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You will learn how to connect Triplt to Concur, enroll in My Travel Network and
manage both your business and leisure travel with Triplt. Triplt Pro allows you to stay
one step ahead when you travel, while My Travel Network connects all your frequent
traveler accounts to Concur, making it easier for you to complete your expense
reports. You have access to this for free—a benefit of your company.

Please follow each section thoroughly. Complete steps in the order they appear
for a successful set-up.

Enrolling in My Travel Network connects your reward accounts to your Concur profile, allowing your
travel reservations to be available in both Concur and Triplt. Expenses generated from these connected

accounts flow into Concur, leaving you with one less receipt to keep track of. You will only need to
enroll once.

Log in to Concur at udel.edu/concur.
Next, click on Profile, then Profile Settings.

Click on Personal Information, scroll down to the Email Addresses section and verify your email
addresses.

*Verifying your email addresses helps travel confirmation emails and receipt images to be recognized, which are necessary
for future steps.

Please add at least one email address. [Requirad]

p How do | add an email address?

p Travel Arrangers / Delegates

p Why should | verify my email address?
P How do | verify my email address?

@ Add an email address
Email Address Verification Status Verify Contact? Actions

Email 1 Johnsmith@company.com 0 Verified Ef:?ﬁ?clgtion Yes &
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Next, scroll down to the Frequent-Traveler
Programs section.

» Add or update any reward program numbers you
have with airlines, hotels or rental car companies.

Then click “I Agree” to enroll in My Travel Network.

» Note: You will receive an email confirming your
connection to your reward account program when
the connection between the reward account
program and Concur is live. (Connections may
happen at a later date.) See Frequently Asked
Questions for more information.
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Connect Everything In One Place x

Connect your Concur Profile to participating airline, hotel and transportation programs to simplify your travel experience.

AVIS A

MARRIOTT
Starwood (All) Avis Marriott (All) United
Preforred Preferred Preferred Preferred
& Loyalty & Loyalty & Loyalty & Loyalty

the program v t vill be automatically firked.
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http://assets.concur.com/triplink/FAQ_MyTravelNetworkTripItPro_Nov2017.pdf

Triplt Pro organizes all of your travel plans in one place, creating a master itinerary for each of your
trips. Download the app to access travel plans anytime, anywhere and enjoy real-time flight alerts,
gate change notifications, and more. Since your company uses Concur, Triplt will add business trips to
Concur so it's easier to submit expense reports. You will only need to enroll once.

Log in to Concur at udel.edu/concur and click on App Center in the top menu.

CONCUR Travel Expense Invoice

Once in the App Center, find the Triplt
listing and click on it.

When you're ready, click Connect to
connect your Triplt account to Concur.

A pop-up will appear to activate your
complimentary Triplt Pro subscription. You
can either sign up for a Triplt account or
sign in to an existing Triplt account.

« Make sure the email address you use for your
Triplt account is an email you have
veri ied within your Concur pro ile as stated
in section 1, step 3.

* |f you're creating a Triplt account for the
first time, you'll receive an email from Triplt
asking you to verify your new account. Please
verify your account per the email instructions.

Now that your Concur account is connected
to your Triplt account, you are ready to
download the app on your phone. Search for
“Triplt” in the App Store or Google Play store.
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Categories 4
Popular Connections

Do more with your favorite apps and services by linking them to Concur

Concur Mobile Triplt United Airlines
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The Travel App
that Keeps Up with You

=

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

Create a Triplt account and connect to Concur
N o
Email Address

Tripit...... I

‘Get a master itinerary for every trip ‘7l

Available on web, Android, and IPhone Must have st least 8 characters

Link your Concur and Triplt accounts and get: Coury,ofReskdence;

e subscptionto Tt Fr o your compary \
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Once downloaded, log in to the Triplt app using the same

email and password you used in step 3.

« Now, when you forward your travel confirmation emails to
plans@tripit.com, you can see your existing bookings from
Concur in the Triplt app. This is because you connected your
Triplt account with your Concur account in step 3.

Every time you take a trip, simply forward your travel
confirmation emails to plans@tripit.com and Triplt
will instantly create a master itinerary for each of your
trips. For more information, view this PDF.
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eeeee Carrier & 5:30 AM

< New York Trip
Thu, Jan 4 - Mon, Jan 8, 2018

THURSDAY, JANUARY 4, 2018

8:15 @3 SFO - LAX
ST AM DL 4903 (Delta Air Lines)
Conf: DL1234
Dep. Terminal 2, Gate 568, Seat: 198
Arr. 9:37 AM PST

L 7hr 23 min layover in LAX

11:00 @3 LAX - JFK

PST AM DL 40 (Delta Air Lines)
Conf: DL1234
Dep. Terminal 3, Gate 33, Seat: 12C
Arr. 7:29 PM EST

pick up (B2 Avis Car Rental - JFK
7:45 PM John F. Kennedy International Airport (JFK), 3
Conf. CES6SDX
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http://www.concurtraining.com/sites/default/files/bin/ForwardingPlans_062617.pdf

Triplt Pro is an easy way to organize all of your
business and leisure travel plans. As soon as your
itinerary is created in Triplt, you have the ability to
mark a trip as business or personal in the app. When
Concur sync is enabled, this helps to make expensing
your business trips quick and easy.

From a desktop web browser, go to
www.tripit.com. Sign in with your Triplt
account information from section 2, step 3.

Once in the App Center, find the Triplt listing
and click on it. When you're ready, click
Connect to connect your Triplt account to
Concur.

Confirm the email addresses currently in
your Triplt email settings and add additional
email addresses you may forward travel
confirmation emails from, including your
work email. When you are done, click Save.

An email from Triplt will been sent to the
address you have just added. When you
receive the email from Triplt, open it and
click Confirm email in order to have this
email address verified within your Triplt
account.

*Verifying your email addresses helps travel confirmation emails
and receipt images to be recognized, which are necessary for
future steps.

K e )

All your travel plans, in one place

Get a master itinerary for every trip. Sign up for Tripit today.

e Tips Network PointTracker  TrpltPro  Teams

Client Mesting MoN AN

. SCHEDULED
SEAto ICN
Asiana Airines 271

13:00 PST 18:00 KST 12h

ICGFXN - 11D

AK Find alternate flights

PN Atines 4

CandceVu B - | Add 2 Tip

Home  Trips  Network  PointTracke;  TripltPro  Teams I Automalically share you

Account settings

TRIPITPREMIUM SERVICES

T .;!;T S L N R BT Tack 150+ programs now with Trikt Pro - RAPLERAEY
TIpi e
"»:..r—-v- Home Trips  Network  PointTracker  TripitPro  Teams «omatically share your tri
/' We've sent a confirmation email to john.smith@gmail.com. Please check your inbox
Email settings

Email subscriptions S S ]
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forwarding p com o show Ural

From people

@ Invitations & Notifications

itinerary or Tripl, invites.
you o connecl on Trpl, inviles you 0 join 2 group on Tripll, comments on you lip,

ey
TrIpit, von concur

Hello John Smith,

You've requested to include john.smith@gmail.com in your account
with john.smith@company.com.

Click below to confirm this addition.

Confirm email

If you made this request in error, you can disregard this email.

Happy travels,
Triplt
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If you connected your Triplt account with Concur in section 2, business travel reservations
made in Concur will be available in Triplt as well.
« Watch this video to learn how to manage both business and leisure travel with the Triplt app.

Go back to your profile on Triplt.com, click on Home in the menu. Discover other features in
the menu bar now available to you with your complimentary Triplt Pro subscription such as
Point Tracker, Seat Tracker, Travel Alerts, etc.

» from Concur Home Trips Network Point Tracker Triplt Pro Teams

If you'd like, Triplt can also add travel plans Tt
from your personal email (including Gmail, :
QOutlook.com or Yahoo! Mail) so that all of your R
travel plans are always organized in one place. i o=

To do this: | S T %

AK Find altenate flights

« Make sure these personal email addresses are
verified as stated in step 4.

- H

* Log in to www.tripit.com and click on Home in
the menu.

« Scroll down to Automatically Forward Plans and
enter the personal email addresses that you will be making any travel plans with.

*Note: to prevent your personal trips from being added to Concur, you can simply change your trip settings.
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http://assets.concur.com/concurtraining/cte/en-us/triplink/business_personal_trips.mp4?width=90%25&height=90%25&iframe=true
http://www.tripit.com

For further questions or concerns, please contact your Concur administrator.

Additional Resources: Traveler Benefits website
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http://www.concurtraining.com/en-us/triplink/traveler-benefits
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