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Signing into SAP Concur 

There are multiple ways to access Concur: 

 To log into Concur directly with your SSO: https://www.concursolutions.com/nui/signin 
 

 
 

1. To sign into SAP Concur, on the Sign In screen, enter your Username, and then click Next. 

 

For the first screen, type in your full EWU email address and use the ‘Remember Me’ slide before 
clicking ‘Next.’ For the next screen, select the SSO option as shown.  
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2. Select your EWU SSO credentials, enter your passcode, and click Sign In. 

  
 

The SAP Concur Home Screen will open. 

ConcurUser1@ewu.edu 

ConcurUser1@ewu.edu 

http://www.ewu.edu/x2946.xml


 

Concur User’s Guide 

 

Travel Accounting Office  Concur Quick Guide - Introduction 4 
Revised May 2024 

Exploring the SAP Concur Home Page 
The SAP Concur home page contains the following sections. 

NOTE: To return to the SAP Concur home page from any other page, click the SAP Concur logo on the 
top left of the screen 

 
Section Description 
Quick Task Bar This section provides Quick Tasks (links) so you can: 

• Start a new report, request, upload receipts, etc. 
• Open reports and requests 
• Manage available expenses 

Company Notes This section lists any news or other details specific to EWU. 
My Tasks This section shows your available expenses, open reports, and approvals 

requiring attention. 
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Updating Your Concur Profile  

Use the Profile Options page to set or change your personal preferences. To avoid reentering personal 
and permanent information about yourself (phone number, contacts, credit card information, etc.), 
complete your profile after logging onto SAP Concur for the first time and update it whenever your 
information changes. Your profile options include: 

• Your Information - Personal Information 
• Request Information – Index 
• Approvers (Request or Expense) 
• Delegates (Request or Expense) 
• Expense Settings 

o Personal Car 
o Favorite Attendees 
o Expense Preferences: 

• Email notifications. 
• Prompts 

 

To access your profile information 

1. Click Profile >  Profile 
Settings. The Profile Options page 
appears. 

2. Click the appropriate option from the 
left‐side menu. 

Delegates 

If you are acting as a delegate for another employee (delegator): 
• Any changes you make on this page affect only the delegator and do not change your personal 

information. 
• You cannot access all profile options for your delegator. 

http://www.ewu.edu/x2946.xml
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Registering a Personal Car in Your Profile 
You must register a personal car to claim mileage reimbursements. EWU uses two mileage rates – the 
standard mileage rate and the Idaho Contract mileage rate. 

To register your personal car 

1. Click Profile > Profile Settings. 
2. Click on Personal Car from the left‐

side menu under Expense Settings. 
 

• Click New to start setting up a 
personal car profile. 

• Vehicle ID – A generic ID, like 
Standard, is sufficient. 

• Preferred Car – Check the box to assign the profile that will be used most often. 
• Vehicle Type – From the dropdown, select the 

Standard Rate. The Standard Rate pays the current 
standard mileage rate authorized by Washington State. 
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3. To add a car for the 
Idaho Contract mileage 
rate, click New. 

 
4. Enter your Vehicle ID, which could be your 

license plate number or a generic identifier 
(Personal_2) to distinguish it from the standard 
car. 

 
5. Click the Vehicle Type dropdown arrow and 

choose ID Contract Rate and click Save. 

 
You now have two cars registered, one for each 
rate. 

http://www.ewu.edu/x2946.xml
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Assign a Delegate 
1. Click Request Delegates in the left-hand column to select a Delegate(s): 

 
2. The Request Delegates page displays. 

 
3. Click Add.  

 
 

4. Enter the delegate’s last name in the 
employee name field:  

5.  Select the delegate from the drop-

down list. 

http://www.ewu.edu/x2946.xml
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6. Select the delegate and select the following checkboxes: Can Prepare, Can View 
Receipts, and Receives Emails. Click Save. 

 
Important Note: If all three boxes are not checked, the delegate will not be able to prepare 

travel or receive processing email notifications 
 

7. If applicable, add additional delegates. 
 
 Delegates apply to both requests and expense reports. You do not need to set up your 

delegates for each one. Once a delegate is set-up, they can prepare either request or 
expense reports. 
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Acting as a Delegate 
If you have been assigned to work as a delegate, your delegator will define which tasks you can 
complete, such as preparing reports, submitting reports, etc. 

To work as a delegate 

1. Click Profile > Act on behalf of another user. 
2. Select the appropriate delegator's name. 
3. Click Start Session. 

 
NOTE: Notice that the Profile menu now displays Acting 
as and shows the name you just selected. 
 

4. You are now officially working on behalf of that person. 
Complete the normal processes of creating reports, printing, 
etc. 
 
NOTE: To select a different user, follow the same steps but 
click a different name. 
 

5. To return to your tasks, click Acting as, and then select Act as… 
Myself. 
NOTE: Notice that the Profile menu now appears. 
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