UNIVERSITY OF MARYLAND

Job Aid: Linking Lyft to Concur

Enabling Lyft to communicate with Concur

Lyft provides a logical step-by-step process to link your account to Concur.

These instructions are geared towards iPhones, however, steps to connect to Concur on Androids should be
similar.

1 — First: Check your Profile in Concur and make sure you have verified your UMD.EDU email address in
the system. You will not be able to complete the linking process without doing this first. For guidance,
see the Job Aid: “Setting up your Concur User Profile”

2 - Open the Lyft app, click the three short horizontal bars on
the upper left of the screen to open the navigation menu, 2 4V Ride history

scroll down to Payment and click it.

2b - On the next screen, under Payment Defaults, you will _
) ] i Gift cards
see Personal and Business. Click the Business arrow to set up

your business profile. X Rewards
2b
Payment defaults
. . . P |
3a/b — Add your UMD Work email address, which will be o Vi;sg ’
“Unverified” at first, then click the Next button
il Business 5
Set up your business profile
Set up your
3a . . [ =) Set up your
b fil
usiness protie —_— 3b business profile 6

Pl
Create a business profile for your work rides.
Create a business profile for your work rides.

= Work email « Unverified
e@P®aumd.edu

Edit email

ﬁ Receipt forwarding (optional)
o “
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4 - Verify your email address - Check your UMD email for a 4 WRbusiness
message from Lyft that will direct you through several steps to %
complete the process. o
PEETEP Z
4b - Add your cell phone number that is associated with your Zgggsysou" email
Lyft account. A 6-digit code verification code will be texted to o ot o ol o ki s s i
you to confirm your account. Enter that number in the
provided field.
lyf
4b yh yr
Next, login or sign up
for a personal Lyft Enter verification code
accou nf ﬁ'ﬁfjﬁiﬁfw by typing in the 6 digit code
We'll send a text to verify your phone. [ ‘ |S 'rhai yOU, BGI’bOI"O?
‘ = v +1 Phene number ‘ : | Based on our records, this number belongs to
We sent a code to the following phone number: Barbara. If itis notayo-. ultease create a new
D Keep me signed in E +1(908) 2512125  Resend code E .
Have a new number? l Problems receiving the code? l v
Q Find your account t Q Support Center
lyf
5 — Verify identity - To further verify your identity, enter the
email address associated with your existing Lyft account. Verify identity

This is likely a personal email and not the UMD email you
entered to start this process. If you don’t already have a Lyft
account, this screen gives you the option to create one.
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Enter your email address to verify your account

If you recently changed your phone number or
can't remember your email, visit our help site

New to Lyft?

TR L EE—

& Create a new account

L
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6 — Set up your business profile - Once you
have been verified, you can add your Tcard
number as your preferred business payment
method.

6 | Set up your business

6b — At the bottom of the screen, under
Receipt forwarding (optional), click the
arrow to open the drop down and select
SAP Concur.

Click the button: Link SAP Concur

6b ﬁ Receipt forwarding (optional) /

SAP Concur
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profile

Create a business profile for your work rides.

B Profile email
ogliumd.edu

B Your preferred business payment method

™ Visa a4

v

{ + Add payment method |

‘@ Receipt forwarding (optional)

Select a provider A

ﬁ Receipt forwarding (optional)

| SAP Concur hd | « Unverified

m renew
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