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Logging on to SAP Concur 
 

1. To log on to SAP Concur, on the 

Sign In screen, enter your 

Username, email address, or SSO 

code as directed by your company.  

You can slide the Remember Me 

toggle button to store your 

password, so you don’t have to 

enter it the next time you sign into 

SAP Concur from this device. 

 

 

 

 

2. If you have forgotten your 

Username, select the Forgot 

username? link. 

3. To continue signing in, select Next. 
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4. Enter your Password. 

If this is your initial log in to SAP 

Concur, you will enter the 

temporary password that was 

provided to you. 

Note: Your password is case 

sensitive. 

If you have forgotten your 

password, select the Forgot 

password? link. 

5. After you enter your password, 

select Sign In. 

On the SAP Concur home page, you 

will find the tools that you need to 

book a trip and manage your 

expenses. Use the Quick Task bar at 

the top of the screen to quickly view 

and act on tasks. 
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