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for event participants

First connection
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The following slides give information on:

 First connexion to SAP Concur application

Pre-requisites:

The ESRF recommends that beforehand, you looked at:

 Introduction to SAP Concur for ESRF event

 Home page of SAP Concur application
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Link to SAP Concur application:

 Sent via the confirmation message for your registration to the event

(1) « Username », 

followed by «@esrf.fr »

(2) Choose « Sign in 

with Concur SSO »

(3) Password

(4) Click here

Welcome to SAP Concur 

home page! (see next slides)

 Or directly: https://eu1.concursolutions.com/

https://eu1.concursolutions.com/
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2 preliminary actions are required in your personal profile:
- Data treatment confidentiality acknowledgment by GBT American Express (i.e ESRF Travel agency)

- Validation of your email address

Select « Profile » from the Home Page, on the top right, 

Then, click on « Profile Settings » 

And finally, on « Personal Information » 
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Data treatment confidentiality acknowledgment by GBT American Express (i.e ESRF Travel agency)

Click to open the rolling list 

and select one choice
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Validation of your email address (1/2):

Scroll down the menu, 

until « Email Addresses »:

Click « Verify »:
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Validation of your email address (2/2):

SAP Concur just

sent you an email, 

with instructions 

and a verification 

code

Enter the verification code, here

Click « OK »
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Click “SAVE” to validate

your changes

Click “SAP Concur” and 

return to Home Page

Your personal profile is correctly updated!
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See next slide for information
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1 HEADER:

“Request”: Travel plan “Travel”: Online booking “Expense”: Expense report

2 COMPANY NOTES: Information given by the ESRF (to all travelers)

3 MY TASKS: “Required Approvals” = Requests pending for approvals

“Available expenses” = Receipts pending for reimbursement claims

“Open claims” = Outstanding reimbursement claims

4

MY TRIPS: Approved and scheduled trips5

TRIP SEARCH (or travel wizard): Used to request online bookings

“White line”: Shortcuts to traveler’s files

“Profile”: traveler’s data “Help”: guidelines + videos


