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TRAVEL APPLICATION

General

HELPFUL HINTS

Use of the Concur mobile app requires a few simple steps for initial set up as detailed below. This will only be required once,
unless a new mobile device is acquired or an additional device needs to be registered. Those steps include:

e Download the app to a mobile device
e Verify email address within Concur

e Register a mobile device within Concur by creating a new PIN (personal identification number)

DOWNLOAD THE APP

Visit Google Play Store for android devices or Apple App Store for iOS devices. From the mobile device app store, search for

SAP Concur and click on BLELLIRY
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While the app is installing, continue with the instructions listed below.

VERIFY EMAIL ADDRESS WITHIN CONCUR

Log into Firefly from a computer and launch Concur. Click on Profile at the top right, then Profile Settings.

Edward T. Jones

Profile Settings§ | Sign Out
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CONCUR MOBILE APP

From the left panel, click on email addresses.

SAP Concur Requests Travel Expense Approvals App Center
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Profile Personal Information System Settings Concur Mobile Registration

Your Information

Profile Options

Select one of the following to customize your user profile.

Personal Information
Company Information

Personal Information
Your home address and emergency contact information.

Company Information

Woanr cammman naeme s A hucinnces addeacs A senor romndo

QnIaCL IO on

Email Addresses

Emergency Contact

Concur Mobile Devices

System Setting
Which time zone
clock? When doe

Cantact Infarm

A pop-up window may appear asking to enter a country code to the mobile phone number. Enter a device name (e.g.; my

cellphone) and add the country code United States of America(+1) . Click on save.

Concur Mobile Devices

Register and manage your mobile devices here.

Device Mame
|

My celiphone )
! | Add a new device »

[=]=]=]
Device Type oo

(=] =]=]
|Unknnwn W |

| United States of Amernica (+1)
T T TR

Albania (+355)
Algena (+213)

Scroll to find the email addresses section and click on verify in the row next to email 1. Note: email 1 cannot be updated. To

add another email address, click on © Add an email address

Email Addresses

Please add at least one email address.

p How do | add an email address?

P Travel Arrangers [ Delegates
» Why should | verify my email address?

P How do | verify my email address?

Email Address

Email 1 smpoppei@nebraska.edu Mot Verfied

Verification Status Verify

Go to top

© Add an email address

Contact? Actions

Ves
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A pop-up message will appear. Click on OK.

Verification Email Sent

An email has been sent to this email address. Copy the Verification Code
from the email and paste it into the "Enter Code" box below.

0K

An email confirmation will be sent to the email 1 address listed in Concur. Please check spam or junk folders if the email does
not appear in the inbox. The email will contain a verification code.

SAP Concur [C]
Welcome
to Concur Email Verification!

You have requested that an email address in your Concur profile be verified.
The next step 1s to log in to Concur and navigate to your Profile - Email
Addresses section. Copy the vernification code listed below and paste it into
the adjoining field, as shown here:

Verification Code| 6L.7P56GCZ4GQGPAISQNY |
Example

myemail2@ company.com 9 Check E-Mail far Code Resend | Cancel

EnterCode:. ..

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

Cordially,
Your Concur Team.

Copy the code from the email and paste it into the Entfer Code field. Click on .
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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
Actions

Email Address Verification Status Verify Contact?

Email 1 smpoppe@nebraska.edu ©) Check email for code Resend | Cancel  Yes

Enter Code

| Q4481258ET7Z286P5WTY |

A verification pop-up message appears. Click on .

Email Verification Status

A Your email address has been verified.

You may now send receipts to Concur by emailing receipts@concur.com
You may now send frips to Concur by emailing plans@concur.com

OK

REGISTER A MOBILE DEVICE WITHIN CONCUR

From the top panel options, click on Concur Mobile Registration

SAP Concur Requests Travel Expense Approvals

App Center

Profile Personal Information System Settings

Concur Mobile Registration Concur Mobile Devices

Your Information

Profile Options

Company Information Select one of the following to customize your user profile.
Contact Information

Personal Information

Personal Information System Settin

Create a PIN (personal identification number) and click on EEEEEETIEEEN.
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CONCUR MOBILE APP

SAP Concur

Profile

Your Information

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

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs.
Assistants/Arrangers

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

Expense Settings

Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Other Settings

E-Receipt Activation
System Settings
Connected Apps

Concur Connect

Forgot Concur Mobile PIN

Requests

Personal Information

Travel Expense Approvals App Center

System Settings. Concur Mobile Registration Concur Mobile Devices

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.

IS

Or, review your sign-in details:

| edjones@nebraska.edu

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: 293H25

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 Username: §3542564@nebraska.adu
Create PIN: | |

Retype PIN. | |

Sel Concur Mobile PIN

PIN may be letiers, numpers and spacial characters such as |3, or# but no spaces

Download our free mobile app

s

A confirmation message appears.

Create PIN: |ssee

Retype PIN: | s

Concur Mabile PIN
updated

Concur Username: 33842564@nebraska.edu

Set Concur Mobile PIN

PIN may ba letters. numbers and special characters such as L5, or # but no spaces

LoG INTO CONCUR MOBILE APP
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Administration ~ |

Help ~

Profile - &

Travel Vacation Reassignment

weac AlST 132 M

CONCUR [ ]

- e S—

Expenses

)  Expense Reports

Approvals

1. Open the Concur app on the mobile device. A few helpful hints may appear on the screen — simply click through

them.

2. Using your NUID*, enter the NUID and @nebraska.edu for the user name. Click on INEAH.

*UNMC use your Net/D

Nebraska
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B@ BRE 7S 47750 11:15AM

SAP Concur

Signin

83842564 (@nebraska.edu

Forgot Password?

OR
SS0 Company Code Sign In

3. Enter the PIN and click on ESICIRRINNEONE{0]\[GIS]ZS.

G INiQ T 78%E 1112 AM

SAP Concur

67334628@nebraska.edu

*k*k%*

SIGN IN TO CONCUR

Forgot Password?

4. The Concur app opens.
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BGE ENIE T TA%E 1125 AM

Trips

Expenses

Expense Reports

4 Approvals

@

Mileage

The Concur app has successfully been downloaded. No further action is needed.

ADD OR EDIT A MOBILE DEVICE

If a new device (e.g.; cellphone) is purchased, that device will need to be registered within Concur and the app will need to

be downloaded.

From the top panel options, click on Concur Mobile Devices.

SAP Concur Requests Travel Expense Approvals App Center

Profile Personal Information System Settings Concur Mobile Registration Concur Mobile Devices

Edit the current mobile device or add a new device.

Profile Personal Information Change Password System Settings Concur Mobile Registration Concur Mobile Devices

YourInformeton Concur Mobile Devices
Personal Information
Company Information
Contact Information

CONCUR MOBILE DEVICES

Ermail Addresses Register and manage your mobile devices here.

Emergency Contact
Credit Cards

EE +1 4025551234 :I )
Travel Settings Primary Mobile Phone Sas Addanew device »
Travel Preferences Use for Safety and coo
International Travel Business Text Message
Frequent-Traveler Programs Alerts
Assistants/Arrangers
Edit Device »

Request Settings

C ight © Uni ity of Nebraska Board of R t
UNIVERSITY T OF opyrig niversity of Nebraska Board of Regents Nebraska State
e ms Page 7 College System




