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Welcome to Concur Expense

Expense is a comprehensive Web-based service that provides all of the tools users need to create and
submit expense reports. Managers use the service to review and approve expense reports. Back-office
employees use the service to produce audit reports, ensure compliance, and deliver business
intelligence to help your company reduce its costs.

Section 1: Log on to Concur

1. Log on to Concur following your company’s Your password is case sensitive.
logon instructions.

If you are not sure how to log on, check with your
company’s Expense administrator.

English (US) | Englist

Welcome
If you experience difficulty logging into the site, please click on the Forgaot your password? link
below.
Cencur
Login
User Name
Password
Remember user name on this computer
|2 o1l e?
Eorgot your password?
Passwords are case sensitive.
N

o Concur now integrates with Triplt.

© 2009-2013 Concur Technologies Inc. All rights reserved.
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Section 2: Explore the My Concur Page

The My Concur page includes several sections that make it easy for you to navigate and find the

information you need.

My Concur Expense Profile

Expense Reports (1)
Report Name Status Payment Status
Home office Expense Nat Submitted Not Paid
monthly offce expente

Company Info

Welcome to Expense. Please cick the Expense tab 1o St B0 expense repont view status of exsting repons. and meore

Available Card Charges

Card Name Card Number
©) TestPayment Type 11111
©) TesPayment Type [e11111)

American Express [rroeag]

Amngeizan Express [0005)

L F Manage your cash and card charges on the go.
-

Repart Date Requested Amount
11/30/2012 PHP 0,00
Vigw AR Chprosg
Card Status Total Unexpensed
Active $1545063
Active PHP 19542200
Active 625
Actve 342500

Look at the Company Info section.

Use the Expense Reports or Active Work
section.

Explore the Approval Queue section.

Explore the Available Company Card Charges
section.

© 2009-2013 Concur Technologies Inc. All rights reserved.
Revised: April 29, 2013

Additional Information

This section displays information and links provided
by your company.

This section provides links to create a new expense
report, or view your existing reports, authorization
requests, or cash advances. It also lists your
unsubmitted expense reports.

If your company uses Cash Advances, this
section is titled “Active Work.” Otherwise, the
section is titled “Expense Reports.”

This section lists the expense reports awaiting your
review and approval as well as any authorization
requests or cash advances.

This section appears on My Concur only if you
are an Expense approver and if you have
received at least one report for approval.

This section lists all imported credit card
transactions.




Section 2: Explore the My Concur Page (Continued)

Customize My Concur

You can move the panes around the My Concur page to better meet your needs. Click the top bar of
a pane and drag it to a new position on the page.

My Concur ~ Expense  Profile

PHP 000

1130/2002

Homae office Expense Hot Submitted Nt Paid

monthly office expense

Company Info

Welcome to Expense. Plase chcl the Expinse Tb 1 mEtan dxpense spot v soms of ) b |

Available Card Charges Yigw AN Char
Card Mame Card Number Card Status Total Unexpensed

) TestPayment Type ey Active 1545083

©) TemPayment Type ey Active PHP 19542200

Amascan Exprest ooz Actve 615

American Express o001y Active $425.00

© 2009-2013 Concur Technologies Inc. All rights reserved.

Revised: April 29, 2013



Section 3: Update Your Expense Profile

Step 1: Change Your Password

Your company decides if you can change your password. If allowed, you will change your password on
the Profile tab.

1. On the My Concur page, select Profile from
the menu at the top of the page.

2. On the Profile submenu, click Change If your company uses Single Sign On, you access
Password. Concur Expense via your company’s intranet. If that
is the case, you will not see this option on the Profile
menu nor will you be able to change your password.

3. In the Old Password field, enter your current To change your password, you need to know your
(temporary) password. old or temporary password.

4. In the New Password field, enter your new
password.

5. Verify your new password by re-entering it in
the Re-enter Password field.

6. Enter a word or phrase in the Password Hint
field to act as a reminder if you forget your
password, and then click Save.

My Concur Expense Profile
Change Password  System Settings  Mobile Registration

My Profile
Change Password

Expense Deagates
Expense Preferences
Expanse Approvers
Company Car
Favorite Attendees

| Other Settings
E-Receipt Activation
Sywtem Settngs
Connected Apps
Concur Connect
Change Password
Meobie Registration

© 2009-2013 Concur Technologies Inc. All rights reserved.
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Section 3: Update Your Expense Profile (Continued)

Step 2: Review Your Expense Settings

1. In the left-hand navigation, in the Expense
Settings section, click Expense Information.

Step 3: Add a Delegate

1. In the Expense Settings section, click
Expense Delegates.

2. Click Add Delegate.

3. In the Search by employee name, email
address or logon id field, type the last name
of the delegate you wish to add.

4. Click the name of the delegate from the list.
5. Click Add.

6. Select the appropriate task checkboxes.

7. To add additional delegates, repeat steps 2-6.
8. Click Save.

Additional Information

The Expense Information page is read-only. If
the information needs to be changed, contact your
site administrator.

Additional Information

The Expense Delegates page appears.

From this page, you will give other Expense users
the ability to prepare, submit, approve, view
receipts, approve reports, or receive emails on your
behalf.

As you begin to type the name, Expense provides a
list of users to select from.

The delegate can only perform the tasks you select.
A delegate will need to be an approver in order to
approve reports on your behalf.

You can see if others have added you as their
delegate by clicking the Delegate For tab.

My Profile -
Y Delegates Delegate For

Your Information
Personal Information
Company Information

Contact Information Expense Delegates
Emergency Contact Delete

Credit Cards
Travel Settings

Travel Preferences

Delegates are employees who are allowed to perform work on behalf of other employees.

Int tional T | Expense and Travel Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Trg
nernation. ravel

Frequent-Traveler Programs I:] MName Can Prepare Can Yiew Receipts Receives Emails

Assistants/Arrangers 0 Calnan, Brenna L~ = #

Expense Settings brennac@concur.com

Expense Information

Expense Delegates

Expense Preferences

Expense Approvers

Favorite Attendees
© 2009-2013 Concur Technologies Inc. All rights reserved.
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Section 3: Update Your Expense Profile (Continued)

Step 4: Select Expense Preferences

1. In the Expense Settings section, click
Expense Preferences.

2. In the Send email when section, select the
applicable checkboxes.

3. In the Prompt section, select the applicable
checkboxes.

4. In the Display section, select the applicable
checkboxes.

5. Click Save.

Additional Information

From this page, you can specify when you will
receive email notifications and prompts.

In this section, you determine when you will receive
email notifications.

In this section, you determine when Expense will
prompt you for further action.

You will see this option only if your company is using
travel allowances.

Expense Preferences

Save Cancel

Submit or Print.

Send email when...

Select the options that define when you receive email notifications. Prompts are pages that appear when you select a certain action, such as

Fa

An authorization request is submitted for approval
Prompt...

[:l For an approver report is submitted

D For an approy tion request is submitted
To add company d transactions to r rt

Display...

O mMake the s ngle Day Itineraries page my default in the Travel Alloy

wance wizard

Step 5: Review Expense Approvers

1. In the Expense Settings section, click
Expense Approvers.

2. Review your Expense Approvers.

© 2009-2013 Concur Technologies Inc. All rights reserved.
Revised: April 29, 2013

Additional Information

If your company allows you to select your Approver,
type all or part of the approver's name in the
Search by... fields by, select the appropriate
person, and then click Save.

If your company does not allow you to select your
approver, verify that the listed approver is correct.
Notify your system administrator for any needed
corrections.



Section 3: Update Your Expense Profile (Continued)

Step 6: Add Favorite Attendees

1. In the Expense Settings section, click

© N o o~ w0 DN

Favorite Attendees.

Click New Attendee.

Select the Attendee Type from the list.

Enter the Last Name of the attendee.
Enter the First Name of the attendee.
Enter the Attendee Title.

Enter the attendee’s Company.

Click Save.

Additional Information

The Favorite Attendees page appears, which
allows you to add, edit, or delete frequently-used

attendees.

If you need to add more than one attendee, click

Save & Add Another.

Your favorite attendees list is also updated based on
attendees you add to your expense reports.

Find every attendee where Last Name

Attendees | Attendee Groups

Favorite Attendees

¥ Begins With e |

(® New Attendee Edit Delete

Attendee Mame - Attendee Title
414 susan

Smith, Anne

Page| 1 ofl

Company Attendee Type
This Employee

Business Guest

Advanced Search

Annual Total
0,00
$0.00

© 2009-2013 Concur Technologies Inc. All rights reserved.
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Section 4: Create a New Expense Report

Step 1: Create a New Report

In the Active Work or Expense Reports
section of the My Concur page, click New

1.

Expense Report.

Complete all required fields (those with the red
bar at the left edge of the field) and the optional

fields as directed by your company.

3. Click Next.

Additional Information

The Create a New Expense Report page
appears. The fields that appear on this page are

defined by your company.

The expense report page appears.

|(6030) Security

My Concur | Expense

Profile

ie arges  View New Expense Repor
Create a New Expense Report
Report Header

04/30/2003

t

3 | Travel & Expense Policy

{600} Operations

© 2009-2013 Concur Technologies Inc. All rights reserved.

Revised: April 29, 2013

10




Section 4: Create a New Expense Report (Continued)

Step 2: Add a Company Card Transaction to the New Expense Report

Company card transactions are automatically imported into Expense for you — ready to be added to an
expense report. Your company determines how frequently new card transactions appear.

1. On the Expense Report page, from the
Import dropdown menu, select Charges &
Expenses.

Additional Information

The Smart Expenses pane appears. A Smart
Expense combines: trip data from Travel, corporate
card data, and e-receipt data.

My Concur | Expense Profile

5 New Expense Report

Sarah's Expenses

(%) New Expense (#) Quick Expenses Import ~ Details ~ Receipts = Print / Email =

Expenses Charges & Expenses Smart Expenses
From File

Date Expense AN Cards %

[l Utell Sars

Match Unmatch

2. In the Corporate Card Charges section, select
each transaction that you want to assign to the
current expense report.

3. In the Smart Expenses section, from the
Import dropdown menu, select To Current

You can also add Corporate Card Charges to an
expense report by dragging and dropping into the
Expenses area of the page.

The expense appears on the left side of the page,
with all applicable icons, such as company card or

Report. exceptions.
]
My Concur ~ Expense Profile
New Expense Report
Sarah's Expenses Delete Report
(%) New Expense (%) Quick Expenses Import - Details - Receipts = Print / Email ~
Expenses vew = |« Smart Expenses
Date = Experse Amount Requested Al Cards ~ Import = Match Unmatch Delete
Ex To Current Repnrt xpense Dats Amount
@ u To Mew Report §318
© 2009-2013 Concur Technologies Inc. All rights reserved.
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Section 4: Create a New Expense Report (Continued)

Step 3: Add a Personal Credit Card Transaction to the New Expense
Report

Using Concur, you can import into an expense report a personal credit card transaction that you
download from a financial institution.

1. On the Expense Report page, from the Before you can import the personal credit card
Import dropdown menu, select From File. transactions, you need to download the transactions
from the financial institution, and then save them to

your computer. Debit card transactions are not

supported.
2. In the Import Personal Card Transactions
window, click Browse.
Import Personal Card Transactions
Your financial institution may allow you to download your credit card charges to your computer, You can _A_

then upload those charges into your expense report,
To use this feature:

1. A our financial institution's website and log in to your account,

2. Access your credit card information,

3. Download the file to your computer,

MOTE: Concur Expense accepts OFX and QFX file formats, [These formats are commaonly utilized by Quicken
and Microsoft Money,) Concur does not currently accept debit card transactions. Also, the files must be 500
KB or smaller,

Then:
1. In this dialog box, click Browse to locate the file on your computer,
2. Click Upload.

Browse.. |

Upload Cancel

3. Locate the file you want to attach.

4. Click Upload.

© 2009-2013 Concur Technologies Inc. All rights reserved.
Revised: April 29, 2013 12



Step 3: Add a Personal Credit Card Transaction to the New Expense
Report (Continued)

5. Select each transaction that you want to assign
to the current expense report.

6. Click Import. The imported card transaction will appear as an
Undefined expense type. You will need to update
the expense type and add any additional information

required by your company.

Import Personal Card Transactions
You have selected to import the following credit card transactions from your personal credit card. Select the
credit card charges you would like to add to your expense report. Once you have selected the transactions,
the credit card charges will be converted to expenses and saved to your expense report,
Expense Detail Date Posted ~ Amount
PURCHASE WITH PIN TARGET T1957 B 0772042010 §134.21 ()
CHECK $50.00
PURCHASE WITH PIN TOP FOOD AND D $12.55
WISA PURCHASE (NON-PIN) CHIPOTLE 07/20/2010 $6.44
WISA PURCHASE (MON-PIN) STARBUCK 07/21/2010 $6.99
| WISA PURCHASE [NON-FIN) SUBWAY 0772142010 $6.83
VISA PURCHASE (NON-PIN) SAFEWAY $40.76
VISA PURCHASE (NON-PIN] FAMILY P 07/22/2010 $12.00
WISA PURCHASE (NON-PIN) ICHI TER $11.15
VISA PURCHASE (NON-PIN) PANERA B 07/22/2010 $6.42
PR ACE VATTL PTK CACEVAMAW CTARC AT MNAN Faac v
Import Cancel

© 2009-2013 Concur Technologies Inc. All rights reserved.
Revised: April 29, 2013
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Section 4: Create a New Expense Report (Continued)

Step 4: Add an Out-of-Pocket Expense to the New Expense Report

1. Click New Expense.

2. On the New Expense tab, select the
appropriate expense type.

Additional Information
The New Expense tab appears.

The page refreshes, displaying the required and
optional fields for the selected expense type.

L]
My Concur Expense Profile
Charg New E
Sales Training
(2) New Expense (%) Quick Expenses
Expenses
Daty Experie

TOTAL AMOUNT

$0.00

TOTAL REQUESTED

$0.00

*| Receipts ~| Print/Email =

New Expense

Incidentals

Racaipe S
!:).L‘.crbcxl.cr. 2

m Memize Allocate Attach Receipt Cancel

© 2009-2013 Concur Technologies Inc. All rights reserved.
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Step 4: Add an Out-of-Pocket Expense to the New Expense Report
(Continued)

For date fields, use the calendar For lists, select from the list. For auto-complete fields, type the
to select the date of the expense. ‘endor Dropdown Class of Senice first portion of your choice and
e o [ || | Economy class then select from the list.
Aer Lingus i )
| |:|'9.|'1|:|.|'2|:|1|:| E Aero Mexico Cly
] September 2010 m Air Eerlin Redmond, Washington
s M T ow T F s :fr:a”ada Redrmand, Washington
IF France
1 2 3 4 i New Zealand RECMCMD, ALISTRALLS,

RECMOMND WWEST, AUSTRALLS
Redmond-Bend apt, Oregon

3 8B 7 & 9 10 M

12 13 14 15 16 17 18
19 2 22 23 24 25 All Courtries

26 27 28 29 30

Today

Complete other text fields and checkboxes as usual.

Coamrment

Business Purpose
D Personal Expense [do not reimburse
me]

3. Complete all required fields (those with the red For different types of expenses, such as hotel or car
bar at the left edge of the field) and the optional mileage, or for expenses incurred in a currency
fields as directed by your company. other than your reimbursement currency, refer to

Using Special Features in this guide.

4. Click Save. The expense appears on the left side of the page.

© 2009-2013 Concur Technologies Inc. All rights reserved.
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Section 5: Review and Edit an Expense Report

You should review for accuracy and edit (if necessary) your reports and all expenses, including
company card transactions, before submitting your expense report.

Step 1: Review the Report Information

1. On the Expense Report page, in the The expense details appear on the right side of the
Expenses area, click any transaction to view page.
the details.

2. From the Details dropdown menu, select The Report Header page appears and you can
Report Header. view and update report header information.

3. Make the appropriate changes, and then click
Save.

Step 2: Review the Exceptions

1. On the Expense Report page, click Show The Exceptions pane opens, which displays all
Exceptions. exceptions for the expense report. In this pane, you

can select an exception to view the expense details.

2. Click the exception that you want to review. The expense details appear on the right side of the
page.

Exceptions

Expense Type Date Amount Exception

Local Phone 09/13/2010 $20.00 u Missing required fields: City

3. Make the appropriate changes, and then click
Save.

© 2009-2013 Concur Technologies Inc. All rights reserved.
Revised: April 29, 2013 16



Section 5: Review and Edit an Expense Report (Continued)

Step 3: Edit Multiple Expenses

1. On the Expense Report page, in the The multiple expense options box appears. When
Expenses area, select the checkbox for the you select more than one expense, you will have the
expenses that you want to update. ability to delete, allocate, or edit the expenses at the

same time.

2. Select the action you would like to perform for If you choose to Edit the selected expenses, you
the expenses. will be prompted for all of the field(s) that you can

update.

Training Delete Report Submit Report

(® New Expense Import Details ~  Receipts ~| Print/Email -
E)(pengeg Delete Copy Wiew ¥ | «
Date ~ Expense Type Amount Requested You have selected muiltiple expenses. What would you like to do?
1. Delete the selected expenses
0971072010
L é / ?US:FTSM?JSHTele“ngs’“r””d $150.00 $150.00 2, Edit one or more fields for the selected expenses
vl > 0971072010 ?:;i;ﬁf_”s"a‘r’_fi:famm_ —— $200.00 $200.00
Hotel * .
> 097092010 r-.-:i:_ ott, San Francisco, California $300.00 $300.00

© 2009-2013 Concur Technologies Inc. All rights reserved.
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Section 6: Use Special Features

Itemize Nightly Lodging Expenses

A hotel bill typically contains a variety of expenses including room fees, taxes, parking, meals, valet,
telephone charges, and personal items. These expenses must be itemized so that they can be
accounted for correctly. Concur gives you the tools to quickly itemize your lodging-related expenses.

Step 1: Verify Auto-Itemized Hotel Expenses

The hotel auto-itemization feature automatically itemizes any card transactions that have hotel folio
data or an e-receipt from a hotel vendor. Your company determines if your hotel expenses are
automatically itemized. If not, you can manually itemize your hotel expenses as described in Step 2
below.

The result of hotel auto-itemization is similar to what you see if you manually itemize the hotel
expense. Expense itemizes the hotel expense based on predetermined mapping. Examples of the
itemizations you will see on your expense report are: parking, meals, and internet access. You can
update the auto-itemized expenses and itemize any remaining balance as described in Step 3 below.

Trip from Seattle to Chicago

Details ~  Receipts ~| Print fEmail ~

Expenses Wiew = | <«  Expense | E-Receipt
Date ~ Expense Type Amount Approved ) Total Amount: $403.72 | Remized: $403.72 | Remaining: $0.00

022412009 g pental . e~

S]=] THRIFTY CAR RENTAL MDW, Chicago, lilir s .M Transaction Date Expense Type Business Purpose
07/23/2009 Hobel

$403.72 $403.72 Enter Vendor Name City Payment Type
OHIO EAST HOTEL LLC Chicago, Tincis

02009 porel
VEO® OHIO EAST HOTEL LLE, Chicago, Dlingis
07/22/2009  Parking - Tol $25.00 $25.00

403.72

0742242009 Hote

0742212009 Hotel Ta:

0742242009 t

0742142009 Parking - Tolls

0742172009 oty

0742172009 Hotel T
ts

0742172009 Hotel Ta;

© 2009-2013 Concur Technologies Inc. All rights reserved.
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Itemize Nightly Lodging Expenses (Continued)

Step 2: Create and Itemize a Lodging Expense

1. Click New Expense.

2. On the New Expense tab, select the lodging
expense type.

3. Complete the required fields on the page as

Additional Information
The New Expense tab appears.

Your company determines the name of the expense
type. It may be called Lodging, Hotel, or something
similar.

®
MyConcur | Expense | Profile
5 New Expense Report  View Receipt Store
Sales Training
(2) New Exp () Quick Exp. Impo Details Receip Print / Email
Expenses e New Expense Recaign Stare
Date ~ Expense Amount Requested "
Adding Nev Expe e v |owsrzon O Astron Hotels >
sapcis, Minnescts | et of Pocket v | e00 usp | ¥
TOTAL AMOUNT TOTAL REQUESTED
$0.00 $0.00 I == Attach Receipt | Cancel

4. Click Itemize.

© 2009-2013 Concur Technologies Inc. All rights reserved.
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The expense appears on the left side of the page
and the Nightly Lodging Expenses tab appears.
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Step 2: Create and Itemize a Lodging Expense (Continued)

My Concur | Expense Profile

harges View Reports  New Expense Report  View Receipt Store

Sales Training

Itemizations are required for this entry.

TOTAL AMOUNT

$745.00

TOTAL REQUESTED

$745.00

Nightly Lodging Expenses

(®) New Expense | (%) Quick Expenses Import = | Details ~| Receipts - | Print/Email -
Exceptions

Expense Date Amount  Exception

Hotel 04/18/2013 574500 B memizations are required for this entry.
Expenses Delete || Copy | | View = ||« Expense

Cd Date Expense Amount Requested |Zl=-.--.l n Date
v 04/18/2013 Hotel L
Astron Hotels, Minneapolis, Minnest FH5.00 $145.00

Recurring Charges (each night)

St epr

[E] Hide Excepticns

Receipt Store

Check-out Date Humber of Nights
G| |ose/013 a |
Room Tax
f Ro
I h n as P L

5. On the Nightly Lodging Expenses tab, in the
Check-in Date field, type the date or use the
calendar.

6. In the Room Rate field, enter the amount that
you were charged per night for the room.

7. In the Room Tax fields, enter the amount of
each room tax that you were charged.

8. In the Additional Charges (each night)
section, from the first Expense Type dropdown
menu, select the appropriate expense type.

9. In the Amount field, enter the amount of the
expense.

© 2009-2013 Concur Technologies Inc. All rights reserved.
Revised: April 29, 2013

The number of nights appears automatically.
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Step 2: Create and Itemize a Lodging Expense (Continued)

10. Repeat steps 8-9 using the second Expense
Type field if you have more than one recurring
additional charge.

11. Click Save Itemizations. If there is a remaining amount to be itemized, the

remaining amount is displayed and the New
Itemization tab appears.

®
My Concur | Expense Profile
ges  View New Expense Report  Vie
Sales Training Submit Report
%) New Expense %) Quick Expenses Import = | Details ~| Receipts ~| Print/Email - Hide Exceptions
) p ) p p p p
Exceptions =
Expense Date Amount  Exception
45.00 (B e itemization amount
Expenses View * | & New Itemization Receipt Store
Date ~ Expense Amount Requested Total Amount: 5745.00 | emized: $525.00 | Remaining: $220.00
v ge Mol % T T R T $745.00 $§525.00 | o =
TOTAL AMOUNT TOTAL REQUESTED
Cancel
$525.00 $525.00 ne
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Step 3: Itemize the Remaining Balance

1. If the amount remaining is more than zero, on The page refreshes, displaying the required and
the New Itemization tab, click the Expense optional fields for the selected expense type.
Type dropdown arrow, and then select the
appropriate expense from the dropdown list.

2. Complete all required and optional fields as
directed by your company.

3. Click Save. The expense appears on the left side of the page
and the remaining amount equals zero.

4. Repeat steps 1-3 until the Remaining Amount
equals $0.00.

© 2009-2013 Concur Technologies Inc. All rights reserved.
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Section 6: Use Special Features (Continued)

Add Attendees

For some expense types, such as business meals or entertainment, your company might require that
you list the attendees who were present at these events.

1. Click New Expense. The New Expense tab appears.

2. On the New Expense tab, select an Your company defines the expense type names that
Entertainment, Business Meals, or Group Meals apply to entertaining clients, customers, or group
expense type. meals that include employees.

The page refreshes, displaying the required and
optional fields for the selected expense type.

3. Complete all required fields except the attendee In the attendee area, your name automatically
information. appears as an attendee with the full amount of the

expense. As you add attendees to the expense, the
expense amount is distributed over all attendees.
Your company decides whether your name appears
automatically and whether you can manually adjust
the amounts allotted to attendees.
[ ]
My Concur  Expense | Profile

Sales Training

New Expense Report  View Receipt Store

[ Deite Report | Submit Report |

(®) New Expense || (3) Quick Expenses Import ~|| Details ~| Receipts ~| Prnt/Email ~
Expenses View * ||« New Expense Receipt Store
Date ~ Expense Amount Requested B e o .
Adgling New Expense | Business Meal (attendess) > | 04/18/2013 ) [B_sr*es
> 0471872013 Hotell... .. £745.00 $745.00 Vendor N
= et el 5 |'~'.artan's |!~‘-r‘neaml.s. Minnesota IOU‘. of Podeet v
| 150.00 usD >
Attendees Q Attendees: 1 | Attendee Total: $150.00 | Remaining: $0.00
Import MNew Attendee Search Favorites
Attendee Type Attendee Name Attendee Title Amount
TOTAL AMOUNT TOTAL REQUESTED m
i All Attach Receij
$745.M 5?4500 Itemize ocate tach Receipt Cancel
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Add Attendees (Continued)

4. Click Favorites.

5. On the Favorites tab in the Search
Attendees window, select the attendees for
this expense, and then click Add to Expense.

6. To add a new attendee to the expense, click
New Attendee, complete the required
information, and then click Save.

7. To search for an attendee, click Search, enter
your search criteria in the Search Attendees
window, and then click Add to Expense.

8. Click Save.

© 2009-2013 Concur Technologies Inc. All rights reserved.
Revised: April 29, 2013

Additional Information

The Search Attendees window opens.

You can also locate an attendee that is already in
your Favorites list by typing the first letter of the
attendee name in the Favorites field, and then
selecting the attendee name from the dropdown list.

The new attendee is added to the list. The expense
amount is distributed among the attendees.

The “found” attendee is added to the list. The
expense amount is distributed among the attendees.

The expense appears on the left side of the page.
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Section 6: Use Special Features (Continued)

ltemize Expenses

You itemize expenses to account for expenses that include both business and personal items or to
make sure that each of your expenses is billed to the correct department in your organization.

1. On the Expense Report page, click the
expense you want to itemize.

2. Click Itemize.

3. On the New ltemization tab, click the
Expense Type dropdown arrow, and then
select the appropriate expense.

Additional Information

The page refreshes, displaying the required and
optional fields for the selected expense type.

The expense appears on the left side of the page.

The New ltemization tab appears which displays
the total amount, itemized amount, and remaining
amount.

The page refreshes, displaying the required and
optional fields for the selected expense type.

[ ]
My Concur Expense Profile
s MNew Expense Report  View Receipt Store
Sales Training
(%) New Expense || (3) Quick Expenses Import «| Details «| Receipts Ernail
Expenses View = | |« New Expense Receipt Store
Date ~ Expense Amount Requested T T
Adding New Expense > | |o4/18/2013 3
> 041872013 Hote $745.00 $745.00 ty Payment Typ
ik Minneapols, Mnnesota Out of Pocket o
04/18/2013
T $150.00 $150.00 mount - S t
[5:.00 b
Tc;;;?g TOT—'-l;EEQgUSESSE E Itemize Allocate Attach Receipt Cancel
4. Complete all required and optional fields as
directed by your company.
© 2009-2013 Concur Technologies Inc. All rights reserved.
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ltemize Expenses (Continued)

5. Click Save.

6. Repeat steps 3-5 until the Remaining Amount
equals $0.00.

© 2009-2013 Concur Technologies Inc. All rights reserved.
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Additional Information

The itemized item appears in the expense list and
the totals are adjusted accordingly.

As you click Save for each item, the remaining total
changes accordingly.
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Section 6: Use Special Features (Continued)

Convert Foreign Currency Transactions

When adding an out-of-pocket expense that was incurred in a currency other than your reimbursement
currency, Expense will assist you in converting the expense to your standard reimbursement currency.

1. Click New Expense. The New Expense tab appears.

2. On the New Expense tab, select the The page refreshes, displaying the required and
appropriate expense type. optional fields for the selected expense type.

3. Complete all required fields as usual except Because the currency conversion rate is based on

Amount.

the Transaction Date that you select, be sure to

select the exact Transaction Date.

4. In the Amount field, enter the foreign currency
amount.

5. Select the “spend” currency from the dropdown
list to the right of the Amount field.

If you select a City that has a different currency
than your reimbursement currency, Expense
automatically selects the spend currency for you.

Expense supplies the Rate and calculates the
reimbursement Amount.

Currency can be converted by multiplying by a
particular rate or dividing by a different rate. You
may need to switch from multiplication to division of
the rate, depending on the type of rate you
received, by clicking the symbol above the rate field.

6. Click the multiplication sign to switch, if needed,
and then click Save (or click Itemize to itemize
the expense).

L ]
My Concur | Expense Profile
: ports  New Expense Report  View Receipt Store
Trip to San Francisco Submit Report
(® New Expense | (2 Quick Expenses Import = | Details | Receipts =| Print/Email -
Expenses View New Expense Receipt Store
Date ~ Expense Amount Requested -
Adding New Expense Tax it E
IDu'. of Pockat .
amount X Rate (USD=1 CAL 'I53.5[
60.00 cap v IU.Q?EEUE‘J
TOTAL AMOUNT TOTAL REGUESTED ﬂ
Itemize Allocate Attach Receipt Cancel
$0.00 $0.00 ' g
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Section 6: Use Special Features (Continued)

Work with Mileage
1. Click New Expense.

2. On the New Expense tab, select the
appropriate expense type.

3. In the Transaction Date field, type the date or
use the calendar.

4. In the From Location field, enter the starting
location of your trip.

5. In the To Location field, enter the ending
location of your trip.

6. Click the Mileage Calculator.

7. Click Add Mileage to Expense.

8. Complete any additional required fields as
directed by your company, and then click Save.

Additional Information

The New Expense tab appears.

Your company determines the name of the expense
type. It may be called Car, Mileage, or something
similar.

The Mileage Calculator helps you to determine
mileage between locations. Notice that the To and
From locations that you entered for the expense
automatically appear. Using the Mileage
Calculator, you can change the locations or add
additional locations. The distance between locations
will appear for you to add to your expense report.

The expense appears on the left side of the page.

]
My Concur Expense Profile
Sarah's Expenses Submit Report
(®) Mew Expense | (%) Quick Expenses Import ~| Details -| Receipts ~ | Print/Email -
Expenses View = | New Expense Receipt Store
Date = Expense Amount Requested
Ading New Expense T
542000 5420.00 e & |
4/18/201 8 $8.5 [ | o
04/18/2013 5§25.00 525.00 lo "
04/18/2013 $267.00 $267.00
04/18/2013 -
- . o B‘zj Mileage Caleulator
o $145.00 $145.00
p b f 535.00 5$35.00
TOTAL AMOUNT TOTAL REQUESTED
$925.52 $925.52 m Allocate | Attach Receipt | Cancel
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Section 6: Use Special Features (Continued)

Copy an Expense

Use the copy feature to copy an expense within an expense report. You can then edit the copied
expense, as needed.

1. On the Expense Report page, from the The expense is highlighted.
Expenses area, select the checkbox next to the
expense you wish to copy.

2. Click Copy. The new expense appears below the original.
3. Click on the new expense. The expense details appear.
4. Make all necessary changes to the new expense.
5. Click Save.
]
My Concur Expense Profile
Trip to San Francisco Submit Report
(®) New Expense ) Quick Expenses Import = | Details =| Receipts «| Print/Email -
Expenses Delete View = |1« Expense Receipt Store
Date - Expense Amount Requested Baienite i S b Ee Pt
v 04/19/2013 Taxi . sl-..s..u_ $5851 Tad v & |
04182013 Local Phone . 1000 renear I-Du o‘Pm -
3 Rats (USD=1 CAL ::'ISS.Sl """"
60.00 cap v IO.Q?EI-:O:-ZI
TDTQ;»;—;::?: TOTALR;QGUSE?TSE; Itemize Allocate Attach Receipt Cancel
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Section 6: Use Special Features (Continued)

Allocate Expenses

The Allocations feature allows you to allocate expenses to projects or departments. The departments

you choose will be charged for those expenses.

1. Complete all expenses as usual.

2. Select the expense you wish to allocate from the The expense details appear.

expense list.

3. Click Allocate near the lower right-hand corner The Allocate Report window appears.

of the expense details section.

[ ]

My Concur Expense Profile

Sarah's Expenses

(® Mew Expense | () Quick Expenses Import ~| Details ~| Receipts ~| Print/Email ~
en: View * | New Expense
Date ~ Expense Amount Requested Etnie T T on
Adding New Experse | airtare > |ownzois
04/18/2013  Breaktast s852 5852 - e
Seattle, Washing — ol
04/18/2013  Miscellaneous i _— | seattie, washington |0uto ocket
04/18/2013 $267.00 $267.00
04718/2013 $25.00 $25.00
04/18/2013 Saas.00 -
o 45 5.00
04/18/2013 $35.00 $35.00
TOTAL AMOUNT TOTAL REQUESTED
$925.52 $925.52

(]

2 430,00

[ eite Report | Submit Report |

Receipt Store

Bl e prm—

4. From the Allocate By dropdown menu, select
either Percentage or Amount.

5. In the Allocate By field, enter the Percentage

or Amount.
6. Click in the field under the Department column Depending on your company’s configuration, you
heading. might see different fields, other than Department, to

complete on the Allocate Report page.

7. Select the department that will receive the
allocation.

© 2009-2013 Concur Technologies Inc. All rights reserved.
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Allocate Expenses (Continued)

Allocations for Report: Seattle to LA - Sales Trip oI
Expense List Allocations Total:$45.76 Allocated:$45.76 (100%) Remaining:$0.00 (0%)
= Allocate By: Add New Allocation
Date Expense Ty... Group Amount ] Percentage Company * Department * Cost Center F
| | 50 [10) United States | (400) Marketing 4050) Newspap...
I fs0 (10) United States | (300) Training 9020) Externa
< >
o R
8. Click Add New Allocation. A new allocations field appears.
9. Repeat steps 5-7 for each new allocation. Add as many allocations as necessary. You can

adjust the amounts and percentages. You do not
have to allocate 100% of the total. The amount that
you do not allocate is charged as usual, probably to
your own cost center.

10. Click Save.
11. In the confirmation message box, click OK.

12. In the Allocate Report window, click Done. The allocation icon appears on the left side of the
page with the expense.
2970472011 Taxi
g Tokyo, JAPAN
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Section 6: Use Special Features (Continued)

Allocate Multiple Expenses

If you have multiple expenses in a report to allocate, you can select and allocate all applicable
expenses at the same time.

1. Complete all expenses as usual.

2. Select all the expenses you wish to allocate from A message appears in the right pane, which states
the expense list. that you have selected multiple expenses and
provides three options.

L
My Concur ~ Expense | Profile
Sarah’s Expenses Submit Report
(®) New Expense | (%) Quick Expenses Import = || Details ~| Receipts ~| Print/Email =
Expenses Delete View ~ |1«
Date = Expense Amount Requested You have selected multiple expenses. What would you like to do?

1. Delate the selected expenses

O4/18/2013  Airtare $420.00 42000 5
United Airlines, Seattle, Washington - &

the selected expenses

O4/18/2013  Breaktast ) s P 3. or more fields for the selected expenses

04/18/2013 $35.00 $35.00
L Dar18/2013 $267.00 5267.00
D4/18/2013  Mliscellaneous £35.00 $25.00
35518_.'?0[3 F\m{\ss M:\II\“(W"‘N] " $145.00 $145.00
L a0 $35.00 $35.00

TOTAL AMOUNT TOTAL REQUESTED

$925.52 $925.52

3. Click Allocate. The Allocate Report window appears.

4. From the Allocate By dropdown menu, select
either Percentage or Amount.

5. In the Allocate By field, enter the Percentage
or Amount.

6. Click in the field under the Department column A dropdown list of departments appeatrs.

heading. Depending on your company’s configuration, you

might see different fields, other than Department
(i.e., Cost Center or Project), to complete on the
Allocate Report page.

7. Select the department that will receive the
allocation.

8. Click Add New Allocation. A new allocations field appears.
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Allocate Multiple Expenses (Continued)

9. Repeat steps 5-7 for each new allocation. Add as many allocations as necessary. You can
adjust the amounts and percentages. You do not
have to allocate 100% of the total. The amount that
you do not allocate is charged as usual, probably to
your own cost center.

10. Click Save.
11. In the confirmation message box, click OK.

12. In the Allocate Report window, click Done. The allocation icon appears on the left side of the
page with the expense. If the expense is 100%
allocated, the icon is yellow, red, and green. If the
expense is not 100% allocated, the icon is blue and

gray.
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Section 7: Print and Submit/Resubmit Expense Reports

Preview and Print Your Expense Report

1. From the Print menu, select the appropriate The three print options:

print option. e For a fax cover page to use with Concur
Imaging, select Fax Receipt Cover Page.

e For a detailed report, select Detailed
Report.

The report appears in a separate window.

2. To print the report, click Print.

]
My Concur Expense Profile
Trip to San Francisco Submit Report
(%) New Expense | (¥) Quick Expenses Import = | Details | Receipts ~ | Print/Email =
Expenses y  FaxReceipt Cover Page Receipt Store
Date ~ Expense Amount Requ  Detailed Report
Adding New Expense Receipt Report

Fax or Attach Scanned Receipt Images

If your company uses Concur Imaging, you can fax your receipts or you can attach scanned images of
your receipts.

Fax Images

1. From the Print dropdown menu, select Fax The fax cover page appears.
Receipt Cover Page.

2. Click Print.

3. Fax the cover page and the receipts to the
number on the cover page.

4. To view the faxed receipts, from the Receipts After you have checked receipts for the first time,
dropdown menu, select Check Receipts. you will see two different options on the Receipts
menu: View Receipts in New Window and View
Receipts in Current Window.

© 2009-2013 Concur Technologies Inc. All rights reserved.
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Fax or Attach Scanned Receipt Images (Continued)

Attach Scanned Images

1. On the Expense Report page, from the The Attach Files window appears.
Receipts dropdown menu, select Attach
Receipt Images.

Receipt Upload and Attach

According to company policy, you must provide receipts for the expenses listed below,
You may attach scanned images to individual expenses or to the report,

To attach a file to an expense line item first select it, then choose and upload the file, Line item attachment
should be used when the file is for 2 single expense line item. To attach at the report level, choose and
upload up to 10 files, without selecting an expense line item.

Expense Type | Date ~ | Amount

Airfare

United &irlines, Seattle, Washington 08/02/2011 $296.00

Dinner

T
Cafe Monte, Los Angeles, California 03/154201 $45.76

For best results, scan images in black & white with 3 resolution of 300 DFI or lower,

Click Browse and select a .png, .jpg. jpeg, pdf, .tif or tiff file for upload. 5 ME limit per file,
Files Selected for uploading: Browse...

Mo files selected

2. Click Browse, and then locate the file you want
to attach.

3. Click the file, and then click Open. The selected file appears in the Files Selected for
uploading section of the window.

4. To attach another image, click Browse, and
then repeat the process.

5. Click Upload, and then click Done.

6. To view the attached receipts, from the After you have checked receipts for the first time,
Receipts dropdown menu, select Check you will see two different options on the Receipts
Receipts. menu: View Receipts in New Window and View

Receipts in Current Window.
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Section 7: Print and Submit/Resubmit Expense Reports
(Continued)

Delete Receipt Images

1. On the Expense Report page, from the A confirmation window appears.
Receipts dropdown menu, select Delete
Receipt Images.

2. In the confirmation window, click Yes. When you select the Delete Receipt Images
option, all images attached at the report level are
deleted. You cannot delete individual receipt images
at the report level.

My Concur | Expense Profile

View Charges View Reports  New Expense Report  View Receipt Store

Trip to San Francisco

(® New Expense | (® Quick Expenses Import ~| Details ~|| Receipts ~| Print/Email ~

Expenses Receipts Required
Date ~ Expense Check Receipts

i Adding New éﬁeé;e. . Attach Receipt Images

(i 04;19.;201.3 . T;m. S S View Receipt Store

CAD 60,00
04/18/2013 Local Phone

Seattle, Washington

§10.00 $10.00
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Section 7: Print and Submit/Resubmit Expense Reports
(Continued)

Use E-Receipts

E-receipts are an electronic version of receipt data that can be sent directly to Concur to replace
imaged paper receipts. If your company allows e-receipts, you must opt in from your Profile before e-
receipts will show in Expense. If your company has enabled e-receipts, you will be notified in the
Alerts section on the My Concur page.

Enable E-Receipts

1. On the My Concur page, in the Alerts section, The E-Receipt Activation page appears.
click Sign up here.

Alerts
2] You haven't signed up bo receive e-receipts. i Sign up here

2. Click E-Receipt Activation. The E-Receipt Activation and Use Agreement
appears.

My Concur Expense Profile

| Your Information

|
Persanal Information
Ceenpany Information

Enable th tomatic collection of electronic receipts and folio data, or “e-receipts”, from participating suppliers!

Contact Information
Email Addresses

| Expense Settings |

3. Click I Accept. The e-receipts confirmation appears.

Once you have confirmed the e-receipt activation, all
of your corporate cards are included. From your
Profile, you can choose to exclude a particular card.

As you create your expense reports, you will see the
e-receipt icon next to any transactions that have an
e-receipt. You can click the icon to view the e-
receipt.
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Use E-Receipts (Continued)

Exclude a Credit Card from E-Receipts

If you have a credit card listed in your Profile for which you do not want to receive e-receipts, you can
exclude that credit card.

1. From the Profile page, click Personal
Information.

2. In the Credit Cards section, click the edit ..
icon for the credit card you wish to exclude.

3. Clear the Receive e-receipts for this card
checkbox.

4. Click Save Changes.

'b . https: f fwww, concursolutions .comfprofile/CreditCardEditor . asp?ulD=nQrls$pul426Y IcualjQ7 oW
Edit Credit Card

Edit your credit card information as necessary and click Save Changes when finished, All fields are required.

Display Name (e.g., My Corporate Card) Your name as it appears on this card —
My Corporate Credit Card] Kevin Dorsey e
Card Type Credit Card Number Expiration Date

American Express XO00(-3000¢-3000¢- 1007 11 (v 2012 [w

Use this card as the default card for:

[V] plare Tic als Ll eziTickete [V oo Rentals Hotel Reservations D Taxi
IC?] Receive e-receipts for this card:

For security, your credit card number is not displayed. If you think your credit card number is wrong, delete this credit card
record and insert a new one with the correct information,

Billing Address: The billing address must be the address where the bills for this card are currently delivered, not where
you would prefer they be delivered, This information is used to verify your identity during credit card transactions - your
credit card may be declined if your billing address is inaccurate.

decline your credit card, Please abbreviate long addresses if poss

Street Use this address
18400 NE Union Hill Road e
City State Zip/Postal Code
Redmond Washington v | 98052
Country
United States of America V)
( Save Il Reset 1l Cancel ]
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Section 7: Print and Submit/Resubmit Expense Reports
(Continued)

Submit Your Completed Expense Report

If your company uses cost object approval, your expense report might be sent to multiple approvers at
the same time. If one of the approvers makes changes to your expense report, you will be notified and
the report might need to go through the approval process again. Cost object approval allows multiple
approvers to review a report at once and helps to ensure control, compliance, and visibility of
expenses.

1. On the Expense Report page, click Submit The Final Review window appears, which lists all
Report. expenses that require receipts.
2. Click Submit Report. The Report Submit Status window confirms that

the report was successfully submitted.

3. Click Close. The Expense Report List page appears.

Correct and Resubmit a Report Sent Back by Your Approver
If your approver requires changes or additional information, he/she will return your expense report.

The returned report appears in the Expense Report or Active Work section of the My Concur
page, along with a comment from your approver.

1. Click the report name (link) to open the report. The Expense Report page appears.
2. Make the requested changes.

3. Click Submit Report.

My Concur Expense  Profile

Add attendees for business meal expenses using your smartphone.
‘Get the free app |
Expense Reports (4)

N B R
Report Name Status Payment Status. Report Date Requested Amount
Sarah's Expenses Not Submitted HNot Paid 04/30/2013 $925.52
Business
Sales Training Mot Submitted Hot Paid 04/30/2013 5545.00
Sales
Trip to San Frandisco Sent Back to Employee - Petrucei, lohn Mot Paid 04/30/2013 $68.51
Business
Home office Expense Not Submitted Mot Paid 11/30/2012 PHP 0.00
monthly office expense

Available Card Charges View All Charges
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Section 8: Review and Approve Expense Reports

As an approver, you can approve an expense report “as is”; send an expense report back to the
employee to modify and resubmit; or adjust the authorized amount of one or more expenses to comply
with company policy and then approve the expense report for the lowered amount. (Your company
may or may not allow you to adjust authorized amounts.)

If your company uses cost object approval, an employee’s expense report might be sent to multiple
approvers at the same time. If one of the approvers makes changes to your expense report, the report
might need to go through the approval process again. Cost object approval allows multiple approvers
to review a report at once and helps to ensure control, compliance, and visibility of expenses.

Review and Approve an Expense Report
All reports awaiting your review and approval appear in the Approval Queue section of My Concur.

1. Click the report name (link) to open the report. The Expense Report page appears.

2. To review the report information, from the The Report Header page appears. Click Cancel on
Details dropdown menu, select Report the Report Header page.
Header (under Report).

3. To review expense entry information, click an The expense entry details appear on the right side
expense entry. of the page.

4. When ready to approve, click Approve. The report moves to the next step in the workflow.

Send an Expense Report Back to the Employee

All reports awaiting your review and approval appear in the Approval Queue section of the My
Concur page.

1. Click the report name (link) to open the report. The Expense Report page appears.
2. Click Send Back to Employee. The Send Back Report box appears.
3. Enter a comment for the employee, and then The report is returned to the employee.
click OK.
Send Back Report
Comment History
El o
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Section 8: Review and Approve Expense Reports (Continued)

Send Single Expenses Back to an Employee

Expense allows you to send back an individual expense item to an employee for correction instead of
sending back the entire expense report.

1. In the Approval Queue section of My Concur, The expense report opens.
click the name of the report that you want to
view.

2. Review the expense report.

3. Click the expense you wish to send back for The expense details appear.
correction.

4. In the expense details sections, select the Send
Back Expense? checkbox.

5. Click Approve. You can send back multiple expenses on an expense
report without sending back the entire report. You
will repeat the steps for each expense that needs to
be sent back.

Trip to Dallas smit, sonn) Send Back to Employee Approve & Forward
Details ~  Receipts = Print/Email -
Expenses ‘iew v | « | Expense
o cxpemellrne moUnt pequested Expense Type Transaction Date
0971672010 Eﬂ‘lé"’[‘)‘;!as - $140.00 $140.00 Car Rental 09/16/2010
Business Purpose Vendor
> oort6r2010 Lo e s Texas $300.00 $300.00 .
Airfare -
0940142010 American Alrlings $350.00 $350.00 City Payment Type
Dallas, Texas ~/
Amount Reviewed
140.00 n ! A
Approved Amount Comment
| 140,00
Personal Expense (do not " Send Back Expense?
reimburse)
TOTAL AMOUNT TOTAL REQUESTED m
Allocate
$790.00 $790.00
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Section 8: Review and Approve Expense Reports (Continued)

Add an Additional Review Step for an Expense Report

Depending on your company’s configuration, you can add additional approval steps for an expense
report, as needed. For example, if an expense report has an amount that is greater than your
authorized approval limit or if the expense report has an allocation to a cost center that is not within
your approval authorization, you can manually select the appropriate approver for the report.

1. On the My Concur page in the Approval The Expense Report page appears.
Queue section, click the report name (link) to
open the report.

2. Click Approve & Forward. The Approval Flow window appears.

3. In the Approval Flow window, click the A list of search options appears.
Search Approvers By dropdown arrow.

4. Select the desired search option from the
dropdown list.

5. In the User-Added Approver field, type the The system displays all matches for the search
search criteria. criteria that you entered.

6. From the list of options displayed by the search,
select the appropriate approver.

7. Click Approve. The expense report is forwarded to the selected
approver.
Approval Flow for Report: Seattle to LA - Sales Trip
Manager Approval:
+ x
ser-Added Approver
T x
Back Office Approval:
F||&| %
Approve Send Back
| e
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Section 8: Review and Approve Expense Reports (Continued)

Adjust Authorized Amounts on an Expense Report

All reports awaiting your review and approval appear in the Approval Queue section of the My
Concur page. Depending on your company’s configuration, you might not have the ability to adjust
authorized amounts on expense reports.

1. Click the report name (link) to open the report. The expense report page appears.

If you have the authority to adjust amounts, then
the Amount field is editable.

2. Make the appropriate adjustments, and then
click Save.

3. Click Approve. The report moves to the next step in the workflow.
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Section 9: Action Buttons and Icons

Button/Icon Description

Add Mew Allocation

Add New Allocation: Add a new allocation row.

Allocate By: ~ | | Allocate By: Choose between allocating by percentage or amount.
‘ Allocations: Indicates that an expense entry has been allocated.
(22 Attendees: Indicates that an expense entry has associated attendees.

Approve: Approve the expense report for processing.

Approve & Forward

Approve & Forward: Add additional review steps for an expense report.

0,00

Credit Card Transaction: Indicates that an expense entry was from a credit card
transaction. Amex O Visa'f:jI and MasterCard =, .

Comments: Indicates that an expense entry has comments associated with it.

Delete Report

Delete Report: Deletes the current expense report.

Details: Provides options to view details of the expense report such as the report

Details ~| | poader, allocations, and audit trail.
® E-Rgceipt: Indicates that the credit card transaction contains an electronic
receipt.
Exceptions (Yellow): Indicates that an expense entry has an exception
associated with it.
0 Exceptions (Red): Indicates that an expense entry has an exception associated
with it that must be resolved before you can submit the expense report.
T Import: Provides access to import trip details or credit card charges to the current
expense report.
Ttemize Itemize: Save the current expense entry and begin the itemization process.
@ Mobile Expense: Indicates that the expense was entered in Concur Mobile.
” Multiply: Reverses the exchange rate when working with foreign out of pocket

transactions.

Mew Attendee

New Attendee: Add a never before used attendee to an expense report.

() New Expense

New Expense: Create an out of pocket expense entry.

Mew Expense Report

New Expense Report: Create a new expense report.

Next: After creating the expense report header go to the next step in the process.

e

Personal: Indicates that an expense entry was marked as personal.

Print f Email -

Print: Print the fax cover page or detail report for the current expense report.

Receipts - Receipts: Access to attach receipt images or view previously attached receipts.
l? Receipt Attached: Indicates that a receipt is attached to the expense entry.
( Receipt Image Required: Indicates that a receipt is required for the expense
k. entry.
® Report returned to Approver: Indicates that the report was returned to the

submitter from the approver.

Send Back to Employee

Send Back to Employee: Allows the approver to send the expense report back
for corrections.

Submit Report

Submit Report: Submit the expense report for approval.

Tooltip: Click the tooltip icon to view the associated field-related help.

Trip Data: Indicates trip information from an itinerary.

7]
e e
v >

Show / Hide Itemization: Click this icon to view or hide itemization specifics.
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