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Concur Accounts
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If you have already been set up with a Concur account, you will download the app and log in.

SAP Concur

If you have not yet been set up with a Concur account, please contact: Danielle Gregoire at dgregoire@pef.org
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Logging In
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Your username will be provided to you in an email.
You will be provided a temporary password when your account is initially created

Once you log in you can change your password by choosing forgot password. Follow the instructions in the email to
reset your password.

Once you log back in you will be prompted to do a 2-factor authentication. See slide 6 for details.
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Logging In

@ concursolutions.com

.Y Concur

SignIn

Username, verified email address, or SSO code

dgregoire@pef.org

Fill in your username and click Next >

O Remember me

Forgot username

Need help signing in
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Logging In

@ concursolutions.com

.Y Concur
Signin
4
dgregoire@pef.org
. . 0 Password
Fill in your password and click Next =
—
> Forgot password

If you do not know or want to change your Need help sgning n

password click on forgot password and follow the
instructions in the email to reset it.
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Two-factor Authentication B

&Y Concur
Signin
<

If you have previously set up the two-factor dgregoire@pet.org
authentication go to the authentication app (microsoft — Two-factor Authentication
blue person in a blue lock icon) and enter the 6-digit code = oot appeyo moble e
h e r‘e . 6-Digit Authentication Code

— | l

If you have not set it up yet, please click unable to enter | > :”a:“:‘jeﬁ;efag“T“e””““"”C°de
ee elp signing In
authentication code.
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Two-factor Authentication

To reset the two-factor authentication please hit send. It will
send you an email. Follow the instructions in the email.

—

# concursolutions.com

.Y Concur

Reset 2FA

<
dgregoire@pef.org

We will send you an email with a link to reset the two-
factor authentication associated with your account.

After clicking the link, follow the instructions to set up
two-factor authentication.

PEFDCUES IT

NYS Public Employees Federation



Starting a report Ea

When you successfully signed in your
screen should look like this.

You're all done!
Enjoy your day.

To start a new report click on Expense at
the bottom
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Starting a New Report

EX pe Take Photo

Press the + in the top right corner. -
¢ Upload Photo

Upload File

> Add Receipt

Create Manual
Expense

Create Mileage
Expense

Then choose Create New Report o——

No Reports

When you have r , you'll se
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Creating the Report

9:54

Cancel New Report

Fill in the boxes marked with the asterix

Choose a report name that makes sense to
you i Click on create report when
Mar 28, 2025 ‘ dO ne

Purpose*
Eboard

Report date can be the day you are entering
the report

Purpose is the reason you were traveling

Comment
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Adding the Expense
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< Expewes Dopot -+ Reports
Click on the + sign Take Photo
3.28.25 Report $0.00 . 3.28.25
Mar 28, 2025 reimbursable total CI Ick O n n eW Mar 28, 2 Upload Photo

Not Submitted

expense Upload File

PEES Expenses Receipts

Details - New Expense

Expense List

=
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Entering Expenses

9:559

Cancel Expense Types

Q Search

Choose the expense type e
aggage Fees
Breakfast
Conference/Seminar

Congestion Pricing - Commuting

Congestion Pricing - Non-Commuting

Dinner

Dues/Subscriptions

Food for Large Group Meeting
Gasoline (car rentals only)
Lunch

Meeting Supplies

Mileage - Personal Car
Mileage - With Auto Allowance
Office Supplies

Other
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Expense Type: Meals
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Meal rates are based on the region that the meal was purchased in. Example: if purchased in Region 7, choose
Regions 1-9; if purchased in Region 11, choose Regions 10-12)

Breakfast $12.00 *$15.004/1/25 $15.00 * $20.004/1/25
Lunch $20.00 * $23.004/1/25 $23.00 * $28.004/1/25
Dinner $45.00 * $50.004/1/25 $50.00 * $60.004/1/25
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Mileage vs. Gasoline
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* Use the Mileage — Personal Car expense type when you drove your personal car to the meeting

* Use the Gasoline expense type when you drove a rental car to the meeting
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Entering Meal Expenses

1. Click on Add Receipt
2. Take a picture of the receipt
3. Make sure all of required fields

are filled in.

Be sure to always select the
appropriate Department/Committee
that you were traveling for

9:55

< Reports

Expense Type*
Dinner

Date*

Required Field

Description

Vendor

City

Currency*
US, Dollar

New Expense

< Reports New Expense

Description

Vendor

City

Currency*
Us, Dollar

Payment Type*
Cash

Amount*

Personal*

Comment

Department/Committee*

Required Field

Meal Expense Location*

Required Field

Never select
the Personal
box, as you will
not receive
reimbursement
if you select
that box
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Entering Expenses

10:19 10:19

Close New Expense Close New Expense

Description

Vendor

city : —_ Once you have filled

A Currency* everything in click on save
$2000 uUsb Us, Dollar 4

Payment Type*

*
Expense Type o

Dinner

Amount*

o
(i 20.00

Mar 27, 2025

~o Personal*
Description

Comment
Vendor

Department/Committee*
City Executive Board
Currency* Meal Expense Location*
US, Dollar : R ns 1 thru 9

PEF DOES IT NYS Public Employees Federation



Entering another expense

10:20

< Expense Reports =F

3.28.25 Report $20.00

Mar 28, 2025 reimbursable total

Not Submitted

Details Expenses Receipts

Dinner $20.00
Mar 27, 2025

To add another
expense to your
report you will click |[EEEEEERE e

the + sign in the Mar 26,2 Upload Photo
top right hand (ot subn]
corner

Reports

Upload File

Details - New Expense

Dinner Expense List
Mar 27, 2025

on the same report n
F

Next choose

New Expense Cancel Expense Types

~

Finally choose the
type of expense

Q Search

Auto Club Expense

Baggage Fees

Breakfast

Conference/Seminar

Congestion Pricing - Commuting
Congestion Pricing - Non-Commuting

Dinner

Dues/Subscriptions

Food for Large Group Meeting
Gasoline (car rentals only)
Lunch

Meeting Supplies

Mileage - Personal Car
Mileage - With Auto Allowance
Office Supplies

Other
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Expense Type: Mileage

9:57 ull B Type in your 2 wl T )
< Reports New Expense Sta rt |Ocati0 n Distance Calculator Options

Click on Add Route

a n d you r e nd 6 nectady Rd, Latham, N..
|Ocati0 n I 660 Albany Shaker Rd, Albany, NY 12..

© | Add Destination

b Kitchen .@

Amount

$0.00usp

Distance*
0

Expense Type*
Mileage - Personal Car

hker Ridge Albany Int'l

intry Club Airport

Select use
Description* route at
bottom.  me——

Required Field

From Location*

Required Field

To Location*
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Expense Type: Mileage

After you click on use route it
will populate the expense form
for you.

Make sure that all required fields
are filled in.

9:58

< Reports Expense
Q

Google

Amount

$2.80usp

Route Details

Distance*

Expense Type*

Mileage - Personal Car

Date*

Description*

Executive Board

From Location*

10:27

Close New Expense 4_|_

Description*

Executive Board

Save Expense

From Location*
Schenectady Rd, Latham, NY 12110

To Location*
660 Albany Shaker Rd, Albany, NY 12211, USA

Currency*
US, Dollar

Amount*

Do NOT
Comment CheCk the
Personal box!

Personal*

Department/Committee*
Executive Board

Meal Expense Location
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Submitting Report

Once you have entered
all expenses for that
specific meeting, you
may click the Submit on
the bottom

9:59

< Expense Reports +

3.28.25 Report $22.80

Mar 28, 2025 reimbursable total

Not Submitted

PEETS Expenses Receipts

Dinner $20.00
Mar 27, 2025

Mileage - Personal Car
Mar 27, 2025

User Submit
By clicking on the 'Accept &
Submit' button, | certify
that: (1) This is a true and
accurate accounting of
expenses incurred to
accomplish official business.
(2) There are no expenses
claimed as reimbursable
which are personal or

_unjustifiable. (3) All

required receipt images
have been attached to this
report. (4) | have not
received, nor will | receive,
reimbursement from any
other source(s) for the
expenses claimed. (5) In
the event of overpayment or
if payment is received from
another source for any
portion of the expenses
claimed, | assume
responsibility for repaying in
full those expenses.

Cancel Submit

~

Click Submit again and
you have successfully
submitted the expense!
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Submitting Report
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Once the report is submitted, it will automatically be sent to the proper individual for approval.

When the report has received proper approval, the Finance Department will send a check to your home address on
file.

If you prefer direct deposit, please give Danielle a call at 518-785-1900x257 to set it up.
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