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Log on to Concur

Using a web browser, go to the following website: https://www.concursolutions.com

Enter your username as your 9-digit Stony Brook ID Number followed by @stonybrook.edu
(for example: 123456789@stonybrook.edu).

¢ C Y @& concursolutions.com/nui/signin

SAP Concur

Sign In

Username, verified email address, or SSO code

[ 123456789@stonybrook edy

T Remember me

Forgot usemame?

Need support or not yet a Concur customer?

Click on Sign in with SBU NetID Single Sign On

< Sign In

123456789 @stonybrook.edu

Sign in with SBU NetID Single Sign On

Sign in{:yith your password

Need support or not yet a Concur customer?

NetID Single Sign On

Login to Concur Travel and Expense

Please enter your NetID and MNetID Password

Username [ ]

Password

[J Don't Remember Login

Protected by Duo Security Two-Step Login

Eorgot Your MetID or NetID Password?



https://www.concursolutions.com/

II.  Confirm Your Profile Settings
Once you have logged onto Concur. Click on Profile at the top right side
of your screen to confirm your settings.

SAPConcur [C] = Regsests  Tavei  Epes ovals  Repotng®  App Center

'W Stony Brook University i 00 00 00 00
ALERTS
MY TRIPS (0) >
© A3 3 e Researen Foonss . » —
Laomn Moo ant Actms }
© vou raveot sged vp e p~

COMPANY NOTES

MY TASKS

m Required Approvals - m Avallable Expanses— m Opan Reports d

1. Please verify that your Supervisor on record is correct. This information
is sourced through PeopleSoft; therefore, if the name is incorrect your correct
Supervisor will need to consult with your VP Coordinator who will resolve the
matter with HR.

Note that your Request Approver is the same as your Expense Approver.

Administration | Helpv

SAP Concur Requests Travel Expense Approvals Reporting v App Center - .
rofile ¥
L=

Profile Personal Information Change Password System Settings Concur Mobile Registration

Your Information PrOﬂ|e OptionS
Personal Information
Company Information Select one of the following to customize your user profile.

Contact Information Personal Information System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-hour

Email Addresses Personal Information
= clock? When does your workday start/end?
Request Settings Expense Delegates
a Delegates are employees who are allowed to perform work on Request Preferences
Request Information A : i
behalf of other employees. Select the options that define when you receive email notifications.
Request Delegates . Prompts are pages that appear when you select a certain action,
Request Preferences Expense Preferences such as Submit or Print.
ReqUest ADDIOVerS Select the options that define when you receive email notifications.
- 3 2 Prompts are pages that appear when you select a certain action, Change Password
Favorite Attendees 8
such as Submit or Print, Change your password.

International Travel


https://www.stonybrook.edu/commcms/travel-and-expense/Concur%20%20Login%20Directions.pdf
http://www.concursolutions.com/

Request Approvers

Dednull spprover foe your Requests

Please verify your email address to be able to forward receipts to
receipts(@concur.com.

Administrationv | Helpv
Requests Travel Expense Approvals Reporting v App Center
Profile ~ .
-
Profile Personal Information Change Password System Settings Concur Mobile Registration
Your Information PrOf”e Options
Personal Information
Company Information Select one of the following to customize your user profile.
Contact Information Personal Information System Settings
Email Addresses Personal Information Which time zone are you in? Do you prefer to use a 12 or 24-hour
. clock? When does your workday start/end?
Request Settings Expense Delegates
- Delegates are employees who are allowed to perform work on Request Preferences
Request information behalf of other employees. Select the options that define when you receive email notifications.
Request Delegates Prompts are pages that appear when you select a certain action,

Expense Preferences

Select the options that define when you receive email notifications.
Prompts are pages that appear when you select a certain action, Change Password
such as Submit or Print. Change your password.

Request Preferences
Request Approvers
Favorite Attendees

such as Submit or Print.

International Travel

How do | verify my email address?

1. Once you've added an email address, select Verify.

2. You will be sent a verification email. Locate the code included in the email.

3. In your SAP Concur solution, enter the code into the Enter Code field next to the email
address you’re verifying.

4. Click OK to complete verification.

Email Addresses Go to lop

Please add at least one email address

How do | add an email address?

ow do | va email address?

Wy should | verify my email address?

f | am a frawel AIANQET or e aqata what do | nead o do?

would liks 1o have somegna arrangs travel or "-:-Iega'e sxpensa on my behall, what do | need to do?

& Add an emall address

Email Addrness WVerification Stahes Werify Contaci? Actions

Email 1 john.smith@stonybrook edu ) vesities :""}": Yeu £
) verhoabon

If you use an alternate work email address, please be sure to add and verify
that address to your profile.

How do | add an email address?

1. Select Add an email address below.
2. Enter your email address.


mailto:receipts@concur.com
javascript:void(0)
javascript:void(0)

3. Select Yes to have SAP Concur travel notifications sent to that email account.
4. Click OK to save.

Email Addresses Go to top

Please add at least one email address.

How do | add an email address?
How do | verify my email address?
Why should | verify my email address?

Travel Arrangers / Delegates

© Add an email address

Email Address Verify Contact? Actions
Email 1 john.smith@stonybroak.edu Not Verified Verify Yes &
Enter email address Contact for Travel Notifications? % Cancel

‘ @ ves ONo

‘ john.smith@stonybrookmedicine.edu

lIl.  View your Unsubmitted P-Card Report

Click on the Expense tab on the black menu bar

Administration» | Help~
SAP Concur Requests Expense Approvals Reporting » App Center
Profile ~ .
-
QY stony Brook University - + + 00 00 02
Starta Starta Upload Authorization Available Open
Request Report Receipts Requests Expenses Reports

COMPANY NOTES

Welcome to Concur Travel & Expense for Stony Brook University
Please visit the SBU Travel Website for policy information.

Direct any inquiries to: sbu_travel_sxpense@stonybrock.edu

Safe Travels!
TASKS
Open Requests Available Expenses - Open Reports -
User currently has no active requests. User currently has no available expenses. 05/07 P-CARD STMT 2022 05/07 - 06/06

$690.85



Click on the Purchasing Card Statement Report to open it

SAP Concur Requests Expenze Approvals

App Center

Manage Expenses View Transactions

Manage Expenses

REPORT LIBRARY View:

+

Create New Report

NOT SUBMITTED 05/07/2022

P-CARD STMT 2022 05/07 -
06/06

$690.85

&

|P-CARD STMT 2022 05/07 - 06/06 $690.85|

Not Submitted

Report Details v PrintiShare w Manage Receipts v

Add Expense

O Alerts Tl  ReceiptT, Payment Type T]

Expense Type T

Submit Report

Vendor Details T, Date = Requested T
O 0 @ State P-Card Undefined NUSIL TECHNOLOGY LLC 05/25/2022 §620.89
O 0 I:‘ State P-Card Undefined THE HOME DEPOT #1265 05/20/2022 $69.96
$690.85

A statement report will be automatically created for each month that you made a credit card
transaction. Each statement report will only contain the transactions posted within the dates shown in

the title of the report.

If transactions are missing, please make sure you give the system a few days to receive this information
from the credit card company. Otherwise, contact the Travel and Card Program Office if transactions are

missing.



IV. Attach Required Receipts

Click on each credit card transaction to view its details.

Click on the Receipt tab to upload an image of your receipt/invoice.

Please be advised that you can email receipts to your account by email forwarding receipts to
receipts@concur.com or using the Concur mobile app.

05/20/2022 THE HOME DEPOT #1265 Corporate Card

Details ltemizations ; Hide Receipt [

* Required field ” Receipt | Card Receipt “
Expense Type *
Undefined | ~ |
Transaction Date Posted Date
05/20/2022 2022-05-23
P
Mcc Enter Vendor Name
5200 THE HOME DEPOT #1265
4
Order Received Date
| MmDDAYYY | = |
Reason Order Has Not Arrived Payment Type @
Mone Selected - ‘ State P-Card U%ﬂd Receipt Image
Amount Currency
69.96 US, Dollar
© Business Purpose *



mailto:receipts@concur.com

Attach Receipt

T

Upload Receipt
Image
mit per file

@ Open X
4 % 5 ThisPC » Downloads v | B 2 Search Downloads
Organize » Mew folder == + [ 0
w
% This PC Narmne Date modified Type ~
P 3D Objects ~ Today (7)
9 Desktop invoice.pdf 6/3/2022 411 PM Adobe Acrobat Decu...
= Documents E Order_Invoicelune-3-2022_4:01-PM.pdf /372022 4:01 PM Adobe Acrobat Docu...
4 Downloads & SKM_20822060315121.pdf 6/3/2022 3:26 PM Adobe Acrobat Docu...
b Music & Statement Summary.pdf 6/3/2022 10:52 AM Adobe Acrobat Docu..
= Pictures
B Videos
2. Leocal Disk (C)
v
v < >
File name: |invoice.pdf ~ | | Customn Files (*.png;* jpg;* jpec ~ |
Open | | Cancel |
=



V.

1.

2.

Provide Required Purchase Information

Use the drop-down menu to select the appropriate Expense Type

05/20/2022 THE HOME DEPOT #1265 Corporate Card
Details ltemizations
* Required field

Expense Type *

Undefined ‘ ~ |
| Fraudulant Transaction -

Hospital Event

Office Sup\plie@j z

Other

Patient Event/Supplies

— R [VMM/DDTYYYY = |
Reason Order Has Not Arrived Payment Type

None Selected ~ ‘ State P-Card
Amount Currency

69.96 US, Dollar

@ Business Purpose *

Enter the Order Received Date

Hide Receipt EI

Receipt ‘

Card Receipt |

SPECIAL SERVICES CUSTOMER INVOICE
rom 0708

i

2 B

ragete No. H1265-212702

REPRINT

If your order does not arrive before your submitted certification packet is due, please use the
dropdown menu to select the reason your order has not arrived (and be sure to follow up with

the vendor accordingly).



Details ltemizations Hide Receipt [7]

* Required field | Receipt ‘ Card Receipt ‘

Expense Type *
i Office Supplies | ¥ | 171 - 4+ | L
Transaction Date Posted Date -

05/20/2022 2022-05-23

= ] e s ames: npter, Mo HINSICR

mce Enter Vendor Name ERT o

5200 THE HOME DEPOT #1265

anman

Order Received Date

[ MMDDYYYY | |
Reason Order Has Not Arrived 4 May 2022 > ITOTAL SHARGES OF ALL NERCHANGISE & SERVICES ]
P =
None Selected - | T B
Su Mo Tu We Th Fr Sa ™
Amount 1 2 3 4 s 6 7
69 96 ; FoR L CAL
& 9 10 H 12 13 14 o [ e |

© Business Purpose *

2224 2% 26 27 28
29 31

Details Itemizations

* Required field
Expense Type *

' Office Supplies v \
Transaction Date Posted Date
05/20/2022 2022-05-23
4
MCC Enter Vendor Name
5200 THE HOME DEPOT #1265

Order Received Date

[ MMDDIYYYY \
Reason Order Has Not Arrived Payment Type
None Selected v | State P-Card
None Selected Curmency
Us, Daollar

Backorder (will follow up)

O

Fraudulent Transaction (Disputed Transaction)

Cancelled Order (will follow up)

Lost {will follow up)




3. Provide the Business Purpose

Fill in your Business Purpose for the transaction (why you purchased the item(s), not what you
purchased) and then click Save Expense.

Note that you can upload additional supporting documents to the Receipts area (such as written
approvals or lists of attendees) by clicking the Append button.

‘ Office Supplies

Transaction Date

05/20/2022 2022-05-23
-~ ECIAL SERVIES CUSTOUER IWVOKE Pt No. WI265-212722
MCC Enter Vendor Name -
e REPRIT
5200 THE HOME DEPOT #1265 f I—
4 | —
Order Received Date
 MM/DDYYYY | |
Reason Order Has Mot Arrived Payment Type

| None Selected

Amount

69.96

Business Purpose *

Posted Date

State P-Card

Currency
US, Dallar

Bin used to store extra supplies for ER Exam Room 5A.

invoice_pdf

Detach

FORMLLCAL
PROCEED TOWLL CALOR

Append




VI.  Submit your P-Card Statement Report

Checklist before submitting a report

1. The SBU Travel and Card Program Office will remind you of the deadline for submitting your

completed monthly P-Card Statement reports.

2. Confirm that all required information and receipts for each of your transactions have been

completed.
3. Certify on the SUNY Certification System

You may then click on the Submit Report button.

P-CARD STMT 2022 05/07 - 06/06 $690.85 @

Not Submitted

Report Details v Print/Share Manage Receipts v
O Alerts T,  Receiptt] Payment TypeT| Expense Type 1] Vendor Details 1|
O w = State P-Card Equipment NUSIL TECHNOLOGY LLC
O w = State P-Card Office Supplies THE HOME DEPOT #1265

After you accept the P-Card Electronic Agreement by clicking on the Accept & Continue button, your

Date =

05/25/2022

05/20/2022

Requested 1|

$620.89

$69.96

$690.85

supervisor (sourced through the HR system) will receive an email notifying them that their approval is

required.



*P-Card-User Electronic Agreement [ *])

As the State P-Cardholder, | certify that the purchases and amounts listed on this account statement are correct and
required to fulfill the mission of my Campus, do not exceed spending limits approved by the Program Administrator, are not
for my personal use and are not for items prohibited by statute or by my Campus.

Cancel Accept & Continue

)

VII.  Monitor the Approval Process

To monitor the approval process, you can click on Report Details and select Report Timeline.

P-CARD STMT 2022 05/07 - 06/06 $690.85 @

Not Submitted

Report Details w Print/Share Manage Receipts

Report

Report Header

Repart Totals ReceiptT] Payment Type T| Expense Type 7|

Report Tigeline
Audit Tr@ State P-Card Equipment

Linked Add-ons

Manage Requests

State P-Card Office Supplies



Report Timeline
P-CARD STMT 2022 05/07 - 06/06 | $690.85

Approval Flow

Supervisor Approval
Doe, Jane

Travel & Card Program Office Approval

VIII.  Supervisor Approval

To approve, your Supervisor will log onto Concur and click on the Approvals tab.

Administration» | Help~

Reporting v App Center .
Profile ~
-

SAP Concur Requests Expense Approvals

U

Approvals Home Requests Reports

Approvals Home Requests Reports

Approvals
00 00 01

Requests Expense Statement
Reports Reports
Statement Reports “‘“
Report Name Employee Card Program Name Statement Close Date Requested Amount
_P-Card Statement 05/07 - 06/06 PCardholder, Peter P-Card $690.85
Statement Report for Period 05/07 - 06/08 0610612022




