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Event participant

First connection
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The following slides give information on:

✓ First connection to SAP Concur web application

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

✓ Sent by email from ESRF user Portal, with subject: « ESRF A Form: You have been 

added on an A Form »

(2) Select « Concur SSO »

Welcome to SAP Concur home page! 
(see next slides)

(3) Password

(= the User Portal Password) 

(4) Click here

(1) « Username », 

followed by «@esrf.fr »
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Preliminary actions required in your personal profile:
1 - Data treatment confidentiality acknowledgment by GBT American Express (i.e ESRF Travel agency)

2- Validation of your email address

Select your profile from the Home Page, on the top right, 

Click on « Profile Settings » 
Click on « Personal Information » 
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1 - 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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2 - Validation of your email address (1/2):

Click on « Verify »:

Scroll down the menu, 

until « Email Addresses »:
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2 - Validation of your email address (2/2):

SAP Concur sent 

you an email, with 

instructions and a 

verification code

Enter the verification code, here

Click on « OK »

Click “SAVE” to validate your changes
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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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HEADER:

Manage the expenses

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

TASKS:

“Available expenses” = Receipts pending for reimbursement claims

“Expense claims/reports” = Manage your expense claims/reports

TRIPS: Incoming trips that has been confirmed and ticketed via SAP or our Travel Office

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

Trip library and tools

“Authorisation Requests” = Manage your travel requests

“Home” is a drop-down menu giving you direct access to Applications

Connect your travel programmes

“View Trips” = Direct access to your trip library

“Create” = Start a new travel request or a new expense claim   
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“Requests” = “Travel”=

“Expense”  = “Trip Link” =

Manage your travel request


