
Two Factor Authentication 
*You must use your mobile phone and a laptop or desktop to execute Two Factor Authentication successfully 

1. Download Google Authenticator (this is a free app and one I highly recommend, image below). You can find this 
app on either Apple or Android phone. You can also get it in the app store on a tablet. (continue reading) 
 
 
 
 
 
 
 
 
 
 
 

2. Open the Google Authenticator App – You will see the following screens. 
a. Click – Get Started 

The next screen will appear. 
b. Click Use Authenticator without an Account 

 
    
 
 
 
 
 

  



 
3. You'll see a screen with a cat and a ball of yarn. 

a. Click Add a code button 

 
4. The following screen will appear – Do not do anything on this screen.  We will come back to this. Proceed to 

step 5. 

 
5. Go to your laptop/desktop and Sign into Concur as you normally would. 

a. Type your Username. 
b. Click Next 

 
 

  



6. Type your: 
a. Password 
b. Click Next 

 
 
 

7. Your screen should look like this 
Click “Unable to enter authentication code” 

 
 

8. On this screen – click Send 
 

 
 

9. An email will be sent to you.  
10. Go to your inbox and open the most recent email from noreply@concur.com 

 

mailto:noreply@concur.com


 
 
 

11.  Click Reset Two-Factor Authentication as shown below 
 

 
 
 
 

12. You will then be taken back to Concur’s Sign In screen.  
a. Enter your username and password. 
b. Click Next 

 

 
 
 
 
 
 
 
 



13. This screen will appear 
 

 
 

14. Go back to your phone and open Google Authenticator (if it’s not already open) 



15. You are going to click Scan a QR Code as show below 

 
 

16. *if prompted make sure you allow Google authenticator access to your camera. 
 

 
 

17. Scan the QR code on your screen 
 

 
 



18. You should get a 6-digit code on your phone as shown below 
 

 
19. Go back to your desktop: 

a.  type the code your received as shown below – NO SPACES 
b. Click Sign In 

 
 

 
 

You should have been taken to your Concur Home screen 
 
 



 
 
 
Upon each subsequent Concur login, you will need to grab the 6-digit authentication code from your authenticator app. 
  
For security reasons, we are unfortunately unable to do anything further to assist you in setting this up. 
If you need further assistance, please see attached document composed by Concur for step-by-step instructions.  
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