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Book Receipt Expense Mileage

You can use SAP Concur on your smartphone to assist with
your Expense, Travel, Invoice, and Request needs. Because
you are using your smartphone, you can access your
information in a cab, in a meeting, at the restaurant —
where your laptop is not available or is too cumbersome.

You can check your itinerary; book a flight, rental car,
Amtrak, or hotel; get directions from your current location.
You can enter out- of-pocket expenses real-time and take a
picture of the associated receipt; create, submit, and check
the status of your expense reports.

If you are an approver, you can approve expense reports,
requests, payment requests (Invoice), etc.

THIS GUIDE - This guide provides brief "how to" steps. It
assumes that the user already knows how to use the web
version of SAP Concur and already understands the
concepts of Expense (expenses, itemizations, attendees,
etc.), Travel (booking, rules, etc.), Invoice (payment
requests, purchase requests, etc.), and so on. It also
assumes that the user is generally familiar with their
mobile device. This guide is available in DOC and PDF
format. You can use the DOC as a starting point for your
own training materials.

Both are available in online Help (end user and admin) in
the web version of SAP Concur.
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SAP Concur @ Requests Travel Expense Invoice Approvals Reporting ~

Initial login must be from a
PC. Users should have their

Profile Personal Information Change Password System Settings Mobile Registration Travel Vacation Reassignment

mob_lle device at hand to Concur Mobile p—
confirm that the download | eesomstwomatr
and access are successful. Log Manage your expenses and business travel on HE @concun

into iBuy Expense Reporting
at https://ibuy.gwu.edu/ and
click the GW iBuy + Expense
icon. Select Profile > Profile
Settings. Select the Concur
Mobile Registration option
and click create a Concur
Mobile PIN (your mobile-
only password). It's
recommended to create a
short memorable PIN, such as
a 4-digit number.

your mobile device

To get stated, enter your email address below and we wil send you a
lirnk fw dowiluad U app.

.............. @gwu.edu m

Or, review your sign-in details: il i

Usemname: suep_ls_en@p00103105exu

Fassword: Use the same password you use to sign in to Concur for
Web. Hyou don't know your password, you may reset your
password or creale a Concur Mobilz PIN

Click create a
Concur Mobile PIN.
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Set up PIN for Concur Mobile

To log in to Concur on your mobile device or Concur Connect application,
you must enter your User Name and a Concur Mobile PIN. Enter a new
Concur Mobile PIN in the fields below to setup a new one.

Create

e e

Retype
PIN:

FIN may be letiers, numbers and special characters such

[ 1
"'“'“I as 15, or # but no spaces

Set Concur Mobile PIN

Go back to username and password information

Download Concur Mobile
Get the app for your device below

Available on the
D App Store

» Google play

Getitat =

Once you have set your PIN, click Go back
to username and password information,
enter your GW email address

@gwu.edu, and click Get Started.

An email will be sent you with instructions on
how to install and log in to Concur Mobile.
Click Tap here to install Concur Mobile to
bring up these mobile app options:

This is the Apple Store. You must have the iTunes
app on your mobile device.

You must have the Google Play Store app on
your device

Mot supported

Currently not supported

After the Concur app is downloaded, make sure you can log in and access the various

features.

Sign In

SAP Concur

e Locate and click on the

Concur icon E on your
device.

e On the Signin to Concur
screen, enter your

@gwu.edu email

as your Login ID.

e Tap Next.

* Onthe next screen, enter
your PIN password and
tap Sign In to Concur.

SAP Concur

NOTE: SAP Concur will not

let you sign in if your device does not have a passcode or if your device has been compromised

(modified to remove manufacturer restrictions).
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The home screen provides access to your trips, expenses, expense reports, approvals, and

more.

PERMISSIONS

The options that are available on the home screen vary depending on the user's permissions.
For example, users who can access Expense on the web version of SAP Concur can access
Expense in the mobile app. The same applies to Travel, Invoice, and Request.

Trips

View an Itinerary

If you have any trips, a counter @ is displayed in the Trips
section of the home screen.

No SiM = EED

12:02 PM 3

w800 ATAT T B:46 AM & r L -
£ Trip Detalls  Seattle to Boston
Seattle to Boston
Confirm & BSRDJP
Alaska Alrlines 12 € Expenses
Dapart SEA Arrive BOS List of your expenses
< 9,30 AM 5_50 PM
K . . £ Expense Reports
2| ueFeb o7 Tus Feb 07 Review and submit your
N Terminal -- Tarminal --
< Gate -- Gate - ) Approvals
.'. Class & Seat Number 2 .
San Francisco Trip ..' Class: ECONOMY REGEaTs
A Confirm & srizations
S BSRDJP
wec ATRT F 8:45 AM .@ B Tl
< Trips List Trip SEA to BOS :. + Fllght Duration
Trip SEA to BOS > 5 Hours and 20 Minute(s)
Tue Feb 07 - Sat Feb 11 o Airport
Agency Record Locator; TBYMBE (SEA) Seattle Tacoma Intl Arpt, WA
Tue Feb 07 & S
9:30 Seattle to Boston® -
" :::;ﬁ:\ ‘,rl—”::::t;zﬁ g::l:;i?:aﬁ:amem secon ATET T 8:46 AM ERE T
Check Holiday Inn@-==«veveriruvrinnnnnn,)onss «Glght Tragkeg £ Trip Details
In TrackyourlIi;;'h.t"""""'""""""""". EERTY - 5
Holiday Inn
SatFeb 11 Confirm # 67576892
Check In: Tue Feb 07
7:23 3“?": Ito S;?tlle Flight Duration Ch:k gul:u;i :eb i0
Te?-;i:a\ ‘—r—”g.:te - 5 Hours and 20 Minute(s) "’..
Airport .
(SEA) Seattle Tacoma Intl Arpt, WA Confirm # .
67576892
\ Daily Rate .Ta here
. $0.00
1) On the home screen, tap Trips. P
' Total Rate for images
2) On the Trips screen, you can: $0.00
= a o Vend
¢ On the Upcoming and Past tabs, view trip Hilicka i
status, date, etc.
+ View travel agency information.
3) To open a trip, tap the desired trip.
C) Tap each segment to see the details. /
A
Flight Schedules
: See Alternative Flights
Tap here ¢
to refresh s Cancel ot e
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Book a Flight

Depending on your configuration, you may be able to search for and book a flight.

To access the Book Air menu option:

e On the home screen, tap:

()
+ =8 (lower-left corner)

. |§| (upper-left corner) and then Book Travel

e On the Trips screen, tap:

¢ Book a Trip

. E (upper-right corner)

Arrival Gity
Denver Intl Arpt, Denver, CO (DEN)

Departure Date
Sat Jun 03, 9:00 AM

Return Date
Wed Jun 07, 9:00 AM

Refundable Only

@ |

Tap Microphone to start VOICE Shom == = = = — - - - - - -

(SEA) Seattle, WA to (DEN) Denver, CO
Jun 3, 2017 - Jun 7, 2017

What would you like to book today?
Flight Hotel

=

Car Train

Then:

1) On the Book Air screen:

Tap One Way or Round Trip.

.
pr——y T P ¢ Enter the search criteria.
£ Trips Book Air Search ¢ Tap Search (upper-right
____________ T corner).
I .
e 2) On the Results Summary screen,
Departure Gity, T TRIATE = 7:46 AM @ 1 A |
Seattle Tacoma Intl Arpt, Seattle, WAl ¢ gook Air  Results Summary tap the desired carrier.

3) On the next screen, tap the desired

flight.

Starting
see Al saoosd
197 results IS
Nonstop *
* Multiple T
15 results
*

Starting

ED AMaska Airlines

4) On the Flight Details screen:

Review for accuracy.

Fill in the fields (if any) and
make the desired selections.

Tap Reserve (upper-right

6 results

~A DT — T T T T

2 results

M United
2 results

T2 Southwest

1 results

<=7 All Nonstops

26 results

1 Stop
% Multiple
66 results

. American Airlines
36 results

$206.40

corner).

( Results Summary Nonstop

(SEA) Seattle, WA to (DEN) Denver, CO
Jun3, 2017 _Jun 7, 2017
A -

| | B Alaska Airlines $2
SEA Sat6:15AM  DEN Sat 9:51 AM

I | 20 36m/0Stops

I DEN Wed 6:45 AM  SEA Wed 8:45 AM
3h 0m /0 Stops (Refur

N R o o o e = - =

ED Alaska Airlines $24
SEA Sat6:15AM  DEN Sat 9:51 AM
2h 36m / O Stops
DEN Wed :00 AM  SEA Wed 10:57 AM
2h 57m/ 0 Stops
(Apolio}

D Alaska Airlines $21

SEA Sat6:15AM  DEN Sat :51 AM
2h 36m / 0 Stops

{Refur

Tap here
to sort.

DEN Wed 11:00 AM SEA Wed 12:55 PM
2h 55m /0 Stops
{Apolio)

D Alaska Airlines $2
SEA Sat 10:10AM DEN Sat 1:48 PM

2h 38m/ 0 Stops

DEN Wed 6:45 AM  SEA Wed 8:45 AM
3h Om /0 Stops

{Apolia)

Alaska Airlines

SEA Sat 10:10 AM DEN Sat 1:48 PM

2h 38m / 0 Stops

DEN Wed 11:00 AW SEA Wed 12:55 PM
2h 55m/ 0 Stops
{Apolio)

(Refu

(Refur

0

2

(Refur

Sort 6 results by Fare Price

———
ool ATAT 7 7:48 AM @ 4 o . I
£ Nonstop Flight Details I Reserve I
(SEA) Seattle, WA to (DEN) Denver,'€@- — — |/

Jun 3, 2017 - Jun 7, 2017

DEPARTURE

D Alaska Airlines 674

SEA Sat6:156 AM
2h 36m / Stops: 0 / Economy (V)

DEN Sat 9:51 AM

RETURNING

D Alaska Airlines 305

DEN Wed 6:45 AM
3h Om / Stops: 0/ Economy (V)

SEA Wed 8:45 AM

Total Price
$206.40 {Refundabls)
Card

AirPlus Ghost Card 2 **4202
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Book a Rental Car

To access the Book Car menu option: Wit voudke o bosk inde?
¢ On the home screen, tap: X )
Flight Hatel
[
+ BE=H (lower-left corner) g
— or — =
Car Train
. |§| (upper-left corner) and then Book Travel
e On the Trips screen, tap:
¢+ Book a Trip
—or — /
. Then: \
. E (upper-right corner)
1) On the Car Rental screen:
—or — ¢ Enter the search criteria.
o ¢ Tap Search (upper-right corner).
* TO add a ca_r I'tlo I'?n existing 2) On the Select Car screen, tap the desired car.
itinerary, with the 3) On the Car Details screen:
itinerary open, tap ¢ Review for accuracy.
(upper-right corner). ¢ Fill in the fields (if any) and make the desired
selections.
\ ¢ Tap Reserve (upper-right corner). /
P po——
escoo ATAT 7 8:11 AM 1 @ 7 o \ SEIODATET T 811 AM @ 4 o - SeCOCATRT F 811 AM 1 @1 o mm|)
< Car Rental | Search 1 £ CarRental Select Car { Select Car Car Details ] Reserve :
|
l L/ Cars near Denver Intl Arpt, Denver, GO... Enterprise '_ —_——
: : =g=g= Sun Jun 4, 2017 - Tue Jun 6, 2017 a@’;ﬂ“ Pick-up: Sun Jun 4, 2017
Airport Location : Drop-off: Tue Jun 6, 2017
Denver Intl Arpt, Denver, CO (DEN) 4 Js N
| e = |
Sun Jun 04, 9:00 AM 1 i e pereey |
B N — Card
Drop-off Date Gompact Car $32.14 AirPlus Corporate Ghost Card
Tue Jun 06, 9:00 AM Automatic transmission per day
(Apollo) ot
Car Type $86.99
Any Car Class Intermediate Car $34.33
Automatic transmission per day
(Apolle)
Phone
Standard Car $35.54 303-342-7350
Automatic transmission per day
(Apollo) Map Address
Full-size Car $37.61 DENVER INTL AIRPORT
Automatic transmission per day Vendor Hours
(Apollo)
. Mon: 6:30-22:00
Premium Car $74.41 Tue: 6:30-22:00
Automatic transmission per day We(;i' é'30‘2é'00
(Apolic) : 6: H
Thu: 6:30-22:00
- AVIS Fri: 6:30-22:00
Economy Car $46.00 Sat: 6:30-22:00
Automatic transmission per day Sun: 6:30-22:00
(Apolla)
Compact Car $46.00
Automatic transmission per day e
Sort 24 results by Preferred Vendors
e el
1 Depending on your company's cqnfiguration, ypu_ma_y_not be able 1
| to book a car unless you are adding it to an existing itinerary. 1
e o m — — — —  m— — m —  — m mm m mm mm m mm mm mm m m mm m mm mm  —
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Book a Hotel
To access the Book Hotel menu option:
e On the home screen, tap:

[
+ WE8 (lower-left corner)

What would you like to book today?
Hotel

=

Car Train

Flight

. |§| (upper-left corner) and then Book Travel

e On the Trips screen, tap:
¢+ Book a Trip

. E (upper-right corner)

e To add hotel to an existing
itinerary, with the itinerary open,

tap (upper-right corner).

ﬂhen:

1) On the Search screen:
¢ Enter the search criteria.
¢ Tap Search (bottom of the screen).
2) On the Hotels screen, tap the desired hotel.
3) On the next screen, tap Rooms tab.
4) On the next screen:
¢ Review for accuracy.
¢ Fill in the fields (if any) and make the desired

secoo ATAT B 8:25 AM @7 omm selections.
3
< Sesreh k3 \ ¢ Tap Reserve Room (bottom of the screen).
- oo ATAT T 8:25 AM
Destination
Denver, CO, USA 14 Hotels
Check-in Check-out Denver, CO, USA
Sun, Jun 4 Wed, Jun Sun, Jun 4 - Wed, Jun 7
Distance 2
& miles 1| P Holiday Inn Denver Cherry Creek o ATET F
1 ) £ Hotels
340 miles
| *kok
N
==, oliday Inn Denver East Stapleton Area
290 miles
£ Bl
* %ok 8:25 AM @7 omm
Hyatt Place Denver Downtown
[ Holiday Inn Denver Cherry Creek
020 miles
Rk 3.40 miles
%
-1 Sheraton Denver Downtown Hotel
|- - A ™ = = = e e e =
0.20 miles
% ke I
b o e e o = = =
. Grand Hyatt Denver Gavernment Canada Id Req 1 King Bed Executive
7o === = = Nonsmoking Brand New Rooms With 32 Led —
I 0.50 miles Premium Channels And Free Hsia. Sun, Jun 4 - Wed, Jun 7 [ 3 nights ]
1 oot SN
Government Canada Id Req 1 Bed Executive Total: $435
N e e e e e Filter 74 Resuits Nansmoking One Queen Bed 32 Lod Pramium
Channels And Free Hsia. Our Rooms Are

1 Depending on your company's configuration, you may not be able
| to book a hotel unless you are adding it to an existing itinerary.

Government Canada Id Req Standard Room
MNaonsmoking Bed Type Cannot Be Guaranteed As
It Will Be Assigned Upon Check

Visa Credit Card

el §
i '
1 | 1
1! 1

i
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Book Amtrak Direct Connect

You can book rail if your company is configured to use Amtrak Direct Connect.

To access the Book Train menu option:

What would you like to book today?

i
Hotel

&

Train

e On the home screen, tap:
[ ] ?(
+ B8 (lower-left corner) oy
|§| Car
. (upper-left corner) and then Book Travel
e On the Trips screen, tap:
Then:
¢ Book aTrip 1) On the Train screen:
—or— ¢ Tap One Way or Round Trip.
E iaht ¢ Enter the search criteria.
M (upper-right corner) ¢ Tap Search (upper-right corner).
Ha SiM T 42 P ()

€ - - Jrin_ _ _ Seah

Dot Stafn— — — — — = = 9
{CHI) Chicage - Union Station

Arrival Station

(MIA) Milwaukesa Airpaort

Daparture Doto
Kon Feb 27, 8:00 AM

Roturn Date
Tue Feb 28, 3:00 PM

No SIM =

£ Train

243 PM

Train Choices

Train #333 (1h 14m)

CHI 10:20 AM - MKA 11:34 AM
Regional

Train # 338 (1h 19m)

" MKA 3:10 PM - CHI 4:29 PM
Please specify Regional

Train #329 (1h 14m)
CHI 6:10 AM - MKA 7:24 AM
Regional

Train # 340 (1h 19m)
MKA 5:55 PM - CHI 7:14 PM
Regional

Train #333 (1h 14m)

CHI 10:20 AM - MKA 11:34 AM
Regional

Train # 336 (1h 19m)
MKA 1:10 PM - CHI 2:29 PM
Regional

Train #329 (1h 14m)
CHI 6:10 AM - MKA 7:24 AM
Regional

Teain # 220 (1l 410m)

Bacob

Piease specify

B mminis

e e e e e e e o e e e

Starting

$50.00

Starting

$50.00

Starting:

$50.00

Starting:

I
$50.00

2) On the Train Choices screen, tap the desired trip.
3) On the Fare Choices screen, tap the desired fare.
4) On the Train Detail screen:

¢ Review for accuracy.
.

selections.
.

Tap Reserve (upper-right corner).

Fill in the fields (if any) and make the desired

(CHI) Chicago - Union Station - (MKA) M...
Mon Feb 27, 2017 - Tue Feb 28, 2017

\

=

No SIM = 2:43 PM

¢ Train Choices Fare Choices

(CHI) Chicago - Union Station - (MKA) M...

Mon Feb 27, 2017 - Tue Feb 28, 2017

~

/

Train #333 (1h 14m)

CHI 10:20 AM - MKA 11:34 AM
Regional

Train # 338 (1h 19m)
MKA 3:10 PM - CHI 4:29 PM
Regional

SELECT SEAT CLASS BELOW

CHI - MKA

Coach Unreserved Seat
MKA - CHI

Coach Unreserved Seat
(Amtrak)

$50.0

No SIM = 243 PM

- i 13
( Fare Choices Train Detail | Reserve
=
(CHI) Chicago - Union Station - (MKA) M...
Mon Feb 27, 2017 - Tue Feb 28, 2017

Departure

Train #333 (1h 14m)
CHI 10:20 AM - MKA 11:34 AM
Coach Unreserved Seat

Return

Train #338 (1h 14m)
MKA 3:10 PM - CHI 4:29 PM
Coach Unreserved Seat

Total Rate
$50.00

Card
Test Card Chris **1111

Ticket Delivery
Flectronic

i

Version 9.61.x — October 12, 2018

SAP Concur's mobile app — iPhone®

Page 8 of 61



Cancel a Hotel or Rental Car Reservation

seeon ATRT & 9:07 AM &+ oM o8I0 ATET 807 AM & v omm
Trips List Hotel R ti t DENVER + . Trips List Car Reservation at DENVER +
< Trips List Hotel Reservation a 1) Open the itinerary. <
Hotel Reservation at DENVER - Car Reservation at DENVER
Sun Jun 04 - Wed Jun 07 2) Tap the reservation. Sun Jun 04 - Tue Jun 06
ﬂgmmmmmw - - - - .- ‘-ul-genqnﬁe-—jmm-iﬂiﬁsh— — o = —
1| suniunoa 3) Tap Cancel Hotel or Cancel 1| sununoa
Check Holiday Inn Denver Cherry Greek 1 Car (lOWer-leﬁ: Corner)‘ 9:00 Enterprise
' In 455 8 Colorado Blvd l AM (DEN) Denver
‘ Denver Colorado 80248 I ‘ Economy
eeeoo ATAT F 907 AM &+ o seeco ATRT F 9:07 AM @ - o
( Trip Details Holiday Inn Denver Cherry Creek ( Trip Details  Denver Intl Arpt
Holiday Inn Denver Cherry Creek Enterprise
Confirm # 66011874 &, | Confirm # 285697876COUNT
Check In: Sun Jun 04 ﬂ Pickup: Sun Jun 04 9:00 AM
Check Qut: Wed Jun 07 Return: Tue Jun 06 9:00 AM
Phone Pickup Location
303-388-5561 (DEN) Denver Intl Arpt
Map Address Confirm #
455 S Colorado Blvd 285697876COUNT
Status Status
Confirmed Confirmed
Confirm # Rate
66011874 $86.99
Daily Rate Daily Rate
$145.00 $31.04
Lastug Total Rate Rate Type Last updated M:I;]’I:,ﬁgﬂ;;i
$499.17 D
Cancel Policy Body Type
CXL: CXL AFTER 1800 03JUN FORFEIT FIRST... Car
Vendor Transmission
Holiday Inn Automatic transmission
Hotel Name Air Condition
Holiday Inn Denver Cherry Creek Air conditioning
Discount Code
12345
Cancel Hotel Last updated M;!O'IES,S?,DAI:‘, Cancel Car Last updated Mgaru156'5§°:y\7.i
View Agency Information
You can access your agency information, such as hours, phone numbers, and web site
information.
3 100% (- 9:41 AM $ 100% =
(A Travel Agency Info Close
Upcoming Amadeus Travel
345 Stockton St.
YVR to YYZ San | isco, CA 836769
hu, Oct 12 - Sat, Oct 14
Daytime
9:00 AM - 6:00 PM
F San Francisco Trip L (213) 234-4357
" Fri Jan 4 - Tue, Jan 8
Please call for assistance.
Evening
6:00 PM - 9:00 AM
L (213) 234-4357
YVR t? YYZ o eave a message and we'll get back to
YVR to YYZ 1) On the home screen, tap Tr ips.
== 2) On the Trips screen, tap Travel Agency
Info in the lower left-corner of the Trips
screen.
A————=== The Travel Agency Info scree n appears.
1 (@ Travel Agency Info 1 View in Trigit.
e————= J
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OTHER APPS

Depending on your company's configuration, Triplt and other apps may be available for
download.

1) On the home screen, tap ‘E‘ (upper-left corner).
2) On the Menu screen, tap the desired option and download.

No SIM & 12:02 PM 3 @4 No SIM = 8:24 AM 3 E4
Home Menu li-l —_
Book Travel
‘ Triplt: Travel Orga...
Car Mileage Triplt>
Offers In-App Purchases
Japan Public Transportation
Leave Feedback *k k% % (23) Cl}
Help i} Offers Apple Watch App
Privacy Policy Reviews | Related ]
r T \ iPhone
met Triplt I
! !
)

— G ORACOMI0 AP = m— = = o= - —

THURSDAY, DCTORER B, 2010)

15 SFO - JFK
i & ik

SETTINGS

Hertz Rent 3

European Vacation PICK UP
el T

Settings

Tue, Dec & - Fr, Dec 23, 2016

Sales Conference

T, dan - S, 4, 2077
| Lol + Fonttendad
A :
> © Q M
Featured _ Top Charts __ Explore Search __ Updates
VIEW TRIPIT ITINERARY
No §IM = [z 12:02 PM 3 =04 *9000 ATAT = 10:36 AM 7m0
= = :
< Home Trips +
Upcoming

Las Vegas Convention
Mon Oct 12018 - Thu Oct 4 2018

Ticketed

I — 1| Your trip, October 2018
I View your trips I Mon Oct 29 2018 - Thu Nov 1 2018
« y Confirmed

=@ TFExpenses T T T~

| _— List of your expenses

Eg) Expense Reports

L Review and submit your reports

D Approvals

APF

i Requests

Manage your authorizations

o ——————

: View in Tnﬁ;? 1

1) On the home screen, tap
Trips.

2) On the Trips screen, tap
View in Triplt.

| ——

Travel Agency Info
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Expenses and Expense Reports

Expense List (Expenses Screen)

On the home screen, tap Expenses to access your list of
expenses. Use the Expenses screen to:

e Add, view, edit, and delete mobile expenses. Mobile
expenses are designed to be quick and easy.

¢ To make more extensive features like itemizations and
attendees, either:

¢ Add the mobile expense to an expense report
then edit.

e Create the expense on an open expense report
and then edit.
) ) A%
¢ For car mileage/kilometers expenses, use the E&EE
(lower-right corner) on the home screen.

icon

¢ View and make minimal edits to card transactions, which
appear with the = Jicon.

No SIM % GERl

<

Ly Receipt

Airfare
Airfare
‘,Jr; ited

Airfare

12:03 PM

Expenses

Alaska Airlines

Airfare

Alaska Airlines

Airfare

Alaska Airlines

Airfare

American Airlines

$163.10

$159.10

$226.40

$206.40

$226.40

$369.60

85334

¢+ To make more extensive edits, add the card
transaction to an expense report then edit.

¢+ To delete a card transaction, use the web version of Expense, if your company

allows you to delete card transactions.

e View e-receipts, which can be edited once attached to a report.

e Attach expenses — mobile expenses, e-receipts, and card transactions — to a new or

existing expense report.

Expense Report List (Active and History Sections)

On the home screen, tap Expense Reports to access the list of expense reports. On the
Reports screen, you can view up to 100 expense reports in each of the Active or History

sections. In the Active section, you can: Gt TR
( Reports

e View unsubmitted, submitted, and
returned reports

e Create a new report UNSUBMITTED
o Copy reports
e Delete unsubmitted reports

e View red and yellow earmarked April Tour $3,000.
reports flagged for exceptions

¢ View the name, status, date, and
amount of each report SUBMITTED

my certification $3,000.

Carrier ¥

Room Rate

Airfare

\ll active reports are separzted into

sctions. Within each categ
reports are sorted by report

|
1
| Jnsubmitted, Submitted,and Other
|
|

iy, the
date.

ol $4,452.32
I Details .M Receipts |

$3,0562.32

$1,400.00
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You can open an existing expense report and: aesonVorizon = fRAM TH paNE-
e View and edit the report summary (report header)
e View and attach receipt images il
¢ View, add, import, match, edit (add attendees and W May2017 USD322.39
itemizations), and remove expenses |
e Submit your report
; A @ May Parking usDs50.0
In the History section, you can: Mon 03/20
e View reports that have been approved and sent for
payment @ March 2017 USD100.0
e View red and yellow earmarked reports flagged for o
exceptions
@ 2.28.17 Report UsSD38.48
* Copyreports
Create a Mobile Expense
#a February 2017 UsD153.95
To create a mobile expense: =
e On the home screen, tap EEE (lower-right corner). ——  ———

e On the home screen, tap Expenses.
Then, on the Expenses screen, tap .

/-I—I‘]en - \ *8COATET F 1:07 PM & v 4 w4

. Cancel Expense Save
1) On the Expense screen, fill

in the fields and make the vendor
desired selections.

2) Tap the receipt icon. Tvee

3) Take a picture of the Amount
receipt or grab an existing $0.00
image from From Library
or from your Available S el
Receipts.

Q Tap Save. / & ;;;day‘ December 12, 2016
<« Location

Select receipt from

838 Comment Camera

From Library

Available Receipts

Cancel
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Delete an Expense From the Expenses Screen

You can delete one or more mobile
expenses from the Expenses
screen.

NOTE: To delete a card transaction,
use the web version of Expense - if
your company allows you to delete

12:18 PM

Expenses

Dinner
Apr13, 2017

Cafe Mante

Dinner
Apr 13, 2017

card transactions.

Cafe Monte

Dinner
Apr 13, 2017

Cafe Monte

s

1) On the Expenses screen, tap
~ (upper-right corner). The
selection circles appear.

2) Tap one or more selection
circles.

3) Tap Delete (lower-right corner).

-

\

Receipt

Apt 12, 2017

Breakfast
Apt 12, 2017

Cafe Flora

Dinner
Mar 30, 201

Cafe Monte

J

Undefined

DELETE A SINGLE MOBILE EXPENSE

12:18 PM Na SIM

No SiM = &5

£ Expenses £

Dinner $45.76
Apr 13, 2017
Cafe Monte
Dinner $45.76
Apr 13, 2017
Cafe Monte
Dinner $45.76
Apr13, 201

Cafe Monte

Receipt
Apr12, 2017

Breakfast

Apr12, 2017 %hl%hl%

Cafe Flora

$25.00 t

Dinner $45.76
Mar 30, 2017

Cafe Monte
Undefined $68.23
Mar 30, 2017

Office Warehouse

201

Office Warehouse

3 -
Cancel
$45.76 $45.76
$45.76 $4576
F [ i -
1 I
$45.76 1 1 $45.76
1|1 ® 1
1 |
1 I Receipt
o - Apr2, 2017
$25.00 $25.00
$45.76 $45.76
Cafe Mente
$68.23 Undefined $68.23
Mar 30, 2017
Move to...

=

12:20 PM

Expenses

Dinner
Apr13, 2017

Cafe Monte

Dinner

Apr 13, 2017
Cafe Monte
Dinner $45.76

Apr

Cafe Monte

Receipt

Apr12, 2017

Dinner
Mar 30, 20

Cafe Monte

$68.23

Undefined

Office Warehouse

1) On the Expenses screen,
swipe the desired expense to
the left.

2) Tap Delete.
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Create a New Expense Report
You can create a new report:

e From the Reports screen (shown here)

e While adding expenses from the Expenses screen (described on the following pages)

e While creating a car mileage expense (described on the following pages)

2 12:45
Trips i
€ " -’ e.
Cancel New Report
Expenses
c It expen Report Name*
FrrTEEEE—_——— Training class
| Expense Reports EHEDENITED
I : die . - @ Attendee test report Policy*
] o o = = o= - 5 i i
y B " Approvals zNot Used-Austria Expense Policy Training class $0 00
sildil s S ul 31, 2018 total amount
Report Date
Requests B Auto-create reportfromrd 31 2018
Report linked to request New sales softward
Org Unit 1
W Personal charges
1) On the home s €€N, tap Expense Reports. \

2) On the Reports screen, tap [H ( ipper-right corner).
3) On the New Report screen:

¢ SAP Concur provides a report name. Change it if
desired.

¢ Fill in the fields and make the desired selections.
¢ Tap Create (upper-right corner).

4) On the report screen, enter your expenses, attach receipts,
etc. (described on the following pages).

 —

e
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Move Expenses From the Expenses Screen to an Expense Report

You can move one or more expenses to an existing expense report or use them to create a

new expense report.

/1) On the Expenses screen,

tap (upper-right
corner). The selection
circles appear.

2) Tap one or more selection
circles.

3) Tap Move to...

4) Tap an existing report or
tap (upper-right
corner) to create a new

\ one.

e
znemal

tal

tal

tal

Ent

Airfare

12:43 PM

Expenses

$423.73

$44534

$438.00

$486 50

$438.00

$226.40

Move to

1selected

Cellular Pho;
fug 3, 20

Car Rental

Car Rental
M 2017

Car Rental

Entarprise
Car Rental

Enterprise

Car Rental
May 22, 201

Entarprise

Airfare

ne

Nao S = el 12:42 PM 3 (4
Cancel < 1 selected Select Report +
$5.00 Pick a report from the list below to move your
expenses to. Or move to a new report by tapping
'+' button above.
$423.73 e
Jun 2017
Sales Trip $0.00
Jun 18, 2017
$445.34 Apr 2017
Customer Workshop $1,921.00
Apr 13,2017
$438.00 Software Training $566.02
B Apriz, 2017
Vendor Visit - LenDev $18.13
Apriz, 2017
$486.50 Mar 2017
New Copied Report $25.00
Mar 23, 2017
$438.00 Office Update $25.00
i Mar 20, 2017
Mobile Expense Report 2017.03.14 $376.29
Mar 14, 2017
22000 Training Class $541.28
Mar 14, 2017

MOVE A SINGLE MOBILE EXPENSE, E-RECEIPT, OR CREDIT CARD CHARGE TO A NEW OR EXISTING

REPORT
o~ —— \
12:47 PM 12:47 PM Na SIM & 12:47 PM 1 3 (-
< Expenses Select Report 1 + :
Airfare $226.40 Airfare $226.40 Pick a report from the list below to move !%r —Jd7
Jan18 Jan 18 expenses to. Or move to a new report by tapping
Alaska irlines Alaska Airlines '+ button above.
Airfare $159.10 Airfare $159.10 EE?EB&?.E‘\?T?EE
Jan1g Jan18 Jun 2017
United United
Sales Trip $0.00
Jun 18, 2017
Airfare $163.10 Airfare $163.10
Jan1g Jan18 Apr 2017
United United Customer Workshop $1,921.00
Apr 13, 2017
t?eilu\ar Phone $5.00 Phone Software Training $566.02
\ug 7 gﬂjﬁll \“n, ’"‘ﬂ,1 i Apr 12, 2017
Vendor Visit - LenDev $18.13
Apr 12, 2017
Car Rental $423.73 Car Rental
Jul 25, 2017 Jul 25, 2017 Mar 2017
Enterprise Enterprise New Copied Report $25.00
Mar 23, 2017
Car Rental $445.34 Car Rental $445.34 Office Update $25.00
fay 22, 2017 May 22, 2017 Mar 20, 2017
Enterprise Enterprise
Mobile Expense Report 2017.03.14 $376.29
Mar 14, 2017
Car Rental $438.00 Car Rental $438.00
May 22, 2017 — S $541.28
Enterprise \
1) O | the Expenses screen, swipe the
Car Rental . R . shan
desired expense, e-receipt, or credit card h S1.34500

charge to the left.
2) Tap Move.

3) On the Select Report screen, tap the
desired report or tap
K corner) to create a new report.

5 (upper-right

J
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UNSUBMITTED
- — —

= MeXML

Trips
UNSUBMITTED
=== -
Expenses I| & Training class

=4[ Expense Reports
== e W Al t your r

+® Approvals

@ Training class

Training class
Aug 1, 2018
-

Expense §

1) On the home screen, tap Expense Reports.

2) On the Reports screen, tap Active and then
tap to open the desired report.

3) On the report screen, tap [H to create a new

expense.

4) On the Add to expense report window, tap

Add New Expense.

5) On the Expense Types screen, select the

desired expense type.

6) On the Add Expense screen:
¢ Fill in the fields and make the desired

selections.
¢ Tap Save.

an Expense With an Open Expense Report

From Expense List

Travel Allowances

Entertainment - S
05. OFFICE EXPENSI

Courier/Shipping/{

Office Equipment)|

Office Supplies/Sq

Postage

Printing/Photocop

06. COMMUNICATIO|

can edit almost every field.

Reports

o MexML

—— ==

 Training class $437.70

S U
$0.00

® Training class

W Training class

Edit an Expense on an Expense Report

Training class

Aug 1, 2018

A=———em = == —— -

Airfare $437.70

Cancel

Internet/Online Fe:

Mobile/Cellular Ph

TalanhanaiFay

If an expense is attached to an unsubmitted expense report, you

F B
Cancel Expense Types
03. MEALS 7:56 f B 3
individual Meals | € Add Expense |
o — = — o
==
Lunch
-—— - i
Office Expenses Add Receipt
04. ENTERTAINMEN
Expense Type *
Entertainment - CJ| - Lunch
Transaction Date *

Wednesday, August 1, 2018

Business Purpose

Enter Vendor Name

City of Purchase *

Currency *

Us, Dollar
Payment Type *
Cash

Amount *

Foreign or Domestic

Airfare

B

Expense Type *

Transaction Date *

Wednesday, August 1, 2018

ss Purpose

« Domestic
—
8:00 - E
=T
4 Expense Details 1 |
L 4
Airfare $437.70
ltemize
Add Receipt
“ Allocations

/ -
W Training class

& Attendee test report

¢
*

@ Auto-create report from request!

\

N

1) On the Reports screen, tap Acti ve and then tap to open
the desired report.

2) On the report screen, tap to ope n the desired expense.
3) On the Expense Details screen:
Make the desired changes.

Ta) Save (upper-right corner).

v
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Add a Car Mileage (or Km) Expense—Manually

No SIM 7

Expenses
List of you

Expense Reports
Review and submit your
Approvals
Approve items any

Requests

12:02 PM ¥ @D

¥

o — —

eports

] € Home

No SIM = 8:43 AM 1

Select Report |

34

4|0

g —

|
Pick a report from the list below
add your expenses to. Or add
new report by tapping the '+' b

Smart Matching

Adds processing time
Jan 2017

Trip to Portland
Jan 9, 2017

Nov 2016

Training class
Nov 15, 2016

Oct 2016

Office Update
Oct 21, 2016

io

Trip from Seattle to Dallas  §
Oct 21, 2016

eeei ATAT 7 2:40 PM

( Select Report  Create Report

Report Name *
Training

Policy *
US Expense Policy

Report Date
Manday, March 20, 2017

Business Purpose *
New sales software

Comment
Project Code
Custom 11 helper list

B Budget Division
—

@ 1]

1 Save ||
N — =V =
encos ATET & 2:38 PM L= |
< Select Report Add Car Mileage | 1
1 I

Expense Type
Personal Car Mileage

Transaction Date *
Monday, March 20, 2017

City *

Purpose of the Trip *

From Location *

To Location *

¢ Tap Save (upper-right corner).

1) On the home screen, tap E&ES (lower-right corner).

NOTE: The Mileage icon only appears if your company has the Pe ~sonal Car Mileage feature
activated and when you have registered a personal car on the Profi le = Profile Settings >
Personal Car page. This icon does not appear for company cars.

2) On the Select Report screen, either tap the desired expense report or tap [ (upper-right
corner) to create a new report.

3) On the Create Report screen:
¢ Fill in the fields and make the desired selections.
¢ Tap Save (upper-right corner).

4) On the Add Car Mileage screen:
¢ Fill in the fields and make the desired selections.

NOTE: SAP Concur calculates the amount based on the distance and the company's
mileage rate.
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Add a Car Mileage (or Km) Expense—Mileage Calculator

The Mileage Calculator can be used for both personal and company car mileage. The example
below shows personal mileage, using the Mileage icon on the home screen. For company car
mileage, the user creates an expense as usual and selects the Company Car Mileage (or
something similar) expense type. After that, both types work the same way — as shown below.

8:35 r‘{"_%;_ - 8:36 T B
< Select Report 1 + I < Select Report Add Car Mileage
|
Pick a report from the list below to move. — [~ = —_—— - -l
your expenses to. Or move to a new report
by tapping '+' button above. 1 Add Radte I
Smart Matching I--——————-———___..J
Adds processing time Expense Typi
Aug 2018 Personal Car Mileage
@ Customer Visit $0.00 Transaction Date *
Aug 13, 2018 Monday, August 13, 2018
Expenses Test Report Time $0.00
@ P . Aug 2, 2018 City *
TEST 2 .00
) Expense Reports Aug 2, 2018 » ]
d sub repo i Purpose of the Trip *
Jul 2018
@5 Approvals RM test $0.00 o I
[ € T At Jul 24, 2018 From Location
RM speed test 2 $0.00
Requests Jul 24'2015 To Location *
May 2018
Budgets Test $180.20 Type Of Trip *
: May 23, 2018 Domestic
Copy: jimH new $33.00 Currency
May 21, 2018 US Dollar
Mileage Test $0.00 Payment Type
May 18, 2018 Cash
Test $150.00
May 18, 2018
Mieage Attendees test $0.00
I R —— ey
/1) On the home screen, tap the Mileage icon (lower-right corner). \

NOTE: This icon appears only if the company's configuration includes personal car mileage and if
the user has defined a personal car in Profile.

2) On the Select Report screen, either:
¢ Add to an existing report by selecting the report.

¢ Tap + (upper-right corner) to create a new report. Complete the steps to create the new
report.
\3) On the Add Car Mileage screen, tap Add Route. /
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8:37 T B 8:38
Cancel

Distance Calculator

Options

Location

-

£

Cancel Distance Calculator Options
I : Il « a08 Spring Street, Seattld (x] : 498 Spring St, Seattle, WA 98104, USA
| TR e L 2 L
l_____________r e — 0 1
498 Spring St, Seattle, WA 98104, USA 1
| I rr=—ropre——
Lynnwood® L =
Kingston Mountiake
% Terrace i
S g Shoreline ol
22
\ -
4) On the Distance Calculator screen, in the Start @ P Rodmond
Location field, start typing the initial location. 0, 0%
5) Select from the list of loca tions. The selected location P %) Seattle | Bellevue
appears on the map. ) ]
Newcastle
) [l
8)
East Rentor
5 Renton  Highlands|
e G) g
Sealac
Vashon Island
Des Maines @
Google Kent

8:38 T 8:39 8:39

Cancel

Distance Calculator

Options Cancel Location

Cancel

Distance Calculator

498 Spring St, Seattle, WA 98104, USA ), 299 SW Broadway, Portland
—— - - ——

[x] 498 Spring St, Seattle, WA 98104, USA
l — e = = e e l
! 1 I| 299 sw Broadway, Portland, OR 97205, USA I 299 SW Broadway, Portland, OR 97205...
! I
Lynnwood = T TEE -
A4
H g . SQ:Ie
6) On the Distance Calculator screen, in the Add Destination field,
start typing the ending lo  :ion. g
[acoma

7) Select from the list of locati »ns. The selected location app :ars on the
map along with the mileage (lower-right corner).

8) On the Distance Calculator screen, you have several ad litinal
options:

L4
L4

Tap Add Destination to add another destination.

Tap Options (upper-right corner) to choose to avoid t olls or
highways.

If an alternate route is available (shown as a gray line ), you can
select that route.

9) When done, tap Use Route . The mileage and the reimbur sement
amount appear on the Add Car Mileage screen.

Mt. Hood
National Forest
— e m——

Options

Hood River.

The Ds

Version 9.61.x — October 12, 2018 SAP Concur's mobile app — iPhone®

Page 19 of 61



MAKE ADJUSTMENTS

9:00 =T B 9:00 9:01
¢ Select Report Add Car Mileage Save < Add Car Mileage Route Details
,_____________\ % . ! . _ L 2 3 A
otal Distance: 172.4 miles 4  Edit Route
! Route Details 172.4 miles | | I
! ] Viciora 2 4 set Segment as Personal I
| T SOm )
Expense Type g WASHINGTON
Personal Car Mileage
Transaction Date *
Monday, August 13, 2018 Pngnﬂ
City * Google
498 Spring St, Seattle, WA 98104, USA 498 Spring St, Seattle, WA 98104, USA
Purpose of the Trip * — S
miles
Fesr et 299 SW Broadway, Portland, OR . 299 SW Broadway, Portland, OR
498 Spring St, Seattle, WA 98104, USA 97205, USA 97205, USA
To Location *
- ™

~

the menu, you can:

¢ Edit any portion of the trip

¢ Designate part of the trip as personal
3) To edit a route:

.

On the menu, tap Ed;; Route.

1) To make additional adjust 1ents, on the Add Car Mileage screen, tap Route Details.
2) On the Route Details screen, click [===] (upper-right corner) to access the menu. Using

\ ¢ Make the desired changes, using the same steps as when you created the route. /

Set Personal

498 Spring St, Seattle, WA 98104, U...
172.4 miles

299 SW Broadway, Portland, OR 972...

= T 1299 SW Broadway, Portland, OR 972..

168 sW ath Ave, Portland, OR 97204,...

] 0.2 mites

-

-

4) To designate part of the trip as personal:
On the menu, tap Set Segment as

.
Personal.

¢ On the Set Personal screen, select the
segment that is personal.

.

Tap Done. On the Route Details screen,
the personal listance shows at the top of t he
screen and t e personal segment shows.

9:23

( Expense Details Route Details

Total Distance: 172.8 miles

o
Victoria

-
SSgFie

H WASHINGTON

Pagn

a

Google

498 Spring St, Seattle, WA 98104, USA

miles

299 SW Broadway, Portland, OR
97205, USA

68 SW 4th Ave, Portland, OR 97204, USA

Deduct Commute Distance

N
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9:23

9:26
£ Expense Details Route Details Cancel Distance Calculator
Total Distance: 172.8 miles = _ABS_SDEQS_L Se-ame-,WA_eaTod‘-USA- B
wmﬁ: -~ 5001 Beach Dr SW, Seattle, WA 98136,...
SGne L S I i 4
3 - = One Way
WASHINGTON
chm % Space N-Oz @
) 2
Google )
498 Spring St, Seattle, WA 98104, USA o Bromerion Femy (05) (304) Sea}\'f
e o CenturyLink Field @
299 SW Broadway, Portland, OR
97205, USA
[« Q
0.4 miles Harbor Island
68 SW 4th Ave, Portland, OR 97204, USA ez g AN
P IE T gy S
| Deduct Commute Distance | H
L N A9
Google
P el BN
I Use Route 7.8 miles | 1
L e
5) To deduct commute mileage: \
¢ On the Route Details screen, tap
Deduct Commute Distance.
¢ Define the starting and ending
points using the map.
¢ Select whether the commute is one - —
way or round trip. =17
¢ When done, tap Use Route. The {Report  ExpenseDetails | Save :
- \ - =
Route Details screen appears. Personal Car Mileage $88.28
6) Tap Add Car Mileage (upper-left Seattie, W
corner) to return to the Add Car
Mileage screen, where the adjusted
distance and amount appear. Route Details 165 miles
Add Receipt
Allocations
Expense Type

7) Tap Save. The expense is
saved to the expense report.

Personal Car Mileage

Transaction Date *

Monday, August 13, 2018

City *
Seattle, Washington

Purpose of the Trip *

Business Trip

From Location *
498 Spring St, Seattle, WA 98104, USA

To Location *

68 SW 4th Ave, Portland, OR 97204, USA

Type Of Trip *
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Add/Edit/Delete an Itemization

After an expense has been ( \
added to a report, you can 1) On the Report screen, tap to open the desired
itemize the expense. expense.
2) On the Expense Details screen, tap Itemize.
e v T 3) On the lItemizations screen: —
' . . B |
{ Active Reports  Report + ¢ Enter the daily room rate and daily tax rate. I
i s ChER ¢ Tap Save (upper-right corner). The itemizations N
Mar 14, 2017 A appear.
Mat Subr /
ltemize I Check-Out Date *
Report Summary I_ e e ) Tuesday, March 21, 2017
Add Receipt
Add Receipt Number Of Nights
Allocations 0
Travel Allowances
lineraries & Adjustments
Il Rbom RatE $385.28 \I A temizations are required far this antry. Reom Rats *
Mar 21, 2017 A $0.00
I L | I [—
Expense lype Room Tax
Room Rate $0.00
Transaction Date * Other Room Tax 1
Tuesday, March 21, 2017 $0.00
Business Purpose Other Room Tax 2
$0.00
Vendor *
Comfort Inns ADDITIONAL CHARGES (EACH NIGHT)
Bellevue, Washington Expense Type
Cuirraney * Amaount
Submit Itemized: $0.00
Remaining: $385.28
se0nu ATRT 7 8:57 AM foE 800U ATRT 7 8:59 AM [oE se0nu ATRT 7 8:59 AM foE
< Expense Details ltemizations T < ltemizations  Itemization Save < Expense Details ltemizations T
Room Rate $150.00 Expense Type * Incidentals $35.28
Mar 20, 2017 - Comfort Inns, Bellevue,. Incidentals Mar 21, 2017 - Comfort Inns, Bellevue, ...
Room Tax $25.00 Farsaies Room Rate $150.00
Mar 20, 2017 - Comfort Inns, Bellevue,... Tuesday, March 21, 2017 Mar 20, 2017 - Comfort Inns, Bellevue,...
Room Rate $150.00 Room Tax $25.00
Mar 19, 2017 - Comfort Inns, Bellevue,... Business Purpose Mar 20, 2017 - Comfort Inns, Bellevue,...
Room Tax $25.00 Room Rate $150.00
Mar 19, 2017 - Comfort Inns, Bellevue, ... City Mar 19, 2017 - Comfort Inns, Bellevue, ...
Bellevue, Washington
Room Tax $25.00
P—— Mar 19, 2017 - Comfort Inns, Bellevue,.
y~ N o )
If there is a remaining i
balance, tap H (upper-
right corner) and create the il
P ollar
remaining expenses, to
bring the remaining balance Fayment:Tyi
Cash
to zero.
Amount *
36.28
Receipt Status *
- m m e Em Em em e = = L T e = = = = = = = - b .—_____._______._I
1 Itemized: $350.00 1 Itemized: $350.00 I [| Itemized: $385.28
v Remaining: $35.28 ]\ Remaining: $35.28 1 ., Remaining: $0.00 ]
— e - - o — - o o — -t - e = = == - — e o - - - — — e o — — - - o — — -

P o e e e e e e e M M e M mmm M e M Mmm M e Mmm Mmm M e Mmm Mmm M e Mmm M M e Mmm M M e mm

I' To edit an itemization, tap the desired itemization and then make the desired changes.
 To delete an itemization, swipe the desired itemization to the left and then tap Delete.
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Add/Edit/Delete Attendees

After an expense has been added to a report, you can add attendees to the expense.

No SIM = 10:05 AM =y
¢ Back Report =z

Training class $591.28
MNowv c

¢} Report Summary

5 Add Receipt

Dinner $50.00
Mar 1, 2017 il

rl ] o s, S ] | e e e o =

I | Business Meals (Attendees) $156.00
(| _Fep 28, 2017 !

Roon] Mo M = 10:05 AM =
Feb 21 ¢ Report  Expense Details
Marrio
$156.00
[i
= _temize
= =0 - —— N
I| & Attendees I
. [ 4
-'."’;é Add Receipt

Add from Calendar

Select from Contact

Add Attendee Manually

Search for Attendee

Cancel

I' 7o edit an attendee, tap the desired attendee
name and then make the desired changes.
To delete an attendee, swipe the desired

I attendee to the left and then tap Delete.

1) On the Report screen, tap to open the desired expense.
2) On the Expense Details screen, tap Attendees.

3) On the Attendees screen, tap = (upper-right corner) to
add.

4) On the menu, tap one of the following:

¢ Add from Calendar to import attendees from your
calendar

¢ Search from Contact to select from your
smartphone contact list

¢ Attendee to manually add the attendee

¢ Search for Attendee > Quick Search to search
your Favorite Attendees

¢ Search for Attendee > Advanced Search to
search your company's list of attendees or from an
external source (like Salesforce)

No SIM = 10:05 AM 24

< Attendees Add from Calendar
Add from Calendar

January 27 2016
Febf nosm = 10:06 AM ==t
Mai| € Attendees Search for Attendee Search for Attendee >

Quick Search
Search for Attendee >

Tuesday, 2 - Advanced Search
8:05 =m0
Groups Contacts Cancel
Q Search
A Select from Contact
John Appleseed
B
Kate Bell

No SIM = 10:06 AM 14
H

{ Attendees  Attendee
Anna Har|

Daniel Hi
I Attendee Type * Attendee
David Tay} Business Guest

z

Hank M. Last Name

First Name

Attendee Title

Company

State

Project ID
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Receipts

ATTACH RECEIPTS

Attach a receipt to a report or to an individual expense, whichever the situation requires.

Training class

Aug 1, 2018

Details

$41§7f70

Receipts

Add an attachment to your report

Attach via Camera

Attach via Photo Album

Receipt Store

Cancel

8:09

Airfare

E itemize

’,’g Add Receipt

&7 Allocations

Expi
Airf:
Transaction Date *

‘Wednesday, August 1, 2018
Business Purpose

Vendor *
American Airlines

City of Purchase *
Seattle, Washington

Departure /

Seattle/Tacoma, WA, USA

Arrival Airport *

£ Expense Details

$437.70

?/

1) On the report screen or the Expense Details screen, tap
2) On the menu, tap:
¢ Attach via Camera to use your device camera
¢ Attach via Photo Album to select an image in your device photos
¢ Receipt Store to select an image in your Concur Receipt Store
QOTE: Turn the device horizontally or upside down to correctly adjust the camera screen. /

or Add Receipt.

\

CREATE A MOBILE EXPENSE FROM A RECEIPT

12:33 PM

Expenses

Dinner
Apr 13, 2017
Cafe Monte

Dinner
Apr 13, 2017

Cafe Monte

Dinner
Apr 13, 2017

Cafe Monte

Receipt
Apr 12, 2017

Breakfast
Apr 12, 2017

Cafe Flora

Dinner
Mar 30, 2017

Cafe Monte

Undefined
Mar 30, 2017
Office Warehouse

by < iy

12:33 PM

Expenses 4

Eoll **cooSprint LTE @9

Cancel
Dinner $465.76
Apr 13, 2017 =
Cafe Monte Vendor
Dinner $45.76 Type
Apr13, 2017 =
Cafe Monte
Amaunt
were| $0.00
Apr13, 2017 =
Cate Monte
__ Currency
"= US Dollar
Delete Expense . Date
—_ ]
Breakfast $25.00
Apr12, 2017
Cale Flora <« Location
Dinner $45.76
Mar 30, 2017 = =
Cafe Monte g3 Comment
Undefined $68.23
Mar 30, 2017 =
Office Warehouse

# Wednesday, Jun 14, 2017

@ 7 @ f D4

Save

/1) On the Expenses \

screen, swipe the
desired receipt to the
left.

2) Tap Expense.

3) On the Expense
screen, fill in the fields

4) Tap Save.

(if any) and make the

Version 9.61.x — October 12, 2018
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VIEW RECEIPTS

No SIM F

12:02 PM

Trips
View your trips

1| <€) Expenses
L

st of your exp

= ——

4D Expense Reports
Review i submit your reports
. D Approvals
v Approve items any
Reguests

12:33 PM

Expenses

Dinner $45.76
Apr 13, 2017 =
Cafe Monte

Dinner $45.76
Apr 13, 2017 =

Cafe Monte

——— T T Sp—
1 Receipt
p
1 Apr 12, 2017
I

Breakfast $25.00
2, 2017

N - o

e U ATET F

< Expenses

Manage your authorizations

(v

DELETE RECEIPTS

No SIM F (E0

12:33 PM

<

Expenses

Dinner

Cafe Monte

Dinner
Apr13, 2017
Cafe Monte

Dinner
Apr13, 2017

Cafe Monte

Receipt
Apr 12, 2017

Breakfast
Apr12, 2017
Cafe Flora

Dinner
Mar 30, 2017

Cafe Monte

Undefined
Mar 30, 2017

Office Warehouse

1) On the home screen, tap Expenses.

2) On the next page:

¢ Tap the desired receipt.

¢ Tap to open the desired image .

Apr13, 2017 =

$25,

00

No SIM F @

<

12:33 PM

Expenses

Dinner
Apr13, 2017
Cafe Monte

2:27 PM

Receipt

ille #747
unpd;en;u_uow o Ngz
Uoodinvile, WA 980

HO Henber- 111776239570

GOLDSTAR REN

55.00
55.00
0.00

EFT/Debit :
Tran ID8: 636200193678....
Merchant ID: 99074711

EFT/Deblt
CHANGE

TOTAL NUMBER OF ITEMS SOLD =
\RZEIAPINE 14:13 T4T 193 18 06

#SERSONS GREETINGS & HAPPY HOLIDAYS®

OP$: 06 Name: Sarah H.
Thank You!
Please Come Asaln
Whse:747 Trm:193 Trn:18 OP:C6

Dinner
Apr13, 2017
Cafe Monte

Dinner
Apr13, 2017

1) On the Expenses screen,
swipe the desired receipt to

the left.

2) Tap Delete.

Cafe Monte

Office Warehouse

Breakfast

Apr12, 2017

Cafe Flora

Dinner $45.76
Mar 30, 2017 =

Cafe Monte

Undefined $68.23
Mar 30, 2017 =
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ATTACH A MISSING RECEIPT DECLARATION TO AN EXPENSE

Attach a missing receipt declaration to an expense.

11:14 al T
Terms & Conditions ¢ Back Receipt Viewer

Missing Receipt Dec|arati0n Missing Receipt Affidavit - Parking - Tolls

Dale of Expense: 105778

Vendor.  Ga pass
- 5 Amount: 30,00 USD

Disclaimer Chy: Ballw, Washingion

Busingss Reason:  Client mesting
If the receipt(s) for this expense is not available, please
complete the missing receipt affidavit below. | e 5 legiimate on

belalf of Concur Technciedy's beneft, ond are allowable exgenses as defned in Conour's
Agreement ot e e g et

. . Ana Dalamars

| acknowledge that this expense is a legitimate 10016
corporate expense incurred by me on behalf of Concur 18:13 Graeawich Maan Time:
Technology's benefit, and are allowable expenses as
defined in Concur's Travel & Entertainment Policy. |

certﬁ»}ﬁ}uﬂmwm'
applica \
1) On the report screen, ‘ap E to create a new expense.

2) Fill in the fields and 1 ke the desired selections.
3) Tap Save.

4) Tap the desired expe 1< e.

5) On the expense screen, tap Add Receipt.

Attach via Camera

Afaakta PRate AlBum 6) From the list, select Jissing Receipt Declaration.
7) On the Terms & Co | litions screen, tap Accept.
Receipt Store The Missing Receipt De claration appears on the

\Receipt Viewer screen.

==
Cancel decline I Accept
- ——

Remove an Expense From an Expense Report

You can remove an expense from Training class $437.70
an unsubmitted expense report. Aug 1, 2018 total amount

1) On the expense report,
swipe the desired expense 6= $437.70
to the left. The Remove \ K !
button appears.

2) Tap Remove.

NOTE: If you delete a mobile expense or an expense created
from a card transaction, it is not really deleted; it is moved
back to the "pool" of expenses on the Expenses screen.

If you delete any other type of expense from an expense

report, it is truly deleted. (This is consistent with the web
version of Expense.)
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Edit Report Header Information

You can edit the report name, date, and other company-defined fields on an unsubmitted
report.

Cancel

Training class $437.70 Training class $437.70 Report Name*

Aug 1, 2018 total amount Aug 1, 2018 total amount

F—— =N
| Report Id*
| it Exponses RACHIptS EAD2AACBA4BA4392813F
N =7
Airfare $437.70 Policy*

A Comments 1 .

L zNot Used-Austria Expense Policy

Claim Allowances Report Date
Jul 3, 2018

Report Name' Report Currency®

Training class US, Dollar
Report Id* Approval Status*
25793376A96B4469ADBE O —
Policy*
[ ot Used-Austria Expense Policy Org Unit 1
1) On the report screen, tap
Details. -
pPofEDate Custom 01 - VA Products
2) In the Details section, 922008 o - —— — o

make the desired changes . )

3) Tap Save (upper-right

corner). —— —

\ J

D
Custom 02 - VA No Of Products

—— o e o e = = = ]
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Submit an Expense Report 813

< o
Training class $43770
[- Details Receipts 1

$437.70

Airfare

LOn the report screen, tap Submit. J

Refresh Data

To refresh data — for example, expenses and reports — pull down
from the top.

Cafe Monte

UNSUBMITTED

Cafe Monte

*ec0C Sprint LTE 7:58 AM T =
Xpenses
< Reports +
Car Rental $163.28
ww s Sprint LTE 7:57 AM R ’ {1‘7’
Trip to Seattle
P \ﬂ»? < Reports + 817 = $68.23
=
Client Dinner 3
% ™ Z $45.76
— 0 % =
Trip to Seattle $661.68 e .
UNSUBMITTED % Business Meals (Attendees) $45.76
DTN = 2 =
‘ Cafe Monte
Client Dinner % $115.00 %
34576

Business Meals (Attendees) $45.76

Delete an Unsubmitted Expense Report

wecocSprint LTE 8:10 AM @ + @ B 4| [+ sonmt UE 8.00 AM e TT T
1) On the Reports screen, tap Active < Reports + ||¢ Reports f
and then swipe the desired report to ;
the left. The Delete button appears. Mooy ey
2) Tap Delete. Trip to Seattle $561.58 s Trip to Seattle $561.58
o
NOTE: Expenses on the report that are Client Binner 118.00 || i Ellensirioes T
related to card transactions are not really Mar 28,2 —— -
deleted — they are returned to the "pool" of
card transactions. Cash transactions are UNSUBMITTED NSUBMITTED |
trUIy deleted' Training class $0.00 £0.00 l
R R ——
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View/Add/Edit/Delete Allocations

You can view report-level allocations, expense-level allocations, and itemization-level
allocations.

VIEW REPORT-LEVEL ALLOCATIONS

The Allocation Summary screen shows that the expenses are allocated to two cost centers
(R&D and Marketing at 50% each). Each equals $565.88 with a total of $1,131.76. ($1,131.76
= the airfare and hotel expense on the report.)

1) On the Report screen, tap Allocation Summary.
2) On the Allocation Summary screen:

¢ Review the information.

¢ Tap Report (upper-left corner) to return to the

report.
e0000 ATRT & 2:07 PM < @} 80% W4 00000 ATRT = 10:53 AM 70} 63% M)
¢ Active Reports Report + < Report Allocation Summary
1.18.16 Report $1,146.38 .
e o R&D Division $565.88
Cost Center
0210
Report Summary
Cost Policy
View Receipts US-BEL-02
= ———— -
% Allocation Summary Distribution Code
e e ABH989
Business Meals - Meetings $14.62
Jan 12, 2016
STARBUCKS 3313, Bellevue,... Marketing Division $565.88
Airfare $896.42
Jan 18, 2016 (1) Cost Center
KLM Royal Dutch Airlines, Be... 0430
'F"ng' e $235.34 Cost Policy
eb9, 2
Las Vegas, Nevada LiSsREE02
Distribution Code
ABH989
Send Back Approve Allocated: $1,131.76 Remaining: $0
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VIEW EXPENSE-LEVEL ALLOCATIONS

sse00 ATRT & 2:07 PM 1@ 3 80% M4
< Active Reports Report -+
1.18.16 Report $928.45

Jan 18, 2016 B0
HgtEled 1) On the Report screen, tap the desired expense. \
2) On the Expense Details screen, tap Allocations.
3) On the Allocations screen:

¢ Review the information.

¢ Tap Report (upper-left corner) to return to the

\\ report. j

Report Summary

£ View Receipts

£z Allocation Summary

Business Meals - Meetings $14.62
Jan 12, 2016 = ]
STARBUCKS 3313, Bellevue,...

Il Airfare $896.42 | !
I| Feb1s, 2016 o= |1
1| ALASKA AIRLINES, Seattle, Washington ke |
el e B B T I T ——— ~
Hotel $235.34
Feb 9, 2016 ¢ B

Las Vegas, Nevada

*0000 ATRT 7 12:53 PM 7 @ 76% M PR — 1053 AM 703 caumD
< Report Expense Details < Report Allacotions
Airfare $896.42
!f" .';(.)’:_‘“‘E‘ : . W = 4 R&D Division $448.21
ALADS A A D, < ng
Send Back
’_%_Ad_dR_ec_eipl____________~ Cost Center
| i | 0210
I 47 Allocations |
g — — — — — — — — k4 Cost Policy
Expense Type US-BEL-02

Airfare
Distribution Code
Transaction Date

Tue Feb 16 2016 ARk

Business Purpose
Fusion €2 Marketing Division $448.21

Enter Vendor Name

ALASKA AIRLINES CoE Cartar
; 0430
City
Seattle, Washington
Cost Policy
Currency US-BEL-02

UsS, Dollar
Distribution Code

Payment Type ABHI89

AMEX - IBCP

PSA Project ID
Allocated: $896.42 Remaining: $0
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VIEW ITEMIZATION-LEVEL ALLOCATIONS

0000 ATRT &= 2:07 PM 1 @ % 80% W
{ Active Reports  Report 4+ 1) On the Report screen, tap the desired expense.
2) On the Expense Details screen, tap View ltemizations.
1.18.16 Report $928.4

an 18, 2016

<z @ 3) Onthe ltemizations screen, tap the desired itemization.

Report Summary 00000 ATET & 10:53 AM 19 % 63% M)
= < Report Expense Details
—  View Receipts
Hotel $235.34
12 Allocation Summary Feb 9, 2016 =
1AN/P: 0 RM E eq; N a
Business Meals - Meetings $14.62r' - N
Jan 12, 2016 Hml| & View Itemizations |
STARBUCKS 3313, Bellevue,... LSRN A SR U ——— P 4
E Add Receipt
Airfare $896.42| *0000 ATRT & 10:53 AM 70} 63% M)
Jan 18, 2016 ¢ 1Ne o
KLM Royal Dutch Airlines, Be... Expense Type * < B ol
—— e mm e mm e = e = mm == == == == 4 HOtEl
Hotel $235.34 Hotel $210.00
Feb 9, 2016 % B Transaction Date Mar 9, 2016 - Venetian, Las..
Las Vegas, Nevada Tue Feb 09 2016
Business Purpose Hotel Tax $32.48
Mar 9, 2016 - Venetian, Las...
Enter Vendor Name
VENETIAN/PALAZZO RM RESER
Hotel $210.00
City * Mar 9, 2016 - Venetian, Las '
Send Back Approve Las Vegas, Nevada
Currency Hotel Tax $32.48
US, Dollar Mar 9, 2016 - Venetian, Las .
Payment Type
AMEX - IBCP Hotel $210.00
Mar 9, 2016 - Venetian, Las... 4
4) On the (in this case) Hotel screen, tap Allocations. Hotel Tax $32.48
) Mar 9, 2016 - Venetian, Las
5) On the Allocations screen:
¢ Review the information.
Hotel $210.00
¢ Tap Report (upper-left corner) to return to the report. Mar 9, 2016 - Venetian, Las
Hntal Tavy €227 AR
Itemized: $235.34 Remaining: $0
eee 0 ATAT 7T 9:15 AM 1 9 % 83% W #8000 AT&T 7 10:53 AM 7 9% 63% M)
< Itemizations Hotel < Report Allocations
——— i ———————
| 5
Allocations | R&D Division $105.00
—
Expense Type Cost Center
Hotel 0210
Transaction Date .
Wed Mar 09 2016 Cost Policy
US-BEL-02
Business Purpose
Distribution Code
Enter Vendor Name ABHO89
Venetian
City Marketing Division $105.00
Las Vegas, Nevada
Currency
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ADD/EDIT/DELETE ALLOCATIONS

o800 Verizon = 11:53 AM

¢ Expense Details Allocations

w8000 Verizon & 1:33 PM 7 @3
< Report Expense Details
Cellular Phone $56.60
Jan 6 17
Hill City, Kansa
ltemize

A= AT RECHPlm = = = = - —— -

Allocations

Expense Type *
Cellular Phone

Transaction Date *
Friday, January 6, 2017

Business Purpose

\)

|

v
[ ot | o i o
I |
1 New Allocation 1
| -

L~

1) To add allocations, on the Expe nse Details screen:

Fill in the fields (if any) and make the desired selections.
Tap (H (upper-right corner) to add additional allocations.

2) To edit an allocation, on the Allocations screen, tap the desired
llocation to open it and then make the desired changes.

J

City
Hill City, Kansas .
¢ Tap Allocations.
imefmvi”ce ¢ Tap New Allocation.
ansas
.
*
\_
weecs Varigon T 116 P ™= Tok =
|
£ Expensa Detalls Allocations I Ii | -
=1
= = =|\
1 I
m% '_| Q! "‘J ._[%EU [f Delete M
l J

ConcurfnD

-

3) To delete an allocation, on the Allocations

crrapnn-

*

Swipe left and tap Delete.

¢ Tap to delete all allocations for an expense

see00 Verizon & 1:16 PM Fox m

< Expense Details Allocations

Production

m +

$28.30
50.0%

P
|
|

N o o e e e e e e e e e

Cost Center
ConcurRnD

Boolean
No

List
Blue

$28.30
50.0%

RnD

Cost Center
ConcurRnD

Boolean
No

List
Blue

Allocated: 100% Remaining: 0%

4) At the bottom of the Allocations screen, review the
Allocated and Remaining percentages.
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CREATE ITEMIZATION-LEVEL ALLOCATIONS
®eeco Verizon 1:32 PM A EY n
es000 Verizon F 1:32 PM 7 o} m) _
ot o ltemizati Allocati
< ltemizations  Itemization Save < ttemization ocations l T
I,_______________\
I Allocations : Eng $44()D,gg
! I
. Cost Center
Expense Type * RnD
Trade Shows
Boolean
Transaction Date * No
Friday, January 6, 2017
| ict

Business Purpose

1) On t1e Itemization screen, tap Allocations.
2) On te Allocations screen:

IcoN

City
Hill City, Kansas ¢ ‘ap New Allocation.
Sinie/Pravince ¢ il in the fields (if any) and make the desired selections.
Kansas ¢ ap (upper-right corner) to add a dditional allocations.
Country
UNITED STATES Boolean
No
Currency
US Dollar List
Blue
Pavment Tvpe
Itemized: $150.00 B ) .
Remaining: $0.00 Allocated: 100% Remaining: 0%

Once items are allocated, an Allocation icon appears next to the expense and at the report

level.
ese00 Verizon T 1:31PM ¥ @} m
& Active Reports  Report +
,———
1.6.17 Report I $206.60
17 |
Not ed —— e
Report Summary
Add Receipt
Allocation Summary
Claim Allowances
————
Cellular Phone 1 $56.60
Jan 6, 2017 \
Hill City, Kansas ,:::_
Misc. Promotional Expense ] $150.00
Jan 6, 2017 1
Hill City, Kansas ===
Submit
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Copy Report From Existing Report

1) On the Reports screen, swipe the desired report to the left.
The Copy option appears.

2) Tap Copy. A box appears (with the existing report name),
requesting a new report name.

3) Enter the new name and tap Confirm.

W MeXML €155.48

UNSUBMITTED

GEl 0

Please enter a new
report name

Please enter a new
report name

@ Attendee test report Copy of Training class| Y
P ———
Cancel Confirm Carcal I Confirm
8  Auto-create report from request $0.00
May 3, 2018
# Report linked to request $150.46
May 3, 2018
@ Personal charges

@ single day test $0.00
—— 13 2017

New Copied Report $43770

Aug 1, 2018 total amount

\ ot W MeXML €155.48
Jun 19, 2017

The copied report appears.
4) Make the desired changes,

UNSUBMITTED
——

attach receipt images, etc. pirtare saanro | A L5 aiututuiuediuie

5) Save or submit as usual. I | & NewcCopied Report _$§37.72 |
Amar Aug 1, 2018

The copied report appears on the L ]

Reports screen.

@ Training class $437.70
Aug 1, 2018

@ Attendee test report $42.50
Jul 3, 2018
®  Auto-create report from request $0.00
May 3, 2018
@ Report linked to request $150.46
May 3, 2018
@ Personal charges
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Work With Fixed Travel Allowances

Users can claim their fixed meals and fixed lodging travel allowances in the SAP Concur

mobile app.

FIXED VS REIMBURSABLE TRAVEL ALLOWANCES

Fixed travel allowances — often referred to as per diems — provide a defined daily amount

regardless of the actual amount spent by the user.

Reimbursable travel allowances generally provide reimbursement for the actual amount

of the expense. The ability to create and manage reimbursable travel allowances is not

yet available in the mobile app.

RESTRICTIONS

For the most part, fixed travel allowances work the same way in the mobile app as on the web
version of SAP Concur — with some exceptions. These configuration options are not available in

the SAP Concur mobile app:

e Users cannot define/select:

+ Trip length

¢ "Short distance"

¢+ "Extended trips"

¢+ "Use Percent Rule"

¢ Location "within municipality"

e Users cannot enter:

¢ Actual meal amounts

¢+ Rate location

The mobile version of SAP Concur does
not combine meals and lodging rates nor
does it display base rates, company
rates, government rates, etc.

If the user's configuration uses any of the options listed above, the user should manage their
travel allowances using the web version of SAP Concur.

CREATE FIXED ALLOWANCES

Cancel

Training class

$437.70

new one.

Expenses Receipts

Comments 1

New York trip
Training class 1

/zmmﬁwmm

1) With a report open, tap Claim
Allowances.

2) On the Add Itinerary screen, you
can select an existing itinerary.
You can create a new itinerary.

g& (We will create a new itinerary.)

To calculate your travel allowances, we need you
to choose from the itineraries below or create a
Paris sales meeting

Global design workshop

Paris sales meeting

Create Itinerary

Add Itinerary

"Select existing
itinerary

------- ® Create new
itinerary
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8:28

Cancel New Itinerary

To calculate your travel allowances, we need you
to create an itinerary with all the stops

ltinerary Name .t

Training class

e From@
Departure Date Time
Aug 1, 2018 8:26 AM
e To
Arrival Date Time
Aug 1, 2018 8:30 AM
— e ===
1| . |
| I

‘.—————————————l'

8:29

¢ New ltinerary ~ Location

Eearch for a location

MOST RECENTLY USED

Waldorf
GERMANY

Hamburg
GERMANY

Seattle

Washington

Bellevue
Washington

Kéln
GERMANY

&\ address if necessary.

3) On the New ltinerary scre e:
¢ Enter the itinerary name.
¢ Enter the departure and arrival location, date, and time.
¢ Tap Add return trip tc to obtain the return trip fields.

¢ Enter the return trip information.
Repeat for each leg of the trij), entering the exact "arrival"

J

New Itinerary

To calculate your travel allowances, we neetyom= =
to create an itinerary with all the stops.

Itinerary Name

Training class

@ From

Hamburg, GERMANY

Departure Date Time

Aug 9, 2018 8:00 AM
Q@ To

Waldorf, GERMANY

Arrival Date Time

Aug 9, 2018 3:05 PM
Q@ From

Waldorf, GERMANY

Departure Date Time

Aug 11, 2018 3:10 PM
e To

Hamburg, GERMANY

Arrival Date Time

Aug 11, 2018 3:115PM

_——

Travel Allowances

Waldorf, GERMANY $290.00
: i

18

Adjustments

Training class

Hamburg
- Waldorf
Aug 9, 2018 - Aug 11, 2018

accuracy and tap Save.

Travel Allowances screen.

\_

r4) On the Edit Itinerary scre en, review the itinerary for

The new itinerary appears on the Itineraries tab of the

/
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8:33

( Travel Allowances Cancel Daily Allowance Save

Fri, August 10 $116.00

Waldorf, GERMANY

Exclude Day
Sat, August 11 $87.00 :
Breakfast Provided C
L o - — — — = = e 4
A —_— -
1| Fri, August 10 el
| | Lunch Provided
B T
Thu, August 09 $87.00

Dinner Provided

C) If adjustments are necessar ¢ (for example, to deduct for provided meals), \
tap the Adjustments tab o ) the Travel Allowances screen-
6) Tap to open the daily allowa 1ce that requires adjustment.
7) On the Daily Allowance screen:
¢ Make the desired adjustnents, in this case, to indicate th at breakfast
was provided on Friday.
NOTE: If the web version of SAP Concur provides a list of options
instead of Yes/No, then the list appears here as well.

\ ¢ Tap Save. /

4 Travel Allowances
Waldorf, GERMANY $273.00 Training class $7‘|0 70
8 Tc t Aug 1, 2018 total amount
Expenses Receipts
Sat, August 11 $87.00
———
) 1
Fri, August 10 I $99.00 [] Comments 1
eakfast Provided I
g |
Thu, August 09 $87.00 Travel Allowances
Itineraries & Adjustments
Report Name*
Training class
Report Id*
25793376A96B4469ADB8
(8) On the Travel Allowances screen: \

¢ Notice that the Friday am ount has been adjusted.
¢ Make any other required adjustments.
¢ Tap Report to return to the expense report.

9) On the Report screen:
¢ Review for accuracy.
¢ Tap Travel Allowances if changes are necessary.
¢ Finish adding expenses, receipts, etc. Submit when

\ ready. /
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Request

Initial Feature Set and Options

Multiple policies per user: For clients who allow users to select from multiple policies on the
web version of Request, be aware that users cannot select a policy in the SAP Concur mobile
app. Instead, all requests are created with the first policy that supports segments, preferably
the default policy.

Header form: On this form, only these fields are currently supported:

To Location Comment
Start Date Business Purpose
End Date

Segment form: On this form, only these fields are currently supported:

From Location Comment

To Location Amount

Start Date / Time Currency (read-only)

End Date / Time
Segment types: Only these system segment types are currently supported; custom
segment types are not yet supported:

Air Ticket Hotel
Rail Ticket Miscellaneous
Car Rental

Workflow: Only "Submit" and "Recall" actions are currently supported. In addition, for
"Submit,"” in those cases where the client allows the user in the web version of SAP Concur to
select his/her own approver on submit, be aware that this option is not yet available in the
mobile app. The request user's default approver must appear in the user's profile.

Not yet available: These options are not currently available in the mobile app:

Allocations Request & Travel integration

Expected Expenses Custom Fields

Cash Advances
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CREATE A NEW REQUEST

You can create a new request from the Requests screen:

No SIM = 12:02 PM

Trips

View your trips

Expenses

List of your expenses

Expense Reports

Review and submit your reports

Approvals

Approve iterr
—— = —

Reqguests

Manage your authorizations

Book

Receipt

No SIM =

< Home

Mar 24, Thu

Trip to Prague
Mar 24, Thu

Trip to Seattle
Mar 24, Thu

Conference in London

1) On the home screen, tap Requests.

2) On the Requests screen, tap H (upper-right corner).

3) On the New Request screen, fill in the location and
date fields. (SAP Concur provides a request name
based on location and destination.)

\4) Add your segments (described on the following page). /

\

16:19 Imcm_r y\| No sIM = 16:32 98%
I 2
Requests o+ < New Request Submit
~ = 7
US$222.00 ' Starting Location
Submitted & Pending Approval
A |
US$250.00 " Destination
Mot Submitted
US$1,200.00 1 Start Date 71 End Date

Submitted & Pending Approval

Comment

< Air Ticket

= Car Rental

Business Purpose

“ Railway Ticket

(optional)
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ADD SEGMENTS TO A REQUEST

No SIM =

<

18:18

New Request

Starting Location
PARIS, FRANCE

Destination
New York Area Airports, New York

Start Date End Date

2016 May 24, Tue

Business Purpose
Training

Comment (optional)

-~
|
1
2016 May 2?. 9
~

p———————————— — -~

l’ Air Ticket \
1

] I
| 1
[ Railway Ticket |
! I
] I
Car Rental 7

-

% o4y

Submi

make the desired selections.

Request screen.
\~4) Add other segments as desired.

1) On the New Request screen, tap a segment type.
2) On the various segments screens, fill in the fields and

3) Tap (upper-left corner) to return to the New

~

SUBMIT A REQUEST

NOSINT F 16:34 98% )
E : Air Ticket
Y
Amount
Currency
ush
ki Way
From
Charles De Gaulle Intl (Airport - CDG), Paris, ...
To
John F Kennedy Intl (Airport - JFK), New York...

Date
May 24, Tue 00:00

Date
May g

No SIM =

<

Comment Destination

Start Date

On the New Request screen, tap
Submit (upper-right corner).

Training

Air Ticket

New York,

2016 May 24, Tue

Business Purpose

Comment (optional)

US$700.00

Railway Ticket

Car Rental

Hotel Reservation
US$1,000.00

16:35 I’Q'E%-'F \
el
New Request I Submit |
1
-~
New York
End Date

2016 May 28, Sat
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Approvals

Trips

Use Approvals on the home screen to view and approve trips (if you are a trip approver).

Nao Si = 12:02 PM 2 )4

1) On the home screen, tap Approvals.
2) On the Approvals screen, tap to open the desired trip.
3) On the Trip Approval screen:
¢ View the report details (segments, violations, etc.).
¢ Tap Approve or Reject.

Trips

fiew your trips

—¥) Expenses

List of your expenses

E¥D Expense Reports

; \) Carrier = 7:15 AM -
il D Approvals I 4 Approvals
Approve items anywhere, anytime I
\ — [e——— Carrier & 7:15 AM -
TRIP APPROVALS
B T T . § < Trip Approval
| Terry Brown $22351 |1
i oL oAl s e Terry Brown $223.51
1 = 2 el R 1 Hotel Reservation at SAN FRANCISCO AIRPORT, SA...
I I Approve by: Tue, Oct 9, 2018, 5:00 AM PDT
@ Approve by Tue, Oct 9, 2018
1 — Violation Summary
REPORT APPROVALS Wed Oct 10
Check Homewood Suites San Fran...
Bailey O Gato $68.23 In 2000 Shoreline Gourt
ai i s Brisbane California 94005
Submit Test
Bailey O Gato $2.00
Tue 05/22
Bailey O Gato $11.00
Mon 05/21
Copy: JimH
Bailey O Gato $99.00
Wed 05/16
Copy: JimH
= ——————————— =
Reject Approve 1
|
! )

- o o o e o mm m -

In the Re?ort Approvals and Trip Approvals

sections indicates that there are exceptions.

If the approval type does not have any approvals, then
that type does not appear on the Approvals screen.
For example, if there are no trips to approve, then Trip
Approvals does not appear.
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Expense Reports

Use Approvals on the home screen to view, approve, or send back expense reports (if you are
a report approver or cost objects approver).

NOTE: Depending on your configuration, you may be able to bypass any remaining approvers
and send the expense report directly to Accounting Review. If so, when you select Approve,
this menu appears. Tap:

- Additional approver required to approve the report and send the report to the next
approver in the workflow.

- Approve report to approve the report and send it directly to Accounting Review.

APPROVE AN EXPENSE REPORT

8:09 AM

Report Approval

Cost Object Report $475.20

Aug 6, 2018 approval amount
Submitted by Joffy User

Report total: $1,300.80

Approve Report

You are approving the report "Cost

Meal - Dinner (Employee Travel) $500.00 = =
Aug 6, 2018 & B : Approve
Allocation1

Parking $800.80

Aug 6, 2018 &

Allocations3 - Bellevue, Washington

e d . zIxlclv]lbln]m .
1 Y N W WL WL . —
= - 1 Deem

1) On the home screen, tap \
Approvals.
2) On the Approvals screen, tap
the desired expense report.
3) On the Report Approval
screen, tap Approve.

4) On the Report Approval
screen, enter the desired
comment.

Q) Tap Approve. /
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SEND BACK AN EXPENSE REPORT

8:09 AM 3

Report Approval

Cost Object Report $475.20

Aug 6, 2018 approval amount
Submitted by Joffy User
Report total: $1,300.80

Allocation Summary
g8 Comments 1 3

Report Name*

Cost Object Report

Report Id*
66E2220C720B4C4A945A

A=Eaplouegame’' .

e
|

8:09 AM

Send Back Report

You are sending back the report "Cost
Object Report" for $1,300.80

———

1
Send Back |

1) On the home screen, tap
Approvals.

2) On the Approvals screen, tap
the desired expense report.

3) On the Report Approval
screen, tap Send Back.

4) On the Report Approval
screen, enter the desired
comment.

N o e e e

Q Tap Send Back. /

REVIEW AND APPROVE AN EXPENSE AS A COST OBJECT APPROVER

8:20 AM

Report Approval

8:20 AM

Report Approval

Mobile Expense Claim 2018... $"| 0.00
Jul 18, 2018 total amount
Submitted by Joffy User

——_-——-

1

Mobile Expense Claim 2018... $10.00

Jul 18, 2018 total amount
Submitted by Joffy User

Allocation Summary

g8 Comments 0

Report Name*
Mobile Expense Claim 2018.07.18

Report Id*

Approvals.

N

C) On the home screen, tap

— 2) On the Approvals screen, tap
the desired expense report.
3) On the Report Approval
screen, tap Details.

4) When ready to approve an
expense, tap Approve.

—_——— - -

Approve
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Requests

Use Approvals on the home screen to view and approve requests (if you are a request
approver).

*

Expenses <

¥ Expense Reports
© Approvals

Requests

Book

Receipt

REPORT APPROVALS

FirstName1 LastName1

FirstName1 LastName1

Wed 01/06

Request Approvals

Approvals \

/1) On the home screen, tap Approvals.

2) On the Approvals screen, tap Request Approvals.

3) On the Requests screen, tap to open the desired
request.

4) On the Requests screen you can:
View the request details (segments, expected

expenses, etc.).
Tap Approve or Send Back.

NOTE: If you send back a request, you must

provide a comment.

~

J

8:38

Back

Fri Jun 2 - test

==

Rase» TRE Trma

=+ B

Requests

$560.00

e e
Rasec® TRE Iroa
Tue Feb 21 - test

$300.00

8:38

Back

Fri Jun 2
test

6 Summary
Segments

[ Hotel Reservati...

Expected Expenses

No Expected Expenses

Send Back

Requests

= &

$560.00

$560.00
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Payment Requests (Invoice)

Use Approvals on the home screen to approve payment requests (if you are an approver).

NOTE: This also includes Cost Object Approvals and Authorized Approvals.

No SIM 7 12:02 PM 3 (s

Trips
View your trips |
|
~€1) Expenses d

ist of your expenses

EMD Expense Report
Review and st L
—————

£ Approvals

Approve items anywhere, anytime

Vo e e e e o o e e e e

Requests

Manage your authoriz:

@

Mileage

Carrier & 7:18 AM -
( Approvals Carrier ¥ 7:19 AM -
4 Invoice Approvals 4
REPORT APPROVALS il Rl I
- MultiPO $143.50
Submitted by Terry Brown Wed 05/27 !
e - - - l
Bailey O Gato $11.00
Mon 05/21
JimH
_— O E— E—— EEE EEE E—E WSS e S s e o e e
$99.00
Jens GermanUser €17.78
Wed 04/18
jimh allocations sumbit
Purchase Request Approvals 2
nvoice Approvals 1) On the home screen, tap Approvals.

2) On the Approvals screen, tap Invoice

Invoice Submission

Approvals.
3) On the Invoice Approvals screen, tap (to

open) the desired invoice.

Carrier & 7:19 AM

£ Invoice Approval

May 27, 2015

MultiPO $143.50

Submitted by Terry Brown total amount

-

lul

Healthy Food Catering

Comments

Approval Flow

Payment Request Type

Global Line Payment Policy

Request Name

tab:

¢ Tap Approval
information.

3 ¢ Tap the vendor name for vendor details.

5) On the Invoice Approval screen, on the Line
Items tab, tap the desired line item.

6) On the Item Detail screen:
¢ Review the quantity, price, image, etc.
¢ Tap Distributions to view the percentages.

7) On the Invoice Approval screen, on the Images
tab, view the invoice image.
8) When ready, tap Approve or Send Back.

Flow for the approval

q1-—-"—"="="="="="=====-= i 4) On the Invoice Approval screen, on the Summary

¢ Tap Comments to review or add comments.

\
! I
! 7

Version 9.61.x — October 12, 2018 SAP Concur's mobile app

— iPhone®

Page 45 of 61




VIEW AND SUBMIT PAYMENT REQUESTS

No SIM = 12:02 PM 3 @) 4
— ]
T No Service & 12:59 PM 100% [ 4
( Approvals No Service & 111 PM 100% ) 4
£ Invoice Submission 4
Purchase Request Approvals
i Sales Conference $165.23
Trips _ External Vendor Sat 07/01
View your trips Invoice Approvals
) i \
@ ‘E)‘(rpfr?'ses‘“ B | il & Concur mobile Q3 equi... $2,516.23 |l
List of your expenses
H  iovsice Riibsrission | Office Supplies Inc. Wed 07112 |1
=) ExpenseReports | e e e e - ———— /
i Review and sUDMIT yOUT M e e - - - - - - - - - - -
No Service & 112 PM 100% 5
Approvals
fEproeE e 24 Invoice Submission

Requests
Ma

> your authorization

Concur mobile... $2 516,23

Office Supplies Inc.

r

( 1) On the home screen, tap Approvals.

2) On the Approvals screen, tap Inyoice
Submission.

3) On the Invoice Submission screen, tap to
open the desired payment request.

4) Tap the Summary, Line Items, and Images
tabs to access and review all information.

\5) When done, tap Submit.

total amount
July 12, 2017
{
\\ 1 Line items Images
|
<

Office Supplies Inc.
1400 N 1300 W
San Diego, CA 68951 US

Comments

)

Approval Flow
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SuUBMIT ONE OR MORE PAYMENT REQUESTS

No Service F 111 PM 102%1
. . |
( Invoice Submission | ¥
A —
Sales Conference $165.23
External Vendor Sat 07/01

Concur mobile Q3 equi... $2,516.23

Office Supplies Inc Wed 0712

1) On the Invoice Submission screen, tap 4
(upper-right corner). A selection circle
appears to the left of each payment requ est.

2) Tap the desired selection circles.

3) Tap Submit.

L J \J_

No Service ¥ 1:12 PM

0 selected

Sales Conference
External Vendor

Concur mobile Q3 equi
Office Supplies Inc.

100% 0 #

Cancel

$165.23
Sat 07/01

.. $2,516.23
Wed 07/12
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PURCHASE REQUESTS (INVOICE)
Use Approvals on the home screen to approve purchase requests (if you are an approver).

NOTE: This also includes Cost Object Approvals and Authorized Approvals.

No SiM F 12:02 PM )4
»
e ATRT & BN 8:41AM @+ o
1 ( Approvals
No SIM & 2:22 PM ¥ 4
CRAL O Back Purchase Requests
% Terry L Brown M ————— — —— —
Tri test \
L —— ! %, Purchase Request Approval NoSIM = 222 PM -y
@ S S::‘I:S?avis I\ 4 purchase requests to approve Back Purchase Requests
\ List of your expenses
= Pat R Davis 9
g Expense Reports Client Meeting () Fletcher, Erin $500.00
= — - " For office - Thu Sep 18
1 Pat R Davis
I @ Approvals ‘ JIRA-3800 e e e e R e =
N i il i I| [ Fletcher, Erin $3,000.00 ||
_— o mm e = e e Pat R Davis $1 Need SAN - Wed Nov 19
Requests R (SRS Hood SARL: Wed HovylD RN | )
Manage your authorizatio
A
I Purchase Reguest Approvals C] FletCher’ Erin $450'00
I glglg - Thu Oct 9
N e e e e e e e m =
Invoice Approvals
() Fletcher, Erin $50.00
gdfgdgf - Thu Oct 9
1) On the home screen, tap Approvals. \
2) On the Approvals screen, tap Purcha 5€ Request
Approvals.
3) On the Purchase Requests screen, tap Purchase Request 2
Approvals.
4) On the next screen, tap to open the desired payment
request.
5) On the Purchase Request Approvals screen:
¢ View the request details (summary, images, No SIM = 2:22 PM }
distributions, etc.). Back  Purchase Requests
¢ Tap Approve or Send Back.
NOTE: If you send back a request, you must provide a Need SAN $3,000.00
1119/2014
\ comment. / e
Summary >
E Image >
€ Distributions >
4 Workflow >
S e———

Send Back Approve 1
I

Ve e e e e o o o o o = ==
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Budget
Use Budgets on the home screen to see your budget in a yearly, quarterly, and monthly view.

You can toggle between budgets and approvals to see — in real time — if there is enough
budget remaining to allow approval of an expense.

NOTE: You will be sent push notifications if your budget is approaching its limit or is over limit.

)
-

8:43

Budget Legend

Budgets

@® Spend

MY BUDGETS

@ Approaching

Over Spend

Expenses
expe Marketing $8,036,255.85
! Pending
1) Expense Reports
e Approvals My personal budget $6,500.00
Requests
5 e — [~ Travel $2,503,866.55
] Budgets
| N M sl i A L

SHARED BUDGETS

1) On the home screen, tap Budgets.
NOTE: The "striped" secti \n of the colored bar indicates pending

spend.

2) On the Budgets screen, tap the desired budget.
NOTE: The date represe nts where "today" is in relation to the

budget start and end date.

Budget Details

Budgets Budget Overview
4
MY BUDGETS ’ 1 ;
T ———— ~ | Education Education
1
: Education $943,765.80 : : $943,765.80 I $843,765.80
R /1 =0 I 0
)| ssassie60 $2,000,000.00 |l $846,816.69 $2,000,000.00
Marketing $8,036,255.85 N {
Y S ———— —
Remaining $943,765.80
My personal budget $6,500.00 e
B sBudget $2,000,000.00 [
Travel $2,503,866.55 ﬁ I
Spent $846,816.69 va-a 2 z016-0 -
SHARED BUDGETS Pending $209,417.51
|
r Training $585,272.00
- o ® Training Materials $253,294.97
3) On the Budget Overview sceen, tap the budget section. et | 1 s
The Budget Details screen appt ars.
NOTE: The Top Spend che t reflects the overall totals for
all products associated wit h the budget.
L
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3D Touch Support — iPhone 6s and 6s Plus
For users with iPhone 6s and 6s Plus devices, the SAP Concur mobile app provides these
options for the 3D Touch.
Press the SAP Concur icon in the device's apps list, the
menu appears.

Using the menu, you can share the SAP Concur mobile
app with friends, quickly take a picture of the receipt,
create an expense manually, or view the current trip (if

any).

@ Share Concur

Receipt

Z Manual Expense

|Ml Your Trips

Press an expense in the
expense list (Expenses screen),

the associated receipt appears. |
A menu also appears so you
can add the expense to a report Add to Report

or delete it from the device.
Delete
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Concur Locate

Check-in With Location Check In or Request Safety
Assistance

If your company uses Concur's messaging service, you can

send your check-in location details to your company or request

assistance using your mobile device.

NOTE: While your mobile device is offline, the SAP Concur
mobile app keeps and displays your previous check-in location
details.

On the Check In Location screen, you can check-in to your
current location only while your mobile device is online.

8:56

Home Menu

Car Mileage
Leave Feedback
Help

Privacy Policy

L - - —— -

g
1 % Check In Location I

Request Safety Assistance
9 ¥ Allow "SAP Concur” toj

access your location whi
you are using the app?|
Your location may be used for tra

APPS

e TrIpIt related purposes, tracking milead
location check-ins, assistance
A"OW SAP Concur to uj requests and per our privacy
SETTINGS your location? statement.
) — -
Settings Your location may be used for travg |
purposes, tracking mileage, location Don't Allow Allow

assistance requests, and per our |
statement. You can adjust or withd 1
permissions in Location Access in
menu.

b = o e RivALY RliCe

| Agree

/

1) On the home screen, tap (upper-left corner).
2) On the Menu screen, tap Check In Location.

3) On the Allow SAP Concur to use your location window,
tap 1 Agree.

4) On the Allow “SAP Concur” to access your location
while you are using the app? window, tap Allow.

\5) On the Check In Location screen, tap Check In Here.

%

8:56 = E

Home Menu
Car Mileage
Leave Feedback

Help

Privacy Policy

SAFETY

Check In Location

Request Safety Assistance

APPS

e Triplt

SETTINGS

Settings

By St

treet @

=5

onch ¢
ood ¥
City Hall

PSIAN HILL

Chinatown San Francisco

Grace Cathedral

K GULCH

Gaary St

witerHo @ &

DNA Lounge @

EG::% gle

T affh TS T DR on TRt PR U CE, —

Check In Location

TELEGRAPH HILL
EMBARCADERO

Fen
o Mal
FINANCIAL
DISTRICT
Q 2 f\‘r,\
1800 Ellis Street, San +
Francisco, CA 94115

‘our Lacatior EAST CU

—San Francisce, AUseum RINCON

of Kiggtern Art

@ Chidren's
Creativity Museum

[~

%
@ Asian Art Museum FraEN TH PAR

8 3 vy

47 SOUTH OF
MARKET &
B
% %,
3 s
MIS~"=N §

Q

@ DESIGN DISTRICT ﬁ{
Lo

.

@

16th St

Check In Here

N

- -
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On the Request Safety Assistance screen, you can request assistance only while your mobile

device is online.

1) On the home screen, tap EI

2) On the Menu screen, tap Requ st
Safety Assistance.

3) On the Request Safety
Assistance screen, tap the
Request Assistance.

4) In the text field, enter the
appropriate help request message
and then tap Send.

A message appears, confirming that

\your request was successfully sent. /

Cancel Request Safety Assistance

= )
8:57 7
Home Menu
Car Mileage
Leave Feedback Request Safety Assistance
NORTH BEACH
Help g
Privacy Policy treet @
Expenses 5STAN HiLL TELEGRAPH HILL
tof your expe = = — = = EMBA
EXQEF‘ISE‘ Reports ' Check In Location Chinatown San Francisco
i B ] SR Q@ FINAN
™ RequsSt Sarely ASSis jace Cathedrs) DISTH
+® Approvals i @
v pprave items anywl @ 1800 Ellis Street, San
APPS K GULC Francisco, CA 94115
Your Lo i
Requests we Triplt
Manage your authorizatio
SETTINGS eoich
Food
Settings City Hall %,
Q @ Asian At Museum 5
8 & souTH oF iigl
F ¥ e
[witter HQ ° & MARKET
%,
m + DNA Lounge o

V- DESIGN DIST

8:58 +

Y

g Send My Location
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Location Access

Use the Location Access feature to allow/disallow SAP Concur access to your location.

Allow “SAP Concur” to
access your location while
you are using the app?

Your location may be used for travel-
related purposes, tracking mileage,
location check-ins, assistance
requests and per our privacy
statement.

Allow SAP Concur to use your location? Don't Allow

Your location may be used for travel-related
purposes, tracking mileage, location check-ins,
assistance requests and per our privacy statement.
You can adjust or withdraw these permissions in
Location Access in the app menu.

1) On the Allow SAP Concur to use your Iocation’.x
screen, tap either:

Privacy Policy
v othoree
No, Thanks ¢ No, Thanks

NOTE: If you tap | Agree, the Allow "SAP
Concur" to access your location while you are
using the app? screen appears.

2) On the Allow ""SAP Concur" to access your
location while you are using the app? screen,

tap either:
¢ Don't Allow

¢ Allow /
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Access the Location Access feature to select location options.

No SIM = 4:59 PM % )

Close Settings Save

Enable Mock Services

Expense Assistant §

Save receipts to Photos

SIGN IN SETTINGS

Sign In Auto Sign In

Location Access

il

CACHE

Clear out the local cache

RESET TO FACTORY DEFAULTS

Reset

SIGN OUT FROM CONCUR MOBILE

9:41 AM

Location Access

Locate o

Drive C

Travel C

1) On the Settings screen, tap Location Access.
2) On the Location Access screen, tap the desired

location option.
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Concur Drive

If your company uses Concur Drive, you can automatically use GPS to track your travel —
either manually or automatically — on your maobile device.

The SAP Concur mobile app captures your route data - which is available in Concur Expense
and on the mobile app - where you can select the segments to add to an expense report.

Track Mileage Automatically

Use Mileage on the home screen to set up the day and time (for example, Monday through
Friday, 8 AM to 5 PM) for which the app will automatically track your trips by detecting car
movement.

1:15 PM

No SIM = 1:15 PM

Drive Settings

Drive Settings

AUTO CAPTURING MODE

AUTO CAPTURING MODE

off Off

User-Initiated
User-Initiated v

—————————————— Scheduled bve

y CONFIGURE SCHEDULED HOURS

Monday
Add Directly To Expenses O 8:00 AM - 5:00 PM

Tuesday
8:00 AM - 5:00 PM

Mileage capturing

Enter ManuaHy IMPROVE ACCURACY

Wednesday
Use Motion on 8:00 AM - 5:00 PM
\ Thursday
i i \ 8:00 AM - 5:00 PM
To set Drive to track distance
automatically: Friday

1) Tap Mileage (lower-right corner) of R SRl

the main screen.
2) On the menu that appears, tap Saturday
Enable Concur Drive. B:00:AMi=5:00.EM
3) On the Drive Settings screen, tap
Scheduled. Sunday
4) Make the desired selections. B:00 AM =5:00,PM
Drive will track distance automatically
during the times the user have selected.

\ / Add Directly To Expenses

piloispipIBs

8

IMPROVE ACCURACY

Use Bluetooth

Use Motion On
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Track Mileage Manually

Use Mileage on the home screen to initiate GPS tracking manually with a click of a button and
then stop when you want your trip to end.

No SIM =

12:02 PM

o
|| R —

Expenses
List of your expenses

)
@ Expense Reports
Review and submit your reports

Approvals
Approve items anywhere, anytime

Requests

Manage your autharizations

User-initiated mileage capturing

screen.

4) On the menu, tap 3top.

Enter Manually

Drive Settings

To use Drive to tra k distance manually:
1) Tap Mileage (lo v :r-right corner) of the main

2) On the menu that appears, tap Start. (This option
appears if User-1 1itiated is selected in Settings.)
3) When done, tap Mleage (lower-right corner) again -

User-initiated mileage capturing

\

Cancel
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Expenselt
If your company uses Expenselt, you can manage your expenses start to finish. The SAP
Concur mobile app will turn your receipts into expense entries and then send them directly into
Concur Expense.
Convert Receipts into Expenses

Use Expenselt on the home screen to turn your receipts into expenses.

ol T-Mobile CZ = 12:32 @ % .

K-U-N-D-E-N-B-E-L-E-G

N-0-E-N-gELEC

_ Restaurant Tati

Restaurant Tati
_ serghemer Sr. 13 Bergheiner Str. 199
Trips 5 sf‘rvr::s 69115 Heidelberg
BeZaniung
. 3 LT Bezahlung VISA
al-lt ‘ bﬂ&éﬂfji? ey N "
Expense Claims '}:;ii=:;--gg°{‘ 21.06 2018 i
2% : 23:18
0000 Terminal-ID
ﬁwﬁbgﬁlﬂme [A-Nr. 000400 seleg-gtr).saggg%
Approvals gt aer 783055 Kartennr SheEkERaEE2073]
rlﬁhfo 1g.Nr 0000
Chip Onli
VU-Nummer 45564465 In] B
Autc sierungs ummer 783955
Zahlung erfulgt

1) Tap Expenselt.
2) Take a picture of the receipt. Concur analyzes
the receipt information.
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12:56 all T-Mobile CZ = 12:44

Expenses 4 ~}= Cancel Expense

i nalysing recei \ =t :
: Aravsing recet | Belag 90 EUR
I\ Average processing time: < 1 min " 2? 4 Ob 20 iB
"""""""""" }grﬂi na é 1 [13[3 _
Receipt =Nr. 400 ol
13 Jul KartEnnr 3 N 092

* New receipt captured

Meal - Lunch (Employee T... 21,55 €
13 Jul

- Fresh bread - Bordeaux, FRANCE 77 90 :€
- resh bread - Bo X, CE I EUR

¥ : - Meal - Lunch (Employee T... 36,08 €

Amount

- 6 Jul Expense Type
SN L ARRIQUE Meal - Dinner (Employee Travel)
— Meal - Dinner (Employee... 32,00 € Date
= 5 Jul 27 June 2018
-
— Mami Ristorante - Roma, ITALY
Entertainment Busi... 3 055,00 CZK DETIONAL
FiT 4-dul Supplier
gais Go Kart Praha - Praha, CZECH REPUBLIC I,_ ReSlaMtamtTafr — = = = = = = = = = = — \
|- . I
. Parking 39,70 US$ | Move To Claim |
28 May ! ]
———————— -

3) When the analysis is complete, open the
receipt, attach to a report, edit as
necessary, etc.

4) When done, tap Move To Claim.
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Settings / Help / Feedback

SETTINGS

Use settings for the following:
e Save your user name
e Automatically sign in
e Turn on Touch ID

e Turn on Face ID

e Send an error log to SAP Concur

e Clear the cache

¢ Reset to the factory defaults

e Sign out
l,Naﬁ\M_’,-'-' 12:02 PM ¥} )4
=1 0

Trips

View your trips

~€l) Expenses

List of your expenses

Expense Reports

Review and submit your reports
D Approvals
v Approve items anywhere, anytime
Requests
Manage your auth

@

Mileage

N

Mo SIM & 11:03 AM
Home Menu
Car Mileage

Leave Feedback
Help

Privacy Policy

SAFETY

Check In Location

Request Safety Assistance

APPS

war Triplt

Connect to Apps

SETTINGS

Settings

¥ (== 4

No SIM =

Close Settings

Application Name

SAP Concur

Version

9.57.0.18056181017

CONNECTION SETTINGS

Server URI

1:08 PM

o % @ 4

Save

https://www.concursolutions.com

SIGN IN SETTINGS

Sign In

Location Access

New Expense Repart

Expense Assistant

Save receipts to Photos

CACHE

Clear out the local cache

RESET TO FACTORY DEFAULTS

Reset

SIGN OUT FROM CONCUR MOBILE

Sign Out

Auto Sign In

| @)
| @)
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GET HELP

Use Help on the Menu screen to search for help topics or find helpful articles.

No SIM = 11:03 AM L AC
Home Menu
Car Mileage

Leave Feedback

Help

Privacy Policy

SAFETY

Check In Location

Request Safety Assistance

APPS

wae Triplt

Connect to Apps

SETTINGS

Settings

Knowledge base

General

General

How do | update my profile details in the
app?

Which mobile devices can be used with the
mobile app?

In which countries/languages is Concur for
Mobile supported?

On iPhone/iPad, do you need to allow
access to your device camera?

Can delegates use mobile?

Getting Started

How do i set up my bank information

Sign In
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LEAVE FEEDBACK

Use Leave Feedback on the Menu screen to send feedback.

No SIM = 11:03 AM 3 @+
Home Menu
Car Mileage

Privacy Policy

SAFETY

Check In Location

Request Safety Assistance

APPS

Triplt

Connect to Apps

SETTINGS

Settings

1) On the Menu screen, tap Leave
Feedback.

2) On the Feedback screen, enter
the desired feedback.

3) Tap Submit.

9:24 T B

Cancel Feedback

Thanks for taking the time to provide
feedback. The information you provide
will help us improve.

Which of the following areas would you
like to provide feedback on?
Required - select between 1and 7

() Approvals

() viewing itinerary

O

Completing expense report

0

Receipt/expense capture

() Booking travel

O

Mileage expense
[ ) Drive
() other

We appreciate all your feedback. Please
provide as much detail as possible so
we can improve our experience for you.

rmm———=- N
=)
I 7/
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