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General user guide to submitting a PER
claim in Concur

This guide! is for anyone able to submit a Professional Expenses Reimbursement (PER) claim in Concur. You
will find all the information required to access Concur, navigate the home page, update your profile and get
help from different resources. Two other guides are available depending on your role: the PER guide - APUO
Members Submitting a PER Claim in Concur” and the “User’s Guide for Delegates Submitting a PER Claim in

Concur.”

How to log in to Concur

1. Open your web browser

2. Go to the Professional expenses reimbursement page.

3. ORtype PER in the search bar on the University home page

How to claim the PER and log in to Concur

All professional expense reimbursement (PER) claims are processed in Concur, so that you
can easily submil and track your clams

Log in to Concur &

f you have questiens, email HR Banefils

4. Select Log in to Concur

System Language Notice: Please note that Concur is an international company, therefore some of the
language you may see when using Concur may vary from the language you may be accustomed to (i.e.

American spelling/terms, European French).

L If these documents do not meet your accessibility needs, please send an email to Human Resources or call 613-
562-5832.
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5. Use your User ID and Password from Outlook.

uOttawa Shibboleth Login

Connect easily and securely to a variety of services with
one simple login.

User ID

@uOttawa.ca

Password

Login

» Find out how your personal information may be shared.
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Exploring the home page

The home page is the first page you will see after you log in. It includes the following sections that make it

easy for you to access all the information you need:

¥ou can return to

the home page
amy time by click-
ing on the Conour
+ + 00 1
£ e derikabl Cigas
Hicllg, PERTeS Aepor e epis Evpansss Fosparts
COMPANY NOTES
BE_CoNE
This sectionshows — [TION : 1+ time system users™ -
ﬂ'efnlbwirg: Quick Task Bar
s e I vour available foos o Your most commaon tasks :
are avzilable here:
MY TASKS ExpensEs
s A listof your = 5tarta new reguest
m PR o — open reports 3 n (pen Rapors and upload receipts. |~ 4
= Manage reguests

T DL e ) PemdaDie EOETIES

Thiis section shows facts

FACTS & 5TATS

and stats about expenses.

I Test-TH

and open reports.

T1 Teat

LT clusernnd cadvgrri Sipeeea

IVIZ Test

CAD 200 00

Tasl

Ti v P e gt of yran sompl o 5 b
serfs i et 0 grmal lghe v o e e
ey e

Firrc & fesrra ae wp 1o 50 move aficen] when
ey chon'™ e bz Pt S epenae rezeiply ol
iy e menualy

SOURCT RORFISTRR FRSEARCH
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How to set up your profile settings

You can change, confirm and update your user settings in your profile settings. To access this section of

Concur, go to Profile > Profile Settings.

Georgette La Carotte

Profile Settings
[h,

| Sign Out

I x Acting as other user @

Cancel

ST YT TTIT T T

We recommend that you go through each element on the left of your Profile Options in order to validate the

information. You will find here some of the information that is important for you to update in your profile.

¥our Information

Personal Information
Company Information
Contact Information
Email Addresses

Request Settings

Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees
International Travel

EXpense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Dther Settings

System Settings
Concur Connect
Change Passwaord

Mobile Registration

uOttawa.ca |

Profile Options

Select one of the following to customize your user profile.

Personal Information
Personal Information

Expense Delegates

Delegates are employees who are allowed to perform work on

behalf of other employees.
Expense Preferences

Select the options that define when you receive email notifications.
Prompts are pages that appear when you select a certain action,

such as Submit or Print.
Mobile Registration

Set up access to Concur on your mobile device

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday start/end?

Request Preferences

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

Change Password
Change your password.

General user guide to submitting a PER claim in Concur
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Your information
PERSONAL INFORMATION

™ o~
LT |

My Profile - Personal Information

Do finids i3y canant b6 changed ¥ Thora arc orors In hiss A0S CoNtact paor [ompany's ravel admmsirn: Crange
Frddy mpidRegursd] prd [Hegueed™ ] (oplaaled s reguesdi mus] be compisted 1o seee g pofis .

Check that all the information that already appears in the boxes (in grey) is correct. You cannot change this
information. If information is incorrect, email the Human Resources Benefits sector at hrbenefits@uOttawa.ca.

Note: It is not mandatory to provide personal information such as your home number or information on your
travel passport. You will notice that we have entered the university phone number in the Home Phone field

since this field is mandatory.

EMAIL ADDRESS
Ensure that you validate at least one email address. To do this, press the Verify button. An email will be sent

with a code that you can then enter in the appropriate box.

Emai 1

etraveiuottawa.ca ol Verified
Emai 1 Contact?

etravel@uotiawa.ca 9 () check emai for code Resend | Cance Yes &

Enter the code that you er Code | 0K e
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If you validate more than one email address, you can decide which one you prefer to receive your email

notifications.

Enter email address Contact for Travel Notifications?

etravel@uottawa.ca @ ves () No OK | Cancel

ADD A DELEGATE
In the Request Delegate section, you can assign a person as your delegate. This person will be able to act
on your behalf to prepare and submit requests. The user can be assigned only to tasks that they are allowed

to perform. You can also assign multiple delegates, each with different responsibilities.

Expense Delegates

Delegstes  [lpegale |

i 2en |

Dislezales we enplopsss whi aie thow ot perfoimn warkl o behal of olhs: eviplapees

Click the Add button.

e ey

Delegates are employees who are aliowed (0 pericem work on behatl of ofher empioyess

Search by employee name, emesl sddress. employes id or login id

e To find the name of a person you wish to assign as a delegate, start typing it in the search field.

e When the name appears, click it. It will now appear in the box.

s 4 )

Can Com WView Receiven Can Can Preview For Heceves Approvol
Hame Fripame Heceipts Emails Approve Can Approva Tamgarary Appravar tmaly
Bafvin, Karme = - = -
Ebowin{uctswe ta i o o o] ¥

Tl ¥
LF L)

e Select the boxes for the permissions you are giving to the delegate (the activities he or she can do on

your behalf).

e Click Save.

Note: You can delegate to multiple people, each with different responsibilities.
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Request Delegates

Delegates  Delegate For

Delegates are empioyees whe are alowed I periorm work on behait of other empioyees.

Expense and Ry deiepates By as3gnng permsscns i 2 deicsale, you aTe BssgARg permssons for Expense and Request
Can Can View Hecenes Canm Can Preview For Receives Approval
lame Prepare Receipts Emails Apprave Can Approve Temporary Approver Emails

Anderson, Pamela

stavei@uctiawacs O i v .

Lavoie, Daniel
ermveiostinwa ca

MeAdamns, Rachel

- ——— z G ¥ 1

st-Pierre,
Georges —
e nveustiswa o3

NOTE: Delegates can’t submit claims — they can only prepare them. Once the documents ready to be

submitted, delegates should notify their professors.

The Delegate For tab lets delegates see who is their delegator and the permissions they have been given.

uOttawa.ca | General user guide to submitting a PER claim in Concur
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Email notification preferences
EMAIL NOTIFICATION FOR EXPENSE CLAIMS

Expense Preferences is where you can select when to receive email notifications.

Under Prompt..., you can check “For an approver when an expense report is submitted” to be prompted to

choose the appropriate approver when submitting an expense report.

our Information Expense Preferences

Personal Information

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

Email Addresses
Request Seftings Send email when...
| The status of a cash advance changes
V] A cash advance is submted for approval
V| The status of an expense report changes

7| New company card transactions arrive

V| Faxed receipis are successfully received

International Travel

| An expense report is submitted for approval

Expense Settings

- Prompt...

Expense Information P

=xpense Dolagates ] For an approver when an expense report is submited

Expense Preferences

Expense A ers Display,..

Favrte Nices | Wake the Single Day Eineraries page my default in the Travel Alowance wizard

Other Settings

System Settings

Concur Connect

NOTE: Your Approver is set by default. If you are planning on travelling, please refer to the E-travel Policy to

set up your profile.

Learn how to set up your profile.

: " o 10
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HOW TO USE YOUR MOBILE DEVICES WITH CONCUR

To be able to use the mobile applications (Concur or Expenselt), you must create a mobile PIN.

Go to your profile settings, under Mobile Registration. Click on Create a mobile PIN.

Personal intarmaton Change Passwond Systemn Setngs

Mobile Registration

Capture your receipts and
manage your travel on the go!

REVIEW YOUR LOGIN DETAILS DOWNLOAD THE APP
Login Information o o e °
Usermame: admin@uotiowa ca

Password: Use the same password you use bo log in 1o

Concur for Web. If you dont know your O send a ik 1o your device - enter your email address
ol Sl oo password of o mobike phone numbey (inchuding country code for

non-US numbers) and we will send you a nk to et the
app

«obile Registration

Capture your receipts and
manage your travel on the go!

B bt

SET UP PIN FOR MOBILE DOWNLOAD THE APP

To log in to Concur on your mobile device or Concur
Connect apphcation, you must enter your User Name and
aPIN

Enter a new PN in the fields below 1o setup a new one

Or send a link to your device - enter your email address
Create PIN: PP may be eflers. rumbery and special or mobile phone number (including country code for
charachers such as LS, o 8 butno non-US numbers) and we will send you a link 1o get the
Retype PIN: tsoun - ] ) wl you a i I
apaces app.
o back 1o usemame and password information

Once on the Mobile Registration page, enter a new PIN in order to create it. Once you confirm your PIN and
click on Set PIN, you will then use this PIN to log into the mobile applications on your mobile device.

If you forget your mobile password, you can access your profile via the web and click the Forgot Mobile
Password (PIN) at any time. You will then be asked for your login ID (this is your full email address

. - o 11
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XXX@uottawa.ca, based on your Outlook Exchange Login info). An email will then be sent to you with

instructions to follow in order to reset your PIN.

Forgot your Mobile Only Password (formerly PIN)?

Forgot your Mobile Only Password (formerly PIN)?
Please enter your login ID below and we will send you an email with a link to reset your mobile only password.

NOTE: This is different from your password. This is a mobile only password for companies that use Single Sign On (S50)
on the Web, but not on mobile.

Login ID -

uOttawa.ca | General user guide to submitting a PER claim in Concur
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HOW TO USE YOUR EXPENSEIT MOBILE APPLICATION

Turn your receipts into an Expense Report! The Expenselt app from Concur makes it even easier by

automatically creating, itemizing and categorizing an expense entry, with the receipt image attached.

Expenselt from Concur

» angoggmi?blay
#  Available on the
¢ App Store
1. Download the App on your mobile device.

2. Access the application using your Concur user name and your mobile PIN created previously in your

profile (see section on How to use your mobile device with Concur).

5P

Sign In With Concur

ACCOUNT SETTINGS

Automatically export expenses to Concur:

ON: Expenses are automatically exported to your Concur account where you can make any necessary

modifcations.

OFF: Modify your expenses within Expenselt before they are sent to Concur

NOTIFICATION
Would you like to be notified once your receipts have been analysed either by e-mail or directly on your mobile

device?

*ExpenselT Pro sends receipts for analysis using a combination of technology and a team that works together
to create your expenses from your receipts. Once the receipt has been analyzed, you can make changes if

necessary, either in the application directly or in Concur.

: " o 13
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(| Account settings

Automatically export
expenses to Concur

Email Notifications

Push Notifications

Sign Out

TAKING PHOTOS OF YOUR RECEIPTS

Follow these 3 easy steps to quickly submit your expense report:
1. Open the application and take a photo of your receipt or upload the receipt from your receipt gallery
2. Review the image to ensure that it is clear and and legible.

3. Click « Use ».

Feb21,2015 )

The Best Coffee
San Francisco, CA
Individual Breakfast

1511 uso

Add a Note

E Customer Copy %

: " o 14
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HOTEL EXPENSE ITEMIZATION
Submit your receipts as described above and Expenselt Pro will take care of your hotel itemization, separate

the taxes, room charges and miscellaneous charges.

ELECTRONIC RECEIPTS
You received receipts via e-mail? Forward them to receipts@expenseit.com. This is the fastest way to attach

an electronic receipt such as a hotel receipt.

Now that your expenses have been created, complete your expense report within Concur mobile, or via the

web.
C-naar 5
-
-
B (e begorts
A
", o 3
L
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Resources
MANY WAYS TO GET ASSISTANCE

You can find information on using the system on the Professional Expense Reimbursement web page:

https://hrdocrh.uottawa.cal/info/en-ca/apuo/expenses-reimbursement.html

You can also find help by clicking on the Support button directly in your user profile.

Support || Help -
CONCUR Requests Expense Approvals App Center .

Profile -
L~

uOttawa + 00 00 00 00

New Required Authorization Available Open
Hello, Approvals Requests Expenses Reports

You will be directed to Concur’s 24/7 support page.

C° CO ncur S u p pOI’t Online chat with a

support
representative
during the chat

Knowledge Base Create a Case hour

Type your

question or
: 1 : search by r :
Quick Search: Find answers in the Knowledge Ba;
word to find . Chat with support
answers to
the most
freql;ig“y Support hotline: Call the free
ai‘. D 1-866-793-4040 help line, a
Welcome to Concur Supp) aestons U it s ot support
Available 247
We're here to help in the way that works best for you. - rep_resematl
View global phone numbers veis
® Use search to find answers o the most hecuerll-,- asced questions, l bl b
* Browse the Knowledge Base to find interesting bits of information; avaliable by

phone 24/7

+ Online chat with 8 support representative during our chat hour;

Create a case

= Call us! A support representative is available by phone 24/7 to help you: o and Concur to help.
* Creste a case and we'll notify you with the snswer to your question will not'lfy you
with the

answer to
your question.

No cases found

For questions regarding training, you can communicate with us.

Benefits Sector

Human Resources

University of Ottawa

550 Cumberland (TBT 019)
Ottawa ON Canada K1N 6N5
hrbenefits@uOttawa.ca

Tel.: 613-562-5800 (2651)
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Appendix A: Selecting a FOAP
To search for a fund by fund owner name:
e Click on the drop down menu
e Put the radio button in “text”
e Type an asterisk (*)then start typing the name/text (see below)

e Select your PER account that includes your name

Organsalon Froaram

4001 - Enseign.excl.méd Teach.excl.Med. (36080-11 I]'Iﬂ-{ -
4001 - Engeign.excl.médTeach.excl.Med, (S6007-140199-— |
4001 - Enseign.excl.medJ/Teach.excl.Med. [26050-140199-
4001 - Enselgn.excl.méd Teach.excl.Med. (S5002-1915499~
4580 - Autres | Othe r (50024-550153-4589)

4001 - Enseign.excl.mad/Teach.excl.Med. (36003110150
210144 - BeauchemnNSERCI04721 (210144)

210473 - ImbeautNSERC/1 093086 (210473} -
‘ fif | ¥
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