Concur Travel System User Profile Instructions

1. Login to EBS at www.ebs.msu.edu, using your MSU NetID and password.
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2. Click the tile for Travel and Expense, SAP Concur.
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3. Click ‘Profile’ in the upper right corner then click on ‘Profile Settings
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4. Click on ‘Personal Information’ using the menu on the left, across the top of the page, or in the center section.
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Your Information Profile OptiOﬂS

Personal Information
Company Mot mation = lowing to customize your user profile.
Contact Information
Email Addresses Band emergency contact information.
Emergency Contact

) Company Information
Credit Cards

Your company name and business address or your remote
location address.

Travel Settings
a. Add your Middle Name and, if applicable, Suffix to match your government issued photo ID you will

present to airport security. If your ID does not show a middle name, click the ‘No Middle Name’ box
under the Middle Name field. First and Last Name is populated from your MSU HR record. NOTE: All
fields with [Required] or [Required**] must be completed to save your profile. Also, there are ‘Save’
buttons throughout the profile. You do not need to save each section separately. All ‘Save’ buttons
save the entire page, not just the section above it.

My Profile - Personal Information

Jurmp Tor | Personsl Information [
Disabled fields (gray) cannot be changed. If there are errors in these fields, contact your company’s travel administrator- Change m

Picture
Fields marked[Required] and [Required™] (validated and required) must be completed to save your profile.
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Your Name and Airport Security: Flease make certsin that the first, middle, and last names shown below sre identical to those on the photo idenfification that you will be presenfing st
the sirport. Due fo incressed siport security, you may be fumed sway st the gste if the name on your identfication doss not mtch the name: on your fickst.
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Update your Work Address if necessary (Required).
Update your Home Address if necessary (Required).

Update your Contact Information if necessary (Required). You must include a home OR work phone
number. It is a good idea to update your Primary Mobile Phone number by editing the device (if
necessary) or Adding a New Device by clicking on the appropriate link.

IMPORTANT — verify your Email Address, which has been populated with your “@msu.edu” email. This
will allow you to email your receipts to receipts@concur.com and to forward travel plans to

plans@concur.com. If the address is correct, click the ‘Verify’ hyperlink.
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Email Addresses Go fo top

Please add at least one email address.

p How do | add an email address?

B Travel Arrangers / Delegates

p Why should | verify my email address?
» How do | verify my email address?
Q Add an email address

Emal Address Verification Status Verity Contact? Actions
Email 1 [ora—— Net Verfied ves

Once you have verified your email, a system-generated email will be sent to that email address. Copy

the verification code from the email and paste it into the ‘Enter Code’ box that will appear on the screen

below the ‘Verification Status’ section, then click the ‘OK’ button to the right. NOTE: Check your junk

mail if you don’t receive the email in a minute or two. Also, up to two additional email addresses can be

added by using the ‘+ Add an email address’ hyperlink. Concur will send verification codes to those
email addresses as well.

Update your emergency contact information (Required). If your emergency contact’s address is
different than your own, uncheck the ‘Address same as employee’ box and add your emergency
contact’s information.

This is optional, but it is helpful if you update your air travel, hotel and car rental preferences, as well as
your frequent traveler programs information. When your go-to person books your flights, she will know
your seating preferences and can try to obtain a seat assignment accordingly. To add frequent traveler

programs, click the ‘Add a Program’
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The next screen allows you to enter up to five programs. Begin by choosing the type (air/rail, car, or
hotel), then select the company in the dropdown and enter your frequent traveler/membership number
in the text field.

Add Travel Programs

Please enter programs EXACTLY as they appear on your card, exchuding spaces and dashes. Do not add any sddiional characters. Do not
include the carmer code. If you enter & program incormectly, you will get s profile ermor from the reservation system.
For exxample, if your card is printed "AA12345" or "John Doel12345", your program number is "123457.

The page allows you to enter up to 5 travel programs at a time. First, select the type of program (carrier name, car rental, or ho
Then, select the name of the company from the adjacent list. Finally, enter the program number (frequent traveler number, etc
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h. Please update the TSA Secure Flight section. Gender and Date of Birth are required. If you have a TSA

Pre-check number, it can be entered in the field.
TSA Secure Flight

The Ti portation Security ity (TSA) requires us fo it i i llected from you. P g information is required. If it is not provided, you may be
subject fo additional ing or denied b port or ization. TSA may share information you provide with law enf: tor i i ies or others
under its recerds notice. For more on TSA privacy policies or fo view the records notice and the privacy impact assessment, see the TSA's web site at
WWW.TSA.GOV.
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Recommended for international travelers — please enter your passport and visa information so that the
information is available when booking travel. Click on the ‘+ Add a Passport’ and/or ‘+ Add a Visa’
button.

i. When adding a passport you’ll need to choose the passport nationality from a dropdown, enter
your passport number, date issued, expiration, place issued (city & state) and passport place
issued (country). When finished, click on the ‘Save’ button.

ii. When adding a Visa, you’ll need to choose the Visa nationality and Visa types from dropdowns,
then enter the Visa number and expiration. When finished, click on the ‘Save’ button.

International Travel: Passports and Visas Go fo top

Adding your passport informatien to your profile will allow us to include it in your reservations. Having this information in your reservation can make international
travel a little easier.

Passports
|:| | do not have s passport

Add a Passport
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Please use the ‘+ Add an Assistant’ button to add your go-to person to your profile. This will allow them
to perform travel functions for you (book and prepare reimbursement for travel). After clicking the ‘+
Add an Assistant’ button, begin typing your go-to person’s last name in the field, then select them from
the dropdown values. Please click both the ‘Can book travel for me’ and ‘Is my primary assistant for
travel’ buttons, then click ‘Save’. (To provide coverage when your go-to person is out of the office, if
your go-to person is Lupe Dominguez, please also add Janeen Hoover as an assistant, but do NOT click
the “is my primary assistant for travel” box. If your go-to person is Janeen Hoover, please also add Lupe
(Guadalupe Renee) Dominguez as an assistant, but do NOT click the “is my primary assistant for travel”
box.)
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Please add a personal credit card if you want your go-to person to make hotel reservations for you. Only

the last 4 digits of our credit card number, expiration date and card type (AmEx, Visa, etc.) will appear.

Don’t forget to click on one of the ‘Save’ buttons to save all of your updates!!

Click on ‘Profile’ in the upper left corner in the menu across the top of the page to return to the main

menu.

5. Activate E-Receipts. This feature enables auto collection of electronic receipts into the Concur system, from
participating suppliers. This saves you time by prepopulating your expense report!
Click on E-Receipt Activation in the left column in the center of the page.

a.

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.

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?

Setup Travel Assistants
Wou can allow other people within your companies to book trips
and enter expenses for you.

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

E-l cemt Activation

=10 automatically receive electronic receipts from

arficipating vendors.
? Y Expense Delegates

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

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel

manager. - - -
J Concur Mobile Registration

Expense Preferences Set up access to Concur on your mobile device
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.

b. Click the hyperlink to enable e-receipts.

C.

E-Receipt Activation
Receiving e-receipts can save you fime by pre-populating your expense report. To enable e-receipts with parficipating suppliers and to find out more, ¢l i

Please note that this setting does not control all e-receipts. E-receipts delivered by a Concur App Center partner with which you have connected your Concur account,
and certain TripLink suppliers, are controlled through the App Center or your My Travel Network settings. For more informatien, contact your company’s Concur account
adminisirator.

Click the ‘1 Agree’ button.

E-Receipt Activation x
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suppliers from Ilatnlmr related to such tramsfer, including interception of e-receipts by third parties
or other events outside their reasonable control.
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Participating suppliers may be changed without notice to you. To disable e-receipts from
Participating Suppliers cnce enabled, see the E-Receipt Acfivation section of your Profile setiings.
Please note that this setting does not control all e-receipts. E-receipts delivered by a Concur App
Center partner with which you hawe connected your Concur account, and certain TripLink
suppliers, are conirelled through the App Center or your My Travel Network settings. For more
information, contact your company’s Concur account administrator.

For more infoermation on the use of data within the Concur services, see our Processor Privacy Lv

Statement.
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6. Click on Profile in the upper left corner to return to the Main Menu. Now click on App Center at the top of the
page. When using a connected app, such as Lyft or Uber, receipts are automatically sent to your receipt library.

SAP Concur [G] = Traver  App center
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a. Click on ‘Triplt’.

App Center
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b. Click on ‘Connect’.

c. Click in the box next to end-user terms and conditions, then the ‘l Agree’ button.

TERMS & CONDITIONS

Please review the following licensing terms and conditions
By accepting the following terms, you agree to be bound by the Concur App Center end-user
terms, az well as App Licensing Terms and Conditions.

oncur App Center End-User Terms and Conditions

The basic terms of use, accepted once, for individuals using the Concur App b
Center.
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Enter your @msu.edu email (if it isn’t already populated), and a password, choose Country of Residence from the
dropdown, click the box next to the User Agreement and Privacy Policy, then click on ‘Create Triplt Account’.
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ACTIVATE YOUR TRIPIT PRO SUBSCRIPTION

All your travel plans, in one place

.\*/, Create a Triplt account and connect to Concur

i Email Address

—
L
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Choose a New Password

Get a master itinerary for every trip

I..IIII..III ]
Available on web, Andreid, and iPhone Must hawe at least B characters
Link your Concur and Triplt accounts and get: Country of Residence
= A free subscription to Triplt Pro from your compary IUnlbed States of America ﬂ]

+ Real-time fiight alerts ) i
. accept the Triplt User Agreement, have read the Privacy
Travel plans synced between Concur and Tripit Policy, and agree to link the Triplt account to Concur,

Create Triplt Account J

| already have a Triplt account! Sign in and link my

accounts

d. To add Expenselt, open Concur on your mobile device, then click the Menu icon (upper left corner).
Click ExpenselT, then ‘Get’, then ‘Install’. An icon will be added to your mobile device.

Further instructions will be provided that will allow you to establish delegates that can prepare requests,
book travel, view receipts, receive emails and prepare expenses for you. If you have any questions or need
assistance, please see your go-to person, or contact Andrea Worful at 517-355-1811 or at worful@msu.edu.



