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Navigating Concur

Exploring the Home Page

Section

Description

Quick Task Bar

Provide direct access to create or approve an expense report, authorize a travel
request, apply available electronic expenses to an expense report, or access incomplete
expense reports.

Profile

Provides access to verify personal information for travel purposes, designate delegates,
set preferences for email notifications, and set-up a mobile device.

Trip Search

This section provides the tools you need to book a trip with any or all of these:

Flight: Use to book a flight. You can also book hotel and reserve a car at the same time.
Car, Hotel, or Rail: Use to book hotels, reserve rental cars, etc. if not including them
while booking a flight (Flight tab).

Alerts

This section displays informational alerts about Travel features.

Company Notes

Displays University specific information.

My Trips

This section lists your upcoming trips.

My Tasks

This section lists Open Requests, Available Expenses, Open Reports and
Required Approvals.

To return to the home page from any other page, click the SAP Concur logo on the top left of the screen.

XY Concur

® A

The California -
State University Na;‘::gatlon + 00 04 02 00
enu New Required Authorization Availzble Open
Approvals Recuests Expenses Reports
rip Search Company Notes
& Booking for myself | Book for @ guest Visit Sac State Concur website for policy, guides, videos, etc
New Travel Policy Effective 1-1-24. Employees must use Travel Allovwance to claim localized Per Diem meals, Check out the Per
X8 A m 8 Diem Quick Guide.

#*Do not book travel until your request is approved. ** Book flights through Concur to get our contracted pricing

“Don't book travel until your request is on Southwest!!

approved™

Read more

Mixed Flight/Train Search
. My Tasks
Round Trip | One Way Muli City

From @
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approvals $232.70
02/14 AGENT FEE 8900860464987
$5.00
Show More o

My Trips (1) -

MAY Trip from Sacramento to Long Beach
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Concur Travel Profile

Updating Your Profile

Use the profile options to set or change your personal preferences. To access your profile information:
1. Click Profile icon> Profile Settings. The Profile Options page appears.

EXY Concur

Home v @ a

The California
State University + 00 04 02 00
New Required Authorization Available Open
Approvals Requests Expenses Reports

2. You will see five categories of settings: Your Information, Travel, Request, Expense, and
Other Settings. Select Personal Information link.

Administration ~ | Help ~

SAP Concur Requests Travel Expense Approvals Reporting ~

App Center .

Profile ~
-

Profile Personal Information Change Password System Settings Concur Mobile Registration Travel Vacation Reassignment

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Preferences

International Travel
Freguent-Traveler Programs
Assistants/Arrangers

Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Information

Expense Delegates
Expense Preferences
Expense Approvers
Personal Car
Favorite Attendees

E-Receipt Activation

System Settings
Connected Apps

Concur Connect

Change Password

Forgot Concur Mobile PIN

Travel Vacation Reassignment

Concur Mabile Registration

Profile Options

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact information

Company Information
‘Your company name and business address or your remote
location address

Credit Card Information
You can store your credit card information here so you don't have
to re-enter it each time you purchase an item or service

E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts from
participating vendors.

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel
manager.

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

Personal Car

Personal Car

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

System Settings
‘Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday startfend?

Contact Information
How can we contact you about your travel arrangements?

Setup Travel Assistants
You can allow other people within your companies to book trips
and enter expenses for you

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences

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

Expense 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.

Change Password
Change your password



Personal Information

Name - Required

The complete name should match your government issued photo ID, such as a driver’s license
or passport, which you will present to airport security. If first/last name are incorrect, please
contact the Human Resource Department to update your record.

* First and Last name will be populated from your University HR record.

* Add Middle Name and, if applicable, Suffix to match your government issued ID.

Company Information — automatically populates

Work & Home Address
* Enter work address Assigned Location. Check box next to Address same as assigned
location.

* Enter home address (used for built-in personal car mileage calculator)— Optional

Contact Information — Required

Enter a work and home phone number. Your work extension will be automatically populated, please
update as necessary.

* We highly recommend you enter your mobile phone number.
A mobile device will allow you to receive text messages from Concur informing you of any

cancelled or delayed airline flights, regardless of the airline booked, in addition to informing you
of potential risks in your travel area.

Contact Information Go to top
Work Phone[Required™] Work Extension \Work Fax 2nd Work Phone/Remote Cffice

Fome Phore[Required™]

I |

Pager Other Phone

| Il

Magilz Phone Country Mabilz Phone

| United States of America (+1) v I '

Email Addresses — Required

Email Addresses

Go to top
Please add at least one email address.

p How do | add an email address?

p Travel Arrangers | Delegates

p Why should | verify my email address?

p How do | venfy my email address?

@ Add an email address

Email Address Verify Contact? Actions
Email 1 satraveler@csus.edu Mot Verified Werify =] &
Email 3 sacstatetravel@csus edu O erified Disable Yes & o
Werification




Verify your email address! Important!

1 Your @csus.edu email account will automatically be uploaded into the Concur Travel & Expense
system, but you must verify your email address within Concur by clicking the Verify link. By
verifying your email address, Concur can associate your email address with your Concur
account.

1 Once you verify your email address, you will be able to forward any electronic receipts to
receipts@concur.com. They will then be displayed in the Available Receipts in the Expense
portion of the application. It also enables itinerary information to be emailed to
plans@tripit.com if you have a Triplt account (free Pro account is included with Concur and
is optional to use).

[J Additional work and personal email addresses can be added by clicking Add an Email
Address. Enter the email address and select whether you want travel notifications to be sent to
that email. Click OK.

To verify the email address:

1. Click Profile > Profile Settings > Personal Information.
2. Scroll down to Email Addresses.

3. Click the Verify link.

Email Addresses Go to top

Please add at least one email address.

p How do | add an email address?

p Travel Arrangers [ Delegates

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

Email 1 bsaseen@csuchico.edu Mot Verified as &

4. Check your email for a verification message from Concur.

SAP Concur

Welcome

to Concur Email Verification!

Wou have requested that an emal address m your Concur profile fied
The next step 1s 1o log i to Concur and navigate to your Prog

Addresses secuon. Copy the verificanon code hsted d paste it mnto
the adjoining field, as shown here:

Verification Code: § 3
Exampls

emaill @ compary.com {2) Check E-Mail for Code Besend | Sansl

e (k)
You are now ready to start sending emails to Concur.

If successful, then you are ready to start forwarding trip E-Mails to Concur.
For additional support, contact your Travel Administrator or Helpdesk.

Cordunlly,

Your Conenr Team



mailto:receipts@concur.com
mailto:plans@tripit.com

5. Copy the code from the email message into the Enter Code box next to the email address.

Email Addresses Go to top

Please add at least one email address.

p How do | add an email address?
P Travel Arrangers [ Delegates
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

Email 1 bsaseen@csuchico.edu 8 Check email for code Reszend | Cancel Yes &

' Enter Code “
N

il

6. Click OK.

Emergency Contact — Optional however, when traveling, if there should be an emergency, our travel

agent, Christopherson Business Travel will have access to the Emergency Contact information.

Travel Preferences — Optional, but recommended for frequent travelers

If you participate in Frequent Traveler Rewards programs, click Add a Program.

Frequent-Traveler Programs

Your Frequent Traveler, Driver, and Hotel Guest Programs Iis Add a Programl

1. Enter air, car rental, and hotel Frequent Traveler program information.
2. Click “I Agree” to the terms and conditions.
My Travel Network — Optional, but recommended for frequent travelers

1. Click “I Agree” to the terms and conditions.

My travel network, all your reward programs connected in one place

By connecting your reward programs, if you book with participating providers, you'll receive your negotiated rates and amenities, get e-receipts, and your
travel plans any time on any device, using Concur or Triplt

Important terms and conditions apply.
Concur must share information with travel partners as part of connecting your accounts. Learn more about how your information is shared and e-receipts.

By clicking "l Agree" below, you agree to the terms above and acknowledge that you have reviewed the information on data sharing.

No Thanks




TSA Secure Flight- Gender and Date of Birth - Required

If you have a TSA Pre-check number, it can be entered.

TSA Secure Flight

The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided, you may be
subject to additional screening or denied transport or authorization. TSA may share information you provide with law enforcement or intelligence agencies or others
under its records notice. For more on TSA privacy policies or to view the records notice and the privacy impact assessment, see the TSA's web site at

WWW.TSA GOV,

Gender [Required] Date of Birtth (mm/dd/yyyy)[Required] DHS Redress No.@ TSA Pr‘e{ Known Traveler Number@)
(OMale @ Female | yuooon: | | | | |

Save

International Travel: Passports and Visas — Recommended for International travelers

For international travel, entering Passport or International Visa information ahead of time will allow it to
be available when using the system to book travel.

1. Click Add a Passport or Add a Visa.

2. Enter Passport or International Visa Information.
3. Click Save.

International Travel: Passports and Visas Go fo 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 international
travel a little easier.

Passports

|:| | do not have a passport
Add a Passport

Passport Date of Birth (mmiddiyyyy) Passport Nationality Passport Number Passport Date Issued (mmiddiyyyy)
|pim2ma || United States of America []| 12248 ||Fo7m1i2018

Passport Expiration (mm/dd/yyyy) Passport Place Issued (City, State) Passport Place Issued (Country)

| 7 oeraniz026 | Pittsburgn, Pa || united States of America [~

International Visas

Add a Visa
Visa Nationality Visa Type Visa Number Visa Expiration
Wisa Mationality Visa Type Visa Number Visa Expiration (mmiddfyyyy)

| | [l | B x

(] Assistants & Travel Arrangers — Optional, allows another employee to make travel reservations on
your behalf. Important- Make sure to add the assistant as a Request Delegate (this will be completed
under Request Settings below)

1. Click Add an Assistant

2. Enter assistant last name and select the person when the come up on the list of available choices.

3. Click Can book travel for me and Is my primary assistant for travel, if applicable.

4. Click Save. Repeat for additional arrangers if applicable. Make sure they have a green check mark by

their name before finishing up with this section.

Assistants and Travel Arrangers Go to top

Please select the individuals within your arganization that you would like to give permission to perform fravel functions for you.
[ Refuse Self Assigning Assistants @

Your Assistants and Travel Arrangers | o WGRENY.CER |
Can book travel? ° P ﬁ
Can book travel? ° s




Credit Cards — Required to Book Travel in Concur

[J CSU, Sacramento recommends the use of the university-paid travel card if the traveler
meets cardholder eligibility.
[l Your University-paid Concur Travel Card will need to be loaded into your profile.

If a traveler is eligible for the corporate travel credit card that will be the only card added
to this section. A personal credit card would only be added if not eligible for the corporate
travel credit card.

1. Click Add a Card

Credit Cards Go to top

You currently have the following credit cards saved with your profile.
|Q Add a Credit Card |
V’SA @ Individual Travel Card 4 Exp ¢ i

Fill in required card information.
Billing address for the University-paid Concur Travel Card is the campus address (no mail stop needed):
6000 J Street, Sacramento, CA 95819.

4. Click Save.



Request Settings

Request Delegates - Important!

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

71 Delegates can prepare travel requests and expense reports on behalf of a traveler, but they
cannot submit. The traveler must submit for approval and further processing. This step acts as
an electronic signature on the transaction.

7 Include Assistant & Traveler Arrangers as a Request Delegate. Adding them in this area will
give them the ability to view Request/Expense information.

To add a delegate:

1. Click Profile > Profile Settings, on the left-hand side of the page under the Request Settings
header click Request Delegates.

SAP Concur @ Requists Traval Expofrsi Appiovals Reporting ~ App Conter

Profla  Parsonal information  Change Password  Syster Seftings  Concur Mabile Registration  Travel Viscabion Reassighment

Profile Options
Salect one of the foliewing to cusiomeze your wser profla.

Personal Information
Your home address and amesgency contact information

System Settings
Wich Bime zone are you in? Do you prefer to use a 12 or 24-hour

Company information clock? When doas your workday startiend?

Your company name and business address of your remate
location address.

Contact Information
How can we contact you sbout your travel arrangements?

Credit Card Information

You can store your cledit card information hare so you don't have
to re-enter it each tme you purchase an item or service
E-Receipt Activation

Enable e-receipts to automatically recenve slectronic receipts from
participating vendors

Travel Vacation Reassignment

Going 1o be out of the offica? Configure your backup travel
manager

Request Preferences

Select the oplions that define when you recene emad notificatons
Promgts afe pages thal appear when you Select & cenain achion
such as Submit or Print

Personal Car

Personal Car

Concur Mobile Registration
Sl up access to Concur on your mobée device

Setup Travel Assistants

You can allow olher people within your companies 10 book trips
and enter expanses for you

Travel Profile Options

Camer, Hotel, Rental Car and other travel.related praferences

Expense Delegates

Delegates are employees who are allowed 1o perform work on
behalf of other employees

Expense Preferences

Select the opbons that define whan you recewve amai notifications
Prompis are pages that appear when you selecta certain action,
such as Submit o Print

Change Password

Change your passward

2. On the Request Delegates page, click Add. The search area appears.
3. Type at least the first three letters of the employee's name to search for the person you wish to add as a

Delegate and click Add.

4. Check the boxes that correspond with the permissions you are granting to the delegate.

(*Recommended permissions for Delega

tes)

Request Delegates

Delegates | Delegate For

Delegates are employees who are allowed to perform work on behalf of other empl
Search by employee name, email address, employee id or login id

Khangura, Daljit Add | Can

oyees.

cel

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

Can Can View Receives
Name Prepare Receipts Emails

Khangura, Daljit
daljit khangura@@csus.edu

Can Can Preview For
Approve Can Approve Temporary Approver

Receives Approval
Emails




Option

Description

*Can Prepare

If selected, the delegate can create expense reports and
requests on your behalf.

*Can View Receipts

If selected, the delegate can view receipt images on your
behalf.

*Receives Emails

If selected, the delegate receives a copy of each
email that you receive, as a traveler. Does not
include emails associated with approval queue.

Can Preview for Approver

If selected, the delegate can preview/check requests
and expense reports on behalf of another employee.
This delegate cannot approve the request/expense

Receives Approval Emails

If selected, the delegate receives a copy of each
approval-related email that you receive. They
cannot act on submissions but can help track
activity.

(*) Can Approve

DO NOT USE, our approval flow is defined by other
systems behind the scenes.

(*) Can Approve Temporary

If selected, the delegate can approve expense reports
and requests on your behalf but only for the specified
period. If you select this option, you must also select
beginning and ending date. This is useful for coverage
during vacations.

(*) The option to delegate approver rights will only be available for Approvers in the system. The
approver’s rights can also only be delegated to another user who also has approval rights in the system.

This function can be used for times when an approver is unavailable and approval tasks will be covered
by another person in their absence (i.e. Dean unavailable and approvals would be routed to Associate

Dean).
5. Click Save.

6. To delete a delegate click the checkbox to select the person, click Delete, and confirmdeletion.

If you are updating a profile as a request delegate for another employee (delegator), any changes
you make on this page affect only the delegator and does not change your personal information.

A traveler can set up a delegate to enter Travel Requests and Expense reports. Once the Request
or Report is built, the Delegate can use the “Notify Employee” button to let the traveler know the
Request or Report is ready to submit.

Print / Email » Delete Request [l Notify Employee

The Traveler must certify and submit their own travel request or expense reports.

10



Expense Settings
[J Information, Delegates, Preferences, Approvers, and Favorite Attendees are sharedbetween
Request and Expense Settings.

[J Information that was entered (or edited) in Request Settings will carry through to the Expense
Settings.

Personal Car - Required

Use the Personal Car Registration screen to enter information about your personal car. Registering a
car is required in order to be reimbursed for vehicle mileage.

Vehicle Types
1. Personal Car — for mileage reimbursed at the standard federal mileage rate.

2. Athletics — for mileage reimbursed at the rate set by the Athletics department.

To register a car:
1. Click Profile > Profile Settings > Personal Car (in the Expense Settings section of the left-side
menu). On the Personal Car Registration page, click New.

2. Enter the Mileage Rate Type. This can be any nickname to identify your car. You may choose
to mirror the vehicle type descriptions for ease (i.e. Personal Car or Athletics).

3. Enter the Vehicle Type as either “Personal Car” or “Athletics” as defined above.
4. Click Save.

Personal Car Registration

This page displays all the personal cars that have been registered. Click New to register another car.
Reimbursement Methed: Personal Car - Variable Rates

Mileage Rate Type “ehicle Type

| ~

Preferred Car 1 Personal Car
2 Athletics

Save Cancel

Mileage Rate Type Vehicle Type

[] Personal Car

Active
1 Personal Car ‘es

To delete a car:

1. On the Personal Car Registration page, select the check box to the left of the car that you
want to delete.

2. Click Remove.

Personal Car Registration

This page displays all the personal cars that have been registered. Click New to register another car.
Reimbursement Method: Personal Car - Variable Rates

]

¥| Vehicle ID Mileage Rate Type Active
Personal 1 Personal Car Yes
Personal 1 Personal Car Yes

1"



Other Settings

Enabling E-Receipts - Recommended
E-receipts are an electronic version of receipt data that can be sent directly to Concur to replace imaged
paper receipts. The availability and content of e-receipts vary depending on the vendor.

Hotel e-receipts can be used to automatically itemize hotel expenses.
To sign up for e-receipts:

1. Either:

A message will appear on the home screen in the Alerts section, prompting you to sign up. On
the home page, click Sign up here, and the E-Receipt Activation page will appear.

ALERTS

@ You haven't signed up to receive e-receipts @ Sign up here

OR

Click Profile > Profile Settings > E-Receipts Activation (in the Other Settings section of the
left-side menu).

Profle  Personallnforrmation  Change Password  System Sellings  Mobile Registralion  Travel Vication Fleassignment

E-Receipt Activation

the automatic collection of electronic receipts and folko data, of “e-recsipta”, from paricipating suppliars!
erable the sutomatic collection of electronic recelpts and folio data, or "e-receipts”. from panicipating

Enable

Once you complet the e-receipt activation. the e-receipts genersted by your Iransaction with a parbcipating suppler wil
be automatically collected and matched with yoor lineraries and expense reports. You can acoess and prnt these
a-recoipts at any time from your Trip Library, IFyour company uses Expanss, then your a-recaipts will bo aulomatically
matched with your ifinerafies and expérse reports, a5 applicable, 50 you can aveid keying in foka data and submitting
paper receipts for yoor expense reports. Particpating suppiers of our e-recsipt progtam are idesilified by our icon during
the anline bucking process: ¢

View sampls owecelpts:  Car Hosel Tad

2. Click E-Receipt Activation. The E-Receipt Activation and Use Agreement appears.

3. Click I Accept. The e-receipts confirmation appears. Once you have accepted, if you have a
Concur Travel Card it will be opted in.

To opt-out a credit card:

1. Click Profile > Profile Settings > Personal Information (in the Your Information section of the
left-side menu).

2. In the Credit Cards section, click the edit icon.

3. Clear the Receive e-receipts for this card check box.

12



ATIl/Accessibility Settings
To turn on accessibility settings and functionality you will need to update System Settings.

Click Profile > Profile Settings > System Settings. Select the Alternative Ul Mode for Concur Spend
box and click save.

Concur Mobile Registration Travel Vacation Reassignment

Your Informatio
Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel

Assistants/Arrangers

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Personal Car
Favorite Attendees

Profile Personal Information

Frequent-Traveler Programs

System Settings

Regional Settings and Language
Default Language | English (United States)

Number Format | 1,000.00 ¥

Placement of Currency Symbol | Before the amount v

Negative Number Format| -100 ¥ |
Negative Currency Format .:1DD v |
milefkm | mie ¥ |

Date Format | mﬁ::c!yg;;-y v

Time Format | h-mm AM/PM ¥

Hour/Minute Separator | : ¥ | 06/28/2019 02:09 pm

Time zone (local time) | (UTC-08:00) Pacific Time (US & Canada)

Email Notifications

Send an email every time something is put in or removed from my approval queue

<

Send a daily summary of items in my queue

Let me know when one of my requests is approved or denied

Send Confirmation Emails @
Send Trip-on-Hold Reminder Emails €
Send Ticketed Travel Reminder Email §)

Send Cancellation Emails €

Calendar Settings
Start week on -Sunﬂay v
Start Day View At | 08:00 am v
End Day View At | .DB 00pm ¥

Default View | month ¥ |

Other Preferences
Home Page |

Rows per page | 25 v

Other Settings

Iternative Ul Mode for Concur Spend @)

(e
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