BU OneCard Quick Reference Guide
How to Register for Concur Mobile

Procure to Pay
Concur Travel & Non-Travel
HOW TO REGISTER FOR CONCUR MOBILE

1. Loginto Concur via BUworks Central Portal and follow these steps: Employee Self-Service = “Travel

and Expense Reimbursements” = “Manage Business Travel Agreements and Reimbursements”
[Reference: How to Access Concur from BUworks]

BOSTON
UNIVERSIT

Home

Employee Self-Service Finance ACCT XWalk Reporting Waorklist ‘WebGUI Procurement

Overview

Employee Services

Homepage

Time Services

Review your time balances and plan your time off. Weekly employees can
record working time

Personal Information

Manage your addresses, emergency coniact, personal data,
racelethnicity/veteran status data. Display your family members and

dependents.

Quick Links
Time Off Request
& a Work Environment

Benefits Display the University property assigned to you

Display the plans in which you are currently enrolled and enroll in new ben

plans
[® BU Benefits Center '

[ BU Total Rewards and myFiTage

Travel and Expense Reimbursements

Review the University's Travel Policy, apply for a Travel Credit Card, and
manage Travel and Expense Reimbursements via Concur.

Quick Links

Campus Services

Pay Access non-BUworks self-service functions, such as enroliment for FitRec,

Parking Options and Terrier Convenience Plan.

Display vour salary statement and vour direct deposit information.

2. Once you have logged into Concur, click the Profile icon in the top right corner of the Concur
homepage and select Profile Settings to display the Profile Options page.
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View Trips.
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Available Expenses [0  Expense Reports

Alerts

@ Triplt creates a schedule with all your travel details in ane place, accessible on Android or IPhone.
Simply connect your Concur account to Triplt.  Connectto Triplt  Not right now
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3. Click on Concur Mobile Registration on the Profile Options page.

Profile v

E: ¥ Concur

Profile Personal Information System Settings

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

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

Other Settings

E-Receipt Activation

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 venders.

Expense Delegates

Delegates are employees who are allowed to perform work on

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

System Settings

System Settings

Which time zone are you in? Do you prefer to use a 12 or 24-
hour clock? When does your workday start/end?

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 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.

4. Enter your email address to receive a link to download the SAP Concur Mobile app on your mobile

device (Apple iOS or Android).

Your Information

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

SAP Concur Mobile App

Mobile Sign-in Policies

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arangers

Expense Settings

Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Other Settings

E-Receipt Activation
System Settings
Concur Connect
Concur Mobile Registration

@ Your organization has set the following policies:
« You may sign into the mobile app using SSO or your username and password
« You may set up biometrics on your mobile device to make signing into the mobile app easier

Sign-in IDs
To sign into the app, you'll need a unique ID -- either your username, a verified email address, or your company’s S5O code. You can use any of the IDs listed
below.

Username

Verified Email Addresses @

You don't have any verified email addresses yet. Click Edit to verify one or more email addresses.
Edit

SSO Code @

Your organization does not have an SSO code.

Download the app

Email a link to download the app on a mobile device
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5. Set up PIN for mobile login. The PIN will be the password used to log into the SAP Concur
Mobile app (your BU email address is your username).

BU OneCard Quick Reference Guide
How to Register for Concur Mobile
Concur Travel & Non-Travel

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

Travel Settings

Travel Preferences
International Travel

AssistanisiArrangers

Request Settings
Request Information
Request Delegates
Request Preferences
Request Appravers
Favorite Aftendees

Expense Settings

Expenze Information

Profile Personal normaton

Frequent-Traveler Programs

System Sefings TToBiTe Registraton

Mobile Registration

Capture your receipts and
manage your travel on the go!

SET UP PIN FOR MOBILE

To log in to Concur on your maobile device or Concur Connect application,
you must enter your User Name and a PIN.
Enter a new PIN in the fields below to setup a new one.

Concur Username: NN

Create PIN: i Lo specisl charsctars zuch 3=
Retype PIN; 1.5, 0r3

Set PIN

DOWNLOAD THE APP

0000

Or send a link to your device - enter your email address or mobile phone
number (including country code for non-US numbers) and we will send
you a link to get the app:

|e170000000) \
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You are now ready to begin using SAP Concur Mobile
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