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This guide is intended for University Cardholders with access to SAP Concur. It covers
how to enable receipt texting, so you can send a text message with a photo of your
receipt, and it will upload it into your Concur profile for your expense report.

Step 1

Navigate to User Profile > Settings > Contact Information.
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Your Information

Personal Information
Contact Information
Emergency Contact
Credit Cards.

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers.
Favorite Attendees

Expense Settings
Expense Information
Expense Delegates

Expense Preferences.
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My Profile - Personal Information

Jump To: | Pers
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Fields marked[Required] and [Required*"] (validated and required) must be completed to save your profile.

A4l choose
not be changed. If there are errors in these fields, contact your company’s travel administrator.

A\ Important Note

‘Your Name and Airport Security: Please make certain
may be tured away at the gate i the name on your i

Te

First Name Micdie Name

Female (F)  ~

Company Information

Manager

Employes Position/Trie

the first, middle, and last names shown below are identical to those on the photo identfication that you will be present
atior

@ Act as Another User

" Travel Policy
[ Service Status (US2)
@, Contact Support

il Legal Information

(@ About

Mary Grace Held

 sign Out

Contact Information

Work Phone[Required™]

Work Extension

Work Fax e/Remote Office

Pager Other Phone

Mobile Phone Country/Region
United States of America (+1)

Mobile Phone

v

**You must specify either a home phone or a work phone.

Home Phone[Required*]

Go to top

Step 2

In the Mobile Phone Country/Region field, select a country and enter a mobile phone

number.

Contact Information

work Phone[Required*]

Pager

Work Extension

Waork Fax

2nd Work Phone/Remote Office

Other Phone

Mobile Phene Country/Region

United States of America (+1)

Mobile Phone

v 123-456-7890

**You must specify either a home phone or a work phone.

Home Phone[Required**]
123-456-7890




Tcu How To: Enable Receipt Texting
. SAP Concur

Step 3

Click the Verify Mobile Phone button and then enter the 6-digit code texted to the phone
number you entered.

After you have entered the number, you will get another text message that says “you’re
all set,” indicating your number has been verified and you can now text receipts and
have them automatically uploaded into your Concur profile.
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( +1(856) 626-6287 ) )

Text Message - SMS
y ~ Today 09:33

Verify Your Mobile Number

Your SAP Concur verification
code is|I Expires in 4
minutes. For security reasons,
never share this code.

Enter the 6-digit code sent to [ NI 't may take up to a minute
to receive the code. Message and data rates may apply

Code:

You're all set! Text your receipts
to this number anytime. Click
— https://
glz.api.concursolutions.com/cxp-
fwd/vcard/sapusa.vct to save this
number.

36 seconds

Cancel

Reply STOP to unsubscribe.
Message and data rates may

apply.

If you did not expect this message from an unknown sender, it may
be spam.

Stop or Report Spam

Step 4: Optional

1. Save this number in your contacts for future use.

Text pictures of receipts to this number to have
them uploaded into your Concur profile under
Available Expenses.



