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Mobile app overview

The Concur mobile app is designed to enhance the expense reporting experience. The Mobile
app allows employees to capture receipts by taking pictures of them to record expenses. This
also allows employees to create an expense report as the expenses occur. It also allows

employees who have traveled to add their per diem.

To begin using your mobile app, you must register for the Concur mobile app and download

the mobile app on to your device.

Registering for the mobile app

1. From the Concur website home page on your computer, click the blue circle in the upper right corner

with your initials > Profile Settings, then select Concur Mobile Registration

TRAVEL & EXPENSE SYSTEM +

Trip Search Alerts

E-Receipt Activation

Expense m‘“ﬁf Enable e-receipts to sutomatically recetve electronic neceipts
T From pasrticipating wendors.

Expense Delegates
Dweisgates arg employess who are alloewed to perform work on
behaif of other employess
Change Password
Change your passwornd

@ Ms
02 0
Open .-__,l 23 Act as Another User ~v
Reports Adva

83 Profile Settings.

(M signow

Trawvel Profile Opticns
Carrier, Hotel, Rental Car and other revel-related prefersnces.

Expense Frefersmnces
Salect the optioens that define when you receive email
notificatiors. Prompts are pages that appsar wihen wou selact

& certain action such as Submit or Print

Comncur Mobile Registraticon
Sat up access o Comnour on your mobile devios

2. Make note of login details displayed on the screen in Concur

Username: Unigname@umich.edu
SSO Code: ABC123

Username
N Sumich.edu

Verified Email Addresses
-

I & umich.edu

Edit

SSO Code

Download the app

Email a link to download the app on a mobile device Test@umich.edu

# Download on the

o App Store

View on App Store

GETITON
*® Google Play

View on Google Play

3. Download the app on your mobile device from the screen shown above or from the app

store on your phone or device.

NOTE: Since mobile functionality changes from time to time, best practice is to

ensure your app is updated timely.
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Launching the mobile app

1. Log in to the Concur Mobile app on your device
(Phone/Tablet)

SAP Concur |C|
Sign I

2. Enter verified email address (UNIQNAME@umich.edu)
or SSO code retrieved during the mobile registration o ol s S0

Click on Next teszumicn e,

Next

1) Rememoer me
Forgot usemama

Need help sigring in

3. Select Sign in with SSO, or if this was entered above in step 2,

proceed to step 3. SAP Concur |C|

@umich.edu

Sign in wilh;
‘ 550

SAP Coneur Password

4. Enter your unigname and university password
similar to what you do when logging in from a
computer and click 6o vourLogh D Pessicrs
Log In

M WEBLOGIN,
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Using the mobile app SAP Concur

10.3.23 Report

$0.00
Home page e
Navigation to: m 54_
= Expenses e e

= Approvals
= Travel - no longer used (All travel is
booked and managed in CTP/Lightning)
= Profile (upper right corner)
= Message Center : @

Expenses L —
il Tap here to access additional - —
R rt 1 ;ﬁﬁ:\ﬁé[‘;ﬁg’;ﬁ;g;ﬂrﬂﬂ History Travel Booking Fees (623570...$4.00
" epo S S E)’DEI‘\SES. N iZPES?F FZSEZ:;‘SODBSSBESQSQS =
e Unsubmitted reports Lo | Receipt
o Select an existing report to reconcile
expenses - 10.3.23 Report $0.00
. Repor‘t History Not Submitted
- test $0.00
= Expenses
. Ava!lable expenses S po——
¢ Available receipt images
@ Alert
T
Expense Reports Expe Take Photo ©
. . . R%P " Upload Photo =
Click the plus sign to navigate to T earie &
more expense tools e B
— Create Manual ) 0.00
= Create New Report Bl g S i
= Create Mileage Expense = SIS
= Upload Files ON  ow pepor

Approvals

Approvals

= When you have approvals, you'll see them here

&

No Approvals

When you have approvals, you'll see your
approvals here

FINANCE

PROCUREMENT SERVICES

UNIVERSITY OF MICHIGAN 5



Receipts

Take pictures of receipts and save them to your
Receipts Store to be used later for assigning to an
expense line or expense report.

Please note that PCard/travel card expenses may

not appear on a mobile device for two to three days.

Also note that the original receipts may need to be
retained for a period of time. For more information,
please visit: http://spg.umich.edu/policy/604.01

Expenses

Enter a quick expense with basic information from
your mobile device. These expenses can be
assigned to an expense report from your mobile
device and through the online system.

Per Diem
Create an itinerary with your departure dates and

return dates from your mobile device. You can make
adjustments to your itinerary right from your device or

through the online system.
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Exp

Rep

Unsubmittes

=]

10.3
oct 3
Not

test
sep 2
Not !

Test
Sepz
Not !
@A

— sard o s
B Take Photo ) SAP Concur
Upload Photo =
10.3.23 Report
Upload File @
$0.00 $0.00
> Add Receipt a2 Not Submitted
Create Manual 1 0 00
Expense r Available Expenses See All
Create Mileage @ ® Credit Card Charge $4.00
Expense 16.71 Sep 22, 2023
AGENT FEE 8900858369695
Create
£®
New Report
=
+
EXpe iakerhoto )]
RSP Upload Photo =
Unsubmitte:
Upload File a
o .3 $0.00
octs > Add Receipt 2
Not !
3 Create Manual o~y o0
5 % ___Expense ]
sep?
M Create Mileage
Expense
= Test 16.71
Sep 2
Not ¢ Create
D
@A New Report =
=)
Cancel Claim Allowances Save

To calculate your travel allowances, we need you
to create an itinerary with all the stops.

ltinerary Name *
10.3.23 Report

e From*
Departure Date * Time =
Oct 3. 2023 536 PM

e To*

Arival Date Time =
oct 3, 2023 5:41 PM
~+ Add retum trip to

Add New Trip Segment




Recommended usage

= Create expense lines or reports
= Update existing reports

= Upload and manage receipts

Quick tips

= Always remember to update your report name, which is assigned by default on the mobile
device (e.g., Report name MM.DD.YY Report is assigned on the iPhone)
= Deleting expense lines on the following devices:
= iPhone/iPad — Perform a left swipe on expense line and delete
= Android — Perform a long press on the expense line

Information for delegates

Delegates supporting employees who use the mobile app can perform the following actions in
Concur using a computer:

= Start an expense report based on receipts uploaded by travelers
= Update or complete an expense report started by a traveler

Information for approvers

A mobile device is not recommended for use when approving extensive reports. Due to the
screen size, the device may not display intricate details and the receipts may be harder to
review on a mobile device.
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