Columbia University Finance Training

Job Aid: Setting Up and Installing Concur Mobile, Triplt, and ISOS Apps

This job aid covers the steps for setting up and installing the Concur mobile app, Triplt Pro app, and the International
SOS (ISOS) app on your phone.

Installing the Concur Mobile App

You must have the Duo Mobile app installed. Refer to the CUIT Multi-Factor Authentication — Duo web page. Install
the SAP Concur app on your phone via the App Store or Google Play. If you previously installed the SAP Concur
app, ensure that you have downloaded the most recent version.
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7. Select Approve. 8. Select to go back to SAP Concur. You can begin to use the Concur mobile
app.
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Note: The Concur mobile App is intended for the end user only and does not support Delegation. Delegates must use
the Concur Desktop application. Approval of Pre-Trips Requests with an Advance is not currently supported on the
Concur mobile app.

Setting Up and Installing the Triplt App

By registering Triplt through your Concur account, you automatically receive all the features of Triplt Pro at no cost. If
you have previously installed Triplt, you can link it to your Concur account to receive the Triplt Pro features. Do not
purchase and install the Triplt Pro app. Ignore any upgrade messages.

1. Login into the Concur desktop application and click the App Center tab.

Admesys

App Center Search by Application, Partnar, or Keywor
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2. Click the Triplt tile. The Triplt informational page appears.
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3. Click the Connect button. The Term & Conditions window appears.

TERMS & CONDITIONS

Please review the following licensing terms and conditions

By accepting the following terms, you agree to be bound by the Concur App Center end-user
terms, as well as App Licensing Terms and Conditions

Concur App Center End-User Terms and Conditions
The basic terms of use, accepted once, for individuals using the Concur App hd
Center.

Select to agree to the Concur App Center End-User Terms and Conditions and click | Agree. The Activation
screen appears.

C-| Concur - Travel and Expense - Google Chrome

@& concursolutions.com/signup_tripit.asp

ACTIVATE YOUR TRIPIT PRO SUBSCRIPTION
All your travel plans, in one place

Create a Triplt account and connect to Concur
Email Address

|ez2248@columbia.edu |

- . Choose a New Password
Get a master itinerary for every trip ‘ ‘

Available on Android and i0S Must have at least 8 characters,

Link your Concur and Triplt accounts and get: Country of Residence

« A free subscription to Triplt Pro from your company ‘ hd
. :‘ea"“"“‘e flight E'Z’E . . (O accept the Triplt User Agreement, have read the Privacy
+ Travel plans synced between Concur and Tripit Policy, and agree to link the Triplt account to Concur

Tripit supports the following languages:

« English
« UKEnglish
« French

+ German
« Japanese
« Spanish

| already have a Triplt account! Sign in and link my
accounts

Note: If you already have a Triplt account, click Sign in and link my accounts.
4. Create a Password with at least 8 characters, select your Country of Residence, and accept the User Agreement.
5. Click Create Triplt Account. A message appears for you to verify your email address.

3.

Tripit........

Thanks for signing up for TripIt!

Your new TripIt account is now linked to your Concur
account.

We need to verify your email address. Check your inbox for
a message from TripIt and click the verification link.

Don't see the email? Check your junk folder or contact
Triplt for assistance.

Don't have the TripIt mobile app yet?

Here's how to get it...
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6. Go to your email inbox, view the email from support@tripit.com and click Verify Email.

\!i.
Tr ' p” t from Concur

Welcome to Triplt!

We just need to make sure you're you. Please verify your email to get
started.

Next, forward your travel confirmations to plans@tripit.com and we'll
build your itinerary.

Happy travels,
Triplt

The Triplt webpage appears. Do not select the Triplt Pro free trial option.

szh ) 7. Install the Triplt app on your phone via the App Store or Google Play.
™. Tripit: Travel Planner Do not purchase and install the Triplt Pro app as the account you just
e created in Concur gives you free access to Triplt Pro features.
) €D i 8. Open the Triplt app on your phone and select Sign In.
4.8 %k Kk kX #98 4+ [ ]

What's New Version History

ersion 12 fino a0
" Create an Account
« You've probably noticed that Tripit now matches
your device language if it's set to French, German, or

Japanese. If your Triplt emails and alerts are st more

Subscriptions ‘ Sign In ’
Tripit Pro (1 Year)
ramium Perks

9. Enter your Email Address and Password then select Sign In.

Email Address

$48.99
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Sign In
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Setting Up and Installing the International SOS (ISOS) Assistance App

The International SOS Assistance App is a stand-alone app to assist with international travel. It is not linked with your
Concur account, just install it and register on your phone.

es0v .=s 1. [Install the ISOS app on your phone via the App Store or Google Play.

K Search 2. Open the app and allow it to use your location and send notifications when

International
SOS Assistance prompted.
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your Phone number, and your Email address.
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5. Inthe Membership # field enter Columbia’s membership number
11BSGC000064.
6. Select Register. An email will be sent to the email address you provided.

7. Go to your email inbox, view the email from app@internationalsos.com, and click the link provided to set your
password. The webpage to update your password appears.

Hello ez2248@columbia edu,
Please fill out the form below to update your password
New password
Re-type your new password
Your password must be at least G characters.
our password must contain at least one special
Update Password

8. Type a New password, Re-type your new password, and select Update Password. The password must be at
least six characters, one upper case letter, one special character (@#$"\%&+=_).
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Getting Help
Please contact the Finance Service Center
http://finance.columbia.edu/content/finance-service-center

You can log an incident or request a service via Service Now
https://columbia.service-now.com
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