W pennsylvania

SAP Concur

Last Updated: 12/5/2024

User Guide — Exploring the Home Page and Profile Setup

Prior to booking a trip or submitting an expense report, an employee must review and update
their SAP Concur profile. This guide is intended to assist an employee navigate the SAP Concur
home page and complete an initial set up of their profile. Not all profile settings are detailed in

this Guide.

Exploring the Home Page

The SAP Concur home page provides quick access to the tools and information that you need.

1. The Home Button will always return you to the Home Page.

2. The Home dropdown menu provides quick access to your SAP Concur tools.
a. Travel, Expense, Approvals, App Center.

3. The Profile Button allows access to the Profile Settings link and the Sign Out link.

4. To quickly view and act on tasks, use the quick task bar. “Work to Zero” by clicking each task until 00 remains.
a. + Start a Report, Required Approvals, View Trips, Available Expenses, Expense Reports

5. The trip search section provides the tools needed to book a trip.

6. The Company Notes sections display important alerts, links, or messages.
7. Use the tasks section to view required approvals, available expenses, and open reports.
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Profile Setup

Select the Profile icon on your Home Page and select Profile Settings.
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The Profile Options page is displayed.
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Your Information
Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Assistants)

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

Other Settings
E-Receipt Activation
System Settings
Concur Connect
Change Password
Travel Vacation
Reassignment
Concur Mobile Registration
'm Assisting.

Change Password ~ System Settings

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.

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.

Concur Mobile Registration

Travel Vacation Reassignment

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.

Personal Car

Personal Car

Concur Mobile Registration

Set up access to Concur on your mobile device

Your Information

Personal Information
Click on the Personal Information link under the Your Information heading or under the Profile Options page title.

e Name - your official name on file within your SAP Human Resource master record is loaded to your SAP Concur
profile during the initial setup. Since this name field is used for all flights you book, it must match what is on
your official identification (i.e., Driver’s License or Passport) that you will provide to the Transportation Security
Administration (TSA) at an airport. If it does not, you must change it here to match yourID.

My Profile - Personal Information

Jump To:  Personal Information Adl Choose

Disabled fields (gray) cannot be changed. If there are errors in these fields, contact your company’s travel administrator.

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

' A Important Note

Your Name and Airport Security: Please make certain that the first, middle, and last names shown below are identical to those on the phota 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 Name[Required] Middle Name[Required] Preferred Name Last Name[Required] Suffix

Judy Ann Traveler

[CINo Middle Name

If your name changes at any time, you must edit your SAP Concur profile to match the changes on your official ID.
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Contact Information — A work phone number will be pre-populated if one is maintained within your SAP HR
master record. If not, you must update this section with either your work or home phone number. If the pre-

populated work phone number is incorrect, please contact your HR representative to update your SAP master
record with the correct information.

While in travel status, unplanned events such as inclement weather, natural disasters, or other travel

disruptions may occur. Registering a mobile device will permit risk, safety, and other business-related text
messages to be sent to this device from SAP Concur.

Contact Information Go to top

Work Prone[Required**] Work Extension Wark Fax 2nd Work Phone/Remote Office

Home Phene[Required**]

Pager Other Phone

Wobile Phone Country/Region Wobile Phane

United States of America (+1) w

**You must specify either a home phone or a work phone.

After updating, select the Save button to save your changes.

Email Address — An email address will be pre-populated if one is maintained within your SAP HR master record.
An option to add a personal email address is available by clicking the “+ Add an email address” link. Any email
addresses added in this section will be used for SAP Concur system generated notifications, such as booking
confirmations and reimbursements. To email receipts directly to your expense reports, you must verify your
email address. Follow the instructions in the link “How do | verify my emailaddress?”

Email Addresses Go to top

Please add at least one email address.

vel Arrangers / Delegates

(® Add an email address

Email Address Verify Contact? Actions

After updating, select the Save button to save your changes.

Emergency Contact — Although not required, it is STRONGLY recommended that you complete this section. This
information will provide your travel administrator with the ability to get in touch with your emergency contact.
If the address of your emergency contact is different from yours, uncheck the box next to “Address same as
employee” to make the address field available for input.

Emergency Contact Go to top

Name Relationship

Street
[] Address same as employee

4

City State/Province Postal Code

Country/Region Phone Alternate Phone

After updating, select the Save button to save your changes.

United States of America b

3|Page



TSA Secure Flight — Gender and Date of Birth are required and must be completed prior to booking any flights as
this is required for TSA screening. These two fields should be pre-populated from the employee’s record in the
SAP source system (Note: The Date of Birth field will be completed but masked as **/**/****)_|f this
information is not populated, please update this section. If you have a Redress Number or TSA Precheck
number, enter this as well as it will be included on any flight bookings.

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. Gender requirement for TSA is optional, but it can still be required by your
company on this section. The recommendation is for the user to select the gender that matches the Passport. 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.ISA.GOV

Gender [Required] f Birth (mmiddlyyyy)[Required] DHS Redress No.@ TSA Preyf Known Traveler Number@®

Male (M) v

After updating, select the Save button to save your changes.
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Travel Settings
Travel Arrangers

A Travel Arranger can view and modify your profile and can book travel on your behalf in SAP Concur
have multiple travel arrangers.

To add a Travel Arranger, click on the Assistants/Arrangers link under the Travel Settings heading.

e (Click the Add an Assistant link.

. A traveler can

Assistants and Travel Arrangers Go to top

Please select the individuals within your organization that you would like to give permission to perform travel functions for you.
D Refuse Self Assigning Assistants @

Your Assistants and Travel Arrangers -

Assistant Changes Saved

You currently have no assistants defined.

e Search for an employee by typing their name, email address or 8-digit employee ID, including the leading zeros

(i.e. 00999999) in the Assistant box. Select the employee when displayed in the list.

Click the Can book travel for me checkbox.

Add an Assistant

Please select the individuals within your organization
that you would like to give permission to perform travel
functions for you.

Assistant

@an book travel for me

Is my primary assistant for travel*

*Individuals/Groups with no work phone number
in their profile cannot be designated as primary
assistant for travel.

Click the Save button.
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Expense Settings

Expense Delegates

Click on the Expense Delegates link under the Expense Settings heading. Use this section to designate a delegate to act
on your behalf. SAP Concur does not automatically provide a delegate with access, so you must grant permissions.

e To add a delegate, click the Add button then use one of the search criteria, such as employee name or 8-digit
employee ID. Select the delegate when they are displayed in the list. Select the permissions you want the
delegate to have by clicking in the checkboxes under the permission description.

Expense Delegates

Delegates | Delegate For

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

[J Name CanPrepare  Can Submit Reports Can View Receipts  Receives Emails  CanApprove  Can Approve Temporary Receives Approval Emails

No records found

The permission descriptions are:

1. Can Prepare — permits a delegate to prepare expense reports but not submit them.
2. Can Submit Reports — permits a delegate to prepare and submit expense reports.

3. Can View Receipts — permits a delegate to view the receipts stored and to add receipts to expense
reports.

4. Receives Emails — permits the system to send a copy of email notifications to the delegate, except
approval emails.

5. Can Approve — permits a delegate to approve workflow on your behalf. (Delegate must have the ESS
Supervisor role to approve expense reports.)

6. Can Approve Temporary — permits a delegate to approve workflow on your behalf for a temporary
period of time. You must enter a start and end date for this permission. (Delegate must have the ESS
Supervisor role to approve expense reports.)

7. Receives Approval Emails — permits a delegate to receive a copy of approval email notifications. Email
notifications will still be received by the Approver even though the approve permissions were assigned
to a delegate.

Can Can Submit Can View Receives Can Receives Approval
Prepare Reports Receipts Emails Approve Can Approve Temporary Emails

o To delete a delegate, select the checkbox next to their name and click the Delete button.

Note: If another employee has granted you permission to act on their behalf as a delegate, their name will appear
on the Delegate For tab. If you need to remove yourself as their delegate, select the check box next to their name
and then click the Delete button.
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Personal Car

This section will be pre-populated and is used to properly calculate mileage reimbursement. DO NOT CHANGE, DELETE
or ADD any entries for this section. If you make any changes to the information in this section, it could cause errors on
your expense report which might prevent you from submitting mileage reimbursements.

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 Vehicle Type Active
State Vehicle Yes
Rental Vehicle Yes
Noncompensated Mileage Yes
Personal Auto - Standard Rate Yes
Personal Auta - Other Vehicle Yes
Subpoenaed Witness Mileage Yes

Other Settings
E-Receipt Activation

Click on the E-Receipt Activation link under the Other Settings heading. If you decide to enable E-Receipts, click the
“here” link and review the Terms and Conditions and then select “I Agree”. You can deactivate by returning to this
option and deactivating.

E-Receipt Activation

Save time on your expense reports. When you enable e-receipt syncing, receipts from participating suppliers will be added to your SAP Concur account and
used to pre-populate expenses for you. Enable

Please note that this setting does not control all e-receipts. E-receipts will continue to sync for any participating partners you have connected to your SAP
Concur account. Settings for these partners can be managed directly in the SAP Concur App Center under a partner’s individual listing. For more information,
contact your company's SAP Concur account administrator.

Change Password

Click on the Change Password link under the Other Settings heading. You can change your password by following the
instructions in this section. Enter Old Password. Enter New Password. Re-enter New Password. A password must be at
least 12 characters. It can contain numbers, upper- and lower-case characters, and symbols. It cannot contain spaces.

Change Password

A password must be at least 12 characters. It must contain at least one character that is not a letter or a number and may contain numbers (0-9), upper and
lower case characters (A-Z, a-z), and symbols (such as *%*@#). It cannot contain spaces. All fields are required

Note: Passwords are case sensitive.

| @ This wilt change your password for all Concur products

Old Password New Password Re-enter New Password

After updating, select the Save button to save your changes.
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