App Center

Change Password  System Setings

Profile Options

Select one of the following 1o customize your user profile

Personal Information

Personal Information

E-Receipt Activation

Enable e-recepts to avtomatcally recene electronic recepts from

partcipating vandors.

Request Preferences

Select the optons that define when you recewve emall notiications

re pages that appear when you select a certain action,

Change Password

Change your password.

Concur Moblle Registration

System Settings
Which ¢

Expense Delegates

Delegates are employees who are alowed 1o perform work on
behalf of othar employess

Expense Preferences

hat define when you receive email notifications

Concur Mobile Registration

Set up acoess to Concur on your mobile device

The process will be the same for both request and expense delegates. The user will see a list of delegates
assigned and their permissions granted by the traveler or by the admin. To add a delegate, click on the
blue “add” button and then search for the employee they wish to be a delegate. Once located, select the

person and they will be added to the delegates listed.

Once they are on the list, the user must select their permissions to prepare requests, view receipts, receive
emails regarding those requests, approve reports (if applicable), as well as access to preview an approval
and receive approval emails. There is even an option to add dates to those approving permissions — a useful
tool if the normal approver is out or unable to approve for a span of time.

Profile Personal Information Change Password System Settings Concur Mobile Registration

Your Information

Request Delegates

Delegates | Delegat

e For

Delegates are employees who are allowed 1o parform work on behalf of other employess,
Search by employes name, email address, employee id or login id

| m ancel

Receives Can
Emails Approve

Can Can View
[1 Name Prepare  Receipts

Can Approve Temporary

Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request

Can Preview For
Approver

O

Receives Approval
Emails

O

Once the delegate is added for the user, the
delegate can prepare reports and requests by
logging in under their own sign-in, and going c—h
to the top right and clicking on the drop down
next to “profile”. There are new options

SAP Concur E]

Requests

COMPANY NOTES

available that says “Acting as other user”. The
delegate can then select the traveler who set

Washingto

Deployment Toolkit

n DC - Travel Form
Use this link to access the Washington DC travel form. You will be required to attach this to your Trip request when

Expense

Approvals  App Center

+ 00
New Required
Approvals

Authori

o « I

Profile Settings | Sign Out
Req

/4 Acing as other user @

them up and prepare reports for them.

15



Approvers can assign proxies to approve for them here too. They will go to Profile, then Profile Settings and
find the same “Request Delegate” or “Report Delegate” section. The Approver will then search the name of
the user they want to proxy and approve on their behalf. The access to be selected should be:

e “Can Approve” to grant access to approve indefinitely
e “Can Approve Temporary” to grant access to approve for a defined period

e “Can Preview For Approver” grants access for proxies to view requests and reports on behalf of the
Approver and notify them when it is ready to approve

o “Receives Approval Emails” will allow proxies to receive the same email notifications to approve
requests and reports the Approver receives

NOTE: If the individual does not appear on the search, they may not have the permissions in Concur to
approve. Please contact the Travel Office to add those permissions.

Concur Mobile App ‘

The Concur mobile app is a great way to prepare travel while out of the office. The app can perform a
number of valuable tasks like create, submit, and approve request and expense reports. The app also
allows users to upload and prepare receipts and expenses on the road. Providing a much more efficient
way of keeping receipts and documentation.

If the user does not have the app or cannot get the app on their phone, they can always email those
receipts to receipts@expenseit.com to upload and process receipts and expenses the same way.

To set up, the user will need to go to “Concur Mobile Registration” link in their profile.

Other Settings
This will send a link to your email to download the app and get started. E'““e‘;“‘°“"'3‘~’°"
System Settings

Connected Apps

Alternatively, the user can just download the app and log in like they would with the A
Concur website. Changs Password

Concur Mobile Registration

Below is an example of the Concur Mobile homepage with brief explanations.
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View, change, and assign expenses. These
expenses include T-Card transaction as well as
expenses created by uploaded receipts. If the user
wanted to view and edit receipts, go here.

Expenses

Expense RepOfts ﬁ Create, view, change, and submit expense reports.

Approvals * Review and approve items here (if applicable).

Requests . .
. Create, view, change, and submit request reports.

Create a report for mileage calculated
automatically within the app.

O] i @

Expenselt Create Mileage

Capture receipts and
create expense lines.

Create a travel expense.




Concur Profile Guide

The Profile section within Concur offers numerous options, settings, preferences, and configurations that should
be reviewed for accuracy by the traveler. This guide is meant for SFASU travel users and will cover the profile
section, what it contains, and how to change the information including the following:
® Opening the Profile

Personal Information

Request Settings

Expense Settings

Default Account/ FOP Information

Delegates and Approvers

Activation Features

System Settings

NOTE: Request reports and Expense reports have two separate sections. Settings made in the request side will
only apply to the travel request (the report prior to the trip needed for approval to travel) and settings made in
the expense side will only apply to the travel report (the report after the trip needed for reimbursement)

Once logged in, the user will see the Concur home page. The profile is in the top right corner of the home page.

Click the Profile drop down to see the options for Profile Settings, Signing out, and (if applicable) the option to
prepare travel as a delegate for another user. Click on “Profile Settings” to get to the Profile Section.

The profile section will open to the “Profile Options” portion with important options listed below. A complete list
of the profile configuration options are located on the left hand side.

Personal Information
The Personal Information section has several important settings that it is accessible in three places.

Support | Help~

SAP Concur Requests Travel Expense Approvals App Center

Personal Information

Your Information Profile Op'[iOnS

Profile ~

Profile

Change Password

System Settings Concur Mobile Registration

Company Information Select one of the following to customize your user profile.
Contact Information Personal Information System Settings
EmElAddresses Personal Information Which time zone are you in? Do you prefer to use a 12 or 24-hour
. " — clock? When does your workday start/end?
Reguest Settings E-Receipt Activation

Cocll Sicall i Lood i inte o, E. Dolonatos

There is a lot of information here and it will be covered in the order it appears on the page. All required fields will
be marked as so. Be sure to click save after each change . m
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Profile Picture

The option to change the profile picture is one of the first options at the top right of the page. Click “Change
Picture” to upload a picture.

Profile Personal Infoermation Change Password System Settings Concur Mobile Registration

vour Information My Profile - Personal Information

Personal Information

Company Information Jump To: | Personal Information v |

Contact Information Disabled fields (gray) cannot be changed. If there are errors in these fields, contact traveldesk@sfasu.edu. Change
Pict

Email Addresses Fields marked[Required] and [Required**] (validated and required) must be completed to save your profile cture

Request Settings

Request Information & Important Note

Request Delegates Your Name and Airport Security: Please make certain that the first, middle, and last names shown below are identical to those on the photo identification that you will be presenting at
EBeouest Preferences the airport. Due fo increased airport security, you may be turned away at the gate if the name on your identification does not match the name on your ticket

The picture must be JPEG (.jpg) picture under 100kb in size. The dimensions should be 260 pixels wide by 320
pixels tall. Pictures can be changed to fit these specifications in programs like Paint.

At the top of this section, the user will find where their name, employee ID, work address, and home address.
Some of these fields, such as first name, last name, and employee ID are not editable. If there is a mistake in

these fields, please contact the Travel Office.

Feel free to complete the middle name, nickname, work address, or home address — but it is not required.

/I Important Note

Your Name and Airport Security: Please make certain that the first, middle, and |ast names shown below are identical to those on the photo identification that you will be presenting at
the airport. Due to increased airport security, you may be turned away at the gate if the name on your identification does not match the name on your ticket

Title First Mame Middie Name[Required] Mickname Lazt Mame Suffix

g || - v

DN:) Middle Mame

Company Information

Err'ilcrlee 1D

Work Address Go to top

Go to top

Compzany Name Assigned Location
Stephen F. Austin Sfafe | |Please choose a company location. e |
Sireat

‘D Address same 25 assigned location

City State/Province

Postal Code Country/Region

| || United States of America b |
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Contact Information

In the contact information, users can enter work phone, extension, fax, pager, and other phone numbers but will
only be required to enter either the work or home phone.

NOTE: Work Phone should be a number that you have access to whilst traveling.
CTP recommends putting your mobile phone number here.

Contact Information Go to top

Please note that you only need either a Work or Home phone number required in your profile.

Work Phone[Required®*] ‘Work Extension Work Fax 2nd Work Phone/Remote Offica
| 2384582452 || 2384682452 I | 2384682452
Heome Phone[Required®]

Pager QOther Phone

| [ 2384622452 |
Mobile Phone Country/Region Mobile Phone

|Unted States of America (+1) e |

**¥ou must specify either a home phone or a work phone.

Immediately below that, the user can enter their email address. It is important to add at least one email address
and verify is to receive important notifications regarding one’s travel requests and reports.

Click on “add an email address” and enter the user’s email address. Also, verify the email address to enable
notifications, Expenselt, and other features.

Email Addresses Go to top

Flease add at least one email address.

p How do | add an email address?

P Travel Arrangers / Deleqates

p Why should | verify my email address?

p How do | verify my email address?

& Add an email address

Email Address Verification Status Verify Contact? Actions

Verification

Other Options

Beneath the contact sections, you will find the Emergency Contact section, which is an optional portion where
the traveler can include emergency contacts.

The rest of the options are Travel Preferences that can be used by Corporate Travel Planners (CTP) when booking
for the traveler. They include Air, Hotel, and Car Rental Preferences; Frequent travel and advantage programs;

and passport/visa information.

The last two portions allows a user to assign an assistant to work in lieu of the traveler and add a credit card to
their profile.
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The Request Settings are found on the left-hand side of the settings. Request settings only deals

with the request-side of travel. Meaning, to change a preference or setting for all of Concur, it is Request Information
. . . o o R st Delegat
important to make that change in the Request Settings and Expense Settings section. A
Request Approvers
Favorite Attendees
This guide will cover the options in the order they are listed. Intemaional Travel

Request Information/ Default FOP

Request Settings

The first section will contain a default FOP. This is

normal and a universal configuration. The user will Request Information
allocate expenses to the appropriate FOAP on the
travel Requests or change the FOAP here on the

Request Information section.

NOTE: By changing the default FOAP in the profile,
all future requests and reports will include that
FOAP on the header and expense lines.

Request Delegates

User Group Reimbursement Currency Fund Org
Test User (FundXX) Concur Default (0rgXX) Concur Default

Program
(PXX) Concur Default

This portion allows the user to view who has delegate abilities for them, who they are delegates for, and
add/delete assigned delegates or their delegate privileges for others. Users can only add delegates to have
someone else work as them, but can only view and delete whom they are a delegate for.

Again, this would only add a
delegate for the request portion of
travel. Delegates still need to be
added in the expense section to
have delegates in expense as well.

Click “Add” to begin adding a
delegate then “Save” to save the
information. The delegates and their
permissions are listed below that.

Request Preferences

This portion allows users to select
when they want Request-related
emails and notifications. Check the
box by which emails and
notifications the user wants and
click “Save”.

Request Delegates

| Delegates !

oo

Delegates are employees who are allowed to perform work on behalf of other employees.

Delegate For

Expense and Request share delegates. By assigning permissions o 3 delegate, you are assigning permissions for Expense and Request

D Name CanPrepare  Can View Receipts Receives Emails ~ CanApprove  Can Approve Temporary Can Preview For Approver Receives Approval Emails

No records found

Request Preferences

Select the options that define when you receive email notifications. Prompts are pages that appear when you select a certain action, such as Submit or Print.

Send email when...

The status of a request changes

A request is submitied for approval

Prompt...

[ For an approver when = request is submitted
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Request Approvers

This page allows a user to view who their
request approver is. This cannot be
changed by the user — Please contact the
Travel Office if you have any questions.

Favorite Attendees

Request Approvers

Default approver for your Requests

When travelling with groups or teams, a traveler may have group meals or group expenses. Rather than adding
these attendees one-by-one in the report each time, users can create group lists here to be used when making

the request or report.

e The first tab “Attendees” will include all the attendees already added. The user can search for, delete, or

edit attendees.

e The second tab “Attendee Groups” allows the user to create a group and add attendees. Click “Attendee
Groups” then “Add New” to begin. Add a group name and click “Save Group”.

Favorite Attendees

Aftendees || Atiendes Groups

Find every attendes where Last Mame ¥ | | Begins With | v Go

(| Attendee Name Attendee Title

No Attendees Found

Institution/Company

Favorite Attendees

Attendees || Atiendee Groups

Find every atiendee where Last Name v | | Begns Wit | v Go

Group Name

International Travel

The last portion “International Travel”
will bring the user back to the “Personal
Information” section where you can
enter passport or visa information. This
information is not required.

Travel Settings

| Attendae Name Attendee Title Institution/Company Attendee Type

No Attendees Found

Inteational Travel: Passports and Visas Go to top

Adding your passport information to your profile will allow us to include it in your reservations. Having this information in your reservation can make internationa
travel a little easier.

Passports © Add 2 Passport

International Visas © Add aVisa

The Travel Settings sections is an extension of the Personal Information section. This section covers everything
needed for travel booking through Concur and includes:

e Travel Preferences - All information needed for booking through Concur.

International Travel - Such as passport and visa information.
Frequent Traveler Programs.
Assistants/Arrangers - Where users can go to assign a Travel Arranger.
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The expense list is found on the left-hand side of the profile listed beneath the personal
information and request settings. It will include the same settings and configurations as the Expense Settings
previous Request Portion, but for the Expense side. Expense Information

Expense Delegates
Expense Preferences

Settings made in the request side will only apply to the travel request (the report prior to the . —
trip needed for approval to travel and fund encumbering) and settings made in the expense Favorite Attendees
side will only apply to the travel report (the report after the trip needed for reimbursement).

Expense Information
The first option will display the traveler’s default FOP for expense reports. The default FOAP cannot be changed
by the traveler - Please contact the Travel Office if there are any questions.

Expense Delegates

The following option allows users to add delegates to act on their behalf in the expense portion of the travel
process. The second tab allows a user to see who they have delegate privileges for and delete those privileges if
needed.

To add a delegate, the user will click add and find the delegate they wish to add then click add. The privileges will
be listed alongside that delegates name in the list below

Expense Preferences
This portion allows the user to add or remove
emails and notifications relating to expense

Expense Preferences

reports. The change the preferences, the user will
A Select the options that define when you receive email notifications. Prompts are pages that appear when you select a certain action, such as Submit or Print.
simple check or uncheck the box they want to _
. Send email when...
change and click save at the top. ] The s o an epeserepr s

New company c: arrive

Faxed receipts fully received

An expense report is submitted for approval

Prompt...

[[] For an approver when an expense report is submitted

Display...

[] Make the Single Day Itineraries page my default in the Travel Allowancs wizard

Expense Approvers
The Approvers section shows the default approvers for the travelers expense Expense Approvers
reports and cash advances (if applicable). These fields are not editable by the user.
Please contact the Travel Office with any questions.

Default approver for your expense reporis

Default approver for your cash advance requests.

Favorite Attendees
When travelling with groups or teams, a traveler may have group meals or group expenses. Rather than adding
these attendees one-by-one in the report, users can create lists here to be used when making the request or
report.

e The first tab “Attendees” will include all the attendees already added. The user can search for, delete, or
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edit attendees.

e The second tab “Attendee Groups” allows the user to create a group and add attendees. Click “Attendee
Groups” then “Add New” to begin. Add a group name and click “Save Group”.

f ]
Favorite Attendees
Favorite Attendees
Attendess | Attende Groups
— o F—— Atiendees | Attendee Groups
Find every stiendee where Lzst Name v‘ Begins With vH |n Advanced Se:
Find every stiendes where Last Name T‘ Begins With TH |
0 ‘mme Name & ‘Mendee Title ‘Insl\(ulinntcnmpany Attendee Type Sroup N""'E‘—‘ Canee
o Atendess Founs | ‘ Attendee Name » ‘ Attende Title | InstitutioniCompany Attendee Type
Ne Attendees Found

The last portion of the Profile Settings is “Other Settings” and is at the bottom of the liston  |oter sertings

the left-hand side of the profile section. E-Recsipt Activation
System Setfings

Connected Apps

Concur Connect

Change Password

Concur Mobile Registration

E-Receipt Activation
This section allows a user to setup the E-Receipt feature in Concur. This important feature allows a user to email
receipts into Concur making for easier receipt handling. It is highly recommended this be activated. Once

activated the page E-Receipt Activation
will note that it is

. You previously enabled Concur to obtain e-receipts for you with certain participating suppliers, but you may disable this functionality at any time. If you disable this
activated and offer setting, Concur will no longer request e-receipts from such suppliers. Please note that this setting does not control all e-receipts. E-receipts delivered by a Concur App

. . Center partner with which you have connected your Concur account, and certain TripLink suppliers, are controlled through the App Center or your My Travel Network
an Optlon tO dlsable settings. For more information, contact your company’s Concur account administrator.

this setting.

If you wish to disable this setting, click here.

System Settings
The System settings allows a user to change the language, System Settings

number fOI’matS, dates, tlmes, and Other SpeCiﬁC Regional Settings and Language Calendar Settings

configurations. A user can change these at any time or Dot Langag Engl L s | satwackon| sunany |

reset to the default settings in this area. i i
Placement of Gurrency Symbol | Before the amount V| End Day View At | 08:00 pm * |
Negative Number Format | -100 | Defauit View | month |

Negatve Currency Format | -100 |

— Other Preferences
Date Format | mmicdyyyy |

Rows per page | 25 v

Time Format | F-mm AMPM ~ |

HourMinute Separator | = | 0B/)3/2020 0313 pm

Time zone (local time) | (UTC-05:00) Eastem Time (US & Ganada) V|

Connected Apps

Apps can be views, added, or deleted in the App Center tab at the
very top of the Concur page. These apps are primarily 3™ party
connections that allow convenient services between the 3™ party App Center
and Concur. A user can browse the offered apps by going to the
“App Center” tab at the very top.

SAP Concur Requests Travel Expense Approvals App Center

Category: AllApps w
Popular Connections

Do more with your favorite apps and services by linking them to Concur
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If there are any venders you use frequently, you may want to connect

with Concur in this section.

In the Connected Apps Section of the Other Settings, users can view and

remove these apps

Concur Connect

This link will show a user what applications have

access to your Concur account.

Concur Mobile and Expenselt are highly useful

Connected Apps

Tripiit

Link your Concur account with the following partners

“Your sccounts are linked

Remove

Concur Connect

Concur features and it is recommended that these

Concur Mobile Concur Mobile for all mobile platiorms

application’s access remain.

Concur Mobile allows the Mobile App to submit reports to Concur and the Expenselt feature reads receipts

Expenselt Expenset

The following applicafions are linked to your Concur account and can access your data via Concur Connect

Revoke Access

Revoke Access

uploaded, emailed, or loaded into Concur and created expense lines for them.
If you have any questions about these features, please contact the Travel Office.

Concur Mobile Registration

This is a one-time registration to set up
the Concur Mobile App. Enter in your
email (the work email you will be using
for travel) and click “get started” to send
a link to the app to your phone.
Alternatively, if the app was already
downloaded, sign in using your SFA email
address and click “Company Code Sign in’
to signin.

Or, sign in with your SFA email and enter
your mobile PIN. The PIN is set in this
section.

)

Concur Mobile

Manage your expenses and business travel on your mobile
device.

To get started, enter your email address below and we will send you a link to download the app.

Or, review your sign-in details:

To sign in to the Concur Mobile app, simply tap on "Company Code Sign In" after downloading
the Concur Mobile app and enter your company code. Then follow the instructions per your
company procedure for single sign on

Company Code: XBMPU
Alternatively, you can use your Concur username and a Concur Mobile PIN
Enter a new Concur Mobile PIN in the fields below to setup a new one.

concur usemame- (EGNEND

Create PIN:
PIN may be lefters, numbers and special characters such 2s LS. or # but no spaces
Retype PIN:

Set Concur Mobile PIN

EaE a2

Reoncur

@  Funensa Reparts

Apprava's
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