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Introduction

Purpose

This job aid helps users access Concur on desktop and mobile by outlining the correct login
steps, including email-based access, multi-factor authentication (MFA), and the mobile app. It is
designed to reduce login issues and help users quickly get into the platform from the device they
are using.

When to Use this Guide

Use this aid whenever you need to sign in to Concur from a desktop or laptop, whether you are
starting from an emailed link or logging in with MFA. Use it again if you need to access Concur
from the mobile app, set up or reauthenticate your mobile sign-in, or troubleshoot a login
problem.

Before You Begin

Before logging in, make sure you have your Concur credentials, access to your work email, and
a device that can receive MFA prompts or verification codes. If you are using the mobile app,
confirm that the app is installed and updated, and that you have a stable internet connection. If
you are logging in through an email link, open the message from a trusted source and follow the
sign-in prompt exactly as directed.
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Logging into Concur Using Email (1 of 3)

Logging in Using Email — Desktop

1. Logon to Concur at https://us2.concursolutions.com/ and enter your State of
Arkansas email address.

2. Click Next.

&Y Concur @engishus)v g

=<4

O Remember me

Forgot username

Need help signing in

Learn about SAP Concur for your business

@ English (US) v
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< Signin

Sign in with:

Sign in with an Email Link

Learn about SAP Concur for your business
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43
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https://us2.concursolutions.com/

Logging into Concur Using Email (2 of 3)

Navigate to your Email

4. The screen will prompt you to check your email for a one-time link to instantly sign in.

@ English (US) v

Check your email

We have sent an email to you with a one-time link that will
allow you to sign in instantly to your SAP Concur account. The
link expires in an hour.

Return to Sign In

Learn about SAP Concur for your business

Ve :
/ﬁ ‘%ﬁ’l‘mﬁ

w Service Status (US2)  Cookie Preferences  Cookie Statement © Copyright 2026 - SAP Concur - All Rights Reserved

5. In your email, locate the email from noreply@concur.com and click the Sign in to SAP
Concur button in the body of the email.

Al Unread By Date v T [EXT] Sign-In Request to SAP Concur
| = 0 ] | | (@]
. Repl % ReplyAll | = F d
E [ | noreply@concursolutions.com on behalf of noreply@co ©| © Reply | € Reply kil o
5 noreply@concur.co fo o e Fri 4/17/2026 2:53 PM
2 [EXT] Sign-In Request to 253pm [l (e}
You don’t often get email from ® Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

TETCTETTTS

I You don't often get email from noreply@concur.com. Learn why this is important

L

ETEET TS ETF

Sign-In Request to SAP Concur

Hello

You requested a one-time link to sign in to SAP Concur. To sign in, click the button
below. If you do ni to sign in, please ignore this email.

Sign in to SAP Concur

All folders are up to date. _ Connected to: Microsoft Exchange [ Display Settings [0 B - ——4— +
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Logging into Concur Using Email (3 of 3)

Concur Dashboard

4. You will automatically be logged into Concur.

If this is your first time logging in, you will receive a WalkMe prompt to being
customizing your settings.

= EE: 7 Concur

Q ® RN
Hello,
April 17, 2026

Hello,
Welcome to SAP Concur

Employees use Concur to perform the following tasks:

Submit Travel Requests
Report Business Expenses
Process Vendor Invoices

Before we begin, it's important that you customize your
settings and verify your email address.

Available Expenses Expense Repc

| |

No Available Expenses No Reports
n When you have available expenses, you'll see them

When you have reports, you'll see them here
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Logging into Concur Using MFA (1 of 10)

Logging in Using MFA — Desktop
1.  Enter your State of Arkansas email address.

2. Click Next.

EXY Concur @ English (US) v

Signn

Username, verified email address, or SSO code

o Remember me

Forgot username

Need help signing in

Learn about SAP Concur for your business

3. Select Sign in with SAP Concur Password.

EXY Concur @ English (US) v

LMPN:
a2
oy

< Signin

“  signin with:

OR

Sign in with an Email Link

Learn about SAP Concur for your business
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Logging into Concur Using MFA (2 of 10)

First Time Logging in with a Password

4. Click Forgot Password.

< Signin

Password

Leam about SAP Concur for your business

5. Click the Send button.

Sae
< Forgot Password .

Enter the username associated with your account. We will ‘%\
send an email with a link to reset your password. =

s

Username

’
“I
le

Learn about SAP Concur for your business
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Logging into Concur Using MFA (3 of 10)

First Time Logging in with a Password

6. Navigate to your email and locate the email from noreply@concur.com. Click the Reset Your

Password button in the body of the email.

8 Al Unread ByDatev T [EXT] Password Reset Request
~ = -
¥4 B noreply@concur.com
g To
% (@) ! there are problems with how this message is displayed, click here to view it in a web browser
E Click here to download pictures. To help protect your privacy, Outiook prevented automatic download of some pictures in this message.
2
0 3 e
B E ‘a
£
3
k4
T
3
Password Reset Request
Hello Rachel Nieland,
To reset associated with Login 1D . please click
onthe
It the button correctly o is not being displayed, please copy and paste the
link below into your browser.
hitps: i %
It you are experiencing difficulty with this link and require assistance, please contact
your program administrator at your company.
Kind Regards, Customer Support Concur Technologies, Inc.
ncur.com
ResetRequ..  4/17/2026
You don't often get email

@‘ © Reply ‘\ & ReplyAll | —> Forward i‘ ‘7‘

Fri 4/17/2026 342 PM

7. Enter a new password following the password requirements listed in the Reset Password

prompt.
8. Click Submit.

ET7 concur

-

Reset Password

Your company requires your password to meet these
requirements:

« Be between 8 and 255 characters

« Contain at least one character that is not a letter

« Contain at least one uppercase letter (A-Z) and one

lowercase letter (a-z)
« Be different from your last 4 passwords
« You cannot reset your password more than once per day

New Password @

Confirm New Password

—

Learn about SAP Concur for your business

Logging into Concur (Desktop and Mobile)

Last Updated: September 2026 9



mailto:noreply@concur.com

Logging into Concur Using MFA (4 of 10)

Log In With New Password
9. Click Return to Sign In.

I ETY Concur @ English (US) v

Success

Your password has been successfully changed. Please sign in

with your new password. “
|
‘

Learn about SAP Concur for your business

10. Enter your State of Arkansas email address.

11. Click Next.

&Y Concur @engishus)v g

O Remember me

Forgot username

Need help signing in

Learn about SAP Concur for your business
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Logging into Concur Using MFA (5 of 10)

Log In With New Password
12. Select Sign in with SAP Concur Password.

&Y Concur @ English (US) v

yes

S

OR

Sign in with an Email Link

Learn about SAP Concur for your business

13. Enter your password and click Next.

< Signin

Password

[

Forgot password

Need help signing in

Learn about SAP Concur for your business

Logging into Concur (Desktop and Mobile) Last Updated: September 2026 | 1




Logging into Concur Using MFA (6 of 10)

Log In With New Password

14. |If this is your first time setting up your two-step authentication, the system will automatically
send you an email, skip to step 15. If you have previously set up your two-step authentication,
but need to reset your account, select Sign in with Unable to enter authentication code.

ur @ Englis

: ——

< Signin

Two-factor Authentication

Enter the authentication code generated by the authenticator
app on your mobile device or browser.

15. Follow the instructions for downloading and using a Multi-factor Authentication (MFA)
application. (Note: Process shown on next 3 pages)

TEETE——

< Signin

Set Up Two-factor Authentication

Step 1: Download or open an authenticator app (such as
Microsoft Authenticator, Google Authenticator or your
company's preferred authenticator app).

Step 2: In the authenticator app, add SAP Concur by
scanning the QR code below or by entering the manual setup
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Logging into Concur Using MFA (7 of 10)

Set up Two-Step Authentication

16. Download and open a Multi-Factored Authentication (MFA) application.

The state preferred application is Microsoft Authenticator. The steps in this
document reflect this application.

17. Tap the Plus sign icon (+).

afetrust Wallet Well -being Sidekick

i ‘ Deloitte.

Kindle App Catalog

1:25

= Authenticator

12 224
A
' ‘ (1)
Deloitte ‘ ﬁ E‘.l

Authenticator Verified IDs
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Logging into Concur Using MFA (8 of 10)

Set up Two-Step Authentication
18. Select Work or school account.
19. Choose Scan QR Code.

ul 5G+ @ )

Add account Add account

WHAT KIND OF ACCOUNT ARE YOU ADDING? WHAT KIND OF ACCOUNT ARE YOU ADDING?
Personal account == Personal account >
.. Work or school account I == Work or school account 2

Other (Google, Facebook, etc.) Other (Google, Facebook, etc.) >

Add work or school account

Sign in

Scan QR code I

Cancel

Last Updated: September

2026 | 14
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Logging into Concur Using MFA (9 of 10)

Set up Two-Step Authentication

20. Scan the QR code on your desktop, which was generated in step 15. Note: If
you cannot scan the QR code, jump to Page 21.

21. Use the one-time code generated by the authenticator and enter it in the field

in step 15 and click Sign In.

A new code will generate in this app each time you opt to sign in using your

password.

Scan QR code

Rpliess @ deloitte com uat
Set Up Two-factor Authentication
Step 1 o

L

Your account provider will display a QR code

Enter code manually

Logging into Concur (Desktop and Mobile)

10:29

4 Teams

<

R SAP Concur

WAYS TO SIGN IN OR VERIFY

One-time passwords enabled
You can use the one-time password codes generated by
this app to verify your sign-ins

One-time password code

' 365 692 O

Last Updated: September
2026
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Logging into Concur Using MFA (10 of 10)

Concur Dashboard

22.You are automatically logged into Concur.

If this is your first time logging in, you will receive a WalkMe prompt to being
customizing your settings.

= EE: 7 Concur

Q ® RN
Hello,
April 17, 2026

Hello,
Welcome to SAP Concur

Employees use Concur to perform the following tasks:

Submit Travel Requests
Report Business Expenses
Process Vendor Invoices

Before we begin, it's important that you customize your

settings and verify your email address.
Available Expenses

Expense Repc

| |

No Available Expenses

No Reports
n When you have available expenses, you'll see them When you have reports, you'll see them here.

Get Started
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Logging in to Concur — Mobile App (1 of 4)

Logging in to Concur — Mobile

Note: The Email Link sign in option is not available with the mobile app. Users
must sign in using a Multi-factor Authentication (MFA) application. Follow the steps
starting on Page 7 to set up your Concur password and download and set up the
State’s preferred MFA application, Microsoft Authenticator before logging into the
Concur app for the first time.

1. Open the SAP Concur mobile app.
2. Tap the Sign In button.

)
(]

4:54

Deloitte.

afe rustWaIIet WeII -being Sidekick

i Q Deloitte

Kindle App Catalog

=YY Concur

Deloitte.
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Logging into Concur Using Email (2 of 4)

Enter your Email and Password

3. Enter your State of Arkansas email address.

4. Tap the Next button.

5. Enter the Password you created and click Next.

4:54 w 7T @)
X concursolutions.com =

Y Concur

SignIn

Username, verified email address, or SSO code

m

O Remember me

Forgot username

Need help signing in

Logging into Concur (Desktop and Mobile)

113 - @)
X concursolutions.com =)
£ Concur
SignIn
<
@
Password
(O

Forgot password

Need help signing in

Last Updated: September
2026




Logging into Concur Using Email (3 of 4)

Open the MFA Application

6. Navigate to your MFA application.

7. Copy the one-time code. Note: This code is valid for 30 seconds each time it
is generated. A new code will be generated for each mobile sign in.

10:29

<4 Teams

<

fetrust Wallet Well-being Sidekick

R SAP Concur

WAYS TO SIGN IN OR VERIFY

f’i 4

Kindle App Catalog

One-time passwords enabled

You can use the one-time password codes generated by
his app to verify your sign-ins

One-time password code

365 692
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Logging into Concur Using Email (4 of 4)

Return to the Concur Mobile App

8. Enter the copied Code from the MFA application into your Concur application
and click the Sign In button.

9. The landing page is the Concur Mobile Dashboard. You can navigate to your
different areas through the navigation bar on the bottom of the screen.

Note: You will see areas based on your assigned role.

1:12 W T @ 4:34 w! 7
X concursolutions.com = :3-‘ Y Concur £ RN
wc oncur 6.12.26 Report
< Not Submitted
Two-factor Authentication Drive

er the authentication code generated by the “ Mileage capturing Enable
nticator app on your mobile device or browser.

6-Digit Authentication Code

Unable to enter authentication code

Need help signing in

< h ¢ @ @ &

Home Expense
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Optional Step if the QR Code Will Not Scan

1. If you have previously set up your two-step authentication, but need to reset your
account, click Unable to enter authentication code.

< Signin

Two-factor Authentication
Enter the authenlication code generated by the authenticatar

app on your mobile device or browser.

2. Select Show Manual Setup Key as depicted below and follow the instructions

on the screen.

S

< Signin

Set Up Two-factor Authentication

$tep L: Dowrioud o ooem an asdw
Vi rwmert A # AR 4 YO

P ;’ b ™ o
\’l":j' w il ‘.! “‘.

COMPATY 1 pravTed MEATC I 20

Last Updated:
September 2026

Logging into Concur (Desktop and Mobile) 21



Optional Step if the QR Code Will Not Scan

Set up Two-Step Authentication

3. Download and open a Multi-Factored Authentication (MFA) application.

The state preferred application is Microsoft Authenticator. The steps in this
document reflect this application.

4. Tap the Plus sign icon (+).

1:25

= Authenticator

f rustWallet Well -being Sidekick

Y ‘ Deloitte

Kindle App Catalog

e J J
12 224
A
TS0 - €
/ Deloitte. n Eé

Authenticator Verified IDs
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Optional Step if the QR Code Will Not Scan

5. Please select Other (Google, Facebook, etc.)

Add account

WHAT KIND OF ACCOUNT ARE YOU ADDING?

. Personal account

Work or school account

Other (Google, Facebook, etc.)

Last Updated:

September 2026 23
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Optional Step if the QR Code Will Not Scan

6. Then click the "Enter code manually" button and type an Account Name (such
as Concur) and the Secret Key (that appears on the Desktop screen when you
click Show manual setup key).

Add account

Scan QR code

Account name
Add account

Secret key

Finish

Your account provider will display a QR code

Enter code manually

Last Updated:

September 2026 24
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Key Takeaways

Tips and Notes

* Promptly enter the six-digit code to avoid timeout issues.

* If you do not receive an MFA code, check that your device has signal or internet access.

* For the mobile app, use the latest version of the app to reduce sign-in issues and improve
security.

* |If you change your password, you may need to sign in again on both desktop and mobile
devices.

You have successfully logged into Concur on the desktop and a mobile app.

Related Training

Use these resources if you need more detailed instruction:
» Concur System Access and Navigation WBT

* Logging into Concur — Email Video

* Logging into Concur — Mobile App Video

WBTSs can be accessed via My ARCareers under the My ARLearning tile.

» Click here for a video demonstration on how to enroll in a WBT.

» Password reset requests for My ARCareers should be submitted to the OST Help Desk.
Please email arcareers@arkansas.qgov. You can also call the Delp Desk at 501-682-1800.

Mobile App
Use these links to download the SAP Concur Mobile App from the App Store or Google Play.

App Store for iPhone:
» https://apps.apple.com/us/app/sap-concur/id335023774

Google Play for Android:
» Google Play for Android
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