Mobile App User Guide
Concur Travel

This guide describes the

Applies to these mobile devices:

current version, which ~ No: iPhone
is shown on the No: iPad
"Introduction” guide. Yes:  Android

Concur, then it is not available in the mobile app.

IMPORTANT: Be aware that your company's configuration may not allow for all of the features
described here. Generally, if a feature is not available in your configuration of the web version of SAP

Concur Travel simplifies the corporate travel
booking experience by bringing the entire
booking process and travel data into one
place. Travelers see and manage travel their
itineraries in SAP Concur’s online travel
booking tool.
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Concur Travel users can:

e Access content from multiple global distribution
systems, negotiated and published prices, direct
connects, and web-only fares

Use the SAP Concur mobile app to streamline
business travel planning, itinerary management,
and expense reporting

Take pictures of receipts and assign them to line
items in expense reports

Use Concur® TripLink to capture and manage
invisible travel bookings
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https://www.concurtraining.com/customers/tech_pubs/MobileDocs/_MOBdoc_CCC.htm

Please Note:

e The SAP Concur app for iOS and Android supports universal links, i.e. links that navigate
directly to the app if it is installed or to the website if not.

e« Such links are included in notification emails from SAP Concur related to the
expense report changes.

e Universal link support for customers own use is currently not supported.

e Some security solutions may block the links embedded into email from opening the app
directly. The proper exceptions for the security policy should be configured for SAP
Concur universal link URLs (pattern to match: https://*.concursolutions.com/*). Known
cases are:

« MDM/MAM policy that prescribes to open any link tapped in Outlook mobile
app only in specified browser.

e Outlook mail server phishing protection that wraps all link embedded into e-
mails to open the safety check service first.

Concur Travel

View an Itinerary

If you have any trips, a counter Iﬁl is displayed in the Trips section of the home screen.

Screen(s) Description/Action

29401230 To view an itinerary:

& Trips : 1) On the home
screen, tap Trips.

UPCOMING 2) On the Trips
screen, you can:

e« On the Upcoming
and Past tabs,
view trip status,

WV,

San Francisco Trip date, etc.
« View travel agency
information.

3) To open a trip, tap

i San Francisco Trip the desired trip
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Screen(s) Description/Action

4) On the Itinerary

Flight Details screen, tap each
4| Seattle to Boston segment to see the
Confirmation# CXHTMV .
details.

g Alsska Airfines 12
Itinerary 5 7

Trip from Seattle to Boston
Mon Jan 16 - Fri Jan 20

Car Details
Agency Record Locator. XFIWBY

Mon, Jan 16 Enterprise
9:30 Seattle to Boston LB Confirm # 1128612604COUN
Eme#  pickup: Mon Jan 16 548 P

o Drop-off; Fri Jan 20 6:50 P
Hotel Details

(BOS) Logan Intl Arpt; Boston, MA, { i Holiday Inn Express & Suites
sapasetes” Confirm # 65276830

Check In- Mon Jan 16 11:56 PM
Check Out: Fri Jan 20 11:50 PM

5:48 Enterprise

(Romg press for s cptices)

Chec': Ho(idaylnnExpwss&Sules.‘ & S o)

Confirmed 617-577-7600

(Long ees o mere apeoea) =
Fri, Jan 20 Confirmed
- Boston to Seatts y Rt !
O o Sy Fio $34.59 250 Monsignor O'Brien Hwy, Cambridge, Mas...
See Alternative Flights
$228.97 OQNO13A
CANCEL CAR Confirmed
$154.00
$705.02

CXL: CXL AFTER 1800 15JAN FORFEIT FIRS...

CANCEL HOTEL
2 L

Book a Flight Wihat would you like to book today?
Depending on your configuration, you may be able to search for and X ]
book a flight. BookaFlight Book a Hotel TRA”\J o
To search for and book a flight: = =]
I-I BookaCar Book Train
¢ On the home screen, tap EEM (lower-left corner) and then CAR e
tap Book a Flight on the What would you like to book today? menu.
- or -
FLIGHT e
e On the Trips screen, tap ° (lower-right corner) and then tap Flight on the menu.
HOTEL
Mobile App User Guide Concur Travel
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Screen(s) ‘ Description/Action

EAOAS

Book Flight

ONE WAY

l ROUND TRIP <y I

V)

‘ Departure City

Departure Date

Thu, May 20, 2021
Departure Time

9:00 AM

Return Date

Sun, May 23, 2021
Return Time

9:00 AM

Class of Service

Economy

Refundable Only Fares

EAOAS

< ISearch

RECENT SEARCHES

Vi 7:44

Clear

Seattle to Boston

Seattle to Los Angeles

Seattle to Los Angeles

a s d f g h j
tzxcvbn
2123
v ®

4
8 9 0
o p

k |
m €
n @

To book a flight:

1) On the Book Flight
screen, tap One Way or
Round Trip.

2) On the location search
screen, either:

o Enter the search criteria in
the Search field and then
tap the desired search
results.

_Or—

e Tap a recent flight search
in the Recent Searches
list.

NOTE: When you initially
enter your flight
information on the Book
Flight screen and then
tap Search, the system
saves a new recent search
item in the Recent
Search list on the location
search screen.

When you tap on a recent
search item in the Recent
Searches list, your
previous search criteria is
now automatically
populated on the Book
Flight screen. This also
includes custom fields,
which you can change as
needed.

This feature only saves
and displays the ten most
recent searches in the
Recent Searches list on
the location search
screen.
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Screen(s) ‘ Description/Action

EAOAS

Book Flight
ONE WAY
Departure City
Seattle-Tacoma Intl Airport
Arrival City

Boston Logan Intl Airport
Departure Date

Wed, Sep 15, 2021

Departure Time

9:00 AM

Return Date

Fri, Sep 17,2021

Return Time

6:00 PM

Class of Service

Economy

Refundable Only Fares

SEARCH

ROUND TRIP

EAOAG \ 7

Results Summary

SEA to BOS
Sep 15,2021 - Sep 17, 2021

See All (776 results)

o Ala.sk.a Airlines @ $1.797.99

: Del.ta $476.80
Multiple $1,947.40

See All Nonstop (9 results)

1 Stop

N ATerlca.n Airlines $387.30

@ Alalska Airlines et

3) On the Book Flight
screen:

« Fill in the fields and make
the desired selections.

NOTE: By default, the
system automatically
populates the Return
Date field on the Book
Flight screen and in the
flight details, in the
Recent Searches list on
the location search
screen, with a date three
days into the future for
roundtrips.

e Tap Search.

4) On the Results Summary
screen, tap the desired
carrier.

EAOAS
Select Flight

SEA to BOS
Sep 15,2021 - Sep 17, 2021

= Alaska Airlines
SEA Wed 8:30AM - BOS Wed 4:50PM

BOS Fri 5:55PM - SEA Fri 9:19PM

$1,797.99

A0 AE

Flight Detail

SEA to BOS
Sep 15,2021 - Sep 17, 2021

* Alaska Airlines 12
SEA Wed 8:30AM - BOS Wed 4:50PM

= Alaska Airlines 15
BOS Fri 5:55PM - SEA Fri 9:19PM

Total Price

$1,797.99 (Refundable

Credit Card
Taras test 1111

RESERVE

5) On the Select Flight
screen, tap the desired flight.

6) On the Flight Detail
screen:

e Review for accuracy.

o Fill in the fields and make
the desired selections.

e Tap Reserve.

Mobile App User Guide

Concur Travel
Page 5 of 16




Book a Rental Car
To search for and book a rental car:

On the home screen, tap m (lower-left corner) and then
tap Book a Car on the What would you like to book today?

menu.

On the Trips screen, tap ° (lower-right corner) and then tap Car on the menu.

- or —

To add a car to an existing itinerary, with the itinerary open,

tap

and then tap Add Car.

What would you like to book today?
X B TRAIN
Booka Flight ook a Hotel
= =2 CAR
Book a Car Bock Train
FLIGHT °
HOTEL

Screen(s)

Va4 lo27

Book Car ]

ocation

Seattle-Tacoma Intl Airport

Departure

Wed, Sep 11 9:00 AM
Return
Fri, Sep 13 9:00 AM
Car Type
Economy

Car Choices

Seattle-Tacoma Intl Airport, Seattle, WA (SEA)
Wed Sep 11,2019 - Fri Sep 13,2019

Intermediate SUV
Automatic transmission
Air conditioning
Unlimited Miles
Total: $258.18

$92/00)
A

per day

Economy Car
Automatic transmission
Air conditioning
Unlimited Miles

KTola\: $271.26 W
Compact Car
Autormatic transmission
Air conditioning
Unlimited Miles
Total: $276.49

$97.00 N

per day

$99.00 v

per day

Intermediate Car
Automatic transmission
Air conditioning
Unlimited Miles
Total: §281.72

Standard Car
Automatic transmission
Air conditioning
Unlimited Miles
Total: $286.95

$101.00 ¥

per day

$103.00 «
A

per day

Full-size Car
Automatic transmission

60 Results

To book a rental car:

1) On the Book Car screen:
o Enter the search criteria.
« Tap Search.

2) On the Car Choices
screen, tap the desired car.

Mobile App User Guide
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Screen(s) Description/Action

L] ¥4 00928 3) On the Car Details
Car Details screen:
« Review for accuracy.
Avis
Pick-up: Wed Sep 11 9:00 AM o Fill in the fields and make
Elepaii RS T S the desired selections.
Credit Card « Tap Reserve.
Select Card v .
NOTE: Depending on your
company's configuration, you
R may not be able to book a
— car unless you are adding it
ocation . . g s
Seattle-Tacoma Intl Airport to an eXlStmg |t|nerarY-

Car Type
Economy Car, Automatic transmission, Air ...

$97.00 per uay

Total Rate

$271.26

What would you like to book taday?

Book a Hotel X ] TRAIN
To search for and book a hotel: Sl M
1 - =)
e On the home screen, tap EEHl (lower-left corner) and then ook ca pock T CAR

tap Book a Hotel on the What would you like to book
today? menu.

° FLIGHT
e On the Trips screen, tap (lower-right corner) and then
tap Hotel on the menu.
-or- J—
HOTEL
« To add a hotel to an existing itinerary, with the itinerary open, tap & and then
tap Add Hotel.
=
¢ On the search result screen, tap to get the office location results.
Mobile App User Guide Concur Travel
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Screen(s) Description/Action

= 41 56% @ 11:07 AM { @ T 4 56%& 11:08 AM To book a hotel:
Search Hotels n 1) On the Search screen:
ST ¢ Enter the search criteria.
: elso
Destination ' '
Kelso, WA, USA = Thu, Nov 17 - Fri, Nov 18 * Tap Search.
Bost W Aloddin Mol $89 2) On the Hotels screen, tap
est Western Aladdin Mot... .
Check-in Check-out o the desired hotel.
Thu, Nov 17 Fri, Nov 18 0.5 miles
Distance * ok k
5 Miles
Econo Lodge $54
Kelzo
0.1 miles
*

GuestHouse Inn and Suite... $7
Kelso

0.6 miles @
Motel 6 $50

1ol

* k

Gresults —

3) On the Overview screen,

Overview tap the desired room.

4) On the next screen:

« Review for accuracy.

o Fill in the fields and make
the desired selections.

’ . - Tap Reserve Room.
iR Jaass Inn st Ses Kel.. Daily Best Available Rate This 1 King Bed Non-

Kelso smoking Room Will Hold Up To 2 People With A NOTE: Dependi_ng on your
0.6 miles Maximum . This Room Includes Island company's configuration, you

ok may not be able to book a
Thu, Nov 17 - Fri, Nov 18 hotel unless you are adding it

pe i PDTOE to an existing itinerary.
CTAILS FRUITOS

Total $119

Daily Best Available Rate This 1 King $119
Bed Non-smoking Room Will Hold par.night
Up To 2 People With A Maximum . ... :
(GDS) {'_Tj Credit Card

Select Card
Daily Best Available Rate 1 King Bed $139
Non-smoking Spa Suite Will Hold per night Cancellation Policy and Rate Details

Up To 2 People. This Room Include...

(GDS)
Daily Best Available Rate Non- $119 Reserve Room «
smoking Room Features 1 King per night
Rad And Ona Qat Nf Runk Rade In
Mobile App User Guide Concur Travel
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Screen(s)

Tag here for amenities, cancellation info, etc.

Overview ni
i R
‘~ :

Tap here for
images

| Quality Inn Longview

£5 Lo . H
. - s
) — 22 -
", 1.8mies &

»

..0 '.

O 5
o

O
e, * % ot
=

o
<
>
¥
o
»
5
&
5
5
g
-
a

.‘.
0
A DETAILS AS ‘HOTOS ‘

Description/Action

To access amenities:

e Tap here for amenities,
cancellation info, etc.

« Tap Photos (lower-right
corner) to view images.

Book Amtrak Direct Connect
You can book rail if your company is configured to use Amtrak
Direct Connect.
(]
e On the home screen, tap =8 (lower-left corner) and then
tap Book Train on the What would you like to book today?

menu.

e On the Trips screen, tap ° (lower-right corner) and then
tap Train on the menu.

Wihat would you like to baok taday?
sooka Hight Bk a Hotel

- =]

Book & Car Bock Train

TRAIN

FLIGHT

HOTEL

Mobile App User Guide
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Screen(s) ‘ Description/Action

228 & @

< Book Train

ROUND TRIR,

_h_’
From

(CHI) Chicago - Union Station

To

(MKA) Milwaukee Airport

Departure

Mon, Oct 28

Return

Mon, Oct 28

ONE WAY

o
/@n #329 {1h 14m)

9:00 AM

5:00 PM

@trak)

Select Train

(CHI) Chicago - Union Station to (MKA) ...
Fri Gct 28, 2016 - Fri Oct 28, 2016

CHI6:10 AM - MKA 7:24 AM
Train #338 (1h 19m)
MKA3:10 PM - CHI4:29 PM

$50.00

Vv

Train #329 (1h 14m)
CHI6:10 AM - MKA 7:24 AM
Train # 340 (1h 19m)

MKA 5:55 PM - CHI7:14 PM
(Amtrak)

$50.00 .

Train #329 (1h 14m)

CHI 6:10 AM - MKA 7:24 AM
Train #342 (1h 19m)

MKA 7:45 PM - CHI9:04 PM
(Amtrak)

$50.00

Train #331 (1h 14m)
CHI8:25 AM - MKA 9:39 AM
Train #338 (1h 19m) $50.00 -

1) On the Book Train screen:

e« Tap One Way or Round
Trip.

« Enter the search criteria.
e Tap Search.

2) On the Select Train
screen, tap the desired trip.

Select Seat Class

Fri Oct 28, 2016 - Fri Oct 28, 2016

Train #329 (1h 14m)
CHI6:10 AM - MKA 7:24 AM
Train #338 (1h 19m)
MKA3:10 PM - CHI4:29 PM

(CHI) Chicago - Union Station to (MKA) ...

94 1:36 PM

=

CHI - MKA
Coach Unreserved Seat

MKA - CHI

Q)ach Unreserved Seat

b

Select seat class below

$50.00 w

94%M 1:37 PM

Book Train Details

(CHI) Chicago - Union Station to (MKA) ...
Fri Gct 28, 2016 - Fri Oct 28, 2016

Departure
Train #329 (1h 14m)
10/28 CHI6:10 AM - MKA 7:24 AM
Coach Unreserved Seat
Return
Train #338 (1h 19m)

10/28 MKA 3:10 PM - CHI4:29 PM
Coach Unreserved Seat

Total Rate

$50.00
Credit Card v
Test Card Chris 1111
Ticket Delivery
v

Electronic

| e

3) On the Select Seat Class
screen, tap the desired seat.

4) On the Book Train
Details screen:

« Review for accuracy.

o Fill in the fields and make
the desired selections.

e Tap Reserve.

Mobile App User Guide
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Cancel a Rental Car Reservation
There are two ways to cancel a car reservation on an itinerary.

Screen(s)

Description/
Action

Record Locator: ON6L3Q, CQ-SL9-IDSWJ-300

Thursday, Jan 9 2020

Rental Car

N\,

Rental Car
Hertz Return

e dot

& Car Details cancel Car

Hertz

Seattle Boeing Fld-King Co Intl Airport
Seattle, WA, US

Pick up Drop Off
Thu, Jan 9 Thu, Jan 9
9:00 AM 9:00 AM

BFI BF

Economy

Air conditioning

tatus

Confirmed

Confirmation Number
J1840373096

Daily Rate

$80.52

To cancel a rental car
reservation:

1) On the itinerary, tap the
desired reservation.

2) On the Car Details

screen, tap
corner).

(upper-right

3) From the list (upper-right
corner), select Cancel Car.

Confirm Cancellation

Are you sure you want to cancel this car
reservation?

NOT NOW CONFIRM

4) In the Confirm
Cancellation window, tap
Confirm.

Mobile App User Guide
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Cancel a Hotel Reservation

There are two ways to cancel a hotel reservation on an itinerary.

Screen(s)

Description/
Action

Hotel Resetvatio
CLEVECAND= ™=

Mar 12, 2020 - Mar 15, 2020
Record Locator: ONZARA, CQ-QD8-IDSVP-5Z2Z

/Thursday, Mar 12 2020

Hotel

ur Points Hotels

&

4181 W 15( 1, Cleveland, Ohio 44

LS

3:00 PM

eck Ir

Sunday, Mar 15 2020

Hotel 1

Four Points Hot

2:00 PM

(O

- . N o236
v & m0:36

E
€

Confirmed

Confirmat

72869447 SFPS

eck-In

Thu, March 12

To cancel a hotel
reservation:

1) On the itinerary, tap the
desired reservation.

2) On the Hotel Details

screen, tap
corner).

(upper-right

3) From the list (upper-right
corner), select Cancel Hotel.

Confirm Cancellation

reservation?

NOT NOW

Are you sure you want to cancel this hotel

4) In the Confirm
Cancellation window, tap
Confirm.
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View Agency Information

You can access your agency information, such as hours, phone numbers, and web site information.

Screen(s)

Description/
Action

W .40 12:30
<  Trips i

UPCOMING

San Francisco Trip

Fri, Dec & 102017

Tue, Dec

San Francisco Trip
102017

Fri, Dec 6 - Tue, Dec

San Francisco Trip

Fri, Dec & - Tue, Dec 10 2017

< Trips
UPCOMING

- San Francisa

SEA to LHR

2Ww.dl12:30

Book a trip

FriDeco-Tuer  OPenin Triplt
| SEAtoLHR
Ned, Jan 1-Sat Jan 4 2018

Wed, Jan 1 - Sat, Jan 4 2018

Travel agency irwf@j

To view agency information:
1) On the home screen, tap
Trips.

2) Tap H (upper-right
corner).

3) From the list, select Travel
Agency Info.

Amadeus Travel
345 Stockton St
San Francisco, CA 836768

Daytime
9:00 AM - 6:00 PM
L (213) 234-4357

Please call for assistance.

Evening
6:00 PM - 9:00 AM
. (213) 234-4357

Please leave a message and we'll get back to
you

The travel agency
information screen appears.
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Use TripIt and Other Apps

Depending on your company's configuration, TripIt (and other apps) may be available for download via
the home screen.

Screen(s) Description/Action

LRV ERIVNYN | To use TripIt or other apps:
1) On the home screen, tap.

P40 306

¢ Google Play Store

Request Safety Assistance
9 B g (upper-left corner).

2) Tap the desired option and

Check In Location download.

Help

Privacy Policy
Triplt: Travel Organizer [
Triplt, Inc. &

Leave Feedback € Everyone

INSTALL

- @0

Downloads 39,006 = Travel & Local Similar

Settings

Sign Out

Connect to Apps

Triplt@& from Concur instantly organizes all
your travel plans in one place.

READ MORE

Mobile App User Guide Concur Travel
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View TripIt Itinerar
Screen(s) Description/Action

edot A P EEE | To view your Triplt itinerary:
< Trips Travel Agency Info 1) On the home screen, tap
Trips.
UPCOMING Open in Triplt N
aOn the Trips screen, tap
(upper-right corner).
3) From the list (upper-right
corner), select Open in
TripIt.
o Expenses
o Expense Reports
Approvals
Requests
ey BT
Book Receipt Expense Mileage
Mobile App User Guide Concur Travel
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Approval

Approve a Trip

Use Approvals on the home screen to view and approve trips (if you are a trip approver).

Screen(s) Description/Action

BrEE-9FFF N B 4 78%3 1220 PM To approve a trip:

¢ Approvals 1) On the home screen, tap
Approvals.
TRIP APPROVALS 2) On the Approvals
/ \ screen, tap to open the
Terry Brown $821.00 desired trip-
Trip from Seattle to Dallas
09/07-09/08
Trips \ @ Approve by Wed, Sep 6, 2017 @ /
(1]
Expenses REPORT APPROVALS
Chris Collins $25.00
o Customer Workshop
Expense Reports
Chris Collins $619.35
i® I Software Training
pprovals @
Terry Brown $25.00
Client Meeting
Requests
Chris Collins $233.95
Test for send back
0 @
Receipt Expense Mileage Chris Collins $591.28
AHEEGFFE N F.478%0E1220 PM 3) On the Trip Approval
Trip A | screen:
rip Approva . .
« View the report details
Terry Brown $821.00 (segments, violations,
Trip from Seattle to Dallas etc. ) *

Approve by Wed, Sep 06, 2017 09:00 PM PDT e Ta ) Approve or

Reject.
Violation Summary NOTE: In the Report
Approvals and Trip
Thu, Sep 7 . |:|:|
6:00 Seattle to Salt Lake City Approvals sections
AM Delta 2397 indicates that there are
TS exceptions
Gate: - !
9:44 Salt Lake City to Dallas If the approval type does
AM Delta 5788 not have any approvals,
Terminal: 2
i then that type does not
Frl Sep appear on the Approyals
12:15 Dallas to Seattle screen. For example, if
PM American Airlines 2339 there are no trips to
Terminal: -

approve, then Trip
Approvals does not
appear.

Gate: -

I REJECT . APPROVE I
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