Concur Mobile App

Objective: This section will go over the steps to set up access to Concur on your mobile device

Concur Mobile is Concur’s free mobile app, allowing you to access your Concur account while on the go.
The app allows you to expense reports on your phone, view and add your PPPL Travel Credit Car transactions
directly to your expense report, and even capture receipts using your phone’s camera via Expenselt Pro.

. Note: A Travel Request must be created on the Concur website, it can then be submitted

o using the Concur Mobile app. You can use the Concur Mobile app to start creating your
Expense Report, however you must log into the Concur website to attach your request to
the Expense Report.

1. Log in to your Concur account, and click on Profile > Profile Settings > Concur Mobile Registration
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Your Information
Personal Information
Company Information
Contact

Profile Options

Select one of the following to customize your user profile.

Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs

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

Expense Settings

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.

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

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

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

System Settings
Which time zone are you i
clock? When does your wd

Contact Information
How can we contact you al

E-Receipt Activation
Enable e-receipts to autony
participating vendors.
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% user @
L) on behalf of another user

Act as user in assigned group (Proxy)

Book travel for any user (Seif-assign)

Cancel

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.

2. Download the Concur Mobile app onto your mobile device. You can have a download link emailed directly
to you. Notate the Company Code as you will need the code to log onto the mobile app.

Concur Mobile

device.
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Or, review your sign-in details:

‘company procaglgs for single sign on.
Company Cods:

Manage your expenses and business travel on your mobile

To get started, enter your email address below and we wil send you a link to downioad the app.

clfcur Mobile app, simply tap on *Company Code Sign In' after downioading
Bapp and enter your company code. Then follow the instructions per your

Download our free mobile app

Contact ConcurSupport@pppl.gov for additional questions
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3. Once you've downloaded the app onto your mobile device, click on SSO Company Code Sign in,
and enter the Company Code. Click Sign in with SSO.
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Sign in to Concur

Sign in with SSO
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SSO Company Code Sign In

Use SSO if your company has issued an
SSO company code.

4. Enter your PPPL SSO credentials and click Sign In. You will be prompted to verify your login with Duo Mobile.
Once you've verified your login, you will be brought to the Concur home screen and now you are ready to start
using Concur Mobile!
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Sign in with PPPL computer account information

This is a Federal computer system (and/or it is directly - Trips
connected to a PPPL local network system) and is the |.| View y
property of the United States Government. It is for -

ized use only. Users or
unauthorized) have no explicit or implicit expectation of
privacy.

ur trips

Expenses

Any or all uses of this system and all files on this

system may be intercepted, monitored, recorded, % Expense Reports
copied, audited, inspected, and disclosed to authorized Revi

site, Department of Energy, and law enforcement

personnel, as well as authorized officials of other

agencies, both domestic and foreign. By using this V

system, the user consents to such interception,

monitoring, recording, copying, auditing, inspection,

and di at the discretion of ized site or

Department of Energy personnel. »

w and submit your report

Approvals

Requests

Manage your authorization

Unauthorized or improper use of this system may
result in administrative disciplinary action and civil and
criminl penalties. By continuing to use this system you
indicate your awareness of and consent to these terms.
and conditions of use. LOG OFF IMMEDIATELY if you
do not agree to the conditions stated in this warning.

() Keep me signed in

Contact ConcurSupport@pppl.gov for additional questions SAP concu r E



