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Login:
To login, please use the following link:

Login Link: www.concursolutions.com [concursolutions.com]

Username: {First.Last}@FMIHires.com (this will be supplied in your email)

On the next screen, select the option: Sign in with an Email Link as highlighted below.

< Signin

Sign in with:

FMIOKTA

SAP Concur Password

Sign in with an Email Link

Learn about SAP Concur for your business

This email will allow you to securely log into Concur to set your password and reimbursement
information.

Step 2:
The next step will require you to set up your personal (2a) and banking information (2b). To do so, click
on Profile, personal information and be sure to complete all required information in red.


https://urldefense.com/v3/__http:/www.concursolutions.com__;!!LZBV5j6FZN3w3Ds!IM1YvnEwCfqHvCMCIhh_aI4hIwO9rUlvzcnkrMnwy6ohcgveJMwlh5vbuBd-alkocnkKQka4FuDNwKaEov6-3JX_2gTyPX-h9Q$
mailto:{First.Last}@FMIHires.com
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Step 2a:
Select “Personal Information”. Under Employee ID — please input your name as shown on your bank
account. Under First, Middle, Last name please input your name as shown on your Passport.

Profile Porsanal Infarmaticn Syntom Sattings Cancus Mobila Registration

¥, rmati " .
it My Profile - Personal Information
Parsonal ifarmation
Company Information Disabled fields (gray) OMNLY cannol ba changed by the traveler. If thers are errors in thess felds, please email Changa |

onkne suppori@atlastravel.com and provide the correct information needed. All ather field changes must be updated by the traveler Picture
Cantact Information
Email Addresses Fialds marked[Required] and [Raquired**] (validatad and required) must ba complated to save your profile.
Expense Settings Title Firet Narme Madle Narne Hitknnme Last Name Sulfin
Expenss Information - [Required]

Bank Information

No Mrdchis Mames
Expensa Delegates
Expenss Proferences
Expansn Approvers
Commpeny Car Company Infarmation Go to top

Favorite Altendeos
Empioyoo ID
Expensa Credit Cards
Other Settings
E-Receipi Activation
System Sattings

Contact Information Go fo top
Connected Appsa

Concur Connect
Mobiie Prone Country Tiegion Mabile Prose{Risguired™]
Concur Mobile Registration .

Email Addresses Gototop

Pisase add at least one emal address.

b Travend Arranoees, / Dislanatne

Step 2b:
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Next, under expense Setting, click on Bank Information and input your banking account information — be
sure to fill in all lines marked in red. Then select “Save”. Please double check that this is input correctly

as no FMI employee will have access to your banking information at any point.

Profile

Your Information
Parsanal Information
Company Information
Contact IMormation

Email Addresses

Expense Setr-ngs
Exponsa Information
Bank Information
Expanas Delagoles
Expanse Praterances
Expense Approvers
Company Car
Favorite Aftendees
Expenss Credit Cands

Other Settings
E-Recaipt Activation
Siystarm Sattings
Connaected Apps
Concur Connect

Cencur Mobile Registration

Step 3:

Personal Information

System Sattings

Bank Information

Bank CourtryTagion
UNITED STATES w

Prarscnal Address Ling 1

_—

| ughorize tha use mguissment B

You hersty {1} authorire disct depasit intn your bank acoount kar fur
afffiatea (7 mnensent Syt the infoermasnn that v sntee & o mibe and nomnksds 0 all manaects an

Concwr Mobile Ragistration

B Curency

Barw Actoud Humber

P Typo Bank Account Numbar

Branch Locadion Account Type
I Chacking w
Actve
I‘ir: ~
Personal Aoamss Ling 2
State 2P Code

s due to you fom your smpioyer using elscteonic funos transfer [EFT) payment sarvices provided by Bambon inc. o any of its

i 5 e Tt wrn i e srilshy nesnnnadhie fe snsssnn That all sach innomeaton e
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Once you've completed above profile set up steps you may now start the process of entering your
expenses. Be sure to have all your receipts ready to attach to each expense transaction.
Click on “SAP Concur” at the top left and corner of the screen then “Start a Report”

SAP Concur [€]  Ewess  Sop Certer

Thu carrtly Feled N0 dvmiills s s

Step 4:
Under “Report Name” input your initials and date of interview. It will then appear in the upper hand
corner of the report similar to the word “Parking” below.

SAP Conciar [T] | Ewma | dop Carser

Flarmgn Fajii sk

Create a New Expense Report

| - ® : s

étep 5:
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Under “Business Purpose” input “Interview”, “Department” put “52 - Human Resources”, and under

“Sponsor” select “Diane” which should be the only option.

SAP Concis [T] = e

oy S

[P

Create a New Expense Report

o e =

Step 6:

| = e s

Select “New Expense”, you will select this button for each new expense and for each you will need to

include your receipt.

SAP Concur @ Expansa App Canier

Manage Expenses

Parking

+ New Exporas + Cluick Espenses | import Expenses

Expenses Viow
Date * Espenne Typa Amount
Adding New Expense

*Haalth Care Provides (HCP) Ralated
Lodging - HCP

Whoala - HCP

Paith Lab Payments - HGP

S
SpeakorEducationsl Program - HCP
Traved - HCP

Faua/Training - HCP

Commurations
wtemat Access
Frane
Servics Agreemants
Webssite (Corp & Product
Ledging
=
Marketing
TOTAL AMOUNT Trade Shows

$0.00

TOTAL FEDUESTED
$0. Mosis and Entertsinment

ity Espans fyps below O Do the sspants fyne in the

~Madis and Entartainment
rornatonad Denos
wetnatonsl Lunch
fLunch
Moals {OMes catarng)
Seaft A dreves

Offico

Computer SupplissSoRmary
Offce Equipmentifice Supplies
Postnge
Printing/Photocopying
Srupping Freight

WK Trom HEmo Equipman

Othar
Corporate Apparol
Corporate Events
Foraioes

Suppert | Help -

Profile - &

ol aEve. T Gt A ARt Exparse, CACK ihe

Oithar

St Motings

Sominar FeesTrning
SpoakosEducational Program

Tmupnmm on
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Step 7:
You can look up your expense type by inputting in the search bar.

T @ conoursalaiors, oo i W Y

SAP Contiar E] B gy Corim

yr—— -
Parking - |
- Easmem Fpim = S | ey
} wpng New § st Eaiiom Y |
Step 8:

Input type, date, purpose, and amount. Attach receipt and select “Save” before selecting “+ New
Expense” to add the next expense to the report.

SAP Concur [€] | Eoemm sgn Dt

'l o | -~
Parking B |
LTER TS
[ | rea— L R T [e——"
BT Ay = Famy --.-' = s -
) | ' ' ¢
s T Fayrers Mo

Fomaid et i o wrliae
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Step 9:
After all expenses have been input select “Submit Report”.

LS 2 O 6 convurvalet ore. camet speees) o et e falt sy

Step 10:
Select “Yes”.

L2 O 8 oonoursolet e camyT spees i e fes i s
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Step 11:
If this message pops up, please review your previous selections and make sure you input information on
every section marked in red.

i @ 1 & conoursokilom.oom sl delea e A & |

Feport Sulsnt Status

Step 12:
Make sure to read all “Exceptlons” messages from Concur and follow directions.

¥ Q0O 8 conourslaions. oyt e ST & n & i

SAP Contciat E] S Sy Cd

Aaamp § e sms

Parking np— .~ |

E LRLE =
Bt =
[ I -1 - ]
L Pn- FTRaE #n b o Lens Pl 15 5t i e ind @i e |40 NS 0Eaen i dul Db P sl e s e e iy ss 8 [ P B v b iepaais be
- L T Sy S e g ——
D v L e B ——————
" TRl L] [—— B [ i Lizatml Vs T EASET SR Sl kel 2 TR
I ' b | -
i e L& P i



FOUNDATION

MEDICINE®

Step 13:
Once any issues have been resolved select “Save” and “Submit Report”.
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