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Setting Up Personal Information in Profile Settings

1. Start at the EBS Homepage, select Travel R MICHIGAN STATE UNIVERSITY  Home v Qa @«
and Expense, SAP Concur. If you do not have Enterprise Business Systems My Approvals & Workflow My Time & Payroll My Personal Information My Career & Training
Concur on the portal or cannot login, please e — :
. . . U-Track Applicant Tracking Financial System Research Spartan Travel and Expense
contact the Travel at State Project team via email | system Complance Marketplace 49 Coeu
PageUp Click™ One-Stop Order Portal

at concurhelp@msu.edu.

Action List: Finance; Ability Training
Research Compliance

Sign Up for a Professional Development Course this
Fall

®0lam

New ¥

New Windov

My Approvals & Workflow

Exhibit 1

SAPConcur Requests  Expense

2. From the Concur Homepage, select Profile

- . MICHIGAN STATE + Travelert Test
>Profile Settings UNIVERSITY
H Mew Author -
>Personal Information and complete the “ Reg g Ou
following information. |
COMPANY NOTES %5 heting e ot @

Instituticrial Data Policy
Users should not enter confidential data in any field that is not designed for that piecs of information. Please do not store social se|
informetion shown in any receipts. Information about confidential data at Michigan Stata is provided in the MSU Institutional Data

Concur Training Toolkit

Thes link will peovide information to utilise the Concur Expense System.

Exhibit 2

SAP Concur Requests Travel Expense Reporting = App Center

NOTE: First and Last Name, Company Information,

R . . Profile Personal Information System Settings Concur Mobile Registration Travel Ve
and Work Address will be populated from your University
HR record. If any of that information is incorrect, contact ur Information Profile Options
Human Resources Personal Information
' Company Information Select one of the following to customize your user profile.

Contact Information l Personal Information l
Email Addresses OUr TIOIME agaress ang emergency contact information.

Emergency Contact

BT Er] Compa ormation
oz iilesnii Your com, r name and business address or your remote
location a 255

Iravel Settings
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 Preferences
International Travel
Frequent-Traveler Programs

Assistants/Arrangers E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts from
Request Settings participating vendors.
Request Information Travel Vacation Reassignment
Request Delegates Going to be out of the office? Configure your backup travel
Request Preferences manager.

Request Approvers Request Preferences
Favorite Altendees Select the options that define when you receive email notifications
Prompts are pages that appear when you select a certain action,

E:’:pe'.i‘e S%L“”;bji‘ such as Submit or Print.
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a. Home Address — Required

How to Manage User Profile Settings

b. Contact Information — Required: Enter a work or home phone number.

c. Email Addresses — Required: Select the
Verify link and a code will be sent your
@msu.edu email address. Copy the code
from the email message and return to your
profile. Paste the code you received into the
Enter Code box and then select OK.

NOTE: You must verify any departmental
email you typically use. Your "@msu.edu”
email address has already populated your
profile. Verifying your email address allows
you to email your receipts to
receipts@concur.com and forward travel
plans to plans@concur.com. Up to 2
additional email addresses can be added by
selecting +Add an Email Address and
Concur will send verification codes to those
email addresses.

Email Addresses Go to top

Please add at least one email address.

B How do | add an email address?

» How do | verify my emall address?

p Why should | verify my email address?
P Travel Arangers / Delegates

@ Add an email address

Email Address Verify Contact? Actions
Email 1 traveler1@msu edu uat Not Verfied Verify Yes &
Exhibit 4

Email Addresses Go to top
Please add al least one email address.
» How do | add an email address?
» How do | verify my email address?
» Why should | verify my email address?
B I | am a travel arranger or delegate, what do | need to do?
P Lwould like fo have someone arrange travel or delegate expense on my behalf, 0 | need fo do?

@ Add an email address

Email Address Verific: 3 Verify Contact? Actions
Email 1 paime 188 @msu et ©) Check emalfor code Resend | Cancel  Yes
Erior Code l [ |
Exhibit 5

g. Emergency Contact — Required: If your emergency contact’s address is different from your own, unselect

Address Same as Employee.

h. Travel Preferences: If you participate in Frequent Traveler Programs, select Add a Program and enter number.

i. TSA Secure Flight — Required: Enter gender and date of birth and if you have TSA Pre-check, enter the number.

j. International Travel: Passports and Visas: Enter passport/visa information and select Save. Entering passport
and visa information in Profile allows it to be available when booking travel.
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Becoming an Arranger or Assigning an Arranger

1. From the Concur Homepage, select Profile Settings
>Assistant/Arrangers under Travel Settings.

|F\ssistants and Travel Arangers

Profile

Your Intfarmaticon
Persanal Infarmation
Company Infommation
Contact Information
Email Addressas
Ermargancy Contact
Credit Cards

Trawvel Settings
Travel Preferences

Intemational Travel
Freguant-Travalar Programs

AssistanisiArrangers

Reqguest Sattings
Reguest Information
Reqguasi Delegates
Requesi Preferances
Request Approvers
Favuorite Attendeas

Expense Settings

Exhibit 6

Personal Information

How to Manage User Profile Settings

System Sellings Concur Mobile Registration Travel '

Profile Options

Salect one of the following to customize your user profile.

Personal Information
Your home addrass and amargency contact infarmation,

Company Information
Your company name and business address or your remote
location address,

Credit Card Information
Wou can store your credit card information here so you don't hawve
to ra-antar it each fime you purchasea an itermn ar sarvice.

Receipt Activation
able a-receipts to avtomatically receive alecironic receipts from
participating vendors.

Trawel Vacation Reassignment
Going to be out of the office? Configure your backup fravel
maEnager.

Request Prefarences
Salact the oplions that define whean you receive email natifications.

Frompts are pages that appsear when you sslect a certain aciion,
sl ae Snkenit e Pring

Soto top

2. Select +Add an Assistant
and enter your
Assistant’s/Arranger’s name or

[ Refuse Salf Assigning Assistants (7]

Your Assistanis and Trave! Arrangers

Fleasa select the individuals within your organization that you would like to give permission to perform trave! functions for you.

& Add an Assistant

Assistant

email address. Select the
appropriate boxes and select
Save. You can add as many
Assistants as you wish.

Philips, Edhward C

Exhibit 7

3. Once complete, select Save on the Settings page.
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Becoming a Delegate or Assigning a Delegate

A traveler can modify his/her own profile in Concur, however, if the traveler has assigned a Delegate, the Delegate can
make all changes to the traveler's profile except Request/Expense Delegate assignments and Mobile Registrations. If you
would like to have another employee arrange travel and prepare requests and expense reports on your behalf, you must
assign him/her as a Delegate. The traveler must enter any assignment of delegation and Delegates should not update
their travelers’ profiles without their expressed permission.

1. Select Profile Settings

Travel Settir 125 location address.

Travel Preferences Credit Card Information

> Expense Delegates under EXpense Settlngs. International Travel 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.
Frequent-Traveler Pragrams
Assistants/Arrangers E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts from
Reque-_xL Eﬁ[[ir‘g‘_x participating vendors.
Request Information Travel Vacation Reassignment
Request Delegates Going to be out of the office? Configure your backup travel
Request Preferences OELEFES

Request Approvers Request Preferences

Favorite Attendees Select the options that define when you receive email notifications
Prompts are pages that appear when you select a certain action,

Expense Settings such as Submit or Print.

Expense Inf . . .
— S Concur Mobile Registration
Expense Delegates Set up access to Concur on your mobile device

Expense Preferences
Expense Approvers

Favorite Attendees
Other Settings
E-Receipt Activation
System Settings
Concur Connect

Travel Vacation Reassignment
Concur Mobile Registration

Exhibit 8

2. Select Add and enter the MSU employee name or email address you wish to be your Delegate.

3. Select the Can Prepare box and
Receives Emails box and then select
Save. You can add as many Delegates as
you wish, but Delegates may not submit
Expense Reports on behalf of travelers.
Additionally, any changes made to the
Expense Settings will also carry through to
Request Settings.

REV 6: 2/23

Expense Delegates

Delegates  Delegate For

Delegg mployees who are allowed to perform work on behalf of ofher employess.
Expensel Request share delegates. By assigning pamissions fo & delegate, you are assigning permissions for Expense and Request.

0 Name Can Prepare Can Submit Reports Can Submit Requests Can View Receipts Receives Emails

Prillps, Edward 0 0
phild26@msu edu -
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Activating E-Receipts

Travel Settings jccaticnladaresss

Credit Card Information
You can store your credit card information here so you don't have

Travel Preferences

1 . SeIeCt PrOﬁIe Settlngs Intemational Travel to re-enter it each time you purchase an item or service.
- . . . Frequent-Traveler Programs
>E'Rece|pt ACtlvatlon undel’ Other Sett|ngs. Assistants/Arrangers E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts from
Request Settings participating vendors.
Request Information Travel Vacation Reassignment
Request Delegates Going to be out of the office? Configure your backup travel
Request Preferences manager.
Request Approvers Request Preferences
Favorite Attendees Select the options that define when you receive email notifications.
_ i Prompts are pages that appear when you select a certain action,
Expense Settings such as Submit or Print,

Expensa Information Concur Mobile Registration

Expense Delegates Sel up access to Concur on your mobile device
Expense Preferences

Expense Approvers

Favorite Attendees

-

Concur Connect
Travel Vacation Reassignment
Concur Mobile Registration
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E-Receipt Activation

Ahen yoi Fnable e-receipt syncing, receipts from participating suppliers will be added to your SAP Concur account and used to

2. Select Enable
>I Agree to the E-Receipt Activation

Agreement. You will receive a confirmation
Please note that this setting does not control all e-receipts. E-receipts will continue to sync for any participating partners you have connected to your SAP Concur

that E- Recel ptS have been aCtlvated . account. Settings for these partners can be managed directly in the SAP Concur App Center under a partner's individual listing. For more information, contact your
company’s SAP Concur account administrator.

Save time on your expense repad
pre-populate expenses for yo

Exhibit 11
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