Verify Concur Account:

Go to https://www.finance.ucla.edu/express

Click “The New Express: Online Booking, Request (Pre-Trip) & Expense button

The New Express: Online Booking, Request
(Pre-Trip) & Expense

Guest Reimbursements
T&E Card

Join the Mailing List

Login with your UCLA SSO/official UCLA email address:

= Sign In

0 Username, verified email address, or S350 code

(:. Remember me

Forgot username?

Meed support or not yet a Concur customer?
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https://www.finance.ucla.edu/express

If you have an account it will take you to the Concur landing page:

SAP Concur Requests Travel Expense Approvals App Center .

Profile ~
-

UCLA + 00 07 10 01

New Required Authorization Available Open
Hello, Amanda Approvals Requests Expenses Reports

TRIP SEARCH ALERTS

..‘ Booking for myself | Book for a guest o As a University of California Los Angeles employee, you are eligible for a free Triplt Pro subscription. [(EERNGEEGGET I MNot right

IR cx e

If you do NOT have an account and error message will appear:

SAP Concur

Sorry, something went wrong,

We encountered an error processing your request. If you continue to experience problems, please contact your
Company Administrator or Help Desk.

Please provide the following id to support: 34f32ea8-f14f-4c97-82cf-1eb60f98¢112

No Account? Email maesuppt@seas.ucla.edu with the following information listed below

Creating a Guest Concur Account:

The following information will be required before MAE staff will be able to process a guest Travel
Reimbursement request. Please note that Guest accounts will not have login access to Concur.

UCLA Guest Profile Log Off
First Name * Middle Name Last Name *
First Name Middle Name Last Name

Email Address *

Email
Phone Number * Select Preferred Method of Payment *
Phone Check v

To have a check mailed to the guest, please complete the following fields.
Address *
Address

Address 2

Apartment, Suite, or Floor

city *

City

* Reqjuired Field

State * Zip *

- Select a State v Zip or Postal Code

Country of Residence: *

United States


mailto:maesuppt@seas.ucla.edu

We will need to create Concur accounts for visitors and will need the following information:
--Full Name
--Email Address
--Phone Number
--Correct/full mailing address
--Preferred method of payment:
--Zelle or Paper check
---Zelle: provide email or phone number on account
---Paper check: correct/full mailing address to receive the check

Do you have an account? Follow these instructions and add Marla@seas.ucla.edu, amandag@seas.ucla.edu,
and collinl@seas.ucla.edu as delegates and select all of the boxes except for the email box.

1) From the home page, click Profile

TRIP SEARCH

visir ation = ‘Hﬂl[l!

2) Click Profile Settings.

3) You will find the most common profile tasks
on the Profile Options page. You can also use
the menus on the left to select a setting to

update.

Use the following sections to start updating
your Expense Profile:

= Your Information — Review and update
your personal information, contact
information®, and emergency contacts.

=  Verify your Email addresses, and add or
update credit cards that are available to use
for purchases.

+ Expense Settings - Add delegates that can create and edit expense reports and can submit requests for
you. Add favorite attendees for your use in expense reports.

= Request & Expense Preferences — Use to set preferences on email notifications

= Travel Preferences - Use to add air/fcar/hotel booking preferences including frequent/secure flyer info,
passports, etc.

= Other Settings - Activate E-receipts, configure system settings, and register your mobile devices.
*Please check your profile to ensure your first, middle and last name match your government-issued photo 1D.

If the name in your profile does not match your government-issued photo |1D, please update your legal name in
UCPath- Name updates can take up to 72 hours to show in Concur.


mailto:Marla@seas.ucla.edu
mailto:amandag@seas.ucla.edu
mailto:collinl@seas.ucla.edu

Updating Your Profile

Adding a Delegate

1) To add a delegate to your profile, click Expense
Delegates.

2) Click Add and search for and select the employee(s) you want
to add by finding their name and clicking Add by the search field.

3) Using the checkboxes, specify which tasks you want the
delegate to perform on your behalf. Typically, users check all
of the check boxes for delegates they wish to allow to
prepare reports on their behalf.

(Only Approvers will have the Can Preview for Approver and
Receives Approval Emails checkboxes.)

Click Save.

Note: Although a delegate can prepare the report and get it
ready for submittal, the user will need to submit their own
report. To enable the delegate to prepare reports and get
them ready for submittal, make sure the Can Prepare and
Can Submit Reports boxes are checked)

Profla  Pemonalinformation  Change Password  System Sesings  Concur Mobile Regiseration

Profile Options
Salact one of tha Iolowing 1o cumlemize your user profis

System Settngs.
Ermad Acdrasies Personal informasion Wihich fima zone are you in? Do you preter to
i ——— use & 12 or 24-howr clock? Whan daes your
Requ Ll C workday stantend?
Request Delegates
Request Prafersnces
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Imtemational Trawel

COTEETRho arg aliowed 1o
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Expense Pretersnces
Seiect the optons that delne when you recehe
wenai nofifcations. Prompts s pages that

Reguest Preferences
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Change Password
Change your passwond
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Expense Delegates

Delegates on behall of olher employess

Search by employee name email address employee id or kagn s

Can Submit Requests

Cancet

¥ou are assigning permissions for Expense and Request

] WName  Can Prepare Can Submit Reports Can View Receipts

Expense Delegates

Delegates  Delegale For

Asa @m

Detegates are employees who are allowed 10 perform work on benall of oiher employees.
Expense and Request share delegates. By assigning permissions to a delegate. you are assigning permissions for Expense and Request

Can Can Receives
Can Submit Submit Can View Can Use Receives Can Preview Approval
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