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Proprietary Statement

These documents contain proprietary information and data that is the exclusive property of
SAP Concur Technologies, Inc., Bellevue, Washington, and its affiliated companies
(collectively, “SAP Concur”). If you are an active SAP Concur client, you do not need written
consent to modify this document for your internal business needs. If you are notan active
SAP Concur client, no part of this document can be used, reproduced, transmitted, stored
in a retrievable system, translated into any language, or otherwise used in any form or by
any means, electronic or mechanical, for any purpose, without the prior written consent of
SAP Concur Technologies, Inc.

Information contained in these documents applies to the following products in effect at the
time of this document's publication, including but not limited to:

e Travel & Expense

e Invoice
e Expense
e Travel

» Request

¢ Risk Messaging
e SAP Concur for Mobile

The above products and the information contained in these documents are subject to
change without notice. Accordingly, SAP Concur disclaims any warranties, express or
implied, with respect to the information contained in these documents, and assumes no
liability for damages incurred directly or indirectly from any error, omission, or discrepancy
between the above products and the information contained in these documents.

© 2004 - 2020 SAP Concur. All rights reserved.

SAP Concur® is a trademark of SAP Concur Technologies, Inc. All other company and
product names are the property of their respective owners.

Published by SAP Concur Technologies, Inc.
601 108" Avenue, NE, Suite 1000
Bellevue, WA 98004
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Signing into SAP Concur
To sign into SAP Concur

1. Tosigninto SAP Concur, on the Sign In screen, enter your Username, and then click
Next.

You can select the Remember me check box to store your password, so that you
don’t have to enter it the next time you sign into SAP Concur from this device.

SAP Concur e

Enter your Username.

Sign In

L)

2. Enter your Password.

If this is your initial log in to SAP Concur, you enter the temporary password that was
provided to you.

NOTES:

¢ Signinto SAP Concur following your company’s logon instructions.

* Your password is case sensitive.

e If you are not sure how to log on, check with your company's administrator.
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Exploring the SAP Concur Home Page

The SAP Concur home page contains the following sections.

NOTE: To return to the SAP Concur home page from any other page, click the SAP Concur
logo on the top left of the screen.

Expense only
If your company uses Expense only, you will see these sections.
Section Description
Quick Task This section provides Quick Tasks (links) so you can:
Bar  Start anew report, request, cash advance, payment request,
etc.
¢ Openreports and requests
* Manage available expenses
My Tasks This section shows your available expenses, open reports, and

approvals requiring attention.

Administration ~ | Help +
SAP Concur Requests Travel Expense Inveice Approvals App Center Proiile ~ @
-

13 01 02 09

New Authorization Purchase Payment Available Open
Requests Requests Requesls Expenses

TRIP SEARCH COMPANY NOTES

‘t" = = @ Welcome to Concur
Welcome to Concur !
Flight Search
[ Rondtip | omewsy | mumcw ] ' Thank you for your participation S
P A new way of filing travel expenses is cominn This automated travel and expense system from Concur

[B epatire T e 1 Technologiisr \!III ilmpllfy currenl proce_t_!tfref and ultimartefy eliminatu Ihe current paper—based systnm

Frdan ssporl | Selact mulipla siports Raadmnrn

) AL i
[ vt iy, aisport or train station MY TASKS

B an sipor | Gelecl i sxpors

m Required Approvals —» m Available Expenses—» m Open Reports -

Greall You cumently have no appravals, 0411 Delta 04/05 November Expenses (11/01720...
s434.40
04105 American Ailines 04105 client visit
$502.70 $314.60
MY TRIPS (2) 3 , e S




SAP Concur

Expense and Travel

If your company uses Expense and Travel, you will see these sections.

Section Description

Trip Search This section provides the tools you need to book a trip with any or all
of the following:

Flight: Use to book a flight. You can also book hotel and reserve a car
at the same time.

Car, Hotel, Limo, or Rail: Use to book hotels, reserve rental cars, etc.
if not including them while booking a flight (Flight tab).

Alerts This section displays informational alerts about Travel features.

Company Content is provided by your company administrator.

Notes

My Trips This section lists your upcoming trips.

My Tasks ;his section lists Required Approvals, Available Expenses, and Open
eports.

Administration + | Help »

SAP Concur Requests Travel Expense Invoice Approvals App Center Profile ~ .
vl -

13 01 02 09 09

- New Authorization Purchase Payment Available Open
Helio, William Requests Requesls Requesls Expenses Reports
TRIP SEARCH COMPANY NOTES

".t‘ = @ Welcome to Concur
Walcome to Concur !
Flight Search

) oneway 4 [ oy | Thank you for your participation
. / A new way of filing travel expenses is coming. This automated travel and expense system from Concur
om @ : . \ Technologies wilr simpllfy currunt procedures and uﬂfmately elimfnate lhe current paper-based system

| Departure city, airpart of train slation i = AT — - .
Find an siport | Select muliplt ssparts Ram

ToQ
| Aurival ity, aimport or train statian i MY TASKS

Find an arport | Sehnm.nﬁlwpuﬂs
m Required Approvals —» m Available Expenses~3» m Open Reporis -y

Great! yDummnﬂy have no appruvals 0411 Delta 04/05 NowemberExpenses(ﬂmﬁlI]
$434.40
0405 American Aiflines 04/05 client visit
$502.70 $314.60
MY TRIPS (2) - s S s T
02723 Courtyard 02/19 Business Meeting
A $605.41
|
Trip from Seattle to Mempht: e L s i P
‘;;Rm ‘ E et AL 02723 Avis 0219 client visit
7 §527.82
More~ @ 0112 &‘;unym;d 0130 l.'rl-p; to Seattle
$1,389.93
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Updating Your Expense Profile

Use the Profile Options page to set or change your personal preferences. To avoid re-
entering personal and permanent information about yourself (phone number, contacts,
credit card information etc.), complete your profile after logging onto SAP Concur for the
first time and update it whenever your information changes. Your profile options include:

e Approvers

¢ Attendees

¢ Bank Information

s Cars:
o Company
o Personal

e E-Receipts

e Expense Delegates

o Expense Preferences:
o Email notifications
o Prompts

NOTE: Depending on your company's configuration, some of these options might not be
available to you. Contact your SAP Concur administrator for more information.

Delegates

If you are acting as an Expense delegate for another employee
(delegator):
¢ Any changes you make on this page affect only the delegator and do not change your
personal information.
e You cannot access all profile options for your delegator, such as bank information.
To access your profile information
1. Click Profile > Profile Settings.
The Profile Options page appears.
2. Click the appropriate option from the left-side menu.

Profilg Farsonal Infamason Changs Fasswond System Selbagy Concul
g ; S et "1 2 William Nate Never
3 vy 3 Pfin Setbongs | Sign Out
Jou InsanTin Profile Options '
Persanal Indormatian : -
Company Informaton Select one of the following 1o customize your user pid J{: Acting as cther wser €@
Conbict Infarmatin Persanal Information ST Q
Emal Addréssss Your bamd address ard senadgancy conlact B : 2
Emergency Contac rigaaon Cancel
Crodt Caids Company Informatian
v i Your company nama and business address o
Travel Settings your remole k<ation address oW o WE SO o U e
ek Cradit Gard Informatian HTangaTOOi?
Traved Preferonces You can stoce your red card indosmation here Setup Travel Assistants
Intamnibonal Travel 50 yodl o't hava 4o rx-onter il oach Sme you You can sl othar peopla within yeus
x purchasy an item of sarvice i 10 boak tips and eeved axpefries fof
Froquent-Travoler Piegrams \
i - E-Receipt Activation e
AssldandAurangors Enablo o-recsipts to sudomatizalhy recohis Travel Pratile Options
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Acting as a Delegate
If you have been assigned to work as a delegate, your delegator will define which tasks you
can complete, such as preparing and submitting reports.
To work as a delegate
1. Click Profile > Act on behalf of another user.
2. Select the appropriate delegator's name.
3. Click Start Session.

NOTE: Notice that the Profile menu now displays Acting as and shows the name you
just selected.

You are now officially working on behalf of that person, and you can perform tasks
such as creating and printing reports.

To select a different user, follow the same steps but click a different name.
4. Toreturn to your own tasks, click Acting as, and then select Done acting for others.
NOTE: Notice that the Profile menu now appears.

Administration v | Help ~

villam N &;
.; CQurrently acting as
0 - Never, William N
fruthori Profile Settings | Sign Out

Requl

y': Acting as other user @

B @® Act on behaif of another user

(O Act as user in sssigned group (Praxy)
O Book travel for any user (Self-assign)

IChmse 3 user v

partit SOOI .

Ve Cancel

im Cof
4

Done acting for others
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Creating a New Expense Report

To create a new expense report
1. Either:

e Onthe SAP Concur home page, on the Quick Task Bar, place your mouse pointer
over New, and then click Start a Report.
- Or -

¢ Onthe SAP Concur home page, from the Expense menu, on the Manage
Expenses tab, click the Create New Report tile.

Halp «
SAP Concur [(E] Requesis Traveed Expensa Invalce Approvals App Center Profta = &
Manage Expansas View Transactions
ACUVE‘ RE‘DOF{(S Report Library 7+ A
SR [ hotsugMmiED
] 1
: i | Seattie Trip PCard Report 06/26 - PCard Report 05/26 -
! U 0150716 08/25 06/25
' 4= ; 2015-05-26 20150526
1 ]
' Create New ¢ $0.00 5294 .47 $8,161.13
' Report :
1 1
H H O £xcentions
H H
: :
R R :

2. Complete all required fields (marked with a red bar) and the optional fields as
directed by your company.

3. Click Next.

Available Cash Advances are displayed in a popup window (assign advances or click
Next). Depending on your company's configuration, you might see a Travel
Allowances popup window. Click Yes or No to include travel allowance expenses.

Office Supplies
i Gisk oo 2
Expenses View + 4 X
[ |oates | Expense Type Amount Requested All Corperate snd Personal Cards [ || |
|[] CardPr... |Expense Detail Expense Type | Source | Date o Armtaunt|
(= Rit Frasce Ory. @4 Airtare 6 11142014 $203.80
Al
'Wyndham Hotels and Hotel @ 11172014 $1.04281 |
Otfice Warehcusa Sos Offica Supplies 9 1917720814 54823
Cafe Mone Boston. MA  Business Mas! @ 1172014 4678
| Un:tad Aitlines Seatte, Airfare e 12052014 531029
| Qica Warahcusa Ses Offca Suppties e 12752014 58823
Cifice Warehouse Sta Office Supplies e 12:05/2014 §88.23

4. At this point, you will likely either:
e Add an out-of-pocket expense to your expense report
e Add company card transactions to your expense report

10
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Copying an Expense

You can copy an expense and then update the expense details to quickly enter a new
expense. This is especially useful for recurring business expenses.

To copy an expense

With the expense report open, select the expense you want to copy.

L

2. Click Copy.
Client Visit
STy e
Expenses
1 | bates Etpense Typs

A s

Matareil Giill, Szotdy, Waslimlut

20

Irspart Expentes »

[]  AIZ018  BusinessMesl fatisndees)

Detads + Receipss *

Lo Jroiae (o] O

Amourt | Requestea

sme s

Print / Ersaif »

€ | New Exrpense
| Expensa Type |
| R

| Taceaen
| bpeinhe

| - page.

MY BXparse, CEK he aporopriate expense fyto
fied abowe. To eat an exiting expeate, chck the o

Availaple Rezonts

The new expense is created. The Expense Type and Amount are copied to the new
line item. Note the following:

The original expense date is advanced by a day.
All allocations, attendees, expense-level comments, and value added tax (VAT)
details from the original expense are copied to the new expense.

Credit card information, e-receipts, mobile entry information, and travel
segments (associated with travel itineraries) from the original expense are not
copied to the new expense.

NOTE: This type of information is generally associated with only one expense, so
it is not copied to the new expense.

If the Payment Type of the original expense is a credit card, then the Payment
Type of the new expense is editable using the dropdown list.

11
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==

Adding Card Transactions to an Expense Report
On the SAP Concur home page, you can view a list of any unassigned credit card
transactions in the Available Expenses section.
You can add card transactions to an expense report in the following ways:
e From the open expense report

» From the Credit Card Charges page (Expense > View Transactions on the sub-
menu).

e From the Available Expenses section (you might need to scroll down) (Expense >
Manage Expenses on the sub-menu)

From the open expense report

To add card transactions within the open report

1. From the Available Expense section on the left side of the screen, select the check
box(es) for the appropriate expenses.

2. Select the transaction(s) that you want to assign the current expense report.
3. Inthe Available Expenses section, click Move.
The expense is moved an appears on the left side of the page, with any applicable
icons, such as company card or exception.
e |[f you select To Current Report, the selected transactions are attached to the
report.

e If you select To New Report, the create a New Expense Report page appears.
Enter the report information as usual.

Allanta, GA Expenses e

e Etoiced [ Ko e e - st
i, = = =y == e Fy s
.‘:,—x; ] ma ®a g Eejaen her sprte o = it
BUED! Ry wa T T ] o by ot
Q A ‘ A =% e 4

e il o
Baparvs vy A Loy iaa &

From the Credit Card Charges page

To assign one or more transactions to an expense report
1. Click the Expense tab, and then select View Transactions from the sub-menu.
2. Select the appropriate check box(es) next to the transaction.
TIP: Select the uppermost check box to select all transactions.
3. Select an expense report from the Add Charges To dropdown list.
4. Click Add Selected.

12
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Halp «
SAP Concur Requests  Travol | Expensa | kwoico Approvak  App Contor . e
Manags Expenses Vi Transacsons
|
C[edlt (f” d (h& ng C:\ Add Charges To | Mordtly Diganses
Gand ety Teta Petios TOTAL AMCUNT
Al Corporie aed Pericsi Cards o | | Af Usuied Crirges - $407.98
(] Card Progra... | Dute Descniption Expense Amount
(] e 20141295 Cats Monse Ungetasd 34576
Sexme WA
| e g Office Warehoune Undetead Ho ¥l
0 (=] AR R AT Ermal Alrwargs Ariae g 20
0g WML Ca's Morsy Undetead HE T8
0 M14-10-29 Otfice Waiehiude Uncetred 1154
Sexme Vid

From the Available Expenses section

To assign transactions to a report from the Available Expenses section
You can access the Available Expense section in the following ways:

¢ From the SAP Concur home page, on the Quick Task bar, click the Available
Expenses task.

e From the SAP Concur home page, in the My Tasks section, click the Available
Expenses task.

» From the SAP Concur home page, from the menu, click Expenses, and then select
Manage Expenses from the sub-menu.

1. Select the appropriate check box(es) next to the transaction.
TIP: Select the uppermost check box to select all transactions.

2. Click Move.

3. Select the name of the appropriate report or To New Report.

e If you select an existing report, the report opens, and the selected transactions
are attached to the report.

e If youselect To New Report, the Create a New Expense Report page appears.
Enter the report information as usual.

| AVAILABLE EXPENSES

i

i

i | 28 Corpenste vt Prvices Cordy v

3 L] CardProgram..  Ewxpenss Detad Expense Type Soirce

|

i

{ Alr France Oriy 94 Aurfare @

i aticer A WMEMPRS TH LSS

. ¥ Wyndham Heotels and Re Hotel e A Thip

Malenaly beaaa

= Cafe Monts Boston, MA Businass hteal (aft e iMakedials 52 ecilido

i Butrdns Trp
United Airlines Saaflle, WA Arfare (=)
OHice Warehouse Seatth O Supplis g 05 122014 SO 68 23

[ 1| L S inn k nE v 1 [= o ]

Ofice Warehouse Sealtly Offica Supplins @ ¥ 12 2014 UsD 68 23
Owlta Alr Lines Seattle WA Asfare | 0512 2014 UsSp 49070 =

13
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Adding an Out-of-Pocket Expense to an Expense Report

To add an out-of-pocket expense to a report

1. From the open report, click New Expense, and then click the Create New Expense
tab.

2. Inthe Add Expense window, search for and select the appropriate expense type from
the list.

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

expense type.

NOTE: Your company defines the fields that are available on this screen.
3. Complete the required and optional fields as directed by your company.
4. Click the Payment Type dropdown arrow, and then select Out of Pocket.
5. Click any of the following:

e Attach Receipts- To upload and attach receipt images

» |temizations - To itemize the expense

¢ Allocate -To allocate the expense

e Save- To save the out-of-pocket expense

e Cancel - To exit without saving this expense

[ Everse e e Avaitable Reowpts
Expense Type i Transscton Date
[Oower |v] [oemzor [
| Seattie, wasnington | ervp\ln'; Paid I v |
AOEANE ] Perscaal Expanse (45 net reimburse)
'm.aa |luso |v]
Corrrment A%
!Bq:t possibie meat price Wi
[ Bermize J [ N#ou:g ][ Atlsch Recsipt ] [_cy_wel J

14
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ltemizing Expenses

Use the Itemizations tab to account for receipts that include both business and personal
expenses or to ensure that each of your expenses is accounted for correctly.

To itemize an expense
1. Create the expense as usual, and then click Itemize.

Office Supplies R
[ # MewExpense | [ + CukkEmpenses | tmpotExpenses s Detass+  Recopts  Fiint) Emad -
Expanses Hove «  Cony R S Ay adatie Receipts
(] Date « Expense Amount Requested i
‘ 0242014 Office Supplies s2500 2500 £EpeNSs Tyme Trapsncion Oala s
0 Seatie, Washington | fottics suppies v |oraoanrs i
B 072472014 Materials $4000 s:0.00 Busness Purposa Enter Vendor Hama
: Seattie, Washingten
-~ e ——— | |Offce Chairs Qffice Depot
ri 072412014 Materials $25.00 §25.00
Sealte, Washingten i | ety Payment Type
e 0772012014 Office Supplies. $100.00 $100.00 Seaftia, VWashington Cash M
- Office Depol, Seattie, Washingto:
| Amount Comment
Y ) uso ¥ [
: |
L) parsenal Exgense (do not rekmpurse) CUStom 01. Account |
Custom 02 - Opportundy Cusiom 02 - Contract
I v v
TS R  TOTALAMOUNT  TOTALREQUESTED | = - - i
$190.00 $190.00 Mf Alocate I I Attach Receipt H Cance! I

2. Onthe New Itemization tab, select the expense type that applies to the first
itemization.

The Total Amount, the ltemized amount, and the Remaining amount appear on the
right side of the page.

3. Continue itemizing the expense until the remaining amount is $0.00.

4. For each additional itemization, on the New Itemization tab, select the appropriate
expense type and complete the appropriate fields.
NOTE: You can also Copy itemizations to save time with similar entries.

5. As you complete the details for each itemization, click Save.

Expenses 8 3 View * 6 | New itemization |

L) iDater Eipsase . Amouni  Requested | Total Amount: $100.00 | temizad: $50.00 | Remaining: $40.00

= 077242014 Office Supplies 2500 §25.00 H e z -

() Seattle, Woshington | Expenss Typs Transaction Date ‘
- _— e [Jotmes suppies v Jeo0ts i) ‘

0 0M242015  Materlals 54000 $40.00

I Seattie, Washington b= Busniess Purposs Enter Vendar Nams |

0242014 Materials 525.00 525.00 Printer ink Offica Depot |

B Seattie, YWashington |

e e i e il

., 01202015 Office Supplies 510000 s50.00 FAVIOHE Ty

Uv o Office Depot, Seatlie, Washingtor Ninshingto Cash v

Adding New Ifemization Amount Cormment

i e LA, g usp v

0 07202018 Olfice Suppies 8000 seaco (1000 :

1 Personal Expensa (do not reimburse) Custom 01- Account

.
e T L i e -m [ douais || caven |

$150.00 $150.00

15
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Your itemizations will appear in the Expenses pane.

Office Supplies

[ + HewExpense | [ + Quick Expenses || Impor Expenses »

Details + Receipts *

Expenses
] Date v Expense Amount Requested
Adding New Expense
] 072472014 Office Supplies $25.00 s25.00
= Seattis. Washingion
S| 0772412014 Matarials $40.00 540.00
---- Seattie, Washington
- 07/2472014 Materials §25.00 $25.00
L Seattlé, Washington

2014 Office Supplies $100.00 $100.00

Print { Emait »

Expenss

70 craafe & neiv sxpenca, cij
2xpense lyps in the fizid 2o

expénse on the [eft side of tha page.

vadable Receipts

rpanse fype
ting expenss, etlek

@ Recently Used Expense Types

QOffice Supples

Matenals
All Expense Types

i Promotions

Mise. Promatianal Expense

Trads Shows

Postage

..Other

Booking Fees

Dues
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ltemizing Nightly Lodging Expenses

A hotel bill typically contains a variety of expenses including room fees, taxes, parking,
meals, valet, telephone charges, and personal items. You must itemize these expenses so
that they can be reimbursed correctly. Lodging Itemizations allow you to quickly itemize
recurring room rates and taxes. You can then itemize the remaining charges on your hotel
bill, and adjust for any rate changes during your stay
To create a lodging expense
1. With the expense report open, click Add Expense, and then select a Lodging expense
type.
The page refreshes, displaying the required and optional fields for the selected
expense type.
NOTE: Your company determines the name of the expense type. It might be called
Lodging, Hotel, or something similar.
2. Complete the fields as directed by your company.

3. Click Itemize.

cey i
ILﬁl\dGn. UNITED KNGDOM

Paymant Type

Trip to London
| + Hew Expensa [{ + Quick Expenses i Import * Datais » Receipts « &m‘ﬁml r
Expenses Vew s (& [ lewExpense | Avalsbis Receqts
(W] Date * Expense Amount Requested F 2
Expense Typs =
Adding New Expense l Room Rate v i
I~’i W@t Lunch ) - 34267 szt |l
= E et e Wunaon CATY Londor, WET -, o OER25.00 Sy o it i
o twamon Feraonal Car Wiesge 2308 52300 l”"mo" &
d i Bushess Purpose
Business Conference i
Vendor
Hitan Hotels X ~
i

Comgany Pad A i
Amoint X Rate (USD=1 GBP) . =Amount in USD i
[sco0 sz |y |17o1a0000 | T .
Comment

« IR

TOTALAMOUNT  TOTAL REQUESTED
$65.76 $65.76

Concur Expense populates the Check-out Date and the Number of Nights based on
the transaction date and the Check-in Date.

4. Enter the Check-in Date, Check-out Date, Room Rate and Room tax.
5. Select any Additional Charges, and then enter the amounts.

17
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6. Click Save Itemizations.

Trip to London
[+ tow Exponse J [+ aue i Detats +  Recsipts v PrntJ Emai » Hide Exceptions
Exceptions 2
Expense Date Amount Exception
Room Rate 11132014 GBP 53000 ) temzations are required for this entry.
Expenses [idove - | View v &l | Expense H hightly Lodong Expenses L Ayaiabie Recepts
i b | e A
] Date» Expense Amount Requested i R e
A 11372014 Lunch 54267 54267
b The Manock Café, London, UNMI as8e 25.00
o 2
] PAELEL ;::;:f“‘.::‘::g':ﬁ“‘ 320 o) IJ Combine room rata and toxes into a singi entry
111132014 Room Rate 93577 ssis77 | Additional Charges (each night)
a (D Hiton Hotels, Londan, UNITED Kil GEP 550.00 Expanse 7
5
Paring b
[ temazations are raguired for this entry. ] i..:
Amgunt i
== i i
15.00 i
|
Expense
Onfne Fees ¥
Amaunt
5.00
| TOTAL AMOUNT TOTAL REQUESTED
$1,001.53 $1,001.53 J. o]

7. Select whether your hotel room rate was The Same Every Night, or Not the Same.

8. Enter the Room Rate (per night) and Room Tax (per night), as applicable.
NOTE: You can use the Additional Taxes link to enter additional taxes from your
hotel bill.

9. Click Save Itemization.

10. If there is a remaining amount that needs to be itemized (other charges, for example,
for incidentals or room service), the remaining amount is displayed in the Remaining
field. Continue to itemize the amounts until the balance is $0.00.

11. Click the Expense Type dropdown arrow, and then select the appropriate type of

expense.,
Manage Expenses View Tiansactions Authonzalion Requests »
o R e e 5 . Entertainment al =
| Business Meal (attendees) |
Trip to London | ol St
Lodging 7
| + tiew Expense i! + Cuick Expenses | wpots  Demise  Rucepts+  Print/Emary| RooMRate T8 #1ide Exceptons
xiziel | Yl Room Tax i
Excepuons Heas |
xcepuon Iy
: Breakfast i
Expense Date Amount Exception e 1
Room Rate 111132014 GBP550.00 €3 The temization amounis do nat 8dd up to the upeﬂ!e@ - o
Other
) - 1 Awards
Expenses « labie Recepls
1 Date v Expense Amount Requested Ing: GEP 85.00
P "ity2014  Lunch 54267 54267 ~ |1 v P
s The Wonacia Caté, Landon, UNM 08P 25.00 E E
0 V2014 Personal Car Mileage $23.09 52208 |
ot Seattie, Washinglon |
117132014 Room Rate $935.77 §791.16 |1
Oy a@ Hiton Hotels, Londan, UKITED Kin GAP 550.00 "
Adding New temization
1152014 Oninefees 53.51/G8P 5.00 5351 |
11520014 Parkng 525521680 15.00 52852 |
$11E2014 Room Rate $204.17,38P 120.0 520417
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12. Enter the required and optional fields directed by your company.

If this is a foreign currency transaction, once you enter the Amount, the total will be
shown in your default currency along with the calculated exchange rate.

13. After you have entered all of the appropriate information, click Save.

Trip to London
[ + Hew E!DU\S'J} i- + Qusck Etpcnsc; \ fmport * Detals »  Receipls v Print / Email v Hida Exceptions
Exceptions -
Expense Date Amount Exception
Room Rate 11122014 GBP550.00 ) The Remization amounts do not add up to the expense amounl
Expenses View 6] | New Ttémitation Aatabis Recepls
] :Dutar Expense Amount Requested Total Amount: GB? 550,00 | emized: GBP 265.00 | Remaining: GEP 35.00
- 11132014 Lunch 54267 $4267 R -
L The Honocle Café, London, UNM GB9 26,00 g |iLuach witi clen)
M 111372014 Pérsonal Car Mileage 52309 $23.09 [ | Enler Vendor Name
Ty Sealtle, Washington Hiton Hotals
i 132014 Room Rate $335.77 $781.18 |
[ 00 Hiton Hotels, Lendan, UNITED K, 48P £50.00 i [Chy. 5

- : ED 4 | |London, UHITED KIGDOM
| Adding New Ifemization |

Payment Type

] 11152014 Onine Foas 53.51/G8P 5.00 3851 (@ |corpany Pat v

117152014 Paring $25.52/GBP 15.00 $3s.52

— Amount s Amount &
1IAE2014  RoemAate $204.17/G8P 120.0¢ soiar | S Aaie (UEO=1GBA) . eAmaun hUSD
‘ = Jsoeo [{aes | |1.70140000 fesor

11192014 RoomTax §25.52/08P 15.00 2852 - .

/142014 Onine Fees )  s35108P 500 ss51 | Comment %

1142016 Parking §25.52/GBP 15.00 52552 il >

TOTAL AMOUNT TOTAL REQUESTED Adacate
$856.92 $856.92 |

14. Continue itemizing until the remaining amount is $0.00.

15. Select the Personal Expense check box for any expense that should not be
reimbursed by your company.
16. Click Save.

Notice that the details for the lodging itemization appear on the left side of the page
under the Room Rate expense type.

Trip to London Rl 5 v
I + Hew F_v.pcma- H + Quick Expenses ] import * Detais Recaiptg * Print/ Email *
Expanses vawe (& NewEmmsuE 4 aable Recepts
1 Date Expanse Amount Requested -
Adding New Expense Exbensé | ‘3
= = | To crasie a naw expanss, click the appropriste expense typs below or i
0w 11132014 Room Rate - : 5935.?7 $876.23 * ype the expense typs in the fiskd above. To agil an existing expense, |
'D Hitan Hotels, Landsn, UNITED K&\ GBP 550.00 click th Bxpante or tha Ish side of the psgs. ey
i 11272014 Room Rate 5202.17/G8P 120.01 520417 OR
= —- : ecentl es
=] 11122015 ReomTax $25.52GBP 1500 sassz [F tly Used Expense Typ ;
1171372014 Other 35.00 $0.00 Room Rste Fostags l
i (5] : Bl Busness vea qaencees) Office Supples ||’
1141372014 Lunch _ S85.07/GBP50.00 s8507 | T i
11132012 Onine Fees 351389 £.00 851 | i
132014 Paring 529 5268 15.00 All Expense Types
4 4,17 20.
S BRI JUAATGER LN, Business Promaotions .Other
Room Tax $25.52/GBP 15.00 i
b = Miac. Pramotional Expense Booking Fees
1MA42014 Pariing §25.52/GBP 15.00 5
111142014 Onine Fees 18 51/687 500 Trade Shows. Pusy
1111572014 Room Rate $204.17/GBP 120.0¢ Communications Dupicating
11152014 ReomTax 5255208 15.00 Cebiar Prone Gifts
117152014 Oning Fees $8.51/GBP 5.00 Lacal Phone Incdantals
T ToTALAMOUNT  TOTALREGUESTED Lang Distancs Laundry N
$1,001.53 $941.98 Onine Fees Materiais <
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Adding Attendees to an Expense

Some expenses, such as business meal expenses, require you to add attendees to the
expense. You will see the Attendees pane for these types of expenses.

To add attendees to a business meal
In the open expense report, notice that you are automatically added as an attendee.

Business Conference Lunch oewe vovor [T
|+ NewExpense || + Quick Exponses | ieEspenses +  Detais+  Recapts  Prnt/Emai -

Expenses T (B8 B3 vewr « i»ew'expens'e;‘ Auslathe Receipts

Cl Dater Expense Amount Requested ] It b i B 2 ; -

E Paymani Type

= | Company Paid

Adding New Expense

| Amount 2
[rse0 uso Y

Comment

I
Personal Expense (do not reimburse) =

Attendees
0 Attendees: 1 | Attendee Total: §75.00 | Remaining:

$0.00 | No Shows: | g $0.00

‘ Enter last or firstname
[} Atte... Attendee Title ‘Company Attendes Type |
O Peter. Tnis Employes This Empioyee I:
s « ] e TR R s 2 AT e, |
TOTAL AMOUNT TOTALREQUESTED [ F 1
30.00 $0.00 | temze ” Algcate l I Atlach Receint l I Cancel |{

1. If you have used an attendee before, you can quickly add them to this expense by
entering their first or last name, and then select the previously used attendee.

2. Toenter new attendees for the expense, click the Attendee arrow, and then select

New Attendee.
Attendees f
Q Attendees: 2 | Attendee Total: $75.00 | Remaining: !
$0.00 | No Shows: o 50.00 }

n. |Enter last or first name

i Edit : Titte  Company Attendee Type |
r Remove lanager  ABC Corp Business Guest
r Create Group _ This Employee This Employee Y.

I New Attendee I mize ] [ Allocate I I Aftach Receipt } I Cancel I

3. Inthe Add Attendee window, enter the new attendee’s required and optional
information as directed by your company (required fields are indicated with a red
bar).

4. Click Save to save the new attendee and add them to the expense.
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Note that all of your new attendees are listed for this meal and the expense amount
is distributed equally among all attendees.

Depending on your company's configuration and policies, you might need to modify
the amount for each attendee using the fields in the Amount column. After any
adjustments, verify that the remaining amount is $0.00.

5. Click Save.

The Attendees icon now appears next to the expense.

Business Conference Lunch

[ 4+ New Expense I | =+ Quick Expenses | mpor Expenses » Delails * Receipts *
Expenses Copy IRYCTRIERRY
=] Date v Expense Amount Requested
| Adding New Expense
05222014]  Business Meal (attendees) §7500  $75.00
] @ Ballard Bridge Cafe, Seatlie, Was
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Allocating Expenses
You can allocate expenses to projects or departments, which will be charged for those
expenses. You can allocate a single expense or multiple expenses.

NOTE: To find out if your company uses this feature, contact your SAP Concur
administrator for more information.

To allocate your expenses

1. With the expense report open, to create or edit a single expense, click Allocate at the
bottom of the Expense tab.

I [ Alloc ate ] [ Aftach Receipt ] l

To allocate multiple expenses, select the appropriate expenses on the left side of the
page, and then:

¢ Click Allocate the selected expenses on the right side of the page.
- Or -
e Click Details > Allocations.

The Allocations for Report window appears. The total expense Amount, the amount
Allocated, and the amount Remaining are listed.

Allocations for Report: Seattle Trip

Allpeavons Toid STHLI0  Alceated 3424 00 (100%]  Mammaieing 9200 (G4
T oo

[} Pemustiag Comrpary ! Prgaarteard " Copt Camtart et e

[ w (1) Undad Shabew | (300 ek i g bly 163001

] Mty | Eigmani Threp Ry
I R T YT
ML | Ofebeg ]

The Allocate window appears. The total expense Amount, the amount Allocated, and
the amount Remaining are listed.

2. From the Allocate by dropdown list, select Percent or Amount.

Your company determines if the allocation fields are text fields or lists. Select from
the lists or type the appropriate information in the fields.

NOTE: Your company might provide default information in some of the fields, such
as your company name. If you change the default information, a red triangle appears
in the upper left corner of the field.
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3. Add as many allocations as necessary.

You can adjust the amounts and percentages. The total amount must be allocated
100%, otherwise an audit rule is flagged, and you will not be able to submit the
report.

4. Click Save.

5. Click OK to confirm the allocation, and then click Done.
o If the expense is 100% allocated (fully allocated), the @icon appears with the
expense.

e [f the expense is not 100% allocated (partially allocated), the ®Dicon appears
with the expense.

E -+ New Expense { ‘ 4 Quick Expenses ' Import Expenses ¥ Details v Receipls v H
Expenses _ i T view s «
el ‘ Date » J Expense Amount Requested
Adding New Expense |
il 2015-10-09 Business Meal (attendees) $234.00 $234.00
@ e Dinner Place, Sealtle, Washinglon
i | 2014-10-29 Office Supplies $68.23 $68.23
Q @ Cffice Warehouse, Seattle, Washir
* TOTAL AMOUNT TOTAL REQUESTED
$302.23 $30223
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Converting Foreign Currency Transactions
When your travel takes you to different countries, you will need to convert foreign currency
transactions to your standard reimbursement currency.

When you create a new expense in a currency other than your own, you will see additional
fields that allow you to convert the amount of your transaction to your standard
reimbursement currency.

The exchange rate comes from the Oanda Corporation, a foreign exchange company.
However, you can change or modify it if your company would like to use a different
exchange rate. For credit card transactions, the credit card vendor provides the exchange
rate.

To account for an expense incurred in another currency

1. With the report open, click New Expense, and then enter the appropriate information
in the required and optional fields as directed by your company (required fields are
indicated with a red bar).

Note the following:
e Select the "spend" Currency from the list to the right of the Amount field.
The Conversion Rate field appears.

e The Conversion Rate is automatically populated according to your Transaction
Date and Currency entries.

Expense calculates the Amount in your reimbursement currency.

e Currency can be converted by multiplying by a particular rate or dividing by a
different rate. To switch between multiplication of the rate to division of the rate,
click Reverse next to the Conversion Rate field.

2. Complete the remaining fields as appropriate, and then click Save.

Trip to London beete repor [
| & Mew Expense. | & Oukck Expenses | Wil Expetises v Ditiile:+ Rezh!s . Srint / Email =
Expenses | VWS & ’:;';é';;’;;l Avaiable Recelpts
] |oater : Expense Type | Amount Requested | i
2 Expense Type T ionDate.
gy e Brosnss i s D R | frenen [«]  [osmomor =]
Disness Puipose e v s es Vendor Hame I
| Business Conference | ‘ The Monocle Cafe
Ciy Payment Type
| London, UNITED KINGOOM ] I Out of Pocket | v
Amount X Rate (USD=1 GBP) _ =Amount in USD
[2500 |{oer [+ || 135152578 | EXE |

TOTAL AMOUNT TOTAL REQUESTED
$0.00 $0.00

; ¥ [ Ilemize i[ Attach H!"::;pl ][ Cencel ],‘

Note that the expense Amount will appear in both the foreign currency and in your
standard reimbursement currency.
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Adding Quick Expenses

As you create an expense report, you can quickly enter several expenses at once.

To create quick expenses

1. From the open report, click Quick Expenses.

Trip to Miami

4+ New Expense i Import Expenses Details * Receipts = Print / Email v
Expenses dewr € | New Expense |
[1 |oater | Expense Type Amount Requested | S
Adding New Expense Expense Type|
R s e = e e T | Tocresteane

Delate Report

Available Recaipts

yopiate axpense bypa befow or

Submit Report

N

Iype the expen:
the expense on

€. To edi an existng expense, click

2. Onthe Quick Expenses page, enter basic information, such as a transaction Date,

Expense Type, Business Purpose, City, and Amount.

You can complete custom fields and other information when you add the expense to

the expense report.

Use the Replicate Last Entry button to make a duplicate of the current expense. You
can edit the newly created expense on the next line. Use the Delete button to delete

any quick expenses you don’t need.
3. Click Save.

Quick Expenses X
Quick Expenses | Milzage Expenses
{:? Expense Cumancy | USD ‘ v
Date Expense Type Business Purpose City Amount
Owisa0T | [Ofice Swppies | [Pensiiolebooks Detevie Weshiogon a5 © x
I@ﬁ:‘ ;;.l-a_e!:gs — imege:'& Snacks _Eellevu:u Wi e SJVCV):DTC o %
[oenseoi7  |[posge  |[Client Markehng o ||Beneve, Wasnington f 1 o x
— = i e e =t e il : -
! = B | @ x
;| e x
= | : - : e o %
Ry S e LI _ i %
Q x
oo sl s I o x
m Cancel
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The new expenses appear in the Expenses pane.
4. Complete any additional expenses details as needed, and then click Save.

Trip to Miami

[+ tewepense || + cu

k Expanses

Expenses
(] | Date » Expense Type
¥ osns2o17 Office Supplies
@ Bellavue, Washington
I 09/15/2017 Meetings

il
‘D Betlavue. Washingicn
[ 09152017 Postage
Ballavue. Washingien

Import Expenses * Details + Receipts *
Amount | Requested

§25.00 525.00

540.00 540.00

51200 $1200

TOTAL AMOUNT

$77.00

TOTAL REQUESTED |

$77.00 |

Delete Report Submit Report

Print / Email
Expense I Avallable Receipts

Expense Type A

| Business Purpose

| Pans & Molebooks

Vendor Name

| Bellevue, Washington

Payment Type
Company Paid| % ||

Amount p
|zsun [us ||

| [IPersonal Expansa (do not reimburse)
| c

ent. ¥

I ! Iltemize { Alach Receipt Cancei
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Entering Personal Car Mileage

Depending on your company policy, you might have to track your car mileage in order to be
reimbursed. You might be using your personal car for business purposes or you might be
using a company car. Your company determines the information you are required to provide
such as mileage and odometer readings, as well as the reimbursement rates.

To create a car mileage expense
1. With the expense report open, click Add Expense, and then select the mileage
expense type.
NOTES:

e Your company determines the name of the expense type. It might be called Car,
Company Car, Personal Car Mileage, or something similar.

e You must register a vehicle in your profile before you can create a mileage
expense.

Depending on your company's configuration, one of the following will happen:

* The page refreshes with the required and optional fields displayed, including the
Mileage Calculator link if your company has implemented Google Maps Mileage
feature.

- Or -

¢ The Google Mileage Calculator window automatically displays, and you can enter

your point-to-point routes.

2. Complete all required and optional fields as directed by your company. For a
personal car, you might enter the total business miles traveled. For a company car,
you might be required to enter the beginning and ending odometer readings.

When done, Expense calculates the reimbursement amount based on the miles and
the reimbursement rate set by your company.

3. Click Save.

Erpense 1 e R S e Availabis Recsiphy
| Viow Reimbarsemant Ratos
| ErpenssType TonskbonDa
| [ Persenst Cor inage [+ Izms-m-vz ]
| PuposeotmeTm Fealotbe

Tolocsbon =~~~ =~~~ CayeielYye =

| ] ot ot pocket vl
I !
00
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Activating E-Receipts

E-receipts are an electronic version of receipt data that can be sent directly to SAP Concur
to replace imaged paper receipts. The availability and content of e-receipts vary depending
on the vendor.
Your company must be enabled to accept e-receipts, and you must opt-in from your Profile
before e-receipts activate in Expense. Some vendors require additional paperwork before
they can send e-receipt data. Contact your SAP Concur administrator for more information.
Once your company has e-receipts enabled, a message will appear on the SAP Concur
home page, prompting you to sign up. You can also active e-receipts from your Profile
Options page.
NOTE: Depending on your company's configuration, this option might not be available to
you. Contact your SAP Concur administrator for more information.
To activate e-receipts

1. Click Profile, and then click Profile Settings.

2. On the Profile Options page, click E-Receipt Activation.

SAP Concur

Travel Expense Invoice App Center

Profile Personal Information Change Password System Settings Concur Mobile Registration Concur Mobile Devices =~

Your Information

Profile Options

Select one of the following to customize your user profile.

Personal Information
Company Information

Contact Informalion Personal Information System Settings

Email Addresses Your home address and emergency contact Which lime zone are you in? Do you prefer to

Emergency Contact information use a 12 or 24-hour clock? When daes your
workday start/end?

Credit Cards Company Information

Contact Information

Travel Settings
Travel Preferences
Intemnational Travel
Frequent-Traveler Programs
Assistants/Arrangers

Expense Settings
Expense Information
Bank Information

Your company name and business address or
your remote location address.

Credit Card Information

You can store your credit card information here
s0 you don't have lo re-enter it each time you
purchase an ilem or service.

E-Receipt Activation

Enable e-receipts to automatically receive
elactronic recelpls from participating vendors.
Travel Vacation Reassignment

Going to be out of the office? Configure your
backup travel manager.

Expense Delegates

How can we contact you about your travel
amrangements?

Setup Travel Assistants

You can allow other people within your
companies to book trips and enter expenses for
you.

Travel Profile Options

Carrier, Hotel, Rental Car and other travel-
related preferences.

Bank Information
Bank Information

Expense Preferences

Expense Delegates Delegates are employees who are allowed to Select the options that define when you receive
Expense Preferences perform work on behalf of other employees. email notifications. Prompls are pages that
appear when you seledt a certain action, such
Expense Approvers Change Password as Submit or Print.
Favorite Attendees Change your password. 5 .
Concur Mobile Registration
B 5 i Set up access to Concur on your mabile device

The E-Receipt Activation and User Agreement appears.
3. Onthe E-Receipt Activation page, click the here link.

SAP Concur

Travel

Exponss Invoico App Contor

Links = | Holp -

- 9
Frofila -

Prafa

Your Information

Pargonal Infom

Emad Addreisen
Emangancy Cantact

Crode Cands

Parssaal Inforenaton

Charge Pasvwoid Systeen Sglrngs

E-Receipt Activation

Concit Mobile Ragssliaton

Cancyr Mokde Dedgas

Company Infar Recaiving e-racaipts can s you Uma by peo-popuilating your axpensd repont To enable a-receipts with participating
Coract [l supgliers ad 1o fnd ond maod e, click
AR InForTatele

Flaase nole thal this selting dous ndl control all o-retiipls. £-recaipts deivarod by a Conur App CHnbie panns with
which you have cannecled your Concur account, and certain Triplink supplers, ste coniroled thraugh the App Canter of
your My Travel Neteork setlings For maca indsemation, contact your company’s Concur acount administratze
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4. Read through the E-Receipt Activation agreement, and then click | Agree.
Receipts are successfully enabled.

5. If you want to disable the E-Receipt Activation setting, on the E-Receipt Activation
page, click the here link.

Links + | Help ~

SAP Concur Travel Expense Invoice App Center 9
Profile =
-
Profile Personal Information Change Password System Settings Concur Mobile Registration Concur Moabile Devices =~
Youpnmatan E-Receipt Activation

Personal Information

Company informastion ‘You have successiully enabled e-receipis with parficipafing suppliers. You may disable this i ity at any fime by

g this
Contact Information page from the Profie menu. !
Email Addresses T e e T i
Emergency Contact You previously enabled Concur lo obtain :Hec_aipls for you with certain participating suppliers, but you may disable this
functionality at any time. If you disable this setting, Concur will no longer request e-receipts from such suppliers. Please
Credit Cards nota that this setting does not control all e-receipts. E-receipts delivered by a Concur App Center pariner with which you
have connected your Concur account, and certain TripLink suppllers, are controlied through the App Center or your My
Travel Settings Travel Network settings. For more information, conlacl your company's Concur account administrator.
Travel Preferences IFyou wish to disable this setting, click here
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Printing and Submitting an Expense Report

When you complete your expense report, you can print it to save a hard copy for your
records or to review required receipts.

To preview and print the expense report

1. Onthe expense report page, click Print/Email, and then select one of the options
from the dropdown list. Your company determines the options that are available.
Available options include:

» Fax Receipt Cover Page: Prints a PDF file with a unique barcode a report
summary and a checklist for the required expense receipts.

¢ Detailed Report: Prints a report that includes all report-level information as well
as a summary of the report.

¢ Receipt Report: Prints a list of expenses that require receipts along with the
unique receipt bar code and the report-level and summary information.

e Copy of Detailed Report: Prints a copy of the detailed report.

Ofﬂce Su pp“es (RPERREN | ubit Report
[ + New Expense | [ + Quick Expenses |: import Expenses + Delaits + Receipts * Print f Email +
Expenses View * % Available Receipts
(W] Date v Expense Amouni Requested i
: |
Adding New Experse i
A e ppropriate expense (ype below or lype the |
| grizhicnes 2"::: f::;'":sm 42300 250 expenze type in the field above. To edit an existing expanse, click the |
1 [ S— expense on the leh side of the page
rl Q7242014 Materials 34000 $20.00 T SR
- SemeWangn | ©®Recently Used Expense Types
0 0772472014 Materials 525.00 s2500 |
& Seattle, Washington | Office Supples Postage |
[] y C7R0R01z  Office Supplies §100.00 SO0 | g i
13 !l

Qffice Depol, Seattia, VWashingtor

2. Onthe Detailed Report screen, review the details, and then click Print.

To submit your expense report

1. Onthe expense report page, click Submit Report. The Report Totals window
appears.

2. Review the information for accuracy, and then click Submit Report.

Office Supplies

[ <+ Mew Expense I | 4+ Quick Expenses | Import Expenses * Details + Receipls + Print / Email +
Expenses l—-——'l'-""‘f'-l' Ociie L.w”"-:“'j Yane g New Bxpense ! Avallable Receits
] Date + Expense Amount Requested
| Expense 1 [
|

Adding New Expense

The Report Status window appears.
3. Click Close.

If you cannot successfully submit the report, a message appears describing the report error
or alert. Correct the error, or if you require help to complete the task, contact your SAP
Concur administrator.
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Reviewing and Approving an Expense Report

As an approver, you will need to review submitted expense reports and approve them for
reimbursement. On the SAP Concur home page, in the My Tasks section, you can view a list

of any report waiting your approval.
To review and approve an expense report
1. Onthe SAP Concur home page, in the Required Approvals section of My Tasks, click
Expense Reports.

SAP Concur @ Requests Travel Expense Invoice Approvals App Center

Approvals Home Requests Reports Cash Advances Purchase Requests Payment Requesls

Approvals
Trips | Requests Expense | Statement Cash Purchase Payment
Reports Reports Advances | Requests Requests
Expense Reports
Report Name Employee Report Date Amount Due Employee Requested Amount
s abeges Never, Wiliam 11022016 usD 0.0o UsD 68.23

The Reports Pending your Approval page lists the awaiting reports. Select the report
you want to open.
2. Review the report details, and then click Approve.
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Sending Back an Expense Report

As an approver, you will review submitted expense reports and approve them for
reimbursement or send them back for corrections. All of the report’s expenses appear in
the Expenses list. If the report contains any exceptions, they will display in the Exceptions
section of the report.

To return the entire expense report to the employee for correction

1. Onthe SAP Concur home page, in the Required Approvals section of My Tasks, click
Expense Reports.

The Reports Pending your Approval page lists the awaiting reports. Select the report
you want to open.

2. Click Send Back to Employee.

Approvals Haome Reports
Send Back il A
Office SUpPlies s s
Summary  Detals * Receipts * Print f Email v k
Expenses View r [« | Summary |
Transaction D... Expense Type Enter Vendor... Business Pur... City Payment Type Re port Surn'nary
0&/0572014 Otfice Supplies. Slaples Cash Report Totals
e 0&/05/2014 Otfice Supplies STAPLES Cash Amount ODue Co... Amount DueE...
B orzs0ts Postage " USPostal Service  Postage formar.. Seaitie, Washin_ Cash S000 31483
0772472014 Waterials Office Depat Reference Wate... Seatfle, Washin... Cash
> 07/232014 Office Supplies Staples Office Chairs. Seattle, VWashin... Cash
0772372014 Miscelaneous 07A4 Lisc. Pro.... Cash
0772372014 Office Supgles  07/14 Office Su.. Cash
00 072112014 Miscelaneaus  WARRIOTT i Cash
08/07/2010 Bank Fees Finance Cl!arg; Eas};
4+ S el SR & 1 2 it e R AT 1 A B b et =l »
TOTAL AMOUNT TOTAL REQUESTED
$1,126.23 $1,026.23

The Send Back Report window appears.

3. Enter a Comment for the employee, explaining why you are returning the report, and
then click OK.

When you return a report to an employee for correction, it will no longer appear in
your list of Reports Pending your Approval.
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SAP Concur

Correcting and Resubmitting an Expense Report

Your Expense approver might send a report back to you if an error is found. The approver
will include a comment explaining why the report was returned to you.

To correct and resubmit an expense report

1. Toopen the report, on the SAP Concur home page, on the Quick Task bar, click the
Open Reports task.

Administration + | Help

SAP Concur @ Requests Travel Expense Invoice Approvals App Center Profiie
| -

SAP Concur [C] ¥ 14 01 06 10
Hello, William P aian | Magwa | Bipanses - | EERE

In the Active Reports section of the page, the report appears with Returned on the
report tile. The approver's comment appears below the amount.

Manage Expenses
REPORT LIBRARY View: Aciive Reparls

RETURNED } 1112912017 NOT SUBMITTED 0411772018 NOT SUBMITTED 041772018

Trip to Dallas Training Trip | Training

4]

Create New Report $53.00 5602.70 $349.00

Sent Back to Employee
John Smith

2. Click the returned report tile to open the report.
3. Make the requested changes, and then click Submit Report.
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