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Signing into SAP Concur
1. Visit http://www.concursolutions.com/
2. To sign into SAP Concur, on the Sign-in screen, enter your
email address, and then click Next.

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.

E57 concur @ English (US) v

Sign In

Username, verified email address, or SSO code

[ajensen@gmail.com

Service Status (North America)

Cookie Preferences © Copyright 2024 - SAP Concur - All Rights Reserved

3. Enter your password.
a. If this is your initial login to SAP Concur, you will enter the
temporary password provided to you.
4. After you enter your password, select Sign In.
5. You must set up two-factor authentication, on your mobile
device and/or computer, to continue signing in. Use any
authenticator app, such as Microsoft.


http://www.concursolutions.com/
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a. To add your SAP Concur to
your authenticator app, Sign In
scan the QR code on the
Sign_in pdge Wlth your Set Up Two-factor Authentication
mobile device. - o<l

b. If you can’t scan the QR
code, select Setup
manually with a key link.

6. Copy the six-digit code
generated from the app into the
Authentication Code field, and
select Sign In.

traveler@t00572058kgy.com.uat

Google Authenticator) to scan the QR code below

Can't scan the QR code?

Set ug

Set Up Two-factor Authentication

You must set up two-factor authentication to continue sign-in
Use your authenticator app (such as Microsoft Authenticator or
Google Authenticator) to scan the QR code below

&

Can't scan the QR code?

Set up manually with a key

Concur Home Page Update

Note: This training guide has been crafted using the updated
home page design. Users have the option to switch to the new
home page now by following the instructions provided below.
Please note, that starting January 2025, the switch to the new
design will be automatic for all users.
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From the top of the home page, click Learn More.

f Explore our newly redesigned home page.

ET” Concur  Home v

+ 00 03
New Required Authorization
ew Approvals Requests
Trip Search Alerts
& Booking for myself | Book for a guest © You havent signed up to receive e-receipts.@ Sign up here
X_@ 8 = R/ Company Notes

Flying out soon? Include a hotel.
i e RicAN
Always book a hotel with your flight for all overnight % BUSINESS

trips to drive company savings, improve traveler
security and ear hotel loyalty points.

Mixed Flight/Train Search

Round Trip One Way Multi City
From © My Tasks

Departure city, airport or train station

Find an aport | Seect i arpos
L) Required > Available
Arrival city, airport or train station Approvals Expenses

Find an aport | Select multiple arpors

GLOBAL Welcome to American Express
TRAVEL Global Business Travel

= -

00 02 00
Available Open Cash
Expenses Reports Advances

Read More

-> m Open Reports ->

2. Click Enable.

. What's New?

| Book ft

Welcome to the new home page

and experience.
n? Incl

Ith your fiig
y savings, il
[ hotel loy.

Close

Try out the updated home page with a streamlined layout and enhanced features to improve your productivity

Search
[

02

Open
Reports
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3. The new home page has been enabled and can be switched
back by taking the same steps listed above.

Home v

E5 concur

:

& Booking for myself | Book for a guest

X8 A = 8

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 eam hotel loyalty points.

Available

Required 0
Expenses

Approvals

Authorization
v 3

Requests

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

Company Notes

GLOBAL
Freal BUSINESS
TRAVEL

Welcome to American Express
Global Business Travel

[J  OpenReports 2

Available Expenses Reports (2) 4+  SeeAl
Mixed Flight/Train Search test request - allocations $701.00

Read More

Approvals




SAP® CONCUR®

Exploring the Home Page

AP ncur  Home v AH
Concu O]

Required Authorization Available
0 3 O

B" Approvals v Requests Expenses Open Reports

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

Company Notes N\

& Booking for myself | Book for a guest "":

A GLOBAL i N
X8 B = 8 BUoiEss Welcome tt_) American Express r
— TRAVEL Global Business Travel A

Flying out soon? Include a hotel.

Read More
Always book a hotel with your flight for all overnight
trips to drive company savings, improve traveler
security and earn hotel loyalty points.
Available Expenses Reports (2) +  SeeAll Requests (3) +
Mixed Flight/Train Search test request - allocations $701.00 test car mileage $71.02
One Way Mutt City September 24, 2024 November 1, 2024
Request 333W
From @ O Alert
Departure city, airport or train station
Fnd an sport | Saectmipls srpors testah2 $659.00
To @ Test no request $30.00 September 30, 2024
Arival ciy, aiportor tain staion No Available Expenses September 20, 2024 Request 3337
Findana z or ,
When you have available expenses, you'll
see them here TEST OVERLIMIT $350.00
m September 23, 2024
Request 3344
Show More

Section Description

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

2. Create Button/Quick Create Requests, Cash Advances,

Access Tasks Expense Reports, & enter Travel

Reservations by clicking Create. View
any Authorization Requests, Cash
Advance, Trips, Available Expenses,
and Open Reports.
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3. Trip Search Search and book airfare, hotel and car
rental from this section.
4. Company Notes Traveler Information including contact

and link information to Amex GBT, as
well as links to training materials and
user support contact information.

5. Activity Cards Browse open items such as Available
Expenses, Reports, and Requests.
6. Help Section Get assistance, product resources,

and access the SAP Concur
Community.

7. Profilelcon Denoted with your initials, here you
can go to Profile Settings or Sign Out

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 important areas of the profile to update, we
highly encourage you to add as much information as possible to
each profile section.

1. The profile is available by clicking @ |(a4)
the profile icon and choosing & Allison Hammond |
PrOfiIe settings_ | 23 Act as Another User v

2. Verify or add information to the \ 168 Profic setings

. (') Sign Out
following areas:
entals, and Hotel Reservations to ensure your credit
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Personal Information
Navigate to Profile > Profile Settings > Your Information > Personal

Information Your Information

a) Verify your personal information
is correct.

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

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact

] Credit Cards
Company Information

Profile > Profile Settings > Your Information
>Company Information

c) Verify your employee ID, Manager and Employee

Position/Title are correct.

*If there is a discrepancy in Personal or Company information,
please reach out to concursupport@newsolutions.org. This
information is imported to Concur nightly from EMS and can't be
manually altered in Concur.

Contact Information
Navigate to Profile > Profile Settings > Your Information > Contact
Information
d) A home or work phone number must be entered.
e) Mobile phone is required, but you must select the
country/region from the drop-down.

Email Addresses
Navigate to Profile > Profile Settings > Your Information > Email
Addresses


mailto:concursupport@newsolutions.org
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f) 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 Add an email address.
2. Enter email address.

3. Click OK.

4. Next, 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?

1 would like to have someone arrange travel or delegate expense on my behalf, what do | need to do?

L

(® Add an email address

Email Address Verification Status Verify Contact? Actions
Email 1 allison.hammond@lyndon-group.com Not Verified Verify Yes
Enter email address Contact for Travel Non’ﬁca(ioné\. A Verify OK | Cancel
\/ H | Oves ®no L
5. An email will be sent with a verification code.
Copy the code and place it in the Enter Code
box.
6. Click OK.
(® Add an email address
Email Address Verification Status Verify Contact? Actions
Email 1 allison.hammond@lyndon-group.com Not Verified Verify Yes
Email 2 test.test@test.com @ Check email for code Resend | Cancel No & jm

Enter Code
\-/

a

10
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Credit Cards
Navigate to Profile > Profile Settings > Your Information > Credit
Cards
g) 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 tool.
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.
3. Click Save. Your credit card information has
now been saved and is encrypted for security.

[ ] [ ] Add a Credit Card

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

Add a Credit Card * Required

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 *
u Allison Hammond

Card Type * Credit Card Number * Expiration Date *
v 9 v 2024 v

Use this card as the default card for:
|:\ Plane Tickets |:| Rail Tickets |1| Car Rentals Hotel Reservations

Billing Address

Travel Settings

Navigate to Profile > Profile Settings > Travel Settings

h) Add any identification information, accommodation
preferences, frequent traveler programs, TSA Secure
Flight, and passport information. Even if fields aren’t
required, we suggest adding as much information as
possible.

1
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Bank Information
Important:. If you have an update to your banking details, please
update in both ADP and your Concur Profile.
Navigate to Profile > Profile Settings > Expense Settings > Bank
Information
i) 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 1 authorize the use requirement
below checkbox.
3. Next, click Save

Bank Information

sssssssssss

E-Receipt Activation
Navigate to Profile > Profile Settings > Other Settings > E-Receipt
Activation

j) 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.

12



SAP® CONCUR®

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 en«'a 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 t E-Receipt Activation | partners you have connected to your SAP
Concur accoy rtner’s individual listing. For more information,

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

By enrolling in travel partner integrations, you will enable e-receipts functionality generally within your
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
connection with SAP Concur services, including air, rail, hotel, car rental, and other ground
transportation suppliers, and you authorize such participating travel partners and their respective
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
you and your travel plans with participating travel partners, which might include your name, travel

c

Travel, Conference, & Training Requests &7 Coneur  Home v

All travel, conferences, and training are to be
approved by creating a Request before
booking or purchase.

=k HET Y |

=

Creating a Request B T
1. To book travel or attend a ~Na L T
conference/training you will first need to
create a Request. & |
a. From the Home Page, select the P —
Create drop-down. Start a Report
b. Click Start Request. Cash Advance
c. Enter all the required information Enier Reseaton s | Book for a guest
denoted with a red asterisk *.

13
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1. Request Name should always be City, State, and
the dates of travel.
d. When complete, click Create Request.

i 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 B
Business Purpose * 10/500 ADP Associate ID 1 Position ID 2
Conference - hammonda - EXTERNAL X v
€y Funder Program 3 carma 4
(IND) General and Administrative X v (0998) Unallocated Pool X v
Site 5
(998) Unallocated Pool X v
Cash Advance Policy Fixed Limit Amount
S
e. Create your travel allowance.
Adding Travel Allowance San Diego, CA 11/11/24-11/14/24 &
. . ot Submitted | Request ID: 334L
A” tereIers are entltled tO a dCIIly O”OWGnCG, NR:qSues(D:ailsv qPrinl/tSharev Attachments v || Manage Travel Allowance v |
also known as Per Diem, to cover travel EXPECTED EXPENSES
expenses, such as lodging, meals, and
incidentals.

1. From the Expected Expenses page, select the
Manage Travel Allowance drop-down.
2. Select Travel Allowance.
3. Select the locations, dates, and times of your
travel.
e Times are required but irrelevant. For ease
of use, enter 8:00 am start time and 10:00
pm end time.
4. Select Next.

14
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Travel Allowance
Itinerary
San Diego, CA 11/11/24-11/14/24 (] petailed itinerary @ () without overnight @
Start Location * Start Date * Start Time *
O San Francisco, California v 10/07/2024 (] 5:35 AM o
<+ Add Destination
Arrival Location *
© San Diego, California v
<+ Add Destination
End Location * End Date * End Time *
® San Francisco, California v 10/09/2024 8 [5:36 PM (D]
Next: Adjust your travel aLLowanclw Cancel

5. Declare any Included meals you received on this
trip or completely exclude meals for the day if

needed. This will reduce your daily allowance.
6. 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
Date/Location Exclude Day Breakfast Lunch Dinner Lodging Allowance Limit @ Reimbursement Amount @

All Days

Dates: 3 [—] U O L

Mon, 10/14/2024

San Diego, UNITED ) v O O $199.00 $42.50
STATES @
Tue, 10/15/2024 ) o )
San Diego, UNITED O O ) O $199.00 $86.00
STATES @
Wed, 10/16/2024 ) o )
San Diego, UNITED O O L) O $0.00 $64.50
STATES @

Total: $398.00 Total: $193.00

Back W Cancel

f. Next, enter all expected expenses.

15
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Entering Expected Expenses
Before adding your expected expenses, please visit the travel
booking tool to obtain estimates for airfare, hotel, car rental, and
train.

1. Click the blue Add button.

2. Select from the available expense types.

E” Concur  Requests v

\/ Add expected expenses and/or travel plans X
Manage Requests Process Requests

[ Search by expense type, category, description Q Collapse All Sections
Home / Requests / Manage Requests / test

v 01. Travel

test @ Air Ticket

Not Submitted | Request ID: 334P Car Rental

- 5 Hotel Reservation
Request Details v Print/Share v  Attachments

v 02. Transportation

EXPECTED EXPENSES Fuel (For rental cars only)
m ‘ Ground Transportation Total Trip(Taxi, Lyft, Uber, Subway)
o Parking
\./ Personal Car Mileage
Train (Amtrak)
v 06. Other

Seminar/Course Fees

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.

4. Click Save

g. Enter your cash advance request.

16
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Adding a Cash Advance
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.

Home / Requests / Manage Requests / San Diego, CA 11/11/24-11/14/24

San Diego, CA 11/11/24-11/14/24 $1,851.00
Not Submitted | Request ID: 334L

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

Edit Request Header

Request Timeline

) . el Details|T
Audit Trail
Linked Add-ons al cars only)
Add Cash Advance
W
Hotel Reservation San Diego, California
L i i liforni

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

San Diego, CA 11/11/24-11/14/24 $1,851.00 ©
Not Submitted | Request ID: 334L

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

CASH ADVANCES: 1

Amount

$1,275.85

EXPECTED EXPENSES

O Expense typelT Details|T

O Fuel (For rental cars only)

17
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3. When all expected expenses are added, click Submit

Request.

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

Not Submitted | Request ID: 334L

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

()  Expense typelf Details T

O Fuel (For rental cars only)

O Parking
Hotel Reservation San Diego, California
O Car Rental San Diego, California - San Diego, California
O Air Ticket San Francisco (SFO) - San Diego (NKX) : Round Trip

Copy Request Submit Request

Datel* Amount|T Requested|T
11/14/2024 $50.00 $50.00
11/11/2024 $100.00 $100.00
11/11/2024 $900.00 $900.00
11/11/2024 $150.00 $150.00
11/11/2024 $350.00 $350.00

$1,550.00

Once the Request is approved, you can move forward with
booking travel via the Concur Travel Booking Tool.

Closing a Request

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

a. Click on the Request

b. Select the More Actions
dropdown menu.

c. Select Close Request.

18

4 31,550.00 Create Expense

—

Copy Request
Cancel Request

‘ Close Request

hils LT Datel® Amount!T Requ]
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Booking Travel

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

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

Trip Search

& Booking for myself | Book for a guest

X2 A m 8

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.

Note: Please keep in mind 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.

Booking a Flight

From the SAP Concur home page, use the Flight 4 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
Car &= Search tabs, respectively.
1. Select one of the following flight options.
e Round Trip

the Hotel = and

e One Way

Mixed Flight/Train Search

e Multi City

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 will
automatically search for a match.

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 ~ Moming v +3 v v
Return @ =

v

(5 mm/ddlyyy; depart ~ Moming v +3 v

19
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Note: Use the Find an airport and select multiple airports links
as needed.

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

1. Use the remaining fields in this section to
define the appropriate time range for the
flight.

2. 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 see/reserve
nonstop flights.

24 hour range refresh graph

SSYIIIIE SSYYIIEIEIT SSYSISIIIE SSYSEEIIIT .
12:00 am Noon 11:59 pm

Return @
[7]10/09/2024 depart ~ Moming v 3 v ¥
24 hour range refresh graph

I I

I 1 1
12:00 am Noon 11:59 pm

Notes:

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

e 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.

e If you change locations or dates, click refresh graph for
more data.

20
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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.

Choose if you want to search
by Schedule or Price.

When complete, click Search.
. View flights on Shop by Fares

tab or the Shop by Schedule
tab.

o

» X8

$358.58

mark next to the fare.

Rule Triggered page.

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

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')

Los Angeles, CA

Only show results containing:

e Flights that are within the policy will have a green check

e Flights that have an orange triangle warning next to the
fare have triggered a policy rule.
e If you choose an out-of-policy fare, fill out the Travel

Travel Rule Triggered

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

annlicable. This reason annlies to this entire trin

i-- Please Choose a Reason -- i

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

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

21
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8. Choose the flight by clicking the blue Select button.

Delta Main Cabin Refundable Main Ca...
A\ 09:33av SFO - 1105av LAX Nonstop  1h32m :236.36 $315.14

A\ 07:00av LAX - 08:27av SFO Nonstop 1h 27m
-

More fares/details v

9. Review the flight(s) on the Review and Reserve Flight page.
e Enter Traveler Information
e Select Seats
e 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 booking a
rental car or a hotel separately see Booking a Car and/or
Booking a Hotel in this document.
11. Review the Travel Details page (Itinerary), then click Next.

Travel Details

Trip Summary

@ Finalize Trip Trip Overview
::t\::re:\:i:rla"\::’l:;::s 1 V\{ant to... Trip Name: Trip from San Francisco to Los Angeles (a1 Add to your ltinerary
Submit Trip Confirmation ?‘/;v(a”‘\’:(r:';ry Start Date: October 14, 2024 @ . @ -

End Date: October 16, 2024

Created: October 09, 2024, Allison Hammond (Modified:
October 09, 2024)

Description: (No Descripti
Agency Record Locator: CHEMLT

Booked outside Concur? Enter your trip
manually OF connect with Tripit

Passengers: Allison Hammond
Total Estimated Cost: $232.75 USD (Details)

0 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 al 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
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In the Trip Overview section:
e Review the information for accuracy.
e In the |l want to section, print, or email your itinerary as
appropriate.
e In the Add to your Itinerary section, add a car, hotel, Wi-
Fi, etc., as needed.
In the Flight section:
o Verify the information for accuracy.
e Click Select Seats or Change Seats to select or change
your seat option (depending on the airline).
e Review all the Total Estimated Cost section.
12.Review the Trip Booking Information Page, then click Next.
e Enter additional information about your trip.
e Enter or modify the trip name.
e Enter a trip description.
e Indicate if anyone else, besides you, should receive the
initial confirmation email.

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 (OPlain-text

Request ID [Required]

Z

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

1.

e Enter the 4-digit Request ID*

*This is required. You will not be able to book travel without
first submitting a Request and entering the Request ID.
e 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.

Trip Search

the Car &= tab. & Booking for myself | Book for a guest
Enter your P.|ck-up and Drop-off X8 8 = 8
dates and times.
In the Pick-up car at section, select Car Search

either:
e Airport terminal, and then type the
city or airport code.
o Off-airport, and then enter (or
search for) the location.
Select the Return car to another
location check box, if needed.
To see additional search preferences,
click More Search Options.
e Select the Car Type.
e Select smoking or non-smoking.
e Select the preferred vendors.
Click Search.
Review the search result and choose the
vehicle by clicking the blue price button.

24

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

Pick-up car at
@ Airport Terminal ) Off-Airport
Please enter an airport.

LAX - Los Angeles Intl Airport - Los Angeles, CA

C] Return car to another location

W More Search Options

Car Type (Select up to 3)

Smoking

Non-smoking v

Preferred Car Vendors

Any Vendor
(JAtamo*
DAvis*

(D Budget*

No vendors in profile.

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

*Indicates major vendor.
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A

e If atravel rule is triggered, an orange triangle warning

Total cost@®

will appear.

e If you choose an out-of-policy fare, fill out the Travel

Location details

Rule Triggered page.

| Travel Rule Triggered Xl

This car is not in pli 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.

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

The ing rules- were pr d but not chosen:

Dollar Rent A Car $55.37 daily rate Quoted, not guaranteed

dg"g; +_Other: Rate Special Special Automatic transmission Air conditioning

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 and click Next.

10. On the Trip Confirmation page, review your trip details, click
Confirm Booking, and click Save.
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Booking a Hotel
If you require a hotel but not airfare, click
the Hotel |==ltab.
1. Enter the Check=-in and Check-out
Dates.

Trip Search

& Booking for myself | Book for a guest

X3 8 ;W 8

2. Enter the search radius.

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

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 C y/Region to get a list of ions or
States)

United States (US) v
State/Province @

California (CA) v
Location

Los Angeles -- Los Angeles County v

Lodging Rate Meals Rate Incidentals Rate
$191 $81 $5

Check-in Date  Check-out Date
10/07/2024 [7]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')

LA

Only show results containing:

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

select the room.
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4. Embassy Suites Hotel LAX South $172

1440 E Imperial Ave, El Segundo, CA 90245 Map it

E-Receipt Enabled Hotel details

©0.82 miles

Room Options

Amex Gbt Hilton -honors Limite - 2 Room Suite-1 King Bed Wifi Avl-sleeper Sofa-microwave-
refrigerator (Sabre) o $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) (V) $178
Rules and cancellation policy

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

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

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

Travel Rule Triggered &l

This hotel is not in

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,
Point: SA

6. From the Review and Reserve Hotel page:
e Review or modify any information.
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e Select the method of payment.

e Review and accept the rate details and cancellation

policy.

e Select the | agree to the hotel’s rate rules, restrictions,

and cancellation policy checkbox.
Click Reserve Hotel and Continue.
7. Look over your Travel Details page.

Expense Reports

Creating an Expense Report from an Approved
Request

To create a new expense report from the
Expense Application:

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

a. From the Home Page, select the
Create drop-down.
b. Select Start a Report.

Start a Request

Start a Report

Cash Advance

Enter Reservation

elf | Book for a gue

c. From the top of the Report Header, select Create From

an Approved Request.
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nse v ( Create From an Approved Request? X 1 ®
Create New Report
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
((Create From an Approved Request ]
@ Report Name * @ Report Date * | Goback | DI Beqles 0/500 ADP Position ID 1
10/10/2024 8 643YLIO9Y
£ position ID 2
1US000712
Funder 3 CQMmA 4  Site 5
ACS (0129) NRCS ACES (001) ACES Alabama
Comment 0/500
Z
Travel Allowance
Select if you have travel and require lodging, meals, or incidental travel
allowances.
Next: Create report and add itinerary details for your travel allowances

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

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

3. 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:
1. Once the Request has been approved you can create an
Expense Report with the expected expenses.
a. Click on the approved Request.
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b. Click Create Expense Report.

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

Approved | Request ID: 333T

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

REPORTS: 2

Amount Remaining

$1,101.00 $659.00

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

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

3. 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

In the following example, you will see how to add or remove an

test lodging $470.00

Not Submitted | Report Number: JENAZR

approved cash advance.

1. On the SAP Concur home
page, in the Open Reports
section, select the report to
which you want to
add/remove the cash
advance.

2. From the Report Details
drop-down, select Manage
Cash Advances.

Report

Report Header

Report Totals
Report Timeline
Audit Trail
Allocation Summary

Linked Add-ons

Manage Requests

Manage Cash Advances

Report Details v ' Print/Share v = Manage Receipts v
—_

eiptlT Payment TypelT

T Out-of-Pocket

Ir

Travel Allowance v

Expense TypelT

Lodging

3. On the Cash Advances page, select Add and select the
check box for the cash advance you want to add.
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4. Select Add To Report, or

P—— | ——-1
) Cash Advance Namet= Date Issued|T Foreign Amount | Exchange Rate [t Amount|T BalancelT
Cash Advance X
E Trip to Seattle 07/03/2023 $2,000.00 $1.00000000 $2,000.00 $2,000.00
Available: 1
m ‘ — [=1W| Add To Report
|

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

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

Cash Advances X
Available: 0
o
) Cash Advance Name1= Foreign Amount|T Exchange RatelT Amount|T BalancelT
Created by Admin $300.00 $1.00000000 $300.00 $0.00 Remove

6. After the cash advance is added to 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 menu and
select Expense.
2. Select Cash Advance. The Active Cash Advances are
displayed.
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Manage Expenses View Transactions Cash Advances

Cash Advances

View: Active Cash Advances WV

Trip to Detroit Trip to Seattle
07/04/2023 06/30/2023
$3,500.00 $2,000.00
Submitted Balance

$2,000.00

Issued

Pending Approval
William Never

3. Select the appropriate cash advance.

4. Select Recdll.

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.

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

Trip to Detroit| @ CON sove | suomi |
07/04/2023

Cash Advance Timeline  Audit Trail  Manage Attachments
Details
* Required field

Trip to Detroit 3,500.00 US, Dollar v

Business Conference
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Adding Additional Expenses to an Expense Report
From your open expense report:
1. Select the blue Add Expense button on the left side of
the screen.
2. On the new window that appears, select from:

a. + Create New Expense - You will see a list of all
available expense types. Recently used expense
types will appear at the top of the list. Either search
for the Expense Type name using the Search Feld
or scroll to Find and select the expense type that
best classifies the transaction.

b. Available Expenses — All expenses here have been
emailed to your profile, added via the Mobile App,
or uploaded from your computer.

3. Complete all required Fields denoted by a red asterisk.

4. Select Save Expense (if you only have one out-of-
pocket expense to enter) or Save and Add Another (if
you have additional expenses to enter).
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Details Itemizations

@5 Allocate

* Required field

Expense Type *

Parking X v
Transaction Date * Business Purpose
10/16/2024 (=]
Vendor Description Payment Type *
Out-of-Pocket v
Amount * Currenc; y
US, Dollar (USD) X v

Commen! it 0/500

Save and Add Another [eEL TS

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.

. e
2. Select Upload New Receipt.
Once attached the receipt image will Clckto upload o drag and drop fls o upload a new recep.

Valid file types for upload are .png, .jpg, .jpeg, .pdf, .tif or .tiff.
5MB limit per file.

appear on the right side of the screen. If

Attach Receipt X

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 sorteyy

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.

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.
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*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 CA 11/11/24-11/

summary where you will see all umber: 95PHRP

transactions.

lare v Manage Receipts v = Travel All

2. Select the Manage Receipts drop-down

Manage Attachments [

menu. l Missing Receipt Declaration ]I
3. Select Missing Receipt Declaration and i
select the expense for which you need to Out-of-Pocket
use the declaration. Only expenses greater
than $25 will appear on the list.
4. Select Accept & Create.
Create Receipt Declaration X

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 TypelT VendorlT 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
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Back on the expense report summary screen, all expenses
with a declaration will have a stamp icon in the receipt
column.

Additional Expense Report Actions

Itemization

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

Note: NEW Solutions uses Concurs Expenselt technology. This
means 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.

. To itemize an expense, in your expense report, select the
expense to open the expense details.
2. Select the Itemizations tab.

SAP Concur Expense ~ ® A

Manage Expenses Card Transactions Cash Advances

Office Supplies/Software $298.00 ([ B2

10/02/2023 Office Warehouse

-

Details Itemizations Hide Receipt

@ Allocate Q ‘ c

* Required field

Expense Type *

Office Supplies/Software v
Transaction Date * Business Purpose

— RECEIPT
Enter Vendor Name City of Purchase

Office Warehouse Seattle, Washington X v
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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 Itemizations tab.

SAP Concur Expense ~ ® A

Manage Expenses Card Transactions Cash Advances

Office Supplies/Software $298.00

10/02/2023 Office Warehouse

Details | Itemizations Hide Receipt [5:

Amount

$298.00

Create Itemization ‘

Itemized Remaining

$0.00 $298.00 ) C

[:[ 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.

7. Continue itemizing the expense until the Remaining
amount is $0.00.

»
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Office Supplies/Software $298.00 [ save Expense |
2/202: ffice Warehouse
Details Itemizations Hide Receipt
[
Amount ltemized o Remaining
$298.00 $298.00 $0.00 Q | C
Datet* Expense Typell Requested|f
10/02/2023 Office Supplies/Software $280.00 R E C E I PT
10/02/2023 Office Supplies/Software $000
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 Expense
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.

4. click Create Report.

Create New Report X

Create From an Approved Request

* Required field

Report Name * Report Date Business Purpose * 10/500 ADP Position ID 1
San Diego, CA 11/11/24-11/14/24 10/03/2024 (S] Conference - hammonda
O >osition 10 * 2
EXTERNAL X v
Funder * 3 cama* 4 site*
(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 trave

@) Yes, | require Travel Allowance

) No, I do not require Travel Allowance

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

cancet| (29
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To Allocate a single expense:

1. Open the expense line item on your report and select
the Allocate link under the Details tab. This will open a
separate allocate screen.

2. On this page, you can allocate by Percent or Amount.
Once you make your allocation type selection (i.e.,
percent or amount), click the blue Add button.

3. Fill in the Fields that you wish to allocate to.

4. Once populated, select Save.

5. Back on the allocation screen, you can adjust the
amount and select Save.

| . -
\ Add Allocation X

Allocat X

gcate -+ New Allocation % Favorite Allocations
Expenses: 1 $100.00

EXTERNAL X VI
=
Funder Program *
Amount (IND) General and Administrative X v
$100.00
cama*
Default Allocation
(0998) Unallocated Pool X v

Code Percent %

" ammonda-EXTERNAL-IND-0998-998 Site * 5 100
L/ (998) Unallocated Pool X v

K&
carce [0
No Allocations O/
Cancel

4

Adding Personal Car Mileage
To add Personal Car Mileage:
1. After creating your report, add the Personal Car Mileage
expense type.
2. Click Mileage Calculator.
3. Enter your Waypoints.
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4. There is an option to make this a round trip and to add
as many stops as you need.

5. When complete select Calculate Route.

6. The distance & amount are automatically calculated
and added to the expense entry.

7. Enter all the required expense information.

8. When complete, click Save Expense.

New Expense et
Sho
Details Itemiza tions
41| Mileage Calculator @ Allocate
* R
Expense Type * Transaction Date * Business Purpose
Personal Car Mileage 2
Mieage
From Location Th 0 Aveid Tois 0 avoie Hiswoys %
o Map S
o s
} — sz L
(R | 32 LR A Rl
=
L \GamEeE 0 o L
Distance* A== e
s
0 ™ =
e
........... o Indian
sssss M South S Ocean o,
Save and Add Another [N NN CUC
.......... B
+
........ _
Bedst & TOTALPERSONAL  TOTALBUSMESS | G
uct Commute oo 0.0MI L ok Mepbaardherevs oo dta €224 | Tema
it wiange 0 xporse B

Copying, Deleting, or Editing an Expense

On your expense report home page, you will see a few
additional actions that 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.
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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:

a. The original expense date is advanced by a day.

b. The expense-level comments from the original
expense dre copied to the new expense.

c. 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.

San Diego, CA 11/11/24-11/14/24 $343.00
Not Submitted | Report Number: 95PHRP

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

I O C B D

(m) Alerts|T Receipt|!T Payment TypelT Expense Typel®
A T Out-of-Pocket Parking
@ A 1' Out-of-Pocket Office Supplies/Software

To copy an expense report:
1. With the expense report open, select the blue Copy
Report button on the right side of the screen.
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2. Enter the New Report Name and the Starting Date

for the copied expenses.

3. Select Create New Report. Your new report is now

created and can be modified
needed.

and adjusted as

Copy Report

X

New Report Name *

* Required field

Copy: San Diego, CA 11/11/24-11/

v

Delete Report Copy Report | Submit Report

1} Starting date for copied expenses. (Previous Date 10/04/2024) * 0
10/04/2024 (]
eceip View Available Receipts
Cancel [eCEICH IR
A l \iew  Standard (V3

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.

Select the blue Delete button.

Confirm you want to delete the expense by selecting

Delete from Report.

Not Submitted | R:

Report Details v

San Diego, CA 11/11/24-11/14/24 $343.00

eport Number: 95PHRP

Print/Share v Manage Receipts v Travel Allowance v

View Available Receipts

Doooc
(w) Alerts|T Receiptl!T Payment TypelT Expense Typel® Vendor Details|T DatelT
' A 1‘ Out-of-Pocket Parking San Diego, California 10/04/2024

Requested [T

v

Deleting an entire expense report:

1.

With the expense report open, select Delete Report.
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2. Confirm you want to delete the expense report by
selecting Delete.

ET7 Concur  Expense v

- § ® AH
Confirm Delete X [
Manage Expenses Cash Advances Process Reports
A This report will be permanently deleted along with all manu-
& ally created expenses within it. Any itemizations, allocations,
© Alerts: 8 or travel iated with these ex- v

penses will also be permanently deleted.

san Diego, cA 11/11/24-11/“ Expenses from outside sources that cannot be deleted, such

as e-receipts or corporate card transactions, will be moved

Not Submitted | Report Number: 95PHRP to Available Expenses.
Report Details v Print/Share v Manage Receipts v Travel Allowan Do Not Delete M View Available Receipts
\ y
(ooven Jin Lo L o e SRR s
(W)  Alerts|f Receiptll Payment Typelf Expense Typel® Vendor Details|T DatelT Requested |
A {1 ! outof-Pocket Parking San Diego, Califormia 1010412024 $50.00  «o-

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 blue Edit button.
3. Once you are finished making any updates or
modification’s, select Save Expense.

San Diego, CA 11/11/24-11/14/24 $343.00

Not Submitted | Report Number: 95PHRP

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

Add Expense m Allocate

(m) Alerts|T Receipt{T Payment Typell Expense Typel® Vendor D|
A T Out-of-Pocket Parking San Diego,
A T : Out-of-Pocket Office Supplies/Software San Diego,
(%) Out-of-Pocket Daily Allowance (Incidentals) San Diego,

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.
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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.
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 11/11/24-11/14/24 $343.00
Not Submitted | Report Number: 95PHRP

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

Add Expense m Combine Expenses Iim

(m)  Alerts]T ReceiptlT Payment Typell Expensi [ New Report
a T Out-of-Pocket Parking| Available Expenses
A T Out-of-Pocket Office S Test
test ah2
O [x) Out-of-Pocket Daily All

test request - allocations

Reviewing and Resolving Exception Messages
Before submitting your expense report, ensure you 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.
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= Red Exceptions — Any warning messages
with a red error symbol require you to solve
an issue. You will not be able to 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

€) 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.
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 Naome, Business Purpose, Report

Date, Cost Center, etc. If you make a
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change, be sure to 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.

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

= 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.)

San Diego, CA 11/11/24-11/14/24 $343.00

Not Submitted | Report Number: 95PHRP

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

Report
Allocate Combine Expenses
[ Report Header

Report Totals eipt|T Payment TypelT Expense Typel®
Report Timeline T Out-of-Pocket Parking
Audit Trail N
1‘ Out-of-Pocket Office Supplies/Software

Allocation Summary
Report Payments Out-of-Pocket Daily Allowance (Incidentals)
Linked Add-ons

Out-of-Pocket Daily Allowance (Incidentals)
Manage Requests
Manage Cash Advances Out-of-Pocket Daily Allowance (Incidentals)
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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.
3. Review the Report Totals screen and then select Submit
Report.
Once submitted, the expense report is automatically routed to
your monitor for approval.
Note: In the event you submit your report prematurely or need to
correct something before it is approved by your manager, 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.

SAP Concur Expens( User Electronic Agreement X ] ® A

Manage Expenses  ProcessR 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. v

3. | have not received, nor will | receive, reimbursement from any other source(s) for the expenses claimed
. 4. Inthe event of overpayment or if payment is received from another source for any portion of the expenses
FUSIOI'I COnferen claimed | assume responsibility for repaying the Company in full for those expenses. Copy Report Submit Report
—

Not Submitted | Report Number: /

Report Details v  Print/Share v View Available Receipts [
e @m:‘ I—
Cancel Accept & Continue

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.
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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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