ITravel 4 Quick Reference Guide

1. Visit https://www.concur.com/en-us/mobile 3. Open the app and type in your UTRGV email
from your mobile device and select whether address and click ‘Next’
the App is downloaded for I10S or Android Done @ concursolutions.com A C,
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Download the SAP Concur mobile app SAP concu r

By empowering your people to manage
expenses, travel, invoicing from anywhere,
traveling employees can do more from the
road, and managers can track every dollar

more easily. Username, verified email address, or SSO code
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4. Click ‘Sign in with UT Rio Grande Valley SSO’

Done & concursolutions.com »A ¢

2. This will take you to either the Apple App Store M
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. Sign In
option. <
€ Back
I,""' ' SAP concur maggie.rangel@utrgv.edu

|
Travel and expense solutions

/ Sign in with UT Rio Grande Valley SSO P
| |

Sign in with your password

4.8 a+ #43 2
L8 8.8 8 ¢ Years Old Business Concur
What's New Version History
Version 9.100.0 1w ago

NEW FEATURES
-« Available expenses are automatically

Last Revised 4/20/2022



5. Sign in with your UTRGV email address and 7. Select if you would like to allow notifications to
password be sent from the app regarding your trips and

UTI@',V click next

& maggie.rangel@utrgv.edu

Enter password

Password

Forgot my password

“SAP Concur"” Would Like to
Send You Notifications

Notifications may include alerts,
sounds, and icon badges. These can
be configured in Settings.

By pressing the Sign In button, you agree

to: Don't Allow Allow

s old TOUUCLvVeE On e ygo.
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Welcome to the SAP Concur app! Get

university transactions. Never share your A e e e
password Qor access. help you save time.,

Unauthorized use of this site is prohibited
and may subject you to civil and criminal
prosecution. Usage may be subject to
security testing and monitoring.

IT Support Center

6. The screen will authenticate as shown below 8. Click ‘Next’

L Instant itemizations. Expense as you go.
Authenticating... Exp ) f

selt turns receipts into




9. Click ‘Get Started’ 11. The home screen of the App is shown below
and the App is now ready for use
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Trips

View your trips

Approve from anywhere. Expenses

; List of your expenses
Don't wait until you're at the computer to 4 B

review reports. Approve them from your
phone whenever you'd like Expense Reports
Review and submit your reports

Approvals
Approve items anywhere, anytime

Requests
Manage your authorizations

10. Click ‘Enable’ to activate Face ID for future sign
in
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Simplify Sign In L
. Enabling Face ID allows you quick and
% secure access to your account
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