CONCUR MOBILE AUTHENTICATION:
SETTING UP YOUR CONCUR MOBILE PASSWORD

SAP Concur

WHERE TO GET HELP?

Concur User Support Desk
By Phone (available in English 24/7/365 from Canada/US): Call 1-866-793-4040



Setting Up Your Concur Mobile Password

Concur is retiring the use of Mobile PIN sign-in option to access the Concur Mobile
Application. In ordertoaccess Concur Mobile, users must enter their Concur User Name
and Mobile Password.

Follow the instructions below to:

i.  Find your Concur User Name (note: this is not your Passport York user
name); and

iil.  Set up your mobile password.

I. Finding Your Concur Username

To find your Concur User Name, follow the steps below:

1. Log into your Concur desktop

application through Passport York [ concur £ 6w W o
Hello, Jonah Approvals Expenses Reports .

from any laptop or desktop

computer.

COMPANY NOTES

In the top right corner of your
screen, click “Profile”.

2. From the drop down area, click BE——
“ H H ” (e CONCUR + 0f 2 ot laman
Profile Settings C.

Hello,Jonah apocl

COMPANY NOTES
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https://conlogin.apps06.yorku.ca/

3. Click “Concur Mobile
Registration” in the main menu
area under Profile Options OR from
the side menu area under Other
Settings.

4. Your Concur Username is displayed
on the Concur Mobile Registration

page.

Copy down your Concur User
Name.

5. Log out of your Concur desktop
application and close the browser
window.

Important: Please ensure you are
logged out of your Concur desktop
application before proceeding to
the next section, Setting Up Your
Concur Mobile Password.

Setting Up Your Concur Mobile Password

Approvaks  Reparting=  App Contro.

SAP Concur [G] ~ Tavol  Expanso

Profle  Personal lnformation  System Seftings  Cancus Mobile Rogistration.  Travel Leave Reassignmant

Profile Options
Seloct . of e following o cstomics you s s

Personal Information
Your home adchess and emergancy contact information

System Settings
Which ime zone are you in? Do you prefer to use & 12 or 24-hour
elock? When does your werkday startend?

Company Information

Your company name and business addiess or your remota

Gontact Information
location address. How can we co

rlact you about your ravel arrangements?

Credit Card Informatio:
You can stare your cred ¢
o re-enter it each time you

ssistants
You can allaw other pacple within your companies 1o baok 1ips
nd enter expenses for you.

information here 50 you dan' have

E-Receipt Activation Traval Profile Options
1410 automatica [ Cx

1d othe Wavel selaled preferences,

s Delegates
jates are employees wha are allowed to perfom wark on
behaif of other employees

Travel Leave Reassignment
Going 1o be out of the effice? Configure your backup travel
manages.

Concur Mobile Registration

Set up aceess 1o Concur on your meble device

Expense Preferences

Select the options that define when you receive

Prompts are pages thal sppear when you select a certain action
Jbmit or Print

SAP Concur Travel Expense Approvals Reporting v App Centre

Profile Personal Information

Travel Leave Reassignment

System Settings Concur Mabile Registration

Your Information
Personal Information SAP CO[‘](UF Mob]le App
Company Information

Contact Information

e, MOBILE SIGN-IN POLICIES

Emergency Contact

redil C:
Credi Cards @ Your organisation has set the following policies:

Travel Settings = You may sign into the mobile app using SSO or your username and pass
o « You will need to re-authenticate after a set number of days: 2
« You may set up biometrics on your mobile device to make signing into th

Travel Preferences
International Travel
Frequent-Traveller
Programmes

Assistants/Arangers

SIGN-IN IDS

Expense >ettings To sign into the app, you'll need a unique ID -- eithe your usemame, a verified email addre:

Expense Inf
Expense Delegates
Expense Preferences

Expense Approvers

fr—

Username
123456@yorku.ca

Favourite Attendees

Verified Email Addresses @
example@yorku.ca
example123@amail.com

Other Settings
E-Receipt Activation

Custam Cabinns
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I1. Setting Up Your Concur Mobile Password

1. Open your Concur Mobile
Application and select “SIGN IN”

2. Enter your Concur Username (from
Part I). Please note, your Concur
User name is not the same as your
Passport York username.

Click “Next”

3. Click “Sign in with your password”
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SAP Concur

T ] %6 =l 8% M 912AM

X & https//www.concurs.. <5 i

SAP Concur

Sign I
Username, verified email address, or SSO code
| 123456@yorku.ca |

Remember me

Forgot usemame?

LT -] 30T 0 88% B 912 AM

X & https:/www.concurs.. <5

SAP Concur |

<

123456@yorku.ca

Sign in with CT $50

Sign in with your password
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Setting Up Your Concur Mobile Password

E"Bﬂ”}E F W =l 5% W 11:32 AN
X & https:/fwww.concurs... oS

4. At the password entry screen, click

“ 9”
Forgot password? R

Sign In

<

123456@yorku.ca

Password

Forgot password? i

s = 00 @ 38T .4 80% R0:13AM

5. At the Forgot Password screen,

X @ htps//www.concurs... o

your Concur Username should be SAP Concur

Forgot Password
prepopulated in the Username 3
field. et et s o

Username

1 123456@yorku.ca | ‘

If not, enter your Concur Username
(from Part I).

Click Send.

b B o @ 30 Tl 73% 0 11:46 AM

6. An email will be sent to you with X 6 hos e <
instructions to set/ reset your SAP Concur
Forgot Password
password.

An email has been sent with instructions to reset
your password.

Faculty and staff: When your e s
Concur account was created, your e

default email address is your York
email ending in @yorku.ca. The

reset link should be sent to this
email address as long as it is still
the default address populated in
your Concur profile.
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Setting Up Your Concur Mobile Password

" et oo e N
. . Password Reset Request
set/reset your password by clicking
. ello York U
“Reset Your Password” or the link :ol:esetotne p::s:vom associated with Login ID 123456@yorku.ca please click on the
follow
provided within 24 hours. You may
also Copy and pas‘te ‘the |_|nk |n‘t0 a If the button is not working correctly or is not being displayed, please copy and paste the

link below into your browser:
browser.

hitps://www.concursolutions com/nui/signin/reset/password?lang=en&handie=k4mKs0%
BAMNE Q%2F XRwg4QIGdpuwfix: %2BCBre%2BNE %3D&token=dd-5e341792-
76-4102-b182-87f125e80f0f

If you are experiencing difficulty with this link and require assistance, please contact

Important: Please ensure you are Ko Reencs, Gustmer Supor Cona Technalgie,
logged OUt Of y0U r COHCU r d65kt0p This email was sent by: SAP Concur - 601 103th Ave NE, Bellevue, WA 93004, USA

application before clicking the link.

8. Open Concur Mobile. s SR
X https://www.concurs... =5}

. SAP Concur |C
If you are still at the Forgot
Password screen, click Return to

An email has been sent with instructions to reset

Slgn In. your password

If you do not receive an email, please check your
spam folder or contact your company
administrator for support

Retumn to Sign In

9. Follow the steps and enter your savD T EFT T
Concur Username (from Part I). b GRS

. SAP Concur |
Click “Next” Sign'n

Username, verified email address, or SSO code

‘ 123456@yorku.ca }

not wish to enter your Concur

Username and mobile password
each time you open Concur Mobile.

Select “Remember Me” if you do

1) Remember me

T
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10. Click “Sign in with your
password”

Enter your newly created / reset
password and click “Sign In”
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o 2 0 @

X @ https://www.concurs.. <5

SAP Concur [
Sign In
<
123456@yorku.ca

Sign in with CT $SO

| Sign in with your password I

30T 0 88% WO:12AM

TEEY ]

X @ https://www.concurs.. <o

0 =755 W 11.32AM

SAP Concur [C]

Sign In

Password

Forgot password?
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