
Essential Tips & Tricks
to Master Concur

C o n c u r  A p p  B a s i c s

P r e s e n t e d  B y :  B o n n i e  L i  V i c t o r i n o
J o s e p h  V u  &  A u n d r e a  H y d e

J e s s i c a  C r o o m



Sign up for Direct 
Deposit

Create + Submit +
Approve in App

Uploading Pictures
and Receipts

Agenda 

Download the Concur
App

Connect Uber and Lyft Download and add TripIt



Why the Concur App 
is Useful

Saves time and
reduces stress.

Everything can be
done on the GO.

New AI takes Hotel
Receipts and Itemizes
them

Download the Concur App



How to Access 
and Download the Concur App

Click “Portal for
Students, Faculty, and
Staff”



How to Access 
and Download the Concur App

Click “Concur”



How to Access 
and Download the Concur App

Click “Profile Icon”



How to Access 
and Download the Concur App

Click “Profile Settings”



How to Access 
and Download the Concur App

Click “Concur for
Mobile Registration”



How to Access 
and Download the Concur App

Enter Universal Code
”MR5THA”



How to Access 
and Download the Concur App

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



How to Access 
and Download the Concur App

Download the SAP
Concur App on your
Mobile Device (Phone or
Tablet) through Apple
Store or Google Play



How to Access 
and Download the Concur App

Your turn....
Additional Resources:

Click here for more Concur Download Info

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


Why the Uber & Lyft
App 
is Useful

Saves time and
reduces stress.

Ports your Uber and
Lyft Rides directly into
the Concur Portal

Connect Uber and Lyft 



How to Access 
and Download Uber and Lyft

Click “SAP Concur
App”

Enter
“EMAIL@fullerton.edu”

Click “Mobile SSO”



How to Access 
and Download Uber and Lyft

Click “Duo Push”

Once DUO Access is
done, you will be
logged into the SAP
Concur App 

Click “Initials at the
top Right Corner”



How to Access 
and Download Uber and 
Lyft

Click “Connect to
Apps”

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

Select Forward
Receipts to your work
email



How to Access 
and Download Uber and 
Lyft

Check to see if your
apps are connected



Your turn....

How to Access 
and Download the Uber and Lyft



Why TripIt App 

is Useful

Saves time and
gives you real-time
travel data

Helps with your travel
itinerary

Connect TripIt App



How to Access 
and connect TripIt

Click “SAP Concur
App”

From Profile Initials
Select “TripIt”

Once Connected
“Create an Account”



How to Access 
and connect TripIt

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

It will proceed to ask
you to accept the
“TripIt User
Agreements”

Once Complete Click
“Verify Email”



How to Access 
and connect TripIt

TripIt Pro will ask you 
to Confirm your
information

Foward a Plan by
emailing itinerary
documents to
plans@tripit.com



and connect TripIt through
How to Access 

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

 your Computer 



and connect TripIt through
How to Access 

Select “TripIt’

 your Computer 



and connect TripIt through
How to Access 

Activate your TripIT
Pro Subscription

 your Computer 



and connect TripIt through
How to Access 

Your TripIT Pro
Subscription is linked

 your Computer 



and connect TripIt
How to Access 

My Itinerary on TripIt



How to Access 
and Download TripIt

Your turn....



Why the Concur App 

is Useful

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

Get a head start and
get ahead of having to
wait

Creating, Approving, and 
Submitting in the App



Create + Approve + 
Submit

How to 

Add your receipt to
an Expense and
submit when all
expenses are entered



How to 
Create + Approve + 
Submit

Your turn....



Why the Concur App 

is Useful

Saves time from
having to scan
upload and
download
Receipts.

Users and delegates
can take advantage
of the New AI

Uploading Receipts/Files/Pictures



a Receipt or File 
and Take a 
Picture  

How to Upload 

Click “SAP Concur
App”

From Home Screen
Hit Expense, you can
take a picture below



a Receipt or File 
and Take a 
Picture 

How to Upload 

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



a Receipt or File 
and Take a 
Picture 

How to Upload 

Your turn....



our TEST Expense Report
How to Delete  

Your turn....



Why Direct Deposit 

is Useful

Save time waiting
for a check
reimbursement

If your address has
changed, you do not
need to update with
HR and Financial
Services

Sign up for Direct Deposit



Sign Up for Direct 
Deposit

How to 

Can go through the
Concur Portal under
Read More and scroll
down to TRAVEL
REIMBURSEMENT...Click
Direct Deposit



Sign Up for Direct 
Deposit

How to 

Fill out the Form



Sign Up for Direct 
Deposit

How to 

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



Sign Up for Direct 
Deposit

How to 

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



Sign Up for Direct 
Deposit

How to 

This is the attached 
Direct Deposit Advice
in the E-mail



If your address changes and you have a
Check Reimbursement 

Important

Change your address with HR

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

The two systems DO NOT Talk



If your bank changes and you have a
Direct Deposit

Important

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



Set a Realistic
Goal to Save time

Use the SAP Concur Mobile App

Create your Expense report before you Leave

Use TripIt to monitor changes in travel
or create itineraries

Uploading Expense Receipts/Reconcile

Take pictures, upload expense receipts on
the go



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

Be prepared,
to Travel



Enjoy
Your Trip

Select “Essential Tips and 
Tricks: Concur App Basics” 

Click here for the Link

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


Upcoming Training
Continue the Learning Journey (In-Person)

https://financialservices.fullerton.edu/training/

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

Mastering Concur P-Card
Reconciliation: 
Thursday, April 24
10-11:30 am

Mastering Concur and P-
Card Reconciliation: 
Thursday, May 8
10-11:30 am



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/

