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User Guide — Signing In

SAP Concur is a web-based software platform. Employees can access their personalized home
page through Employee Self Service (ESS), Office365 or via the www.concursolutions.com
website.

Sign in through Employee Self Service (ESS)

Commonwealth employees can access their SAP Concur Home Page through Employee Self Service (ESS). When using
ESS, employees do not need to enter a username and password.

1. Go to www.myworkplace.pa.gov and click on Travel link in the top navigation menu.
2. With the Travel section displayed, click on the Concur Travel & Expense tile.

Your personalized SAP Concur home page will appear. Note: Your home page may look different than the image below
depending on your travel-related role(s).
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Sign in through Office365

Commonwealth travelers can access their SAP Concur Home Page through Office365 at www.office.com. Search for
“concur” and select the OA-SAP-CONCUR-PRD application to be connected without needing a username and
password.

Sign in through SAP Concur website

Commonwealth travelers can also access their SAP Concur Home Page through the www.concursolutions.com website.
Users may sign in by using either Azure Multi-Factor Authentication (MFA) or a username and password.

Instructions for Signing in with Azure MFA:

1. Open your web browser and go to www.concursolutions.com

2. Enter your SAP Concur User ID in the username
field and then click the Next button. Your User ID is
your 8-digit employee number, including the
leading zeros, followed by @pa.gov (i.e., .
00999999 @pa.gov). Sign In

WCOHCUF & English (US) v

Username, verified email address, or SSO code

00999999@pa.gov

-:) Remember me

Forgot username

Need help signing in

Leamn about SAP Concur for your business

3. Click the Azure button.

FT¥ Concur @ English (US) v

< SignIn

00999999@pa.gov
Sign in with:

Azure

SAP Concur Password

Sign in with an Email Link

Learn about SAP Concur for your business
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4. The Azure MFA login screen will be presented.

Follow the same steps used when signing into
Commonwealth resources, such as Office 365, w .

] ! pennsylvania
Microsoft Teams, SharePoint, VPN, etc.

Pick an account

@ jtraveler@pa.gov

+ Use anathér account

Instructions for Signing in with an Email Link:

1. Open your web browser and go to www.concursolutions.com

2. Enter your SAP Concur User ID in the username
field and then click the Next button. Your User ID is
your 8-digit employee number, including the
leading zeros, followed by @pa.gov (i.e., .
00999999 @pa.gov). Sign In

ETY Concur & English (US) v

Username, verified email address, or SSO code

00999999@pa.gov

-‘) Remember me

Forgot username

Need help signing in

Leamn about SAP Concur for your business
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3. Click the Sign in with an Email Link button.
ETY Concur @ English (US) v

< Sign In

00999999@pa.gov

Sign in with:

Learn about SAP Concur for your business

4. An email will be sent to the primary email address 57 Concur o

stored within yourprofile.

Check your email

We have sent an email to you with a one-time link that will al-
low you to sign in instantly to your Concur account.

Remember, the link expires in an hour, so be sure to use it

quickly.

Return to Sign In

Learn about SAP Concur for your business
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5. Click the Sign in to SAP Concur link in the email to access

SAP Concur [External] Sign-In Request to SAP Concur

i<
o noreply@concursolutions B

To G:43 AM

@Ifthere are problems with how this message is displayed, dick here to view it in a web
browser.

ATTENTION: This email message is from an extemal sender. Do not opert
links or attachments from unknown senders. To report suspicious email, use
the Report Phishing button in OUtiook.

SAP Concur w

Sign-In Request to SAP Concur

Hello

You requested a one-time link to sign in to SAP Concur. To signin
click the button below. If you do not wish to sign in, please ignore

this email.
Sign in to SAP Concur

This link will be active for an hour and can only be used once.

If you are experiencing difficulty with this link and require assis-
tance, please contact your company program administrator.

Kind Regards, Customer Support, SAP Concur Technologies, Inc

This email was sent by: Concur Technologies, Inc. 601, 108th Ave NE, Bellevue

WA 92004
Instructions for Signing in with an SAP Concur password for the first time:
1. Open your web browser and go to www.concursolutions.com
2. Enter your SAP Concur User ID in the username field ST Concur preT——

and then click the Next button. Your User ID is your 8-
digit employee number, including the leading zeros,
followed by @pa.gov (i.e., 00999999 @pa.gov).

Signh In

Username, verified email address, or SSO code

00999999(@pa.gov

-k) Remember me

Forgot username

Meed help signing in

Learn about SAP Concur for your business
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3. Click the SAP Concur Password button.
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< Sign In

00999999@pa.gov

Sign in with:

SAP Concur Pass:
o

Sign in with an Email Link

Learn about SAP Concur for your business
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4. Click the Forgot password link.

< Signin

00999999@pa.gov

@ Password

. Need nelp signing in

Learn about SAP Concur for your business
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5. Click the Send button.

< Forgot Password

Enter the username associated with your account. We will
send an email with a link to reset your password.

Username

[009999999@pa.g0v

Learn about SAP Concur for your business




6. Alink to reset your password will be sent to the

primary email address stored within your
profile.

Follow the instructions to set up your
password.

7. You must set up two-factor authentication to

continue signing in.

To add your SAP Concur account to an
authenticator app, scan the QR Code on the
Sign In page.

Note: You can use an authenticator (such as
Microsoft Authenticator or Google
Authenticator) to scan the QR Code. If you
cannot scan the QR code, select the Set up
manually with a key link.

EX¥ Concur

Forgot Password

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

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

Return to Sign In

Learn about SAP Concur for your business

& English (US) v

Sign In

traveler@t00572058kgy.com.uat

Set Up Two-factor Authentication

You must set up two-factor authentication to continue sign-in

Use your authenticator app (such as Microsoft Authenticator or

Google Authenticator) to scan the OR code below
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8. Copy the SIX-d‘IgIt code that wa.s ge.nerated Set Up Two-factor Authentication
from the app into the Authentication Code P P D R
ﬁE|d, and then select Sign |I1. Use your authenticator app (such as Microsoft Authenticator or

Google Authenticator) to scan the QR code below

Can't scan the QR code?
Set up manually with a key
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