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CONCUR EMPLOYEE SET UP


Every employee or contract employee must have their own login to access Concur. Under no circumstances should anyone use another person login for security and audit purposes.

Please submit the following information to concur@midamericamortgage.com

1. Employee Name: _____________________________________________________________________________________________

2. Their work email address: ___________________________________________________________________________________

3. Are you an Employee or Contract Labor employee? – Circle one or the other.

4. The last four numbers of employee’s social security number. _____________________________________________

5. Provide your ExponentHR ID#, starting with a letter proceeded by 5 digits, such as EXXXXX. Log into your ExponentHR account, then click on My info and your ID number is underneath your name. If you can’t find the number, please contact H.R.

6. Branch name: ____________________________________________________________________________________________________

7. Branch location or Cost center #: ______________________________________________________________________________

8. Concur approving manager name: _____________________________________________________________________________
· Note: Please confirm, your approving manager might not be the same as your Concur approving manager.
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1. Employee to act on the behalf of their Manager.  – Circle Yes or No.
This is when the employee will login in as themselves to fill out an expense report for their manager.

· Manager name: __________________________________________________________________________________________

2. Employee to act on the behalf for another employee. – Circle Yes or No.
This is when the employee will login in as themselves to fill out an expense report for another
employee.

· Employee name: _________________________________________________________________________________________
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