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Concur Sign-in Instructions (for first-time/initial sign-in):

The following document outlines the instructions for the first time you sign in to
the Concur Travel Management System. These instructions will cover signing into
Concur, creating a password, and using the required Two-Factor Authenticator App.

Please note that signing into Concur requires a Two-Factor Authenticator App to
be downloaded to your mobile device (the free Microsoft Authenticator App is
recommended). Instructions on using an Authenticator App are detailed below.

If you encounter any issues or need assistance signing in, feel free to contact New
Solutions Concur User Support via email at concursupport@NEWSsolutions.org.

Signing into SAP-Concur (Initial Sign-In):

1. Visit concursolutions.com

2. On the Sign In screen (shown below), Enter your Username and click Next.

*Please refer to the email New Solutions sent you on 10/23/2024 for your
Username. The format of the Username is firstname.lastname@enrollee. For
example, Sherlock Sims’s username is sherlock.sims@enrollee.

Sign In

Username, verified email address, or SSO code

[ sherlock.sims@enrolleg|

() Remember me

Forgot username

Need help signing in
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3. The screen below will appear. Click on SAP Concur Password. *Note: Do not
choose “Sign in with an Email Link”.

< SignIn

sherlock.sims@enrollee

Sign in with:

SAP Concur Password

R
Sign in with an Email Link

4. On the Sign In screen, click Forgot password (which is in a small blue font). *The
Forgot Password process will allow you to create your own password.

< Sign In

sherlock.sims@enrollee

@ Password

Forgot password

Need help signing in

Learn about SAP Concur for your business
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5. On the Forgot Password screen, your Username will automatically display. Click
Send.

< Forgot Password

Enter the username associated with your account. We will
send an email with a link to reset your password.

Username

[ shevlock‘sims@enrolled

Learn about SAP Concur for your business

6. The screen below will appear, saying that an email will be sent to you from
noreply@concur.com with instructions on how to reset your password.

*Please note that this email will be sent to the Email Address associated with your
Concur account. If you are unsure which email address is associated with your
Concur account, this can be found in the email New Solutions sent on 10/23/2024.
You can also contact concursupport@NEWSsolutions.org to learn your Username.

Forgot Password

An email has been sent with instructions to reset your
passwaord.

If you do not receive an email, please check your spam folder
or contact your company administrator for support.

Return to Sign In
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7. Open the email sent from “noreply@concur.com” with the subject of “Password
Reset Request”. Within this email, click the Reset Your Password link (blue button).

Password Reset Request

Hello

To reset the password associated with Login ID please click on the following

button:
Reset Your Password

If the button is not working correctly or is not being displayed, please copy and paste the link below into your
browser:

https://us2.concursolutions.com/nui/signin/reset/password?
lang=en&handle=VTQ3AyfSHbYJ7kC1Hc5P01rmZB7AMXgZ4X2TplTtagqalrNAbP093cT7 EgMn2jzc%3D&token=dd-
5967 m20r6a2d452dmxfrvza8p6

This link will expire in 24 hours.

If you are experiencing difficulty with this link and require assistance, please contact your program administrator at
your company.

Kind Regards, Customer Support Concur Technologies, Inc.

8. The Reset Password screen will appear. Enter a new password in the New
Password field and Confirm New Password. Click Submit.

Reset Password

Your company requires your password to meet these
requirements:
¢ Be between 8 and 255 characters
¢ Contain at least one character that is not a letter
« Contain at least one uppercase letter (A-Z) and one low-
ercase letter (a-z)
* Be different from your last 4 passwords

New Password @

[

Confirm New Password

Learn about SAP Concur for your business
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9. You will then see the Success screen. Click Return to Sign In.

Success

Your password has been successfully changed. Please sign
in with your new password.

Return to Sign In

Learn about SAP Concur for your business

10. On the Sign In screen on the computer, enter your Username and click Next.

Sign In

Username, verified email address, or SSO code

[sherlock.sims@enrolleel = ]

(3 Remember me
Forgot username

Need help signing in

Learn about SAP Concur for your business

1. The screen below will appear. Click on SAP Concur Password and click Next.

< Signn

sherlock.sims@enrollee

Sign in with:

I SAP Concur Password l

OR

Sign in with an Email Link

Learn about SAP Concur for your business
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12. Then, enter the Password you just created and click Next.

< Signin

sherlock.sims@enrollee

Password

[4 - R |

Forgot password

Need help signing in

Learn about SAP Concur for your business

13. The Set Up Two-factor Authentication screen will appear. You will receive an email
asking you to set up two-factor authentication. Click Return to Sign In.

Set Up Two-factor Authentication

You musd setup Bvo-facior suthentication to continue 1o Sgn

i An amad has Geen senl with malructions 1o sl up tvo-lac
fod usheenbic At
i you da not recels &0 emall, check your spam folder of con

1aCt YO COMmpany Mmeraiirator for suppsoert

Rebum o Sign In
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14. Open the email sent from noreply@concur.com with the subject of “Two-Factor
Authentication Set Up Request”. Within this email, click the Set Up Two-Factor
Authentication link (blue button).

Two Facior Authenticalion Set Up Request

]
oz nat i S ten e afesteator suecated wh Loor O/ - e 0 e g bt

P P b ol s coree By o m ol b Sagieyed jlesss (g el pasbe Fa bk b oho s feoeaer
. . CONCRYWIRIGPS Lo = By ]
o stelmat ikt 5,08 050 e ot . CHIC LA Do POy C O T eSeC o D T D P P e = TIE T D Pz G IR C

Barnadapgadirea T bl Swed
Trun i el magere 1 34 howr

 ins o o [ L ) T b e (i i [iata DOFTRCE s VOB BT B indt C

15. The Sign In screen will appear. Enter your password. Click Next.

<SignIn

sherlock.sims@enrollee

0 Password

[ o]

Forgot password

Need help signing in

Learn about SAP Concur for your business
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16. The Set Up Two-factor Authentication screen will appear on your computer,
displaying a QR code. *Helpful Hint: Enlarge the computer screen so the QR code
is bigger, which will help the QR scanner on your mobile device scan the code.

Set Up Two-factor Authentication

Step 1: Download o open an authentcalor app (Sech as
Microsoit Aushenticator. Google ALKRERTICAON OF your
company's. preferred sutfenlicalon spo

Skep 2: In the suthenticator app, sdd SAP Concus by SCanning

the OR code beldow or by entering the manual 5etup lory

Slep A: Ender the &.dgtt code shown m the suthenBicaior app.

17. To finish the sign-in process, you must have a Two-factor Authentication App on
your mobile device.

18. If you don’t already have an authenticator app, please download the free
Microsoft Authenticator App by going to the App Store on your mobile device
(Apple Store, Google Play, etc.), searching for Microsoft Authenticator, and
downloading the app. See below.

09:51 o T

. microsoft authenticator © Cancel

é er.:rnsof't Authentlr:.aFm Open

L& & & & EEL 2] A
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19. Scan the QR code on the computer screen by following these steps:
« Open the Microsoft Authenticator app on your mobile device.

- Click on the plus sign (+) on the top right corner of the screen which brings you
to the "Add account” screen.

+ Click on Work or school account.
« Click on Scan QR code.

13:26 wiT .

14 Add account

WHAT KIND OF ACCOUNT ARE YOU ADDING?

Personal account
u

Work or school account >
u

Other (Google, Facebook, etc.)

Add work or school account
Signin
Scan QR code

(i) Whan vnii are sianad in with vaiir nersanal aceonnt all

Cancel

20.The QR scanner will display on your mobile device.

Scan QR code

Your account provider will display a QR code

Or enter code manually

NEW Solutions - SAP Concur Travel Management System — Enrollee User Guide



21. Hold the mobile device to the “Set Up Two-factor Authentication” screen on the
computer screen and scan the QR code that is displayed.

22.Look at your Authenticator app on your mobile device. You will see your SAP
Concur account added to your Authenticator list. You will also see a six-digit code
below your account name, refreshed every 30 seconds.

13:38

= Authenticator

Q SAP Concur
sherlock. sims@enrollee

654 613

23.0n the “Set Up Two-factor Authentication” screen on your computer, enter the
six-digit code (without spaces) generated from your mobile device's
authenticator app into the “6-Digit Authentication Code” field on your computer
screen. Click Sign In.

Set Up Two-factor Authentication

fa Eslivas o ey ertaveg e marsasl tetup sy

Step 3: Enber the G-digit code show tha Buthasntic Stor ape

G6E2030 (for oxample

24.You are now signed into the Concur system. If you encounter any issues or need
assistance, please contact New Solutions Concur User Support via email at

Concursupport@NEWsqutions.org

NEW Solutions - SAP Concur Travel Management System — Enrollee User Guide
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Concur Sign-in Instructions (after initial sign-in)

After the initial login to Concur and setting up Two-factor authentication, logging into
Concur is as easy as entering your username, password, and copying the 6-digit
code from the authenticator app.

1. Visit concursolutions.com

2. On the Sign-in screen, enter your username and click Next.
« Username is firstname.lastname@enrollee.

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

Sign In

Usernarme, verified email address, or S5O code

[ theresa.smith@enrollee ]

Next

) Remember me

Forgot username

Meed help signing in

3. Select SAP Concur Password.
< Signn

theresa.smith@enrollee

Sign in with:

| T ——

OR
Sign in with an Email Link

Learn about SAP Concur for your business

NEW Solutions - SAP Concur Travel Management System — Enrollee User Guide
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4. Enter your password and click Next.

< Sign In

theresa.smith@enrollee

Password

[{ ® l

Forgot password

Need help signing in

Learn about SAP Concur for your business

5. Copy the six-digit code generated from the app into the Authentication Code
field on the mobile device and select SignIn.

SAP Concur
traveler@t00572058kgy.com.uat

746 543

< SignIn

theresa.smith@enrollee

Two-factor Authentication

Enter the authentication code generated by the authenticator
app on your mobile device or browser.

6-Digit Authentication Code

| 746543 ]

Unable to enter authentication code

Need help signing in

Learn about SAP Concur for your business

NEW Solutions - SAP Concur Travel Management System — Enrollee User Guide 12



Exploring the Home Page

Home ~

L Concur

Required
Approvals

Company Notes &Y,

& Booking for myself | Book for a guest

Autharization
v Requests 3

@ You haven't signed up to receive e-receipts.@ Sign up here X

Welcome to American Express

Available D ‘Open Reports 2

Expenses

"ﬁi /

xa a [T a - AMERICAN| gb%IBBTELSS
mim TRAVEL Global Business Travel
Flying out soon? Include a hotel.
Read More
Always book a hotel with your flight for all avernight
Irips to drive company savings, improve traveler
security and eam hote! loyalty points.
Available Expenses '/ Reports (2) +  SeeAl Requests (3) +
Mixed Flight/Train Search test request - allocations $701.00 test car mileage $71.02
RowndTip ) Oneway Mutt City September 24, 2024 November 1, 2024
Request 333W
From @ O Alert
Departure city, airport or train station
Find an aipon | Select multiple apons test ah2 $658.00
ke Test no request $30.00 September 30, 2024
Arrival city, airport or train brfc'wf’ﬂ i No Available Expenses September 20, 2024 Request 333T
ind an airport Select multiple ainpons. "
When you have available expenses, you'll
sesitiem;here TEST OVERLIMIT $350.00
m September 23, 2024
Request 3344
Show More
Section Description

Application Drop Down

Create Button/Quick Access Tasks

Trip Search

Company Notes

This area houses all the applications that
you have access to, such as Expense, Travel,
Request, approvals, etc.

Create Requests, Cash Advances, Expense
Reports, and enter Travel Reservations by
clicking Create. View any Authorization
Requests, Cash Advance, Trips, Available
Expenses, and Open Reports.

Search and book airfare, hotel, and car rental
from this section.

Traveler Information including contact and
link information to Amex GBT, as well as
links to training materials and user support
contact information.
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Activity Cards Browse open items such as Available
Expenses, Reports, and Requests.

Help Section Get assistance, product resources, and
access the SAP Concur Community.

Profile Icon Denoted with your initials, here you can go to
Profile Settings or Sign Out

Step 1: Updating Your Profile

When you log in to Concur for the first time, an important and often overlooked step
is updating your profile. While we will be touching on the most critical profile areas to
update, we highly encourage you to add as much information as possible to each
profile section. *Your profile does not need to be updated each time you log in. It
only needs to be updated if the information provided is outdated.

1. The profile is available by clicking the profile icon and choosing Profile Settings.

—

®@ (lAH‘)
£ Allison Hammond
| :,\’_)‘) Act as Another User v
683 Profile Settings
(1 signout

entals, and Hotel Reservations to ensure your credit

Personal Information
Navigation Path: Profile > Profile Settings > Your Information > Personal Information
1. Verify your personal information is correct.

2. Your name must be identical to what is shown on your photo ID that you present
at the airport.

« |If there is a discrepancy in Personal information, please get in touch with
concursupport@NEWsolutions.org. This information is imported to Concur
nightly from EMS and can’t be manually altered in Concur.

NEW Solutions - SAP Concur Travel Management System — Enrollee User Guide
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Company Information

Navigation Path: Profile > Profile Settings > Your Information > Company
Information

1. The Manager and Employee Position/Title will be blank. This does not mean a
monitor hasn’t been assigned to your Requests or Reports.

Company Information

Employee ID

Manager Employee Position/Title

2. To view your Monitor, visit the Request or Report Details page. Instructions can be
found here.

Contact Information
Navigation Path: Profile > Profile Settings > Your Information > Contact Information

1. A home or work phone number must be entered. Use your mobile number if you
don’t have a home or work phone number.

2. A mobile phone is required, but you must select the country/region from the
drop-down.

« The same mobile phone can be used for home, work and mobile phone.

Email Addresses
Navigate Path: Profile > Profile Settings > Your Information > Email Addresses

Verify your email address. Once it is verified, you can forward receipt images to
receipts@concur.com. They will automatically be matched to your Concur account
and uploaded to your Available Expenses for you to add to an expense report.

1. Click Verify.

Email Addresses Go to top

Please add at least one email address.
How do | add an email address?

How do | verify my email address?

Why should | verify my email address?

If | am a travel arranger or delegate, what do | need to do?
L would like to have someone arrange travel or delegate expense on my behalf, what do | need to do?

(® Add an emall address

Email Address Verification Status Verity Contact? Actions

Email 1 allison hammond®@lyndon-group.com Not Verified Verify Yos
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2. An email with a verification code will be sent. Copy the code from the email and
place it in the Enter Code box in Concur.

N/ I G G G e

Email Address

Verification Status Verify Contact? Actions
Email 1 allison.hammond@lyndon-group.con Not Verified Verity Yes
Enter Code a
3. Click OK.
°
Credit Cards

Navigation Path: Profile > Profile Settings > Your Information > Credit Cards

Airfare and Rail are automatically charged to NEW Solutions credit card, but you

must add a personal credit card to book Hotel and Car Rentals via the Concur Travel
management system.

1. Click Add a Credit Card

2. Enter the credit card information. Be sure to check off to use this card for car
rental and hotel reservations.

[ ] [ ] Add a Credit Card

2% us2.concursolutions.com/profile/CreditCardEditor.asp?ulD=f_sD-Ju2Vn9g6gq--WwldG8yqdXF50t9_aQ=..

Add a Credit Card * Require
Enter the appropriate information for the credit card you'd like to use below. Use the "Display Name" field to label the

card so you can easily identify and select it when using features that require a credit card transaction.
Display Name (e.g., My Corporate Card) * Your name as it appears on this card *
m Allison Hammond

Card Type * Credit Card Number ¥ Expiration Date *

~ 9~ 2024 ~
Use this card as the default card for:
[] Plane Tickets [ Rail Tickets  [w/] car Rentals Hotel Reservations

Billing Address

3. Click Save. Your credit card information has now been saved and is encrypted for
security.

Frequent-TraveIer Programs
Navigation Path: Profile > Profile Settings > Frequent-Traveler Programs

Add all Frequent-Traveler Programs to your profile before booking your travel in
Concur. This ensures that you get credit for your trip for that program and that your
travel plans are included in the program’s app, such as United, Southwest, etc.
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1.

w

Click Add a Program.

Frequent-Traveler Programs

The name on your frequent memberships must match your legal documentation. @ Add a Program

Your Frequent Traveler, Driver, and Hotel Guest Programs

No programs defined

Select if the program is for Air/Rail, Car, or Hotel.

Select the Carrier.

Enter the Frequent Traveler/Driver/Guest Number. *You can enter up to 5 travel
programs at a time.

Add Travel Programs

carrier code. If you enter a program incorrectly, you will get a profile error from the reservation system.

o Please enter programs EXACTLY as they appear on your card, excluding spaces and dashes. Do not add any additional characters. Do not include the
For example, if your card is printed "AA12345" or "John Doe/12345", your program number is "12345".

The page allows you to enter up to 5 travel programs at a time. First, select the type of program (carrier name, car rental, or hotel). Then,
select the name of the company from the adjacent list. Finally, enter the program number (frequent traveler number, etc.).

Air/Rail Carrier Frequent Traveler / Driver/ Guest Number Search this vendor

48 = =
1@® O O [iSelect a carrier |
+i ﬁ' Ih Air/Rail Carrier Frequent Traveler / Driver/ Guest Number Search this vendor
2 ®@ O O Select a carrier N
+i ﬁ' F_ Air/Rail Carrier Frequent Traveler / Driver/ Guest Number Search this vendor
3 ® O O Select a carrier v
Air/Rail Carrier Frequent Traveler / Driver/ Guest Number Search this vendor
48 = =
4 ® O O Select a carrier v
Air/Rail Carrier Frequent Traveler / Driver/ Guest Number Search this vendor
A8 = =
5 ® O O Select a carrier v

TSA Secure Flight

Navigation: Profile > Profile Settings > Frequent-Traveler Programs

It is required for you to enter your Gender and your Date of Birth.

1.

Select your gender from the Gender dropdown.
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2. Enter your birth date in the Date of Birth (mm/dd/yyyy) free text form.
« Once your date of birth has been entered, it will appear as **/**[***x

TSA Secure Flight

The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided,
you may be subject to additional screening or denied transport or authorization. Gender requirement for TSA is optional, but it can still be required by your
company on this section. The recommendation is for the user to select the gender that matches the Passport. TSA may share information you provide with
law enforcement or intelligence agencies or others under its records notice. For more on TSA privacy policies or to view the records notice and the privacy
impact assessment, see the TSA's web site at WWW.TSA.GOV

Gender [Required] Date of Birth (nm/dd/yyyy)[Required]  DHS Redress No.@ TSA Pref Known Traveler Number@
Female (F) v wk[*r,*:ﬂ:

International Travel: Passports and Visas Go to top

Adding your passport information to your profile will allow us to include it in your reservations. Having this information in your reservation can make
international travel a little easier.

Bank Information

Important: If you have an update to your banking details, please update in both ADP
and your Concur Profile.

Navigation: Profile > Profile Settings > Expense Settings > Bank Information

Reimbursement will be paid via direct deposit. To receive reimbursements, you must
add your bank account information. To ensure privacy, your data is encrypted, and
your full account number cannot be viewed or accessed by anyone, including you.

1. Enter all bank account details.
2. Select the | authorize the use requirement below checkbox.

3. Next, click Save

Bank Information
Bank Country/Region Bank Currency

UNITED STATES B v us.olar

Routing Number Bank Account Number Re-Type Bank Account Number

Bank Name Branch Location Account Type

| l Checking v
Status. Active

l Yes 4

Personal Address Line 1 Personal Address Line 2

ity State ZIP Code
m | autharize the use requirement below
You hereby (1) authorize direct deposit into your bank account for funds due to you from your employer using electronic funds transfer (EFT) payment services provided by Worldline or
any of its affiliates (Privacy Statement), (2) represent that the information that you enter is accurate and complete in all respects, and (3) agree that you are solely responsible for
ensuring that all such information remains accurate and complete in all respects.
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E-Receipt Activation
Navigation: Profile > Profile Settings > Other Settings > E-Receipt Activation

When you enable e-receipt syncing, receipts from participating vendors, such as
Uber, most major Airlines, and hotel vendors, will be added to your SAP Concur
account and used to pre-populate expenses for you. The e-receipt will be filed
under your Available Expenses for you to add to a report.

1. Click Enable hyperlink.

2. Select | Agree on the E-Receipt Activation terms page.

E-Receipt Activation

Save time on your expense reports. When you ers"'= e-receipt syncing, receipts from participating suppliers will be added to your SAP Concur account and
used to pre-populate expenses for you Enable

Please note tf E-Receipt Activation Bd partners you have connected to your SAP
Concuraccod rtner's individual listing. For more information,
contact your i

i Your SAP Concur solution can enable the automatic collection of the electronic receipts and folio data :
i ("e-receipts”) generated by your transactions with participating travel partners. ;

i By enrolling in travel partner integrations, you will enable e-receipts functionality generally within your i
1 SAP Concur solution and you authorize SAP Concur and its corporate affiliates to receive, transfer, :
+ and use e-receipts generated by your transactions with participating travel partners. This is in

1 connection with SAP Concur services, including air, rail, hotel, car rental, and other ground

i transportation suppliers, and you authorize such participating travel partners and their respective

i agents and affiliates to share such e-receipts with your SAP Concur solution. To retrieve e-receipts

+ from participating travel partners, your SAP Concur solution may need to share certain details about
1 you and your travel plans with participating travel which might include your name, travel

e

Step 2: Create a Request

All travel, conferences, and training must be approved by creating a Request before
booking or purchasing. *All Local Travel of 12 hours or less only requires a Request to
be completed if a rental car is needed. To see the Local Travel guide, click here.

Creating a Request
To book travel or attend a conference/training, you must create a Request.

1. From the Home Page, select the Create drop-down.
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Click Start Request.
XY concur

Home v

Start a Request

Start a Report

Cash Advance

Enter Reservation
elf | Book for a guest

N

Enter all the required information denoted with a red asterisk *.

« The Request Name should use the format of City, State, Start Date, and End
Date (i.e., Arlington, VA 12/15/24-12[17/24). *There are only 32 characters in this

field so please abbreviate.

- If you are using a government car, please add a comment so Accounts

Payable is aware.

. When completg, click Create Request.

Create New Request

X

* Required field
Request Name © (@ Start Date * End Date *
San Diego, CA 11/11/24-11/14/24 11/11/2024 B 11/14/2024 =]
Business Purpose * 100500 | ADP Associate ID Position ID 2
Conference - hammonda EXTERNAL X v
£ runder Program cama a
(IND) General and Administrative X v (0998) Unallocated Pool X v
Site 5
(998) Unallocated Pool X W
Cash Advance Policy Fixed Limit Amount
$
Comment 01500

Cancel Create Request

Next, create your travel allowance.
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Step 3: Adding Travel Allowance to a Request

All travelers are entitled to a daily allowance, also known as Per Diem, to cover travel
expenses, such as lodging, meals, and incidentals.

1. From the Expected Expenses page, select the Manage Travel Allowance drop-
down.

2. Select Add Travel Allowance.

San Diego, CA 11/11/24-11/14/24 &

Not Submitted | Request ID: 334L

Request Details v  Print/Share v  Attachments v | Manage Travel Allowance v

EXPECTED EXPENSES Add Travel Allowance

3. Select the locations, dates, and times of your travel.

« For overnight trips, times are required but are irrelevant. For ease of use, enter
8:00 am start time and 10:00 pm end time.

4. Detailed Itinerary check box: Use this check box if the arrival date falls on the day
after the departure date (i.e., this occurs with redeye, late, or long flights).

5. Without Overnight check box: Select this box if the trip is over 12 hours but does
not require you to stay overnight.

6. Select Next.

Travel Allowance

Itinerary

San Diego, CA 11/11/24-11/14/24 [] oetailed itinerary @ [ without overnight @

Start Location * Start Date * Start Time *

O San Francisco, California ~ 10/07/2024 B8 5:35 AM ®©

<+ Add Destination

Arrival Location *

@ San Diego, California v

=+ Add Destination

End Location * End Date * End Time *

10/09/2024 5] [5:35 PM ! ®|

<

® San Francisco, California
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7. This brings up the Adjustments Page. On this page, you can:

- Declare any free meals you received during each day of your trip (i.e., meals
included in your hotel stay, provided by friends or family, etc.).

« If you received free meals for the entire day, select the Exclude Day check box.
« Any declared meals will lower your reimbursement amount for that day.

8. Select Finish.

Travel Allowance
Adjustments
Here you can declare any free meals received to reduce your daily allowance. You can also claim additional allowances, for example if you stayed overnight with friends or family. Days can be excluded from your trip,
for example if you are on personal leave. Always refer to your company policy guidelines.
View: Adjustments v  Show Filters
DatelLocation Exclude Day Breakfast Lunch Dinner Lodging Limit @ Amount @
All Days q » r ~
ates: 3 U U O O
Mon, 10/14/2024 .
San Diego, UNITED ] (] O O $199.00 $42.50
STATES @
Tue, 10/15/2024 ) ) ) )
San Diego, UNITED O O O O $199.00 $86.00
STATES @
Wed, 10/16/2024
San Diego, UNITED O O O O $0.00 $64.50
STATES @
Total: $398.00 Total: $193.00
Back W Cancel

Step 4: Enter Expected Expenses

*Please visit the travel booking tool before adding your expected expenses to
obtain airfare, hotel, car rental, and train estimates.

1. Click the Add button in the middle of the screen (in blue letters).

2. Select from the available expense types.
« Airfare
« Car Rental (Insurance Included)
+  Hotel/Lodging
- Ground Transportation (Tip Included) (Taxi, Lyft, Uber, Subway)
« Parking
« Personal Car Mileage
«  Train (Amtrak)
« Seminar/Course Fees
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3. Enter all the required information for each expense type denoted with a *red
asterisk. Keep in mind that each expense type will require different information.
See each expected expense type below.

ET”Concur  Requests v g : ® AH
Add expected expenses and/or travel plans X
Manage Requests Process Requests

[LSearch by expense type, category; description Q Collapse All Sections
Home / Requests / Manage Requests / testl

~ 01. Travel

test1 Air Fare Copy Request | Delete Request
. Car Rental
Not Submitted | Request ID: 33CY

Hotel/Lodging
Request Details v  Print/Share %  Attachments \ /
~ 02. Transportation

EXPECTED EXPENSES Ground Transportation Total Trip (Taxi, Lyft, Uber, Subway) @ Add
Parking

Personal Car Mileage
Train (Amtrak)
~ 06. Other

Seminar/Course Fees

Add Airfare
1. Click the Add Button in the middle of the screen (in the blue letters).
2. The “Add expected expenses and/or travel plans” screen will display.

3. Scroll down and select the Airfare expense type. The Airfare expense screen will
appear.

4. Select from Round Trip, One Way, or Multi-City flights.

5. Enter the From and To locations from the dropdown.

« If you can't find your city because it is a smaller city, choose the closest major
city to your location.

6. Enter the Outbound Date and the Return Date.
« The departure time is not required.

7. Enter the estimated Amount.

« Please visit the travel booking tool to obtain airfare, hotel, car rental, and train
estimates.

NEW Solutions - SAP Concur Travel Management System — Enrollee User Guide

23



8. Click Ssave when complete.

New Expense: Air Fare [ save JE

Round Trip | One Way  Multi City

Outbound

* Required field
From ™ To*

v v

Date * Depart at Commen t 0/2000

MM/DDIYYYY (=] Departure time v hh:mmA ©
Return
Date * Depart at Comment 0/2000
MM/DD/YYYY (=) Departure time ~ hh:mm A © 5
Amount Currency *

Us, Dollar ~
M g

All required insurance will be added to the reservation at the rental car counter when
the car is picked up. Do not add insurance costs to the Request.

1. Click the Add Button in the middle of the screen (in the blue letters).

2. The “Add expected expenses and/or travel plans” screen will display.

3. Scroll down and select the Car Rental expense type. The Car Rental expense
screen will appear.

4. Enter the Pick-up City.

« If you can't find your city because it is a smaller city, choose the closest major
city to your location.

Enter the Pick-up Date. *At field is not required.
Enter the Drop-off City.
Enter the Drop-off Date. *At field is not required.

©® N o o

Enter the estimated Amount.

+ Please visit the travel booking tool to obtain estimates for airfare, hotel, car
rental, and train.
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9. When complete, click Save.

New Expense: Car Rental [ save IR0
* Required field

Pick-up
Pick-up City * Pick-up Date * At

~ X MMIDDIYYYY B  hh:mmA ®
Location Details
Drop-off
Drop-off City * Drop-off Date * At

v MM/DD/YYYY & hhmmA (O]
Location Details
Commen t 0/2000
Amount * Currenc y

US, Dollar v

Cancel

Add Hotel/Lodging

1.

2.
3.

Click the Add Button in the middle of the screen (in the blue letters).
The “Add expected expenses and/or travel plans” screen will display.

Scroll down and select the Hotel/Lodging expense type.
+ The Hotel[Lodging expense screen will appear.

Enter the Check-in Date.

Enter the City.

« If you can't find your city because it is smaller, choose the closest maijor city to
your location.

Enter the Check-out Date.

Enter the estimated Amount.

« Please visit the travel booking tool to obtain airfare, hotel, car rental, and train
estimates.

NEW Solutions - SAP Concur Travel Management System — Enrollee User Guide

25



8. When complete, click Save.

.

New Expense: Hotel/Lodging [ save IS

* Required field

Check-In

‘Check-in Date * City*

MM/DD/YYYY =] v
Location Details

Check-Out

Check-out Date *

MM/DD/YYYY B

Comment 0/2000
Amount * Currency *

US, Dollar ~
e -

Add Ground Transportation Total Trip (Taxi, Lyft, Uber, Subway)

This is the total amount of ground transportation for the entire trip. Ground
transportation can be challenging to estimate. Do the best you can. You can add
additional Ground Transportation expenses when the expense report is created.

1.

2.
3.

Click the Add Button in the middle of the screen (in the blue letters).
The “Add expected expenses and/or travel plans” screen will display.

Scroll down and select the Ground Transportation Total Trip expense type. The
Ground Transportation Total Trip expense screen will appear.

Enter the Start Date.
Add the estimated Transaction Amount.

The Comment is not a required field but adds additional context.
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7. When complete, click Save.

New Expense:Ground Transportation Total Trip (Taxi, Lyft, Uber, Subway)

5 Allocate
* Required fiel
w” @ Description 064
VM/DD/YYYY B8 v
ADP Assoc ID
US, Dollar (USD) X v hammonda
sition 1D 2 Funde 3 CQITA
IXTERNAL X v (IND) General and Administrative X v (0998) Unallocated Pool X v
998) Unallocated Pool X v
>mment 0/20¢
m Cancel

Add Parking
1. Click the Add Button in the middle of the screen (in the blue letters).

2. The “Add expected expenses and/or travel plans” screen will display.

3. Scroll down and select the Parking expense type. The Parking expense screen will

appear.
4. Enter the Start Date.
Enter the estimated Transaction Amount for the parking expense.

6. When complete, click Save.

-
New Expense:Parking E Canc
Qb Allocate
* Required field

start Date * @ P Description 0/64 City

MM/DD/YYYY B N
Transaction Amount *}} 1 Currency * ADP Assoc ID 1

US, Dollar (USD) X v hammonda

Position ID 2 Funder 3 CQITA

EXTERNAL X v (IND) General and Administrative X v (0998) Unallocated Pool X v
Site

(998) Unallocated Pool X v

Comment

0/2000
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Add Personal Car Mileage (POV Mileage)

When the operation of a POV is required for business use, you may expense the
miles within Concur. The GSA rates are pre-loaded into Concur, so reimbursements
are automatically calculated based on the miles entered.

To add Personal Car Mileage:
1. Click the Add Button in the middle of the screen (in the blue letters).
2. The “Add expected expenses and/or travel plans” screen will display.

3. Scroll down and select the Personal Car Mileage expense type. The Personal Car
Mileage expense screen will appear.

4. Enter the Transaction Date.

5. Select the Mileage Calculator at the top left side of the expense screen.
« Enter the waypoints.

« There is an option to make this a round trip and to add as many stops as
needed.

«  When complete, select Calculate Route.

« The distance and amount reimbursed are automatically calculated and
added to the request entry.

Add Train (Amtrak)
1. Click the Add Button in the middle of the screen (in the blue letters).
2. The “Add expected expenses and/or travel plans” screen will display.

3. Scroll down and select the Train (Amtrak) expense type. The Train (Amtrak)
expense screen will appear.

4. Enter the Transaction Date.

5. Enter the estimated Transaction Amount.

« Please visit the travel booking tool to obtain airfare, hotel, car rental, and train
estimates.

NEW Solutions - SAP Concur Travel Management System — Enrollee User Guide

28



When complete, select Save.

[Home]/ Requests / Manage Requests / test1 / New Expense: Train (Amtrak)

New Expense:Train (Amtrak) =

a5 Allocate

* Required fielc

Transaction Date * Description o564 City
MM/DD/YYYY (=] v
z
Transaction Amount * J} Currency * ADP Assoc ID (Hidden) 1
US, Dollar (USD) X W hammonda
Position ID 2 Funder 3 cana
EXTERNAL X v (IND) General and Administrative X w (0998) Unallocated Pool X ~
Site
(998) Unallocated Pool X v
Comment 0/2000

Add Seminar/Course Fees

1.

2.

Click the Add Button in the middle of the screen (in the blue letters).
The “Add expected expenses and/or travel plans” screen will display.

Scroll down and select the Seminar/Course Fees expense type. The Seminar/
Course Fees expense screen will appear.

Enter the Transaction Date.
Enter the estimated Transaction Amount.

When complete, click Save.

New Expense:Seminar/Course Fees By
@ Allocate

* Required field

Transaction Date * r Description 0/64 City
MM/DDIYYYY =] =
4
Transaction Amount * P Currency * ADP Assoc ID (Hidden) 1
Us, Dollar (USD) X v hammonda
Position 1D 2 Funder 3 CarmA
EXTERNAL X v (IND) General and Administrative X W (0998) Unallocated Pool X v
Site
(998) Unallocated Pool X v
Comment 0/2000
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Step 5: Adding a Cash Advance to the Request

You can request a cash advance for your upcoming business trip or expenses. Cash
advances are reimbursed at 85% of the requested amount.

1. After entering your expected expenses, select Add Cash Advance from the
Request Details drop-down.

San Diego, Ca 10/20-10/23/24 $1,250.00

Sent Back to Employee | Request ID: 336D | View Timeline

Request Details v = Print/Share v  Attachments v Manage Travel Allowance Vv

Request
ENSES
[ Edit Request Header]
Request Timeline ypell Details /T
Audit Trail
ing San Diego, California

Linked Add-ons

Add Cash Advance

San Diego, California - San Diego, California

2. The requested cash advance has been added to the Request. The cash advance
amount is shown above the expected expenses.

San Diego, Ca 10/20-10/23/24 $1,250.00

Sent Back to Employee | Request ID: 336D | View Timeline

Request Details v Print/Share v  Attachments v Manage Travel Allowance v

CASH ADVANCES: 1

Amount

$637.50
EXPECTED EXPENSES
O Expense typell Details|T
O Hotel/Lodging San Diego, California
O Car Rental San Diego, California - San Diego, California
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If you need to request more than 85% of the total amount, follow these steps:

1. From inside the Request, open the Cash Advance you just created by clicking
Cash Advance.

« This brings you into the Cash Advance.

San Diego, Ca 10/20-10/23/24 $1,250.00

Sent Back to Employee | Request ID: 336D | View Timeline

Request Details v Print/Share v  Attachments v  Manage Travel Allowance v

CASH ADVANEKES: 1
Amount
$800.00

EXPECTED EXPENSES

O Expense typell Details|T

O Hotel/Lodging San Diego, California

2. Adjust the Cash Advance Amount to the desired amount. The amount can't
exceed the total Request amount.

3. Leave a detailed comment in the Cash Advance Comment section on why you
request a cash advance greater than 85%.

San Diego, Ca 10/20-10/23/24-USD @ save | cancel

12/13/2024

Cash Advance Timeline ~ Manage Attachments

Details

* Required field

Cash Advance Amount * Currenc; y* Cash Advance Name *

1,250.00 Us, Dollar v San Diego, Ca 10/20-10/23/24-USD

42/2000

I

Cash Advance Comment

| don't have the funds to cover this trip. -

4. When complete, click Save at the top right of the screen in blue.
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Step 6: Submitting a Request

When all expected expenses, travel allowances, and/or cash advances have been
added to the Request, you can submit it.

« To submit the Request, click the blue Submit Request button.

San Diego, Ca 10/20-10/23/24 $1,250.00
Sent Back to Employee | Request ID: 336D | View Timeline

Request Details v Print/Share v Attachments v Manage Travel Allowance v

CASH ADVANCES: 1

Amount

$1,250.00

EXPECTED EXPENSES
()  Expensetypelf Details [T Datel® AmountlT Requested|t
O Hotel/Lodging San Diego, California 10/20/2024 $500.00 $500.00
O Car Rental San Diego, California - San Diego, California 10/20/2024 $250.00 $250.00
O Air Fare San Francisco (SFO) - San Diego (SAN) : Round Trip 10/20/2024 $500.00 $500.00

Closing a Request

Once the approved Request has been associated with a report, you can close the
Request.

1. Click on the Request
2. Select the More Actions dropdown menu.

3. Select Close Request.

San Diego, CA 10/13/24-10/16/24 $1,351.00 Copy Request | CancelRequest | Close Reuest
Approved | Request ID: 3367

Request Details v Print/Share ™  Attachments v  Manage Travel Allowance v

CASH ADVANCES: 1

Amount

$850.85

EXPECTED EXPENSES

Expense typelf DetailslT Datel® Amountlf Requested|T

Fuel (For rental cars only) 10/19/2024 $60.00 $60.00
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Cancelling a Request

If your trip is canceled or changed, a Request can be canceled. To cancel a Request:

1. From the Manage Request page, open the Request you wish to cancel.

2. Click the Cancel Request button at the top right-hand area of the page.

sn Diego’ cA 10[13/24-10[16’24 $1,351_ oo Copy Request | Cancel Request.  Close Request

Approved | Request ID: 3367

Request Details v Print/Share v  Attachments v Manage Travel Allowance v

CASH ADVANCES: 1

Amount

$850.85

EXPECTED EXPENSES

Expense typelT Details)T Datel?

Amount|T Requested|T

Fuel (For rental cars only) 10/19/2024

Request Approval Flow

Monitor Grants
Request Approval Accountant
Submitted - 5 Days to

Approval

Approve

1. Once the Request is submitted, it flows to the monitor for approval.

Request
Approved

$60.00

2. The monitor receives an email from Concur informing them that a request awaits

approval.

Request Pending Your Approval

You have a Request pending your approval

Report From Moudy Elie Elbayadi
Report Name Clear Personal Expense
Report Purpose

Requested Amount 42289 USD

View Report
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3. If the monitor doesn’t approve in 5 days, the Request will be returned to the
Enrollee/User, and they will see the Request status changed to Returned. The
enrollee will get an email notifying them that their Request has been returned.

Manage Requests

View: Active Requests v

San Diego, Ca 10/20-10/23/24 San Diego, CA 10/13/24-10/16/24
10/20/2024 | 336D 10/16/2024 | 3367

$1,250.00 $1,351.00

Sent Back to Employee

« If the Request was returned to you due to lack of monitor approval within 5
days, email your monitor a gentle nudge to approve the Request as soon as
possible.

Alerts: 1

REQUEST

@ This request has been pending approval longer than allowed by policy. The request awner should contact their Approver for instructions befare resubmitting. If you are not the owner but have been forwarded the request, follow the ap-

proval steps according o your policy - this may involve approving the request or assigning it to another Approver for further review. View

San Francisco CA - Dec 2-6, 2024 $1,348.00 NI covyrecuest | cancel meques

sent Back to Employee | Request ID: 339M | View Timeline

Reguest Details v Print/Share v Attachments v Manage Travel Allowance v

EXPECTED EXPENSES @ Add J
Comment)T Expense typell Details{T Datel? AmountlT Requested|T
B Air Fare Santa Ana (SNA) - San Francisco (SFO) : Round Trip 12/02/2024 $413.00 $413.00
B2 HotelLodging san Francisco, California 12/02/2024 $920.00 $920.00
Ground Transportation Total Trip (Taxi, Lyft. Uber, San Francisco, California, UNITED STATES : Use BART/Subway and walking for ground 120212024 $15.00 $15.00

= Subway) transpontation.

$1,348.00

To locate your monitor for your Request:

1. From the Manage Request page, open the returned Request by clicking on the
tile.

2. Select the Request Details drop-down and choose Request Timeline.
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3. Your assigned monitor is listed under Monitor Approval.

| Request Timeline x

| San Diege, Ca 10/20-10/23/24 | $1,250.00

i bppmal Flow wr|| | Request Summary

SUBMITTED

Manitor Approval Allison Hammond 10/18/2024

Lisa-LG Haworth

Grants Accountant Approval SUBMITTED & PENDING APPROVAL
Allison Hammond 10/18/2024

Add Comment

Your monitor is assigned a delegate, a secondary monitor, to approve on their
behalf. There is no indication to the enrollee which secondary monitor is assigned.
However, the secondary monitor will also receive email notifications that the Request
is pending approval.

Step 7: Booking Travel

After you've obtained Travel Request approval, you may book your travel through the
SAP Concur Travel Online Booking Tool.

Trip Search

A Booking for myself | Book for a guest

X8 A |\ K

Flying out soon? Include a hotel.
Always book a hotel with your flight for all overnight
trips to drive company savings, improve traveler
security and earn hotel loyalty points.

« Have your 4-digit Request ID ready and available. To complete a flight, train,
hotel, and/or car rental reservation, the Request ID must be entered during the
booking process.

* Note: Please remember that airfare and rail are paid for with the New Solutions
credit card. Adding a personal credit card to your profile is required to book
Hotel and Car Rental reservations. See the profile section of the guide for more
details.
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Booking a Flight

From the SAP Concur home page, use the Flight tab to book a flight by itself or with
car rental and/or hotel reservations. To book car and hotel reservations without a
flight, use the Hotel and Car Search tabs, respectively.

Mixed Flight/Train Search

[ Round Trip j One Way Multi City
From @ <
Departure city, airport or train station

Find an airport | Select multiple airports
To@ <
Arrival city, airport or train station

Find an airport | Select multiple airports
Depart @ = [r—
mm/dd/yyy) depart ¥ Morning v 3 Vv v
Return @ =

v

mm/dd/m depart v Morning ~ +3 v

1. Select one of the following flight options.

« Round Trip
+ One Way
«  Multi City

2. In the From and To fields, enter the departure and arrival cities for your travel.
When you enter a city, airport name, or airport code, SAP Concur automatically
searches for a match. Note: Use the Find an airport and select multiple airports
links as needed.

NEW Solutions - SAP Concur Travel Management System — Enrollee User Guide



3. Click in the Depart and Return date fields, and then select the appropriate dates
from the calendar.

« Use the remaining fields in this section to define the appropriate time range for
the flight.
« Click the arrow to the right of the time window to see a graphical display of

nonstop flights available for the route and date you have selected. This allows
you to adjust your search criteria and, if necessary, to seefreserve nonstop

flights.
24 hour range refresh graph
WIATEIEEERNY i SRXCIRCLITERY Lo S
i Wi e fmmm i
Return @
[7310/09/2024 depart v Morning v +3 v v
24 hour range refresh graph
1zooam P noon A 11:59 pm
i Wm 1 1iin mm ni

Notes:

« The graphical display is based solely on flight schedule data.

« Each green bar represents 30 minutes of time. Place your mouse pointer over
the green bar to see all the flights available for that time slot.

« If you change locations or dates, click refresh graph for more data.
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4. If you need a car, click Pick-Up/Drop-off car at airport check box. If you require a
hotel for this stay, check off Find a Hotel.

Pick-up/Drop-off car at airport
Find a Hotel

Search within 15  miles from

(O Airport () Address
(O Company (® Reference Point / Zip
Location Code

Reference Point / Zip Code
(e.g. 'Statue of Liberty;, '90210' or ‘Alexandria, VA')

Los Angeles, CA

Only show results containing:

5. Choose if you want to search by Schedule or Price.
6. When complete, click Search.

7. View flights on Shop by Fares tab or the Shop by Schedule tab.
+ Flights within the policy will have a green check mark next to the fare.

« Flights with an orange triangle warning next to the fare have triggered a policy
rule.

Q] $358.58

» I8
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+ If you choose an out-of-policy fare, fill out the Travel Rule Triggered page.

Travel Rule Triggered X

This flight is not in compliance with the following travel rule(s):
A\ Air Fare is greater than the least cost logical airfare plus 200 dollars

Please choose the reason for selecting this travel option. If more than one reason applies, choose the most
annlicahle. This reason annlies to this entire trin.

[ Please Choose a Reason -- V]

Please explain why you have chosen this flight. NOTE: We will log flights which you did not take.

[ 5o ] cocn

The selected fare was: $590.68
The least cost logical fare was:$256.36

8. Choose the flight by clicking the blue Select button.

Delta Main Cabin Refundable Main Ca...
A\ 0933a SFO - 1:05aM LAX Nonstop  1h32m $256.36 1544

Select Select
A 07:00av LAX > 08:27av SFO Nonstop 1h 27m

More fares/details +

9. Review the flight(s) on the Review and Reserve Flight page.
+ Enter Traveler Information
+ Select Seats
« Review Price Summary
Note: The payment method for airfare/rail will always be the Company Corporate
Card.
10. Click Reserve Flight and Continue.

Note: If you requested a car or a hotel on the flight (Air/Rail) search, those results
appear. For information about separately booking a rental car or a hotel, see

Booking a Car and/or Booking a Hotel in this document.
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11.

12.

Review the Travel Details page (Itinerary), then click Next.

Travel Details

Trip Summary
@ Finalize Trip Trip Overview

Review Travel Details I want to... Trip Name: Trip from San Francisco to Los Angeles (ea) Add to your Itinerary

Enter Trip Information Print ltinerary s Date: October 14, 2024

Submit Trip Confirmation E-mail inerary o e © o @ oo
End Date: October 16, 2024
Created: October 09, 2024, Allison Hammond (Modified: Booked outside Concur? Enter your trip
October 09, 2024) manually OF connect with Tripit
Description: (No Descripti i (€a)

Agency Record Locator: CHEMLT
Passengers: Allison Hammond
Total Estimated Cost: $232.75 USD (Details)

o Airfare must be ticketed by: 10/09/2024 11:55 PM
Eastern

Change frequent flyer program

Reservations
Monday, October 14, 2024

Flight San Francisco, CA (SFO) to Los Angeles, CA (LAX) Change | Cancel all Ak

Delta 1598

Operated by: Delta

Departure: 06:20 AM Confirmation: HIKASH Seat: 27D (confirmed)
San Francisco Airport (SFO) Status: Confirmed Change seat

Terminal: 2

In the Trip Overview section:

« Review the information for accuracy.

+ Inthe | want to section, print or email your itinerary as appropriate.

« In the Add to your Itinerary section, add a car, hotel, Wi-Fi, etc., as needed.

In the Flight section:
« Verify the information for accuracy.

« Click Select Seats or Change Seats to select or change your seat option
(depending on the airline).

« Review all the Total Estimated Cost section.

Review the Trip Booking Information Page, then click Next.
« Enter additional information about your trip.

« Enter or modify the trip name.

« Enter a trip description.

« Indicate if anyone else besides you should receive the initial confirmation
email.

« Enter the 4-digit Request ID* in the Request ID field - How to find the Request
ID
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*This is required. You cannot book travel without submitting a Request and
entering the Request ID.

Trip Booking Information

Before finalizing your booking, please enter the Request ID from your approved travel request and click Next

The trip name and description are for your record keeping convenience.

Trip Name Trip Description (optional)
This will appear in your upcoming trip list. Used to identify the trip purpose

Trip from San Francisco to Los Angeles

Send a copy of the confirmation to: @

Send my email confirmation as
(@HTML (O)Plain-text

Request ID [Required]

2

‘You may HOLD this reservation until: 10/09/2024 11:55 pm Eastern

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

Diply Trp ] Hold T Cancel T

« You may hold the reservation by selecting Hold Trip.

13. Purchase the Ticket and click Finish.
+ Click Confirm Booking to send your request to Amex GBT.

Booking a Car

If you require a car but not airfare, click the Car tab.

Trip Search

& Booking for myself | Book for a guest

X0 B | K

1. Enter your Pick-up and Drop-off dates and times.

2. In the Pick-up car at section, select either:
« Airport terminal, and then type the city or airport code.
« Off-airport, and then enter (or search for) the location.

3. Select the Return car to another location check box, if needed.
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4. To see additional search preferences, click More Search Options.
+ Select the Car Type.
+ Select smoking or non-smoking.
« Select the preferred vendors.

5. Click Search.

Car Search

Pick-up date
[7]10/07/2024  12:00 pm v
Drop-off date
[710/09/2024 12:00 pm v

Pick-up car at
(@ Airport Terminal () Off-Airport
Please enter an airport.
LAX - Los Angeles Intl Airport - Los Angeles, CA

D Return car to another location

W More Search Options

Car Type (Select up to 3)

:Economy Car
Economy Car Hybrid
Compact.Car.

Smoking
Non-smoking v
Preferred Car Vendors
No vendors in profile. % Any Vendor
[ atamo*
[ Avis*
O Budget*

Your company preferred vendors will be included in the
search with your preferences.

*Indicates major vendor.

6. Review the search result and choose the vehicle by clicking the blue price button.
« If atravel rule is triggered, an orange triangle warning will appear.

Total cost®
A $169.29

Location details
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+ If you choose an out-of-policy fare, fill out the Travel Rule Triggered page.

Travel Rule Triggered &

This car is not in compliance with the following travel rule(s):
A, Car size exceeds company preferred size of Intermediate Car

Please choose the reason for selecting this travel option. If more than one reason applies, choose the most applicable.
This reason applies to this entire trip.

-- Please Choose a Reason - v

Please explain why you have chosen this car. NOTE: We will log all cars which you did not take.

[ ooe [ooee]

Chosen:

Dollar Rent A Car $58.93 daily rate Quoted, not guaranteed
dollar. - Other: Rate Standard Four Door Car Automatic transmission Air conditioning
« Pick-up: In the satellite officeln the terminal
+ Unlimited miles

7. From the Review and Reserve page, select the appropriate options, enter
payment information, click Reserve Car and Continue.

8. On the Travel Details page, adjust the information as needed, click Next, and then

Reserve Car and Continue

9. Look over the Trip Booking Information page, add your 4-digit Request ID (Locate

the Request ID) in the Request ID field, and click Next.

Trip Booking Information

| Before finalizing your booking, please enter the Request ID from your approved travel request and click Next

The trip name and description are for your record keeping convenience.

Trip Name Trip Description (optional)
This will appear in your upcoming trip list. Used to identify the trip purpose

Trip from San Francisco to Los Angeles

Send a copy of the confirmation to: @

Send my email confirmation as
@HTML (O)Plain-text

Request ID [Required]

£

You may HOLD this reservation until: 10/09/2024 11:55 pm Eastern

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

Display Trip Hold Trip Cancel Trip

NEW Solutions - SAP Concur Travel Management System — Enrollee User Guide

43



10. On the Trip Confirmation page, review your trip details, click Confirm Booking,
and click Save.

Booking a Hotel

If you require a hotel but not airfare, click the Hotel tab.

Trip Search

& Booking for myself | Book for a guest

X A = A

1. Enter the Check-in and Check-out Dates.

2. Enter the search radius.

3. Choose to search near an airport, an address, company location or near a
reference point/zip code (a city or neighborhood).

Check-in Date  Check-out Date
10/07/2024 [3]10/09/2024

Search within 15 miles from

(O Airport (O Address
(O Company (@ Reference Point / Zip
Location Code

Reference Point / Zip Code
(e.g. 'Statue of Liberty’, '90210' or Alexandria, VA’

= =

Only show results containing:
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4. The Hotel Per Diem Locations Page displays the per diem rates for lodging, meals,

and incidentals. Click Next.

Hotel Per Diem Locations

Search for Locations near:

Country/Region (Select a Country/Region to get a list of locations or
States)
United States (US) v

State/Province @

California (CA) ~
Location
Los Angeles -- Los Angeles County v
Lodging Rate Meals Rate Incidentals Rate
$191 $81 $5

Look over the Preferred Accommodation map, click View Rooms to see room
options, and click the blue Price box to select the room.

4. Embassy Suites Hotel LAX South $172
1440 E Imperial Ave, El Segundo, CA90245 Map it
©0.82 miles

E-Receipt Enabled Hotel details

Room Options

Amex Gbt Hilton -honors Limite - 2 Room Suite-1 King Bed Wifi Avl-sleeper Sofa-microwave-
refrigerator (Sabre) i ] $190
Rules and cancellation policy

Deposit required

Amex Gbt -24hr Cxl Late Ck Out - 2 Room Suite-1 King Bed Wifi Avl-sleeper Sofa-microwave-
refrigerator (Sabre) A $194
Rules and cancellation policy

Amex Gbt Hilton -honors Discou - 2 Double Bed Deluxe Corner Room-mp3 Clock-bath
Amenities (Sabre) Q $178
Rules and cancellation policy

A blue or green symbol means this room rate is within company policy.

You will trigger a travel rule if you've gone over the per diem rate found on the
previous page. This is denoted with an orange triangle warning.

If you choose an out-of-policy room rate, fill out the Travel Rule Triggered
page.

5. From the Review and Reserve Hotel page:

Review or modify any information.
Select the method of payment.
Review and accept the rate details and cancellation policy.

Select the | agree to the hotel’s rate rules, restrictions, and cancellation policy
checkbox.
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6. Click Reserve Hotel and Continue.

7. Look over your Travel Details page, add your 4-digit Request ID (Locate the
Request ID) in the Request ID field, and click Next.

8. Review your trip details on the Trip Confirmation page, click Confirm Booking,
and click Save.

Travel Rule Triggered &

This hotel is not in compliance with the following travel rule(s):
A\, Hotel Rate is greater than the government location based per diem rate plus 1 dollars

Please choose the reason for selecting this travel option. If more than one reason applies, choose the most applicable.
This reason applies to this entire trip.

-- Please Choose a Reason -- v

Please explain why you have chosen this hotel. NOTE: We will log all hotels which you did not take.

o

Chosen:$250.17

Reference Los Angeles International Airport (LAX), 1 World Way, Los Angeles, CA 90045,
Panint: LA

Step 8: Creating an Expense Report

Creating an Expense Report from an Approved Request

Once the Request has been approved, you can create an Expense Report with the
expected expenses. To create a new expense report from the Expense Application:

1. From the Home Page, select the Create drop-down.

2. Select Start a Report.

® Create W

Start a Request

Start a Report

Cash Advance

Enter Reservation
o /

elf | Bookforacg

NEW Solutions - SAP Concur Travel Management System — Enrollee User Guide

46



3. From the top of the Report Header, select Create From an Approved Request.

Create New Report X
0 Creating an expense report from an approved request will

| discard any information you have already entered in the cur-
Create From an Approved Request rent window. Are you sure you want to continue?

* Required field
Go back From an Approved Req
© Report Name * @ ReportDate* | o bac ‘ TN P EEaE ) 0/500 ADP Position 1D 1

10/10/2024 B 643YLIO9Y

“ position 1D 2

1Us000712

Funder 3 cama 4 site 5
ACS (0129) NRCS ACES (001) ACES Alabama

Comment 0/500

Travel Allowance

Select if you have travel and require lodging, meals, or incidental travel

4. The expense report will have the same naming convention as the Request.

5. The approved request information, including expected expenses, cash advance,
and travel allowance/per diem amounts, will be copied to the report.

6. Correct any alerts, add any additional expected expenses, attach your required
receipts, and select Submit Report.

To create a new expense report from the Request application:

Once the Request has been approved, you can create an Expense Report with the
expected expenses.

San Diego, CA 11/11/24-11/14/24 $1,550.00

Approved | Request ID: 333T

Request Details ¥ Print/Share v Attachments v  Manage Travel Allowance v

REPORTS: 2

Amount Remaining

$1,101.00 $659.00

f—

Click on the approved Request.
Click Create Expense Report.

The expense report will have the same naming convention as the Request.

A owoN

The approved request information, including expected expenses, cash advance,
and travel allowance/per diem amounts, will be copied to the report.
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5. If an Airfare expense (commercial flights only) is on the report, delete it, as Airfare is
paid for with the NEW Solutions company card, and reimbursement is not permitted.

Not Submitted | Report Number: GUWGSK

REQUEST CASH ADVANCE: 1

Approved Amount Remaining

$1,351.00 $850.85 $0.00

Report Details v  Print/Share ¥  Manage Receipts ¥  Travel Allowance v View Available Receipts
Expenses view: Standard v (® Add Expense | Edit | Delete | Copy Allocate Move v

(m) Alerts|T Receipt|T Payment TypelT Expense TypelT Vendor Details|T DatelT Requested [T
O Out-of-Pocket Daily Allowance San Diego, California 10/19/2024 $60.75
O QOut-of-Pocket Daily Allowance (Incidentals) San Diego, California 10/19/2024 $3.75
O Out-of-Packet Fuel (For rental cars only) 10/19/2024 $60.00
0 [x] l | outof-Pocket Lodging 10/19/2024 $300.00
O [x] l Out-of-Pocket Car Rental (Insurance included) 10/19/2024 $240.00
[x] l Out-of-Pocket Airfare 10/19/2024 $350.00

6. Match any Expected Expenses from the Request with any of the Available
Expenses, or add all the Available Expenses for the trip and delete the expected
expenses.

7. Correct any alerts, add any additional expected expenses, attach your required
receipts, and then select Submit Report.

Adding or Removing Cash Advances from an Expense Report

If you requested a Cash Advance, the approved Cash Advance must be added to
your Expense report. In the following example, you will see how to add or remove an
approved cash advance.

1. From the open Expense report, select the Report Details drop-down and select
Manage Cash Advances.

test lodging $470.00
Not Submitted | Report Number: JENAZR

Report Details v | Print/Share v  Manage Receipts v Travel Allowance v
e
Report

Report Header

Report Totals eiptlT Payment TypelT Expense TypelT

Report Timeline T Out-of-Pocket Lodging

Audit Trail
Allocation Summary
Linked Add-ons

Manage Requests

Manage Cash Advances
e
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2. On the Cash Advances page, select Add and select the check box for the cash
advance you want to add.

3. Select Add To Report, or

== _ a
v Cash Advance Name1 Date Issued [T Foreign Amount[T Exchange Rate |1 Amount [T Balance[?
Cash Advance X

v Trip to Seattle 07/03/2023 $2.000.00 $1.00000000 $2.000.00 $2.000.00

Available: 1

m = Cancel |[JEELRGE NI

No Cash Advances Linked
Add cash advances to this report to submit for reimbursement.

4. Select the check box for the cash advance that you'd like to remove and click
Remove.

New Expense: Air Fare [ seve JEON
One Way  Multi City

Outbound

7 * Required field
From * STo

v v

5. After the cash advance is added or removed from the report, select Close.

Recalling and Deleting Cash Advances

If you have requested a cash advance for a trip or business expense that you no
longer need, you can recall it for edits or deletion.

To recall a cash advance:

1. From the SAP Concur home page, select the Home drop-down and select
Expense.

Manage Expenses View Transactions Cash Advances

Cash Advances

View: Active Cash Advances Vv

Trip to Detroit
07/04/2023

$3,500.00

Submitted

Pending Approval
William Never

Trip to Seattle
06/30/2023

$2,000.00

Balance
$2,000.00

Issued
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2. Select Cash Advance. The Active Cash Advances are displayed.
3. Select the appropriate cash advance.

4. Select Recall.
5

Select Yes to confirm that you want to recall the cash Advance. The cash
advance is recalled.

To delete a cash advance:

1. Select the cash advance to open it.

Trip to Detroit @ - () 20
07/04/2023
Cash Advance Timeline Audit Trail Manage Attachments
Details
* Required field
Name * Cash Advance Amount * Currency *
Trip to Detroit 3,500.00 US, Dollar ~
Purpase
Business Conference
4

2. Select the Bin icon, and then select Yes to confirm the deletion of the cash
advance.

Adding Additional Expenses to an Expense Report

If an unexpected expense is not included in your Request, that’s okay. How to add
additional expenses:

From your open expense report:

1. Click the Add Expense button in the middle of the screen (in blue letters).

Home / Expense / Manage Expenses / San Diego, CA 11/11/24-11/14/24

San Diego, CA11/11/24 $0.00 Delete Repor
Not Submitted | Report Number: NOY94X

Report Details %  Print/Share ™  Manage Receipts v  Travel Allowance v View Available Receipts [£

Expenses View: Standard v (® Add Expense
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2. Select from your Available Expenses or Create a New Expense.

« The Available Expenses library contains the items that are ready to become
expense entries, such as:

> E-Receipts
> Mobile quick expenses
> Expenselt expenses

Add Expense to Report

Available Expenses (11) New Expense

Select an expense type for the new expense

Search Q Collapse All Sectic

Search by expense type, category, description

~ Recently Used
Lodging
Parking
Personal Car Mileage
Tolls/Road Charges
Seminar/Course Fees
~ 01. Travel

Airfare

3. If you are creating a New Expense, search for the expense type.

Available Expense Types
« Travel
> Airfare
> Airline Fees
> Baggage Fees
> Car Rental (insurance included)
> lodging
« Transportation

> Fuel (For rental cars only)

> Ground Transportation (Tip included) (Taxi, Lyft, Uber, Subway)
> Parking

> Personal Car Mileage

> Tolls/[Road Charges

> Train (Amtrak)

« Meals and Entertainment

> Breakfast
> Business Meals (Attendees)
> Dinner

> Lunch
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« Office Expenses
« Courier/Shipping/Freight

> Office Equipment/Hardware

> Office Supplies/Software

> Postage

> Printing/Photocopying/Stationary
+  Communications

> Internet/Online Fees

e Other
> Seminar/Course Fees
. Fees

> Professional Subscription/Dues

4. Complete all required Fields denoted by a *red asterisk.

5. Select Save Expense or Save and Add Another (if you have additional expenses
to enter).

Details Itemizations

Q@ Allocate
* Required field
Expense Type *

Parking X v

Transaction Date * Business Purpose

10/16/2024 =]

Vendor Description Payment Type *

Out-of-Pocket ~

Amount * currency *

US, Dollar (USD) X v

(] Personal Expense (do not reimburse) @

Comment 0/500

Save and Add Another [IeELLE
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Attaching Receipt Images to an Expense Report
Receipts are required for all travel expenses over $25.

1. With the expense line item open, click on the Add Receipt on the right side of
the screen.

1\

Add Receipt

Click to upload or drag and drop files to upload a new receipt.
Valid file types for upload are .png, .jpg, .jpeg, .pdf, .tif or .tiff.
S5MB Llimit per file.

2. Select Upload New Receipt.

Attach Receipt X

Available Receipts (0)

Attach an available receipt to the expense by selecting "Attach”. Valid file types for
upload are .png, .jpg, .jpeg, .pdf, .tif or tiff.

[ (® Upload New Receipt ] Sort By v

Once attached, the receipt image will appear on the right side of the screen. If you
attached the incorrect receipt, Select Remove at the bottom of the page. If you need
to add additional receipt images, select Add and repeat the steps to attach another
image or document.

Missing Receipt Declaration

If you lose a receipt for a transaction over $25, you may use the Missing Receipt
Declaration (MRD) form. *Please keep MRD use to a minimum. It should not be used
for Airfare, Hotel, or Car Rental expense types.

To add the MRD:

1. After completing the required expense entry information, select Save Expense.
This will bring you back to the expense report summary, where you will see all
transactions.
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2. Select the Manage Receipts drop-down menu.

CA 11/11/24-11/

umber: 95PHRP

lare v = Manage Receipts v = Travel All

| Manage Attachments |

Missing Receipt Declaration |

btT

Out-of-Pocket

3. Select Missing Receipt Declaration and select the expense for which you need to
use the declaration. Only expenses greater than $25 will appear on the list.

4. Select Accept & Create.

Create Receipt Declaration

When receipt is lost or otherwise unavailable, and all measures to obtain another have been exhausted, the
Missing Receipt Affidavit should be attached.

To create a Missing Receipt Declaration, select the expenses below that require a receipt.

Expense Typell Vendor|T Datel® Amount|T

Parking 10/04/2024 $50.00

o certify that the above mentioned receipt is missing. The original receipt is lost and | am unable to
obtain a duplicate receipt from the provider of goods or services for which the payment was made.

| certify that the above expense was incurred in connection with the business purpose stated
above.

Cancel Accept & Create

On the expense report summary screen, all expenses with a declaration will have a
stamp icon in the receipt column.
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Additional Expense Report Actions
Itemization

You itemize expenses to account for receipts to ensure that each of your expenses,
such as hotel expenses, is accounted for correctly.

Note: NEW Solutions uses Concurs Expenselt technology. The system will
automatically itemize your expenses when added to your Available Expenses.
However, you will be required to look over the itemizations for accuracy.

1. To manually itemize an expense in your expense report, select the expense to
open the expense details.

2. Select the Itemizations tab.
SAP Concur Expense v ® A

Manage Expenses Card Transactions Cash Advances

Office Supplies/Software $298.00

10/02/2023 Office Warehouse

Details Itemizations Hide Receipt

® Allocate Q | c |
* Required field I
Expense Type *

Office Supplies/Software v
Transaction Date ™ Business Purpose

10/02/2023 B8 R E C E | PT
Enter Vendor Name City of Purchase

Office Warehouse Seattle, Washington X w
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3. On the Itemizations tab, select Create Itemization. The expense Amount, the

Itemized amount, and the Remaining amount are listed on the Iltemizations tab.

SAP Concur Expense v ® A

Manage Expenses Card Transactions Cash Advances

Office Supplies/Software $298.00

10/02/2023 Office Warehouse

Details | Itemizations Hide Receipt E
Amount Itemized Remaining .
$298.00 $0.00 $298.00 @ | e

=

RECEIPT

4. Select the Expense Type that applies to the first itemization. The page refreshes,
displaying the required and optional fields for the selected expense type
(required fields are marked with a red asterisk).

5. Complete the appropriate fields.

6. After you complete entering the information for each itemization, select Save
Itemization.
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7. Continue itemizing the expense until the Remaining amount is $0.00.

Office Supplies/Software $298.00 [ ore Actions v | save Expense |
10/02/2023 Office Warehouse
Details Itemizations Hide Receipt
L]
Amount ltemzed [ Remaining ————— ————
$298.00 $298.00 $0.00 Q | | C
D  Datetz Expense TypelT Requested )T
[0 10022023 Office Supplies/Software $280.00 R E C E I PT
[ 10/02/2023 Office Supplies/Software $0.00
Personal

Once you have completed itemizing this expense, a green checkmark appears next
to the Remaining amount of $0.00, indicating that you have completed itemizing this
expense.

Allocating an Expense Report to Another Fund
Multi-funded users can allocate an expense to different funds.
To Allocate an entire report to a different fund:

1. From the Home Page, select the Create drop-down.

2. Select Start a Report.

3. Complete the information on the report header, including what fund this report
should be charged to.

Create New Report X

Create From an Approved Request

* Required field
Report Name * Report Date Business Purpase * 10/500  ADP Position ID 1
San Diego, CA 11/11/24-11/14/24 10/03/2024 B Conference - hammonda
~ O sosiion 10 * 2
EXTERNAL X v
Funder * 3 coma* 4 sie*
(IND) General and Administrative X (0998) Unallocated Pool X v  (998) Unallocated Pool X v
Comment 0500

Travel Allowance

Select if you have travel and require lodging, meals, o incidental travel
allowances

(@) Yes. I require Travel Allowance

() No. 1 donot require Travel Allowance

Next: Create report and add itinerary details for your travel allowances

cuce| @)

4. Click Create Report.
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Adding Personal Car Mileage

When the operation of a POV is required for business use, you may expense the
miles within Concur. The GSA rates are pre-loaded into Concur, so reimbursements
are automatically calculated based on the miles entered.

To add Personal Car Mileage:

1.

2.
3.

Click the Add Expense Button in the middle of the screen (in the blue letters).
The “Add Expense to Report” screen will display.

Scroll down and select Personal Car Mileage expense type. The “Personal Car
Mileage expense screen” will appear.

Enter the Transaction Date, which is the date of the local travel. *If you combine
multiple days’ worth of miles in this expense, enter the transaction date of the first
day of travel.

Enter the Business Purpose to note if the travel is for multiple dates (l.e. For the
week of 12/1/24-12/6/24). This is not a required field.

For the Distance field you can either a) enter the miles captured from the vehicle
speedometer or b) use the Mileage Calculator to bring up a map.

a. If you are entering miles captured from your speedometer or your mileage
records:

> Enter the From Location — This can be an exact address or a city. For
example, San Francisco, CA.

> Enter the To Location — This can be an exact address or a city. For example,
San Francisco, CA.

> Enter the miles in the Distance field.

New Expense Cancel
Show Receipt
Details Itemizations
£ Mileage Calculator a5 Allocate

* Required field

Expense Type * Transaction Date * Business Purpose

Personal Car Mileage X v 11/25/2024 =) Week of 11/27/24-12/1/24

From Location ™ To Location * Payment Type

San Francisco, CA Manteca, ca Out-of-Pocket

Distance * Amount * Currenc, y Reimbursement Rates

110 73.70 US, Dollar (USD) USD 0.67 per mile

Save and Add Another Ee-TiLE
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> Then hit the Tab key on your computer, and the system will automatically
calculate the Amount based on the GSA rate pre-loaded in Concur.

> When complete, choose the Save Expense button on the top right of the
screen.

b. If you are using the Mileage Calculator to determine your distance/miles:

> Enter the Transaction Date.

> Click on the Mileage Calculator link at the top of the screen (in blue font). The
mileage calculator will appear.

New Expense Cancel

Show Receipt

Details Itemizations
8 Mileage Calculator Q% Allocate
—_— * Required field
Expense Type * Transaction Date * Business Purpose
Personal Car Mileage X v 11/25/2024 =]
From Location * To Location * Payment Type
Out-of-Pocket
Distance * Amount * Currency Reimbursement Rates
0 0.00 US, Dollar (USD) USD 0.67 per mile

Save and Add Another el

> Enter your Waypoints. You can add as many locations as you need.
> Select either Calculate Route or Make Round Trip.

> Click the Add Mileage to Expense button on the bottom right of the screen.
The distance and amount are automatically calculated and added to the
expense entry. The Expense screen will display.

Mileage Calculator X
o odeaa Bav Rohnert Park 5 @ SR e
[ avaid Toite_[]_avnid Highwiae | 5 Ry Naps ] @ e
iypolnts Map (o) Fairfield Galt . -
Petaluma ® s
@ san Francisco, CA, USA (2). = @ ) GV altey Springs
76.4MI o0} Lackeford
[personal ) (37) (2). Lo @ o
. Manteca, CA, USA Novato Vallejo
o Point/Reyes. 750 160, Angels ¢
© National, Q - (25) 294,
| Seashore Martinez @ Antioch
Calculate Route Make Round Tri C: d Copperopolis
- " etacl i Stockton @
&I Richmond il Brentwood @
Directions SnutLres:
o Eekeley Mt Diablo =
Suggested routes i .
1-580 E 76.5 mi. About 1 hour 17 mins the p, //{”\‘\ Mountain _ pidalfeca Escalon
1-680 S and 1-580 E 81.7 mi. About 1 hour 22 mins sloes  San Francisco San Ramon "House! gt . Oakdale
CA-4 E 88.4 mi. About 1 hour 39 mins A il il Tracy Rlpggﬁda Riverbank
Daly(Cit Rt . BLivermor e SRS
5911 US-101, San Francisco, CA 94103, USA A Hayward T D9
' ' ' (3 Modesto  Waterford
76.5 mi. About 1 hour 17 mins Ceres
1. Head south on S Van Ness Ave toward 12th 0.4 mi o Sk Fremont &)
St el
Redwood Cit ieecd Turlock
¢ 2. Tumright onto the US-101 S ramp to 1-80 0.2 mi st o o ! o o .
E/Oakland/San Jose ilpitas (a0 elhi
a5y B Livingstor
3. Continue onto US-101 S/Central Fwy 0.4 mi Yiews, s QI:'J Landing :
#] 4. Take the exit onto I-80 E toward Bay Brg/ 7.5 mi -oan 0se Newman o) (i) N
Oakland 9
9 Gustine —
O Deduct Commute TOTAL PERSONAL  TOTAL BUSINESS Los Gatos
i 0.0 MI 76.4 Ml Go gle o) G5 ey e boand shorteuts | Mag data 62024 Goocle _ Temma_ | Report  map emor

Add Mileage to Expense Cancel
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> When you have completed entering the expense, click the Save Expense
button on the top right of the screen.

New Expense =

Show Receipt

Details Itemizations

£| Mileage Calculator @5 Allocate

Expense Type * Transaction Date * Business Purpose

* Required field

Personal Car Mileage X v 11/25/2024 [S]

From Location * To Location * Payment Type

San Francisco, CA, USA Manteca, CA, USA Out-of-Pocket

Distance * Amount * Currency Reimbursement Rates

76 50.92 US, Dollar (USD) USD 0.67 per mile

[ 52 s ] 5o e RS

Copying, Deleting, or Editing an Expense

On your expense report home page, you will see a few additional actions
you take with your expenses, such as copying, deleting, editing, or moving
line items.

Copying an Expense or Report

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

To copy an expense line item:

1. With the expense report open, select the expense you want to copy using the
check box.
2. Select the blue Copy button.

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

Note the following:

« The original expense date is advanced by a day.

« The expense-level comments from the original expense are copied to the new
expense.

Report Details v Print/Share v Manage Receipts v Travel Allowance v

Expenses View: Standard v (® Add Expense | Edit = Delete | Copy Allocate

O] Alerts|T ReceiptlT Payment Typell Expense TypelT Vendor Details|T Datel?

) === Out-of-Pocket Parking 10/16/2024 $100.00

P

NEW Solutions - SAP Concur Travel Management System — Enrollee User Guide



« You can also copy an entire expense report — regardless of the report status —
and then edit the copy as needed. Information that is unique to each expense
is not copied (e.g., images, post-submission comments, payment confirmation
history, etc.). In addition, travel allowance entries, such as daily allowances, are
not copied.

To copy an expense report:

1. With the expense report open, select the blue Copy Report button on the right
side of the screen.

2. Enter the New Report Name and the Starting Date for the copied expenses.

3. Select Create New Report. Your new report has been created and can be
modified and adjusted as needed.

@ Ar
Copy Report X
ces|
New Report Name * * Required field
[Copy: San Diego, CA 10/13/24-10f ] v ‘

= Starting date for copied expenses. (Previous Date 10/16/2024) * 0 i

12/13/2024 (=]

iegd

’{ Cancel | IOCEICHIEITRIET] MI Copy Report | Delete Report

GSK

Deleting an Expense Line Item or Report
If you need to remove an expense line item from your expense report:

1. With the expense report open, select the expense you want to delete using the
check box.

2. Select the blue Delete button.

3. Confirm you want to delete the expense by selecting Delete from Report.

Report Details v Print/Share v  Manage Receipts v  Travel Allowance v

Expenses View: Standard v (® Add Expense | Edit | Delete] Copy Allocate

w Alerts|T Receipt/T Payment Typell Expense TypelT Vendor Details|T Datel7

2] = Out-of-Pocket Parking 10/16/2024 $100.00
Lee |
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Deleting an entire expense report:
1. With the expense report open, select Delete Report.

2. Confirm you want to delete the expense report by selecting Delete.

cur  Expense v - 5 ® AH

Confirm Delete X
enses Cash Advances Process Reports

A This report will be permanently deleted along with all manu-
ally created expenses within it. Any itemizations, allocations,
attendees, or travel allowances associated with these ex- b
penses will also be permanently deleted.

lerts: 7

Aatching Transactions: 1

Expenses from outside sources that cannot be deleted, such v
o as e-receipts or corporate card transactions, will be moved
Expense / Manage Expenses / San Diego, CA 10/13/24-10/16/24 to Available Expenses.
Do Not Delete
1 Diego, CA 10/13/24-10/ v, —v vy - (o) SRS | ooy Repor | Dette Repor

bmitted | Report Number: GUWGSK

Editing Expenses
To make changes or update an expense line item:
1. With the report open, select the expense you need to edit using the check box.

2. Select the Edit button.

Report Details v Print/Share ¥  Manage Receipts v  Travel Allowance v

Expenses View: Standard v (® Add Expense Edit | Delete Copy Allocate

(mw) Alerts]T ReceiptllT Payment Typelf Expense TypelT Vendor Details T Datel®

Out-of-Pocket Parking 10/16/2024 $100.00

3. Once you are finished making any updates or modifications, select Save
Expense.

NOTE: You can also open a line item on your expense report by clicking anywhere on
the line item, such as the Expense Type, Date, Amount, etc.

Moving an Expense
If you ever need to move an expense from one report to another:

1. With the report open, select the expense you need to move using the check box.

2. Select the blue Move to drop-down menu.

NEW Solutions - SAP Concur Travel Management System — Enrollee User Guide 62



3. Select an existing report, a new report, or move the expense to your Available
Expenses section to move to a report at a later date.

San Diego, CA 10/13/24-10/16/24 $1,351.00
Not Submitted | Report Number: GUWGSK
REQUEST CASH ADVANCE: 1 Avsilable Expenses
Approved Amount Remaining
$1,351.00 $850.85 $0.00 Test

San Diego, CA 11/11/24

Report Details  Print/Share v  Manage Receipts v  Travel Allowance v test Ed

Expenses View: Standard v (® Add Expense | Edit Delete Copy Allocate l
@ Alerts|T Receipt]T Payment Typell Expense Type[T Vendor Details|T Datel7 Requested [T
Qut-of-Pocket Daily Allowance San Diego, California 10/19/2024 $60.75

Reviewing and Resolving Exception Messages

Before submitting your expense report, address all warning and exception messages
for your expenses.

To read the exception text, click the red or yellow alert icon on the expense report
home page or click on the expense line item and view the Alerts section at the top of

the page.
1. Red Exceptions — Any warning messages with a red error symbol require you to
solve an issue. You cannot submit your expense report until the error is corrected.

2. Orange Exceptions — Any warning messages with an orange symbol give advice
or policy guidance. You will be able to submit your expense report, but it may be
returned for correction.

Alerts: 4
[an) @1 A3
Expense Hotel 05/11/2023 $1,200.00

A\ This itemized entry has sub-entries with one or more exceptions. View

Itemization Incidentals 05/11/2023 $123.00

A Warning: You have checked the 'Personal Expense’ box. You will not get reimbursed for this claim. View
Expense Hotel 05/10/2023 $1,000.00

€3 Itemizations are required for this entry. View

A\ You must attach a receipt image to this expense. View

Report Details

To edit your expense report header information or view additional details
about your expense report:

1. Open your expense report.
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2. Select the Report Details drop-down menu.
3. Select the report information you wish to see:

* Report Header — This is where you can adjust your expense report Policy,
Report Name, Business Purpose, Report Date, Cost Center, etc. If you make a
change, select Save in the bottom right corner.

* Report Totals — This is where you can see how the expense report will be paid
and to whom.

e Report Timeline — This will show you how the expense report will be routed
and any comments entered by approvers or processors.

e Audit Trail — This will show you more details on where your expense report
is at any given time (i.e., with your approver, with a processor when it was
approved, sent back, etc:.)

H
San Diego, CA 10/13/24-10/16/24 $1,351.00
Not Submitted | Report Number: GUWGSK
REQUEST CASH ADVANCE: 1
Approved Amount Remaining
$1,351.00 $850.85 $0.00
Report Details v Print/Share v  Manage Receipts v Travel Allowance v View Available Receipts
Report
———————tandard v (® Add Expense Edit Delete Copy Allocate
Report Header .
SR
Report Totals N . -
leceiptlT Payment Typell Expense TypelT Vendor Details|T Datel Requested [T
Report Timeline
Out-of-Pocket Daily Allowance San Diegpo, California 10/19/2024 $60.75
Audit Trail
Allocation Summary Out-of-Pocket Daily Allowance (Incidentals) San Diego, California 10/19/2024 $3.75
Report Payments
Out-of-Pocket Fuel (For rental cars only) 10/19/2024 $60.00
Linked Add-ons
Manage Requests {11 outof-Pocket Lodging 10/19/2024 $300.00
Manage Cash Advances |
1 ] Out-of-Pocket Car Rental (Insurance included) 10/19/2024 $240.00

Step 9: Submitting an Expense Report
To submit your expense report:

1.  On your expense report home page, select Submit Report on the right side of the
screen.

2. Review the User Electronic Agreement and then click Accept & Continue.
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3. Review the Report Totals screen and then select Submit Report.

r E v ® |
User Electronic Agreement X ]

- | By clicking on the ‘Accept & Submit' button, | certify that: f—

s:7 1. Thisis a true and accurate accounting of expenses incurred to accomplish official business for the Company w7 J
and there are no expenses claimed as reimbursable which relate to personal or unallowable expenses.

‘hing Transactions: 1 2. All required receipt images have been attached to this report. R J

3. | have not received, nor will | receive, reimbursement from any other source(s) for the expenses claimed.
2nse / Manage Expenses

4. Inthe event of overpayment or if payment is received from another source for any portion of the expenses

Diego, CA claimed | assume responsibility for repaying the Company in full for those expenses. Submit Report Gy ' Delete Report
tted | Report Number]
| Cancel Accept & Continue

r (| z 1

Once submitted, the expense report is automatically routed to your monitor for
approval.

Expense Report Approval Flow

Monitors have 7 days to approve. If the Report was returned to you due to lack of
monitor approval within 7 days, email your monitor a gentle nudge to approve the
Request as soon as possible

Monitor
Report Approval

Grants

Accounting

AP Approval
for Payment

Accountant
Approval

Payment

Submitted Review

« 7 days to
Approve

To locate your monitor for your Request:
1. From the Manage Expenses page, open the returned Report by clicking on the tile.

2. Select the Report Details drop-down and choose Report Timeline.

San Diego, CA 10/13/24-10/16/24 $1,351.00

Not Submitted | Report Number: GUWGSK

REQUEST CASH ADVANCE: 1

Approved Amount Remaining
$1,351.00 $850.85 $0.00
Report Details v Print/Share v  Manage Receipts v Travel Allowance v View Available Receipts
 EE———

Report
standard v (® Add Expense Edit Delete Copy Allocate
Report Header |

Report Totals leceipt|/T Payment Typelf Expense Typel Vendor Details|T Datel® Requested [T
Report Timeline

Out-of-Pocket Daily Allowance San Diego, California 10/19/2024 $60.75
Audit Trail
Allocation Summary Out-of-Poacket Daily Allowance (Incidentals) San Diego, California 10/19/2024 $3.75
Report Payments

Out-of-Pocket Fuel (For rental cars only) 10/19/2024 $60.00

Linked Add-ons

Manage Requests Out-of-Pocket Lodging 10/19/2024 $300.00

Manage Cash Advances |
Y H

Out-of-Pocket Car Rental (Insurance included) 10/19/2024 $240.00
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3. Your assigned monitor is listed under Manager Approval.

Report Timeline
San Diego, CA 10/13/24-10/16/24 | $1,351.00

Approval Flow Edit Report Summary Sortv  Filter v

Report Comment 0/500
- ——
_/ Manager Approval

Lisa-LG Haworth

) Accounting Review

(_) AP Approval for Payment G

No Summary

Note: In the event you submit your report prematurely or need to correct something
before your manager approves it, you can re-open the report and select Recall
Report in the upper right corner. This will return the report back to open status for
correction.

Correcting and Resubmitting an Expense Report

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

To correct and resubmit an expense report:

1. To open the report, on the Concur home page, on the Quick Taskbar, click the
Open Reports task.

2. In the Active Reports section of the page, the report appears with Returned on
the report tile.

09/28/2023 | 3373 09/28/2023 | 3374
$45.00 $30.00

Returned Submitted

Sent Back to Employee Submitted & Pending Approval

3. Click the returned report tile to open the report.

4. Make the requested changes and then click Submit Report.
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Appendix A: Local Travel/POV Mileage Reimbursement

Step 1: Create your Expense Report

An expense report can be created on the Home Page, from the Create dropdown >
Start Report

1. Sign into Concur (concursolutions.com)

2. From the home page, click on the Create dropdown button and choose Start
Report.

FT7Concur  Home v

Required Authorization Avai
ot
8’ Apprones 0 \/ e 6 =

{ Start a Request

Company Notes
Start a Report

Cash Advance
Enter Reservation Welcome NEW Solutions Concur L
elf | Book for a guest

@ Questions/Problems with Concur --> Contac
xa a k= Team at 703-520-6270 or Email at concursup

Step 2: Fill Out the Create New Report Page

1. Enter a Report Name using the format of City, State, Start Date, and End Date (i.e.,
Arlington, VA 12/15/24).

« There are only 32 characters in this field, so please abbreviate.

« If your expense report is for multiple travel days, your report name should also
contain the start and end date of travel (i.e., Tulsa, OK 12/01/24-12/6/24).

2. The Report Date will default to today’s date.
3. Enter a Business Purpose. This is a description of the local travel.

4. The ADP Position ID is automatically filled in. *If you have more than one Position,
select the appropriate Position ID from the drop-down.

5. The Funder is automatically filled in. *Select the appropriate Funder from the
drop-down if you are a multi-funded enrollee.

6. The CQ[TA and Site fields are automatically filled in.
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7. Enter Comments to explain additional information (optional), such as when an
expense report contains multiple days of local travel.

8. In the Travel Allowance section, select No, | do not require Travel Allowance.

9. When the form is complete, click Create Report.

Create New Report

Create From an Approved Request

* Required field

Report Name * @ Report Date * @ Business Purpose * 10/500  ADP Position ID 1
San Diego, CA 11/11/24) 11/20/2024 B  Conference -> hammonda
© >osition 1D *
EXTERNAL X v

Funder * 3 cam* 4 sie* 5

(IND) General and Administrative X v (0998) Unallocated Pool X v (998) Unallocated Pool X v
Comment 0/500
Travel Allowance

Select if you have travel and require lodging, meals, or incidental travel
allowances.

C) Yes, | require Travel Allowance

(@) No, I do not require Travel Allowance

Cancel Create Report

Step 3: Add Expenses to the Expense Report

1. Click the Add Expense button in the middle of the screen (in blue letters)

Home / Expense / Manage Expenses / San Diego, CA 11/11/24-11/14/24

San Diego, CA 11/11/24 $0.00
Not Submitted | Report Number: NOY94X

Report Details v Print/Share v Manage Receipts v Travel Allowance v

Expenses View: Standard v (3 Add Expense

Submit Report [ ERTE TS

View Available Receipts
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2. Select from your Available Expenses or Create a New Expense.

Add Expense to Report X

Available Expenses (11) New Expense

Select an expense type for the new expense

Search (o Collapse All Sections

Search by expense type, category, description

A Recently Used
Lodging
Parking
Personal Car Mileage
Tolls/Road Charges
Seminar/Course Fees
~ 01. Travel

Airfare

Cancel

3. The Available Expenses library contains the items that are ready to become
expense entries, such as:
« E-Receipts
« Mobile quick expenses
+ Expenselt expenses

4. If you are creating a New Expense, search for the expense type. *Due to the
nature of Local Travel, you will be using the Parking, Personal Car Mileage, Car
Rental (Requires a Request) & Tolls/Road Charges Expense types only.

Available Expense Types
+ Travel

> Airfare

Airline Fees

Baggage Fees

Car Rental (insurance included)
Lodging

>
>
>
>

« Transportation

Fuel (For rental cars only)

Ground Transportation (Tip included) (Taxi, Lyft, Uber, Subway)
Parking

Personal Car Mileage

Tolls/Road Charges

>
>
>
>
>
> Train (Amtrak)
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« Meals and Entertainment

> Breakfast
> Business Meals (Attendees)
> Dinner

> Lunch

« Office Expenses

> Courier/Shipping/Freight
Office Equipment/Hardware
Office Supplies/Software
Postage

>
>
>
> Printing/Photocopying/Stationary
«  Communications

> Internet/Online Fees

e Other
> Seminar/Course Fees

« Fees
> Professional Subscription/Dues
Every expense type has a different expense form with varying required

information. At the minimum, please fill out all required fields denoted with a *red
asterisk. However, entering all pertinent information is preferred.

Add a Parking Expense

1.

2.

w

N oo o a

Click the Add Expense Button in the middle of the screen (in the blue letters).
The “Add Expense to Report” screen will display.

Scroll down and select the Parking expense type. The Parking expense screen
will appear.

Enter the transaction date for the parking expense.
Enter the Business Purpose (not required)
Enter the expense amount for the parking expense.

Add a receipt image by selecting Add Receipt.
+ This will bring you to the Attach Receipt screen.
+ Select Upload New Receipt.

« This will bring you to your computer files. Select the receipt image that you
saved to your computer files.
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8.

When the expense is complete, click the Save Expense button at the top right-
hand of the expense screen.

New Expense Cancel

Hide Receipt

Details Itemizations Receipt

@& Allocate
* Required field
Expense Type *
Parking X v
Transaction Date ~ Business Purpose
11/25/2024 B Client Visit
Vendor Description Payment Type * |_ -1‘
Out-of-Pocket v i\
NP
Amount * Currenc y *
50.00 Us, Dollar (USD) X W Ctisk tg upload or drag and drop ﬁLe; to uptoad a nev{ receipt.
Valid file types for upload are .png, .jpg, .jpeg, .pdf, .tif or .tiff.
SMB limit per file,
j Personal Expense (do not reimburse) @ Add Receipt
Comment it 0/500
s

Save and Add Another Je=ILEN

Add Privately Owned Vehicle (POV) Mileage Expense

When the operation of a POV is required for business use, you may expense the
miles within Concur. The GSA rates are pre-loaded into Concur, so reimbursements
are automatically calculated based on the miles entered.

To add Personal Car Mileage:

1.

2.
3.

Click the Add Expense Button in the middle of the screen (in the blue letters).
The “Add Expense to Report” screen will display.

Scroll down and select Personal Car Mileage expense type. The “Personal Car
Mileage expense screen” will appear.

Enter the Transaction Date which is the date of the local travel. *If you combine
multiple days’ worth of miles in this expense, enter the transaction date of the first
day of travel.

Enter the Business Purpose to note if the travel is for multiple dates (l.e. For the
week of 12/1/24-12/6/24). This is not a required field.

For the Distance field you can either 1) enter the miles captured from the vehicle
speedometer or 2) use the Mileage Calculator to bring up a map.
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« If you are entering miles captured from your speedometer or your mileage

records:

> Enter the From Location — This can be an exact address or a city. For
example, San Francisco, CA.

> Enter the To Location — This can be an exact address or a city. For example,
San Francisco, CA.

> Enter the miles in the Distance field.

> Then hit the Tab key on your computer, and the system will automatically
calculate the Amount based on the GSA rate pre-loaded in Concur.

> When complete, choose the Save Expense button on the top right of the

screen.
New Expense Cancel
Show Receipt
Details Itemizations

£ Mileage Calculator (% Allocate
* Required field

Expense Type * Transaction Date * Business Purpose

Personal Car Mileage X v 11/25/2024 B Week of 11/27/24-12/1/24
From Location * To Location * Payment Type

San Francisco, CA Manteca, ca Out-of-Pocket
Distance * Amount * Currency Reimbursement Rates

110 73.70 US, Dollar (USD) USD 0.67 per mile

Save and Add Another [lle=TI]

- If you are using the Mileage Calculator to determine your distance/miles:

> Enter the Transaction Date.
> Click on the Mileage Calculator link at the top of the screen (in blue font).

New Expense Cancel
Show Receipt
Details. Itemizations
£ Mileage Calculator (% Allocate
* Required field
Expense Type * Transaction Date * Business Purpose
Personal Car Mileage X v 11/25/2024 B
From Location * To Location * Payment Type
Out-of-Pocket
Distance * Amount * Currency Reimbursement Rates
0 0.00 US, Dollar (USD) HSD.0-6:penimila

Save and Add Another eI
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The mileage calculator will appear.

Select either Calculate Route or Make Round Trip.

vV VvV VvV VvV

The distance & amount are automatically calculated and added
expense entry. The Expense screen will display.

button on the top right of the screen.

Mileage Calculator x
Hohnert Park ¢ ' Sy 1)
TR T o NN @ v - 2
oL nom: )
Waypoints Map I ['g) ) Galt ®) (9]
eaanimale] @ Fairfield o)
@ san Francisco, CA, USA } J6.a Ml (27), @ '®) O C Vﬂ"E_Y Springs
[CJPersonal (1) (z) Lodi (eD)] @®
@ Manteca, cA, USA Novato Vallejo
_— Point|Reyes o (eg) Angels
@ National, (25)
| Seashore Martinez (a) ANTOCh
Calculate Route Make Round Tri fael Concord Copperopolis
P Sen Rafael, Stockton s
B Richmond Brentwood @
Directions o) Walnut Creek Q (a) N
Berkeley Mt Diablo
Suggested routes’ i %
1-580 E 76.5 mi. About 1 hour 17 mins Fthe /f % Mountain ‘Marfeca Escalon
Faralj S Fi N, V.
1-880 S and 1-580 E 81.7 mi. About 1 hour 22 mins ones an Francisco . San Ramon House gt . Oakdale
CA-4 E 88.4 mi. About 1 hour 39 mins @_"\\\ L 115y mpgg"da Riverbank
; Daly City Hayr'\’m;;d_‘ ~ . “Livermore & 5]
5911 US-101, San Francisco, CA 94103, USA (%) Modesto ]
76.5 mi. About 1 hour 17 mins Ceres
1. Head south on 5 Van Ness Ave toward 12th 0.4 mi San Mateo Fremont &)
St g
. . i~ Redwood City ool Turlock
¥ 2. Tumright onto the US-101 Srampto I-80 0.2 mi o = Petterson;
1/ Palo Alto iloi 130)
E/Oakland/San Jose (35) » Milpitas. o) Delhi
Mountain: skl Crows Bvingstor
3. Continue onto US-101 S/Central Fwy 0.4 mi lew: sanJ Landing :
250, n
#] 4. Take the exit onto |-80 E toward Bay Brg/ 7.5 mi Zp -oan Jose Newman == (1a0)
Oakland & TR
9 Gustine —
Ot 3 TOTAL PERSONAL = TOTAL BUSINESS Los Gatos
) Deduct Commute & s
0.0 MI 76.4 Ml Co gle O Henmy W Kapboard shorteuts  Map data ©2024 Google_ Terms_ Reoorta map error

Enter your Waypoints. You can add as many locations as you need.

Click the Add Mileage to Expense button on the bottom right of the screen.

to the

When you have completed entering the expense, click the Save Expense

Add Mileage to Expense ‘Cancel

Add Tolls/Road Charges Expense

1. Click the Add Expense Button in the middle of the screen (in the blue letters).

2. The Add Expense to Report screen will display.

expense screen will appear.

Scroll down and select Tolls/[Road Charges expense type. The Tolls/Road Charges

Enter the Transaction Date of the Tolls/Road Charges expense. *If you are using

the toll invoice for multiple dates, enter the transaction date of the first day of

travel.
Enter the Business Purpose (not required).
Enter the expense Amount.

Add a receipt image by selecting Add Receipt.
« This will bring you to the Attach Receipt screen.
+ Select Upload New Receipt.

« This will bring you to your computer files. Select the receipt image that you

saved to your computer files.
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8. When the expense is complete, click the Save Expense button at the top right-
hand of the expense screen.

New Expense Cancel
Hide Receipt
Details Itemizations Receipt
@ Allocate
* Required field
Expense Type *
Tolls/Road Charges X v
Transaction Date * Business Purpose
11/25/2024 B Visitto clients
Vendor Description Payment Type * |- -T
out-of-Pocket v T W
ST
N/
Amount * Currency *
lick t d or di drop files t load ipt.
45.00 US, Dollar (USD) X v Click to upload or drag and drop les to upload a new recel_pt
Valid file types for upload are .png, .jpg, .jpeg, .pdf, .tif or tiff
5MB limit per file.
D Personal Expense (do not reimburse) @ Add Receipt
Comment 0/500

Step 4: Address all Alerts on the Report

Before submitting your expense report, address all warning and exception messages
for your expenses.

To read the exception text, click the red or yellow alert icon on the expense report
home page or click on the expense line item and view the Alerts section at the top of
the page.

e Red Exceptions — Any warning messages with a red error symbol require you
to solve an issue. You cannot submit your expense report until the error is
corrected.

* Orange Exceptions — Any warning messages with an orange symbol give
advice or policy guidance. You will be able to submit your expense report, but
it may be returned for correction.

Alerts: 4
[al] @1 A3
Expense Hotel 05/11/2023 $1,200.00

A\ This itemized entry has sub-entries with one or more exceptions. View

Itemization Incidentals 05/11/2023 $123.00

A\ Warning: You have checked the 'Personal Expense' box. You will not get reimbursed for this claim. View
Expense Hotel 05/10/2023 $1,000.00

€) Iltemizations are required for this entry. View

A\ You must attach a receipt image to this expense. View
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Step 5: Submitting Your Expense Report

Once all your expenses have been added, receipt images have been attached, and
alerts have been addressed, it's time to submit the expense report.

To submit your expense report:

1.  On your expense report home page, select Submit Report on the right side of the
screen.

2. Review the User Electronic Agreement and then click Accept & Continue.

SAP Concur Expens{ User Electronic Agreement X ] ® A

Manage Expenses Process R gy clicking on the 'Accept & Submit' button, | certify that:
1. This is a true and accurate accounting of expenses incurred to accomplish official business for the Company

and there are no expenses claimed as reimbursable which relate to personal or unallowable expenses.

| o Alerts: 4 2. Allrequired receipt images have been attached to this report. 5ol

3. | have not received, nor will | receive, reimbursement from any other source(s) for the expenses claimed. [

. 4. In the event of overpayment or if payment is received from another source for any portion of the expenses p =
FUSIOI"I conferen claimed | assume responsibility for repaying the Company in full for those expenses. Copy Report Jjj Submit Report
1

Not Submitted | Report Number: /

Report Details v  Print/Share v View Available Receipts &
Add Expense m @ l ———
Cancel Accept & Continue

3. Review the Report Totals screen and then select Submit Report.

Once submitted, the expense report is automatically routed to your monitor for
approval. The monitor will receive an email notification from Concur regarding the
expense report needing approval. The secondary monitor will also receive an email
regarding the expense report that needs approval.

Note: The monitor has 7 days to approve the expense report. The report will be
returned to you if it is not approved within 7 days. Please submit the report again.

Note: If you submit your report prematurely or need to correct something before
your manager approves it, you can re-open it and select Recall Report in the upper
right corner. This will return the report to open status for correction.
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Appendix B: Locating the Request ID to Book Travel

1. From the Manage Requests page, select the approved Request.

Manage Requests

View: Active Requests v

San Diego, Ca 10/20-10/23/24 San Diego, CA 10/13/24-10/16/24
10/20/2024 | 336D 10/16/2024 | 3367
$1,250.00 $1,351.00

=

Sent Back to Employee

2. The 4-digit RequestID is listed at the top of the page under the Request name. It
is a combination of letters and numbers.

San Diego, CA 10/13/24-10/16/24 $1,351.00

Approved | Request ID: 3367

Request Details v Print/Share v Attachments v Manage Travel Allowance v

CASH ADVANCES: 1 REPORTS: 1
Amount Amount Remaining
$850.85 $1,351.00 $1,351.00

EXPECTED EXPENSES
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