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.' Agenda “

Connect Uber and Lyft ‘ Download and add Tripilt

Uploading Pictures
and Receipts

Download the Concur
App

Create + Submit +
Approve in App

Sign up for Direct
Deposit




Download the Concur App

Concur

the Concur App
eful

# Download on the GET IT ON

@& AppStore | '™ Google Play

Saves time and New Al takes Hotel
reduces stress. Receipts and Itemizes
them

Everything can be
done on the GO.



How to Access ¥
and Download the Concur App

Admitted students for Spring 2025: accept your offer now. Prospective

Cal State Fullerton

Click “Portal for
Students, Faculty, and & Portal a s, Faculty and Staff Students: Titan Hub Prospective Students Parents & Fa
Staff” _




How to Access ¥
and Download the Concur App

Qe =22 e o @

OBIEE-BI Dashboard & Human Resource & Employee Homepage

Click “Concur”

University Announcements

CSUF Great Shakeout Earthquake Dnll 10/9/2024 a
CSUF will participate in the Great ShakeOut Earthquake
Drill on Octlober 17, 2024, sl 1077 a.m. This is E'.[

I international Educstion Week 10/7/2024

- —_— -k = - - N S E—_— S



How to Access ¥
and Download the Concur App

Click “Profile Icon”




How to Access ¥
and Download the Concur App

Click “Profile Settings”
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How to Access ¥
and Download the Concur App

Personal Information System Settin

D e - w .7 5 . it SR oy ™ - -.
Parsonal Information VWhich time zone

Request SEttII"IES hour clock? Whe

Expense Delegates
Click “Concur for Request Informatio Delegates are employees who are allowed to perform work on Request Prefe
Mobile Registration Z uest Delegates behalf of other employees Select the option

Request Preferences notifications. Pro
: Expense Preferences

Hequest Approvers : : 8 certain acton, !

Select the options that define when you receive email

notifications. F‘r'J:"up'.F. are pages that appear when you select Change Passv

= .
o 1 - 1 . ' 5 y
Favarite Attend

International T

a certain actienpsuch as Submit or Print Change your pas

Expense Settings -n:rm_ur Mobile B r::stlatn:l-n

pense |Information Set Up acoess [ r on your mobile device
pense Uelegates

Oense l:ll._l';..hl.l.._.-




How to Access ¥
and Download the Concur App

SAF Concur Mobile App

. Mobile Sign-in Policies
Request Settings
Enter Universal Code - e i b ot e
Fovim i 5

I/MR5 THA /4 « i may sel up bomestrics on ywoor mobile devcs b maks signima inio e mohie app easier

! il hontal Travs

Sign-in IDs

T spn it the Spp, eodl nesd & unig i |0 — mther WOAr A mErnETE, B arritied amell socress, Or yor STy ES0 o, You can ume any of Has 1= st

Expense Settings

Inhairmatis helrs

s e e me

Username

mfullerion.edu

Exieees Do ladmtas
I
I
I
E

Other Settings Verified Email Addresses &
- o blFvictorina@fullerton.edu

MRSTHA

dobila Pegisiration

Es50 Code &
MESTHA

Download the app

Emai & bk 10 dosamilo ef e aip on & kil Shevica

mnciceinoEn hilertam e




How to Access ¥
and Download the Concur App

“Username” will be your
CWID (9-Digit Number)
@fullerton.edu

Your Information
Persoiial Inlamat

Request Settings

Expense Settings
E semviteed | iisa i ko

Other Settings

SAP Concur Mobile App

Mobile Sign-in Policies

-l. Youw Qraferanian Nes Sl (e Kk pOeiigs
& O Ty s iED e maiie g g SR O WO WS EMETE s patsanin
(%) T 1P 3 ! = Fe

Sign-in IDs

Ta sign inio the app
L'l_l__'r_'.'

U'ﬁ-'-'ﬂ rname H

f@ifullerbon.edu

Verified Email Addresses &

bBlivietarinai@lullertan edu

ur Mohie Registration 550 Code &

MESTHA

Download the app

il need @ unigoe 10— sithas yoor wsernar, o weilied amall sddeess, or yor compery’s S50 ook, o Can usa anry of bwe 1Ds B

CWID(9-Digit)



How to Access ¥
and Download the Concur App

Download the SAP H“umﬁmm Mobile Sign-in Policies

Concur App on your B i St aea s
Mobile Device (Phone or i i A A G e o it g i S

Tablet) through Apple
lore oroogle Fay Sign-in IDs

Ty sipn inin the spp, ol nesd & unig W [ — wdthest WOLE WSErNETE, B eerited amsl sicress a TS oL F oo, Yo 1 L
he e

Expense Settings

[ T
Username

imfulllerian. edu

E s
[T
E spcs
E xisé

Other Settings Verified Email Addresses @

blivictorinadfullerton.edu

Cofedir Connecl Edi I
:' :l-ll:lhr':;‘u'l ;:',-'ullﬂll.'l'l M H 5T HA
' £50 Code ©
KRS THS

Download the app

Emai & Bk 10 doss i sl e S on & ok Sasicia

Evicicrinoshletan adu



How to Access ¥
and Download the Concur App

YOUI’ turn.... SAP Concur

Additional Resources:
Click here for more Concur Download Info


https://csuf-afit.screenstepslive.com/m/75002/l/1158134-sap-concur-mobile-app

Connect Uber and Lyft

Saves time and (M ports your Uber and
reduces stress. Lyft Rides directly into
the Concur Portal




How to Access ¥
and Download Uber and Ly/[l

Click “SAP Concur
App V/4

Oy

Enter [ SAP Concur
“EMAIL@fullerton.edu” 3 /

&)

Click “Mobile SSO”

&)




How to Access ¥
and Download Uber and Ly/[l

3:38 ull ¥ &8

Account

Bonnie Li Victorino
blivictorino@fullerton.edu 2

Act as Another User

DUO MObHE‘ Ow m
BW® | tification L7 Concur

Click “Duo Push”
Check for a Duo Push

Verify it's you by approving the naotification...

0 "HOS" (reeareeJO3E

Help

You're all done!

Enjoy your day. SAP Privacy Policy

End User Agreement
Once DUO Access is Attibutions

done, you will be Leave Feedback
logged into the SAP

Concur App

Settings

Triplt

Connect to Apps

Sign Out

Click “Initials at the
top Right Corner”

Signing out may lead to loss of unsynced data,



How to Access ¥
and Download Uber and

Lyft

Bonnie Li Victorino
C I i C k ”C O n n eC t to blivictorino@fullerton.edu 2
/4
APPS Act as Another User

I-.ll ? E

£ Profile Connect to Apps

Uber

6:43 all ¥ E

BL

Account . . ]
Bonnie LI Victorino

Forward receipts
directly to your work
email

Cal State Fullerton

&)

Act as Another User

Welcome back, Bonnie! Enable Concur E-Receipt

forwarding by selecting an existing Uber for Business
Help Help

account or by creating a new one

SAP Privacy Policy
Leave Feedback

End User Agreement

Business

Settings

Select “Uber” and we Attributions
will connect that first. e —
We will then continue cilis
onto Lyft

Panding

&)

Tripit

Coannect to Apps
Tripit

Connect to Apps
Sign Out

IrNgE out may 1=ad to oss O nsymced

Select Forward Sign Out
Receipts to your work Siring ot maylead oo o unonc
email

&)

+ Link to Default Business Profile




How to Access ¥
and Download Uber and

Lyft

Check to see if your
apps are connected




How to Access ¥
and Download the Uber and Lvy/ft

Your turn....

Uber lgﬂ



connect T

Saves time and (M Helps with your travel
gives you real-time itinerary
travel data




How to Access ¥
and connect Triplt

Oy

Click “SAP Concur
Appll

&)

From Profile Initials
Select “Triplt”

&)

Once Connected
“Creagte an Account”

) Concur
4

Account

Bonnie Li Victorino
blivictorino@fullerton.edu &

Act as Another User

Help

SAP Privacy Policy
End User Agreement
Attributions

Leave Feedback

Settings

Triplt

Connect to Apps

Sign Out

Signing out may lead to loss of unsynced data.

SAP Concur, version 10.18.0.2501271701, All rights reserve

@

Home

d.

11:10 N

-III 5G =B

0 -

Tripif




How to Access ¥
and connect Triplt

1110 N\ il 56¢ @ 11:16 N\ il 565 @)

< e W B

@ tripit.com = . o
£ Support at Triplt 11:14 AM

B To You

) )
-

Triplt Pro will ask you
to use their website
to create an account

Triﬁ

&

External Email Use Caution and Confirm

Sender
Email Address:

Password: be

It will proceed to ask It

you to accept the ”Triplt" Wants tO USe
/4 < T . .
Tl’lplt User “tripit.com” to Sign In HoHiE ity Welcome to Triplt!
Agreements” This allows the app and website to ; '
share information about you. We just need to make sure you're you.

Please verify your email to get started.

() lacceptthe Triplt User Agreement and have

read the Privacy Policy. Verify Email

Next, forward your travel confirmations to

Once Complete Click
”Verlfy Emall” Create an Account e

and we'll build your

&)




How to Access ¥
and connect Triplt

Triplt Pro will ask you
to Confirm your
information

1116 X il 564 @)

<« Safari

Confirm Your Info

Please verify that your account information
matches your travel documents. Triplt will never
sell your data.

Learn more in our Help Center.

First Name

Foward a Plan by
emailing itinerary
documents to

plans@tripit.com

Last Name

Date of Birth

Home City
Orange, CA

11:17 & il 5G; @)

4 Safari

Trips

It looks like you have no upcoming trips.

Forward booking emails to plans@tripit....

or

Create a Trip

7.7 2

Trips Alerts Pro Unfiled Account




How to Access ¥
and connect Triplt through

vour CGompuler

Through your desktop
App, go to Home,
drop-down and Click

*4pp Centor” & ADMINISTRATION

Company Admin

=37 Concur | App Center V |

] APPLICATIONS

Requests

Expense

App Center

.~ An easierti



How to Access ¥
and connect Triplt throug

vour CGompuler

” Concur

Select “Triplt’

App Center Vv

App Center Search |

Works with P Countries/Regions Ava

Travel - Standard, Trave... X United States of America

| Show newly released apps
|_ Show listings not in my language
Popular User Connections

Do more with your favorite apps and services by linking them to your SAP Concur account

SAP Concur , /;._. u ber

Concur for Mobile Triplt Uber

One app for travel An easier trip, every Tap. Ride. Expense lides that do the work

receipts reporis time



How to Access ¥
and connect Triplt through

Activate Your Triplt Pro Subscription

y 0 u 7/' CO mp u te 7/' All your travel plans, in one place

Create a Triplt account and connect to
Concur

Email Address

Activate your TripIT jovu@fullerton.edu
Pro Subscription

Get a master itinerary for every trip Choose a New Password
Available on Android and 105 Il

Must hawe at least 8 characters

Link your Concur and Triplt accounts and
get: Countrny/Region Of Residence

ipti ' Inited States iCi
s A free subscription to Triplt Pro from your company e SIS D AHesc =

» Real-time flight alerts
* Travel plans synced between Concur and Triplt

I accept the Triplt User Agreement, have read the Privad
Policy, and agree to link the Tripit account to Concur.

Tripit supporis the following languages:

E:E:-:Ingush | already have a Triplt account! Sign in and link my
French aCcounts

German

Japanese



How to Access ¥
and connect Triplt through

Your accounts are linked!

y 0 u 7/' CO mp u te 7/' All your travel plans, in one place

Your Triplt account is now linked to your Concur account.

» Trips booked in Concur Travel will be organized in a master itinerary in Triplt and available through the Tripit

app.

Your Trlp IT Pro . « Travel plans added to Triplt will sync to Concur.
Subscr Ipthn IS linked » Uncheck the "business" flag for personal trips so they don't sync to Concur. Tripit will still monitor your

flights and provide notifications for these trips.




11:31 IRl 72 10:12 all = B8

&,

WACUBO Leadership [External] Triplt Pro alert: Departure

How Lo Access K 50 B comcouosixesae

|

and connect Triplt =00

. _:: " ‘
T AM UA 4726 (United Airlines) Tr'p

= =

Hilton Garden Inn Santa ;
Barbara/Goleta Triplt Pro alert: Departure change for

Check in: 3:00PM PDT UA 4796 (LAX to SBA) on 8/5/2024
G878 Hollister Ave, Goleta, CA 93117, USA
The scheduled departure time for UA 4796 (LAX

. . 4:00 BMI Reqistration-Corwin lobb to SBA) departing 8/5/2024 has been changed
o/’| My ltinerary on Triplt L o y e .
to 10:35pm PDT (from original 10:35am PDT).

it . e ] ‘e = S 11-2
: . ; 3 This flight is now scheduled to arrive at 11:31pm
|4 5:30 First time Attendee Orientation il =
POT BM Cowin kaading PDT. Your itinerary has been updated to reflect
this change.
6:30 conversations, connections, Chow
T PM UCSE Lagoon For help or changes, contact United Airlines:

1-800-864-8331
TUESDAY, AUGUST 6, 2024

View your trip to access the latest flight status

8:00 EMI
rcticgy information.
B:45 Welcome BMI
POT AM Lotte Lehmann Concert Hall
10:00 Break
| A0
10:15 Track 3- Strategic planning s :,: l:'
POT AM Loma Pelona Center 1100 "aa:l ‘1-;-'?

—_—




How to Access ¥
and Download Triplt

Your turn.... '




Creating, Approving, and

Mitting |

hy the Concur App

is Useful

You can save time
by approving and
submitting reports
on the go

(M Get a head start and
get ahead of having to
wait




=¥ Concur

I l Ludging 51,024.32
Aug 8, 2024

Create + Approve +
Submit
Add your receipt to

an Expense and
submit when all

expenses are entered




How to

Create + Approve +
Submit

< Your turn....




Uploading Receipts/Files/Pictures

Saves time from
having to scan
upload and
downloaad
Receipts.

(M Users and delegates
can take advantage
of the New Al




How to Upload ¥
a Receipt or File

and Take a v om x
Picture —

H RTFR SVEMLE

Click “SAP Concur

App”

From Home Screen
Hit Expense, you can

take a picture below




How to Upload ¥
a Receipt or File

and Take a
Picture

Click “SAP Concur

App”

Or you can navigate
the the + Sign on the

top right corner of the
screen to take or
upload a photo and
upload a file

Once Upload Completes,
you will see the expenses
and pictures listed

=¥ Concur

Aug 2024 Santa Barbara, CA

$0.00

Mot Submitted

Available Expenses

Lodging
Aug 8, 2024

$1,024.32




How to Upload ¥
a Receipt or File

and Take a
Picture

Your turn....




How to Delete N2
our TEST Expense Report

Your turn....




Sign up for Direct Deposit

Why Direct Deposit

is Useful

Save time waiting N If your address has
for a check changed, you do not
reimbursement need to update with

HR and Financidal
Services



How to

Sigen Up for Direct
Deposii —

—  Can go through the
Concur Portal under
& Read More and scroll
down to TRAVEL
REIMBURSEMENT...Click Sompamy e
Direct Deposit FOR MORE INFORMATION ON UNIVERSITY TRAVEL UPDATES

CLI i READ MORE

UPDATES
0110772025 - Mileage Reimbursement Rates Effective January 1, 2025

Buthomization Reguests B Bvadlable Expens Expenss Reports

=

10/0LI2024 - General Services Administration (G5A) Meals and Incidentals Per Diem Rate Increass Efeclive October 1, 2024

08i15/2023 - Repeal of Traval Ban

CONCUR FISCAL YEAR END BLANKET TRAVEL REMINDERS

Here are some reminders regarding blank el requests in Concur:

prior to any blanket travel taking place in the naw fiscal vaar

gt in Comcur |

PROCUREMENT CARD BILLING CYCLE DATES

The Procurement Card Billing Cycle Dates:




How to

Sigen Up for Direct
Deposii

Fill out the Form

Powered by

Adobe
Acrobat Sign

Please sign: StaffAndFacultyReimbursementDirectDepositAuth

CALIFORNIA STATE UNIVERSITY, FULLERTON
ACCOUNTS PAYABLE/TRAVEL
Gornnlaberi Bz Ei 05 STAFF AND FACULTY REIMBURSEMENT

* %* *
m Check One: O New Setup O Change OCanceI[ation

TYPE OF ACCOUNT @ Checking

DIRECT DEPOSIT AUTHORIZATION

*

Bank Name

Bank Address
* *
City Zip Code

i

Bank Routing No. Account No.

| hereby authorize in accordance with the rules and regulations of the National Automated Clearinghouse Association ("NACHA")
California State University, Fullerton to credit any reimbursements due to me via automated clearinghouse electronic fund transfer
("ACH") to the bank and bank account owned by me referenced above. Further, | hereby authorize CSU Fullerton to withdraw funds
from the above referenced bank account owned by me via ACH debit. Such debits are authorized only to perform legitimate and
appropriate financial transactions between me and CSU Fullerton including, but not limited to, retrieval of reimbursement
overpayments. This authorization will remain in effect until cancelled in writing. A new authorization must be completed if | change
my bank account, close my bank account, or change financial institutions.



How to

Sign Up for Direct
Deposii

Fill out the Form and
attach a Bank Memo
or a VOIDED check to
travel@fullerton.edu

Please sign: StaffAndFacultyReimbursementDirectDepositAuth

signature: Click here to sign

*

- * U % T = e | = s e
EITIP'D"FEE Brint Name Emplu'-,ree Signature Email: Enter your email address

x®
CWID
x

work Phope .~~~ HomePhane

.ﬁ.
Home Address

*
E-mail E-mail
Employee's fullerton.edu address One additional fullerton.edu address may be added

Privacy Notification
The State of Calforria Information Practices Act of 1977 [effective July 1, 1973) raguires the Unbersty to provide the folloving infarmation to individuale who are asked to sup ply infor ma tion

about themselves. The prindpal purpose for requesting information on this form & to acquire authori zation for reaimbursement distribution to a finandal institution of the individual's
choosing. Furnishing all information on thiz form is mandatory. Fallure to provide such information will delay or may even prevent comple tion of the action for which the form is being
subimit ted.

Attachments

A voided check or letter from your bank showing name and address of account holder, bank account number and routing number
must be attached.

*
Click to Attach Document

AP USE ONLY:

Vendor No. Entered By Approved

Questions? traveli fuller tonedu | Rev. Date 08,2021



How to

Sigen Up for Direct
Deposii

<

When you are set-up
and your
reimbursements
come in, you will
receive an email
from:
ap@fullerton.edu

(5 Reply [E2Reply All £} Forward GiSiIM

To

5:13 PM
A ap@fullerton.edu

Payment Advice Notification

@ Li Victorino, Bonnie:

'E Payment Advice htm
15 KE

CSUF external service. Use caution and confirm sender.
Dear California State University Payee,

Please see the attached payment advice (*.htm) that provides the details of invoice(s) and payment(s) processed on your behalf. The payment date reflects the date at which the
payment was processed and may differ from the date posted by our bank. Prior to utilizing the funds, please check with your bank and ensure that the funds have been depositad.

Questions about this payment? Please reply to this email or contact the California State University entity responsible for this transaction and provide the information below to assist with

locating your payment and providing further information:

Here is the reference information:
Pay Cycle: FLACH
Pay Cycle Sequence Number: 1690

This email is intended only for the individual or entity to whom it is addressed and may be a confidential communication privileged by law. Any unauthorized use, dissemination,
distribution, disclosure, or copying is strictly prohibited. If you have received this communication in error, please notify us immediately and kindly delete this message from your system.
Thank you in advance for your cooperation.




How to

Sigen Up for Direct
Deposit Payment Advice e

To:

This is the attached 2""":?”::3‘&: | BONNIE LI VICTORINO
Direct Deposit Advice Ll

In the E-mail FULLERTON CA, 9283

USA

Payment Information

Payment Reference: 020772

Payment Date: 09/09/2024
Payment Method: Electronic Funds Transfer

Bank ID Bank Name Branch 1D Branch Name
Bank To Information: WELLS FARGO BANK WELLS FARGO

Bank To Account: DOXXXENANXXY:

Please email ap@fullerton.edu, if you have any questions
Invoice Number  Invoice Date  Voucher ID Gross Amount Discount Taken Late Charge Paid Amt

62593 08/08/2024 00276528 87.00 0.00 s a7 00
Total: 87.00 0.00 0.00 87.00




Important X

If vour address changes and vou have a
Check Reimbursement

. Change your address with HR

. Change your address with Accounts Payable:
ap@fullerton.edu

The two systems DO NOT Talk



Important X

I vour bank changes and yvou have a
Direct Deposit

. Change your Account and
Routing Number with HR

Update/Change/Cancel your Account and
. Routing Number by completing a Direct Deposit
Form

The two systems DO NOT Talk




X K

Set a Realistic
Goal to Save time

Use the SAP Concur Mobile App

Create your Expense report before you Leave

Take pictures, upload expense receipts on 3 3
the go e

nt
S
Use Triplt to monitor changes in travel
or create itineraries

Uploading Expense Receipts/Reconcile



Be prepared,
to Travel

A well-prepared traveler is a confident traveler.
Protect yourself, be prepared, and enjoy every trip
without worry!




Financial Services
Spring 2025 Tralmng Survey

.J-"'-.r
I-- L -'E

e

s

Select the ended and complete survey questions.
Thank you from Financial Ser\nces!

Select “Essential Tips and
Tricks: Concur App Basics”

Click here for the L.ink


https://app.smartsheet.com/b/form/e1ec853cfa914c2582610026b68b9fe9

Upcoming Training

Continue the Learning Fourney

https://financialservices fullerton.edu/training/

Mastering Concur Travel
Reconciliation:
Thursday, March 13
10-11:30 am

Mastering Concur P-Card
Reconciliation:

Thursday, April 24

10-1:30 am

Mastering Concur and P-
Card Reconciliation:
Thursday, May 8

10-1:30 am

Academic

Financial Services
ADMINISTRATION AND FINANCE




Staying Connected
and Thank You

Contact us at Academic Financial Services

Accounts Payable and Travel

Travel@fullerton.edu

Concur@fullerton.edu



https://financialservices.fullerton.edu/afs/
https://financialservices.fullerton.edu/controller/ap-travel/

