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Welcome to SAP Concur

SAP Concur integrates expense reporting with a complete travel booking solution. This comprehensive
Web-based service provides all of the tools you need to book travel as well as create and submit

expense reports

Signing In to SAP Concur

1
2
3.
4

5.

Log in to www.pci-ctp.com
Select Login to CONCUR

You will be taken to the Concur home page.

On the Sign In screen, enter your User Name and Password.

Username is your work email address and Password is what you use to log into your
work computer.

SAP Concur

Sign In

User Name

Password

D Remember user name on this computer

Forgot your user name?

Forgot your password?

) change language
| English (Us) [~ 3

SAP Concur

Service Status (North America) ® Copyright 2018 - SAP Concur - All Rights Reserved

Click Sign In.
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To access your Profile page

1.

2.

Click Profile > Profile Settings.

SAP Concur

Profile Personal Information

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

On the Profile Options page, review your information, and select the appropriate links

Requests Travel

Expense Invoice

Change Password System Settings

Profile Options

Select one of the following to customize your

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

to update your profile information.

Approvals

Administration v |

App Center

c -
onedr William Nate Never

-
user pro j-: Acting as other user e

Profile Settings | Sign Out

Profile ~

| Search by name or ID

Q|

Cancel

Help =

OW Cal We CONTEcT you anout your Traver
arrangements?

Setup Travel Assistants
You can allow other people within your

companies to book trips and enter expenses for

you.
Travel Profile Options

| Profile

Personal Information

Change Password System Settings

Mobile Registration

Travel Vacation Reassignment I

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

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs

Request Setings
Request Information
Request Delegates
Reguest Preferences
Request Approvers
Favorite Attendees

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

Invoice Settings

Invoice Information

[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_

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

Bank Information
Bank Information

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.

Change Password
Change your password.

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?

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 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.

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

Once in Profile Settings, select Request Settings -> Request Delegates located on the left hand column.

Administration ~

SAP Concur @ Requests Expense Approvals Reporting ~ App Center Y
Profile ~ -

Help ~

Profile Concur Mobile Registration

Personal Information System Settings

Change Password

Your Information Proﬂle OptiOﬂS

Personal Information

Company Information Select one of the following to customize your user profile.
Contact Information Personal Information System Settings
Email Addresses Personal Information Which time zone are you in? Do you prefer to use a 12 or 24-hour
Emergency Contact clock? When does your workday start/end?
c d‘IgC ql; E-Receipt Activation U J
redit bards Enable e-receipts to automatically receive electronic receipts from Expense Delegates

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

Reguest Settings
Reguest Io ation Request Preferences

Request Delegates Select the options that define when you receive email nofifications. Expense Preferences
Prompts are pages that appear when you select a certain action, Select the options that define when you receive email notifications.

o o such as Submit or Print. Prompts are pages that appear when you select a certain action,
A TR such as Submit or Print
Favorite Attendees Change Password
International Travel Change your password Concur Mobile Registration

Set up access to Concur on your mobile device
Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Click Add and type employee information that will be acting as your delegate.

Administration ~ | Help

SAP Concur Requests Expense Approvals Reporting + App Center Y
Profile ~ -

Profile Personal Information Change Password System Settings Concur Mobile Registration

Your Information Request Delegates

Personal Information

Company Information Delegales = Delegate For
o s R
Delete
Email Addresses
Emergency Contact Delegates are employees who are allowed to perform work on behalf of other employees
CiediCas Search by employee name, email address, employee id or login id
Request Settings ls» coruin R oo

Reguest Information £y LISA COLLINS s to a delegate, you are assigning permissions for Expense and Request
Reguest Delegates Icollins@pci-nsn_gov
Request Preferences [ Employee ID- 101256 mit Requests Can View Receipts Receives Emails Can Approve Can Approve Temporary Receives Approval Emails
Request Approvers B Legon ID: Icollins@pci-nsn_gov

avorite Attendees lo records found.
Favorite Aftend LISA ECHOLS No records found

International Travel | lechols@pcinsn.gov

Employee ID: 100147
Logon ID: lechols@pci-nsn.gov

Expense Settings

Expense Information
LISA GARRETT
Igamrett@pci-nsn.gov
Employee ID: 100351
Legon ID: Igamrett@pci-nsn.gov

Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

LINDA JONES
Gther SE[UﬂgS liones@pci-nsn.gov
E-Receipt Activation Employee ID: 100598
System Settings Logon ID: ljones@pci-nsn.gov
BIIEEEIATE LINAM, JOSEPH v
Concur Connect e et e
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Select the permissions for delegate selected.

Request Delegates

Delegates | Delegate For

s Lo T o

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

Expense and Reguest share delegates. By igning permissi toa you are igning permissi for Expense and Request.
Can Can Submit Can Submit Can View Receives Can Receives Approval
|:| Name Prepare Reports Request: Receipt: Emails Approve Can Approve Temporary Emails
COLLINS, LISA O O O O = O
leollins@pci-
nsn.gov s

Once this step is complete the delegate will be able to login to their account and select “Act on behalf of
another user”.
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Acting as a Delegate

If you have been assigned to work as a delegate, your delegator will define which tasks you can

complete, such as preparing and submitting reports.

To work as a delegate
Click Profile > Act on behalf of another user.
Select the appropriate user’s name.

Click Start Session.

Note: The Profile menu now displays Acting as and shows the name you just selected.

You are now officially working on behalf of that person. Complete the normal processes

of creating reports, printing, etc.

4, To select a different user, follow the same steps but select a different name.

To return to your own tasks, click Acting as, and then click Done acting for others.

Note: The Profile menu now appears.

Sue Peterson

L)
./-: Acting as other user 'ﬂ
(®) Act on behalf of another user

() Act sz user in assigned group (Proxy )

(_) Book travel for any user (Self-assign)

Cancel
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Acting as
Mever, William N

." Currently acting as
" Never, W

| Sign Out

-
-/:; Acting as other user Q

"_:._" Act on behslf of another uzer

() Act a8 user in assignad group (Proxy)

() Book travel for any user (Seif-assign)

Cancel

Done acting for others

- &




	Welcome to SAP Concur
	To access your Profile page
	Concur Delegate Setup
	Acting as a Delegate

