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Overview 
Your profile is where Concur stores your personal information for use when creating expense reports and 
processing reimbursements. It also includes options and settings to make the tool even easier to use, such 
as registering your account for the mobile Concur app, enabling you to perform many expense tasks using 
your smartphone. 
 
This Guide provides instructions on setting up your Concur profile, including: 

• Logging into Concur and confirming your personal information 
• Verifying your email address to submit receipts directly to Concur 
• Adding your personal banking information for reimbursements 
• Registering your account for the Concur mobile apps 
• Assigning your default expense approver 
• Selecting your default account codes for expense reports 

Log into Concur   
1. Log into Concur:  

a. Go to: http://travel.harvard.edu/concur 
b. Click the link titled Click to Access Concur. 

 
 

Alternate Login: 
a. Go to http://fss.finance.harvard.edu/applications  
b. Click the Concur link.   

 
2. Your HarvardKey authentication page will appear.  Login. 
3. Concur Travel and Expense will automatically load. 

 

Confirm Personal Information 
After logging in to Concur with your HarvardKey, the Concur Home Page appears. 
 
To access your Concur Profile: 

1. Click the Profile button at the top right of the window.  

 
 

2. Click Profile Settings. 

 
 
 
 
 

http://travel.harvard.edu/concur
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3. On the Profile Options page, click Personal Information.  

 
4. At the top of the Personal Information page, you can confirm whether your name and employee ID 

are correctly displayed. 
o  If they are not correct, contact your HR representative to have it changed. 

 

 
 

 

Verify Email Address 
Concur enables you to send expense receipts directly to the system via email. To take advantage of this 
function, you must verify the email address you will use to send your receipts. Once the address is verified, 
you can use that email account to send receipts by emailing them to receipts@concur.com, and they will 
be available for you to add to your expense reports. 
 
To verify your email address: 

1. Scroll down the page to the Email Addresses section, or click the Email Addresses link on the 
left side of the page. 

2. Click the Verify link next to your email address. 

 
 
 

3. The system sends a Verification Code to your email address and displays a confirmation 
message. Click OK to return to the page.  

mailto:receipts@concur.com
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4. Copy the Verification Code from the email you received, and paste it into the Enter Code field. 

 
5. Click OK. 
6. A confirmation message appears. Click OK to close the message. 
7. Click Save. 

 
Now that your email is verified, you can send your expense receipts directly to Concur via email at 
receipts@concur.com. 
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Add Banking Information 
By adding your banking information to your profile, Concur can electronically deposit reimbursements for 
expenses you incurred directly to your personal account. 
 
To add your banking information: 
 

1. On the left side of the page, under Expense Settings, click Bank Information.  

 
2. On the Bank Information page, enter the routing number for your bank. The routing number is 9 

digits long, and is usually located in the lower left corner on your checks. 
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3. In the next two fields, enter your bank account number, and then re-type your account number to 
confirm. 

 
4. Select the appropriate Account Type – either Checking or Savings, and then click the Save and 

Agree button. 

 
5. A confirmation message appears. Click OK to return to the Bank Information page. 

 
Your account will initially have a status of Unconfirmed. Concur will perform a "penny test" by 
depositing one cent in the account you identified.  If the transaction is successful, the account is 
confirmed. This process usually takes 3-4 days, and during this time, you will be unable to submit 
expense reports.   
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Select Default Expense Approver 
All expense reports are required to be reviewed and approved prior to reimbursement. Selecting a default 
approver in your profile enables you to pre-populate the Approver field with your selection when you 
submit a report.  If you need to assign a different approver for a specific report, you can do so prior to 
submission. 
 
To select a default Approver: 

1. On the left side of the page, under Expense Settings, click Expense Approvers.  

 
2. On the Expense Approvers screen, search for the person who is responsible for approving your 

expense reports. 
• If you do not know who your approver should be, contact your Tub Finance office. 

 
3. Once you've entered the first few characters of your search term, the system will provide options 

that match what you've entered so far. Select the desired approver when it appears in the list. 
4. Once you select an Approver from the list, click Save. 
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Registering Your Account for Mobile 
There are two mobile apps you can use with Concur: Concur Mobile and ExpenseIt.  
 
The Concur Mobile app enables you to use your smartphone to perform many of your expense reporting 
tasks available in the Concur system, including:  

• Capturing receipts, hotel folios, and other documents, such as conference agendas. 
• Uploading the captured images directly your Available Receipts library. 
• Creating new expense reports 
• Editing and managing existing expense reports 
• For managers or approvers, immediately approving or rejecting expense reports. 
• Adding car mileage totals to expense reports. 

 
The ExpenseIt app is designed to make the process entering expenses much easier. Specifically, the app: 

• Captures receipts and other documents using your phone’s camera  
• Scans the receipt and automatically creates an expense entry, based on the information on the 

receipt. 
• Uploads the expense to your Available Expenses library, with the receipt image already attached. 

 
To use either of the apps, you must first registering your account and select a mobile PIN. 
 
To register your account for the mobile apps: 
 

1. On the left side of the page, under Other Settings, click Mobile Registration.  

 
 

2. On the Mobile Registration page, click the create a mobile PIN link. 
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3. Enter your PIN in the Create PIN field, and again in the Retype PIN field to confirm. 

 
4. Click Set PIN. 
5. Once you've updated your Mobile PIN, download the Concur app by clicking the link 

corresponding to your mobile device, or click the Send Link button to receive an email containing 
links to get the app. 

 
Once you download the app, you can login using your username, which is your HUID@harvard, and the 
Mobile PIN you selected. 
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Select Default Account Code 
Every expense report must be associated with at least one account code.  In order to create a new report, 
you are required to select an account code before you can add any expenses to the report. 
 
Selecting a default account code in your profile enables you to pre-populate the account code fields when 
you create a report, but you can always change these fields for a specific report, if necessary.   
 
NOTE: If you do not know which account code you should select as your default, contact your TUB 

Finance office. 

 
To select a default account code: 

1. On the left side of the page, under Expense Settings, click Expense Information.  

 
2. On the Expense Information screen, the TUB and ORG are pre-populated, but can be changed. 

Select the desired codes for FUND, ACTIVITY, SUB-ACTIVITY, and ROOT. 

 
3. Click Save. 

 

Resources 
 
Quick Reference Guides and Online Tutorials 
Quick Reference Guides provide step-by-step instructions on a number of common tasks in Concur, and 
online tutorials present a video walk-through of how to perform various tasks and procedures within the 
system. Both the Guides and online tutorials are available at: travel.harvard.edu/concur-training  
 
Concur Support 
24 hour support is available through the Concur Support Desk at 866-793-4040. You can also access the 
Concur Support Portal within the system by clicking the Help menu, and then selecting Contact Support. 
 
 
 

http://travel.harvard.edu/concur-training
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