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Introduction: Android Version 10.9 - March 27, 2024

Collection of Guides
The Mobile App User Guide is a collection of several guides.

e This guide includes information about:

¢+ Overview ﬁMPORTANT: These \

+ Download / Sign In documents describe the
features that are available
¢ Auto Login / Get Help using the mobile app.

However, be aware that your

e There are additional guides for these features/services: company's configuration may

¢ Travel not allow for all of the
features described in these
¢+ Expense documents. Generally, if a

feature is not available in
your configuration of the web

¢ Request version of SAP Concur, then
it is not available in the

¢+ Budget Qobile app. /
+ Drive (and an additional FAQ)

+ Expenselt (and an additional FAQ)

¢+ Invoice

¢+ Receipts
Please Note:

e The SAP Concur app for iOS and Android supports universal links, i.e. links that navigate
directly to the app if it is installed or to the website if not.

e« Such links are included in notification emails from SAP Concur related to the
expense report changes.

e Universal link support for customers own use is currently not supported.

e Some security solutions may block the links embedded into email from opening the app
directly. The proper exceptions for the security policy should be configured for SAP
Concur universal link URLs (pattern to match: https://*.concursolutions.com/*). Known
cases are:

e MDM/MAM policy that prescribes to open any link tapped in Outlook mobile
app only in specified browser.

e Outlook mail server phishing protection that wraps all link embedded into e-
mails to open the safety check service first.
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https://www.concurtraining.com/customers/tech_pubs/MobileDocs/Mob_UG_Travel_Android.pdf
https://www.concurtraining.com/customers/tech_pubs/MobileDocs/Mob_UG_Expense_Android.pdf
https://www.concurtraining.com/customers/tech_pubs/MobileDocs/Mob_UG_lnvoice_Android.pdf
https://www.concurtraining.com/customers/tech_pubs/MobileDocs/Mob_UG_Request_Android.pdf
https://www.concurtraining.com/customers/tech_pubs/MobileDocs/Mob_UG_Budget.pdf
https://www.concurtraining.com/customers/tech_pubs/MobileDocs/Mob_UG_Drive.pdf
https://www.concurtraining.com/customers/tech_pubs/MobileDocs/FAQ_Drive.pdf
https://www.concurtraining.com/customers/tech_pubs/MobileDocs/Mob_UG_Expenselt.pdf
https://www.concurtraining.com/customers/tech_pubs/MobileDocs/FAQ_ExpenseIt.pdf
https://*.concursolutions.com/*

Overview

You can use SAP Concur on your mobile device to assist with your Expense, Travel,
Invoice, and Request needs. Because you are using your mobile device, you can
access your information in a cab, in a meeting, at the restaurant — where your laptop
is not available or is too cumbersome.

You can check your itinerary; book a flight, rental car, Amtrak, or hotel; get directions
from your current location. You can enter out-of-pocket expenses real-time and take a
picture of the associated receipt; create, submit, and check the status of your expense
reports...and much more.

If you are an approver, you can approve expense reports, requests, payment requests
(Invoice), etc.

THIS GUIDE - This series of guides provides brief "how to" steps. It assumes that the
user already knows how to use the web version of SAP Concur and already
understands the concepts of Expense (expenses, itemizations, attendees, etc.), Travel
(booking, rules, etc.), Invoice (payment requests, purchase requests, etc.), the
approval process, and so on. It also assumes that the user is generally familiar with
their mobile device.

These guides are available in DOC and PDF format. You can use the DOC as a starting
point for your own training materials.

Both are available in online Help (end user and admin) in the web version of SAP
Concur.
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Download

The Concur Mobile Registration link appears on the Profile menu in the web version of SAP

Concur. Two reasons to use this page:

e You can download the app or you can use this page to request a link.

¢ When you log in to the app, depending on your company's configuration, you can use the
same login credentials that you use for the web version of SAP Concur or you can use
Single Sign On (known as SSO). (If your company uses SSO, this page will be slightly

different).

Profile  Personal Information  Changs Password  System Saftings  Concur Mobile Registration  Travel Vacation Reassignment

Your Information
Persona informaton SAP Concur Mobile App
Company Information
Contact Information
Email Addresses
Emergency Contact
Credr

MOBILE SIGN-IN POLICIES

@ Your organization has set the following policies:

T ST - You must sign into the mobile app using your usemame and passwiord
S = You will need to re-authenticate after a st number of days: 2

Travel Preferences = You may set up biometrics on your mobile device to make signing into the mobile app easier

Infernational Travel

Frequent-Traveler Programs

Assistants/Arangers

SIGN-IN IDS

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

T Settings

Reques
Request Information
Request Delegates
Request Preferences Username
Request Approvers -

Favorite Attendees

Verified Email Addresses @

Expens:
Bank Information o
Expense Delegates !

Expense Preferences

Expense Approvers SSO Code @

Gompany Car ‘Your organization does not have an SSO code.
Favorie Attendees

nvoice Settings

Invoice Information DOWNLOAD THE APP

Invoice Delegates:
[ —— Email a link to download the app on a mobile device

Invoice Approvers Send Link

Other Settings

E-Receipt Activation

System Settings

Connected Apps .l Download on the \ GETITON

Concur Connec App Store Google Play
Ghange Password

Forgot Concur Mobile PIN View on App Store View on Google Play

Travel Vacation Reassignment
Concur Mobile Registration
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Sign In

Tap in your device apps

list. Then, on the Sign In
screen, enter your verified
work email or your SAP
Concur (web version)
username. Tap Next. On the
next screen, enter your
password and tap Sign In to
Concur.

NOTE: You will need to verify
your email address - in the
web version of SAP Concur
click Profile > Profile
Settings > Your
Information > Email
Addresses - if you are
signing into the SAP Concur

N{ = 4 56%fLo11 A

SAP Concur

Signin

Forgot Password?
OR
S50 Company Code Sign In

Not a member yet? Try Test Dri

BRLGac b

SAP Concur

SIGN IN TO CONCUR

Forgot Password?

Not a member yet? Try Test Drive]
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mobile app with your email address instead of username.

SS0 Company Code Sign In
Tap

if your company uses SSO to access the SAP Concur mobile app.

NOTE: SAP Concur will not let you sign in if your device does not have a passcode or if your
device has been compromised (modified to remove manufacturer restrictions).

You must set up two-factor authentication to continue signing in.

To add your SAP Concur account to the authenticator app, scan the
QR code on the Sign In page. You can also use an authenticator
app (such as Microsoft Authenticator or Google Authenticator) to
scan the QR code. If you can’t scan the QR code, select the Set up

manually with a key link.

Copy the six-digit code that was generated

from the app into the Authentication -

Code field, and then press Sign In.

[N

For more information, please review
the Shared: SAP Concur Two Factor

Authentication Setup Guide.

& concursolutions.com

SAP Concur

Traveler@100572058kgy.com.uat
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https://www.concurtraining.com/customers/tech_pubs/Docs/_Current/SG_Shr/SG_Shr_Two-Factor_Authentication.pdf
https://www.concurtraining.com/customers/tech_pubs/Docs/_Current/SG_Shr/SG_Shr_Two-Factor_Authentication.pdf

Permissions

The home screen provides access to your trips, expenses, expense reports, approvals, and
more.

The options that are available on the home screen vary depending on your permissions. For
example, if you can access Expense on the web version of SAP Concur, then you can access
Expense in the mobile app. The same applies to other SAP Concur services.
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< Settings

Features

Expense Assistant
Disabled

Expenselt
Automatically generate expenses from
captured receipts.

Save Receipts to Gallery

Additional Features

Notifications

Allow Notifications.

Vibrate on Notifications

General

Cobrowse

Voice Search Language

1l @]
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1) On the home screen, tap
2) On the menu, tap Settings.

3) Tap Automatically Sign In to have SAP Concur log in
automatically when you open the app.

(upper-left corner).
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Get Help

Use Help to search for help topics or find helpful articles.

14 L= LIRSy | 14:06 @ Gd 8 - af “hl W 1115 &€ C. G
@ ITF SAP Concur a JNH ALLROLESA TESTLL.. | p < Help
E Concur Connect-13 Mobile ...
Enter your search term here
Triplt A
Mobile Expense Claim 2023... P
€165 134 55 Knowledge base
¥ & > Connect to Apps
Mot Submitted General
88 8.0 @ Act as Another User General
" &) How do | update my personal details in the
) ﬁr-we. o Enable i} Leave Feedback app?
@ Help Which mobile devices can be used with the
mobile app?
a s Expenses See All e All
@ Settings What languages does SAP Concur support in
. Public Transport CNY¥ 5.00 the mobile app?
E Sign Out Does the mobile app need access to my
device camera?
@ Airline Fees $2,222.22

Can delegates use the mobile app?

cZ
2023 (0
cZ Getting Started
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How do | enter my bank details?
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Message Center

Use the Message Center (upper-right corner) to access direct messages from SAP Concur.

1410 B W& - Nl
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Mobile Expense Claim 2023...
€165,134.55
Not Submitted
os e
Drive Enable Ly
Mileage capturing
Available Expenses See All
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Apr 21, 2023
Fuel czi
Apr 21, 2023 °
Prague, CZ
@ =] “n
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