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Signing on to Concur Mobile Android

1. Tosigninto SAP Concur, on your
Android device, from the Sign In
screen, enter your Username, email
address, or SSO code.

Note: If your company has set up SSO to
enable your access to SAP Concur and
you are not able to sign in, contact your
company’s IT department.

After you enter your username, you can
slide the Remember me toggle button to
store your password, so you don’t have
to enter it the next time you sign in to
SAP Concur from this device.

If you have forgotten your username,
press the Forgot username link.

2. To continue signing in, press Next.

© 2023 SAP SE or an SAP affiliate company. All rights reserved.
See Legal Notice on www.sap.com/legal-notice for use terms,
disclaimers, disclosures, or restrictions related to SAP Materials
for general audiences.
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Username, verified email address, or SSO code

Traveler@t00572058kgy.com.uat

[ . Remember me
Forgotusermame

Need help signing Ir

X @ concursolutions.com -<

SAP Concur

Username, verified email address, or SSO code

Traveler@t00572058kgy.com.uat

‘ Remember me
rorgot username

Need help signing in
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3. Enter your Password. % B concursoliione com <

If this is your initial log in to SAP Concuir,

you will enter the temporary password that
was provided to you. SAP Concur

Note: Your password is case sensitive. SAP
Concur encourages the use of strong and
unique passwords, along with two-factor Traveler@t00572058kgy.com.uat
authentication to further strengthen your
security.

<

Password

For more information about password

security, visit Protect Your SAP Concur “

Cloud on the SAP Help Portal.

Forgot password

Need help signing In

If you have forgotten your password, press

» @ concursolutions.com < :
the Forgot password link.
4. After you enter your password, press
Next. SAP Concur
<

Traveler@t00572058kgy.com.uat

Password

Forgot password

MNeed help sighing In
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You must set up two-factor
authentication to continue signing in. SAP Concur

5. To add your SAP Concur account to
the authenticator app, scan the QR
code on the Sign In page.

<

Traveler@t00572058kgy.com.uat

Note: You can use an authenticator app Set Up Two-factor Authentication
. . You must set up two-factor authentication to con-
(such as Microsoft Authenticator or hadbeseriling ikt
_ tinue sign-in. Use your authenticator app (such as
Google Authentlcator) to scan the QR Microsoft Authenticator or Google Authenticator)
code. If you can’t scan the QR code, to scan the QR code below.

select the Set up manually with a key link.

Can't scan the QR code?
Set up manually with a key

Authentication Code

6. Copy the six-digit code that was
generated from the app into the
Authentication Code field, and then R

press Sign In.

Authentication Code

© 2023 SAP SE or an SAP affiliate company. All rights reserved.
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7. Press the SAP Concur menu icon to see a . S 7
. . L L el ol
list of options and partner apps that make
it easy for you to navigate and perform = EI7 SAP Concur Q
your travel and expense tasks.
: Trip to Dallas
You can use the menu items along the bottom P
of the screen to access your Home screen, $645 . OO
Expense, Travel, and More. Not Submitted
[ ]
Drive
& Mileage capturing Enable
Available Expenses See All
===~ Business Meals $135.18
& Oct4,2023
Business Meals $135.18
Oct 4, 2023
Alcoholic Beverages ¥2
Oct 4, 2023
Hotel $1,123.12
Sep 21, 2023
Car Rental $556
Alig 2% 202 =
@ 5 ) :
Home Expense Travel More

© 2023 SAP SE or an SAP affiliate company. All rights reserved.
See Legal Notice on www.sap.com/legal-notice for use terms,
disclaimers, disclosures, or restrictions related to SAP Materials
for general audiences.

SAP Concur w


http://www.sap.com/legal-notice

SAP Concur SAP

Booking a Trip

You can use the mobile application to make travel reservations. In this example,
you will see how to book a flight.

1. To book travel segments, on the SAP
Concur home page, press the Travel

icon. = ETY SAP Concur jal

502X —~— -+ Ne = .l 73%s

Trip to Dallas

$645.00

Not Submitted

Drive
e Mileage capturing Enable
Available Expenses See All
Business Meals $135.18
Oct 4, 2023
Business Meals $135.18
Oct 4, 2023
Alcoholic Beverages ¥2
Oct 4, 2023
Hotel $1,123.12
Sep 21, 2023
Car Rental $55@
Ao 22 2022 =
@ 5 i) :
Home Expense Travel More
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2. To start searching for a flight, press
Flight.
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Your designated home airport will appear in the Departure City field.

3. Enter your Departure and Arrival City.

4. Enter your Departure and Return Date
and Time. < Book Flight

933 1 N e = . 100%8

5. Scroll down to verify or change the _
Class of Service and Refundable Only QREWAY SR—
Fares options, and then press Search. .

Departure City =

Seattle-Tacoma Intl Airport

Arrival City -

Dallas/Fort Worth Intl Airport

Departure Date =

Mon, Nov 20, 2023

Departure Time =

9:00 AM

Return Date =

Fri, Nov 24, 2023

Return Time -

9:00 AM

Class of Service —

Economy

Refundable Only Fares [ ]
I o

1] O <
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The fight search results appear. You can scroll down, to see other flight options.

6. Press Reserve.

7. Press OK to confirm that you want to . .
reserve this flight. Flight Detail

SEA to DFW
Nov 20, 2023 - Nov 24, 2023

9:36 H N e =-.l 100%8

Departure

* American Airlines 991

SEA Mon 10:38AM - DFW Mon 4:34PM
3h 56m / 0 Stops / Economy / (G)

Return

* American Airlines 2767

DFW Fri 8:20AM - SEA Fri 10:59AM
4h 39m / 0 Stops / Economy / (V)

Total Price
$482.81

Credit Card -
William Never 1111

I < [

|1 O <
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8. Review your travel itinerary. You can -
add a hotel or rental car, as needed, e T
by pressing the plus (+) icon.

See the Booking a Hotel and Booking a _ Ter igels | :
Rental Car tip sheets for more information. DFW Sl L |

Nov 20, 2023 - Nov 24, 2023
Record Locator: ISNCVA, CQ-DS9-PUTM4-9TG

Monday, Nov 20 2023

* Flight from SEA - DFW 10:38 AM

American Airlines 0991, S...
10:38 AM - 4:34 PM, Nonstop

Friday, Nov 24 2023

* Flight from DFW - SEA 8:20 AM °

American Airlines 2767, S...
8:20 AM - 10:59 AM, Nonstop
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Creating an Expense Report
Using the SAP Concur mobile application, you can create new expense reports.

You can create expense reports by selecting expenses, and then creating an
expense report for those expenses. You can also create a new expense report and
then add expenses to it later. In this guide, you will see how to use both methods.

Adding expenses to an existing expense report

1. On the SAP Concur home screen,

1Mmiope—a - N @ = . 80%m
press Expense.
= EY7 SAP Concur Q
Office Supplies

$280.00

Not Submitted

o Drive

Mileage capturing Enable
Available Expenses See All
Hotel $1,123.12
Sep 21, 2023 8
Airfare $317.79
Jul 12, 2023 8
Airfare $287.80
Jul 12, 2023 8
Airfare $472.80
Jul 11, 2023
P Breakfast $2@
Bl Augl4, 2022
@ =) i) :
Home Expense Travel More
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2. Long-press an expense to select it.

3. Select any additional expenses that
you want to add to your expense X Selected 1 &
report, and then press the import icon
in the upper right corner.

TM23ep— - Re = .l 77%=

53

Hotel $1,123.12
Sep 21, 2023
The selected expenses are added to your Marriott Hotels

report.
P v~ Airfare $317.79

Jul 12, 2023

Alaska Airlines

Airfare $287.80
Jul 12, 2023

Alaska Airlines

Airfare $472.80
Jul 11, 2023
United Airlines

? " Breakfast $24.03
Aug 14, 2022

New Cafe - Chicago, Illinois
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Adding expenses to a new expense report

1132 — - Ne = .l 74%s
1. Onthe S'elect Report screen, press the Expenses

plus (+) icon and then press Create

New Report. Reports Expenses
The report is assigned a default Report Unsubmitted
Name. You can accept the default or - . 7
change it. In this example, you will use the = g |§e2§;§plles MORTIS

ct 3,

default report name. _
Not Submitted

m Office Expenses $1,469.85
Oct 2, 2023
Not Submitted

o Chicago customer... $1,064.74
Sep 27, 2023
Not Submitted

& June Expense $1,900.48

Jun 30, 2023

Not Submitted
O Alerts
+
Submitted
@ 5] 1] :

Home Expense Travel More
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2. Add expenses the same way as above.
1145 — @& N& =l 71%m

In the SAP Concur mobile application, all ¢ Report
your company's custom fields are available
and all required fields (indicated in red) are Mobile Expense Re... $472.80
enforced. October 03, 2023 reimbursable total

. . Not Submitted
The expense report is created and includes

the selected expenses.

DETAILS EXPENSES  RECEIPTS
3. Press the Report back arrow to return | Airfare $472.80
B8

to the Expenses screen. July 11, 2023 b

United Airlines - Seattle, Washin...
A Warnings
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Creating Manual Expenses

You can create Manual Expenses, which are new expenses that are not attached to
an expense report. Because Manual Expenses are not attached to an expense
report, you only need to enter basic information, such as the expense type,
transaction date, amount, and any required receipts.

You can complete custom fields and other required fields when you add the

expense to an expense report.

If a Manual Expense is associated with a corporate card transaction, the system will
attempt to match the two items when the card charge is imported from the bank.

1. On the SAP Concur home screen,
press Expense.

© 2023 SAP SE or an SAP affiliate company. All rights reserved.
See Legal Notice on www.sap.com/legal-notice for use terms,
disclaimers, disclosures, or restrictions related to SAP Materials
for general audiences.
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1MmT1Mop—9 - N e = 80%m
= EY7 SAP Concur al
Office Supplies

$280.00

Not Submitted

Drive
& Mileage capturing

Available Expenses

Hotel
Sep 21, 2023
Airfare
Jul 12, 2023
Airfare
Jul 12, 2023
Airfare
Jul 11, 2023
P Breakfast
ER Aug 14, 2022
@ =)
Home Expense

Enable

See All

$1,123.12
8

$317.79
B

$287.80
B

$472.80

0
]

Travel More



http://www.sap.com/legal-notice

SAP Concur SAP

2. Press the plus (+) icon and then press
Create Manual Expense.

(¥ Create New Report

(# Create Manual Expense

(9  Create Mileage Expense

o)

Take Photo

G4 Upload Photo

|-

Upload File

[l O <
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1125 — 1 Rl @ = .l 100%8
3. Press Expense Type, and then select an

< Expense
expense type.

______________________________

i
i Add Receipt

______________________________

Expense Type*
Select >

Date*

Oct 6, 2023

Vendor

Enter

Location
Select >

Comment

Enter

19
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4. Press Amount, and then enter the
1126 — MW Ne = . 100%8
amount of the expense.
< Expense SAVE
i 5
E Add Receipt :
Amount*
$0.00
Expense Type*
Lunch >
Date*
Oct 6, 2023
You can also change the currency type as -
1136 — N R @ =-.al 100%8
needed.
< EXxpense SAVE
5. Press Done. . P -
_ L I Add Receipt :
In the SAP Concur mobile application, all S ;
your company'’s custom fields are available
and a-II required fields (indicated by an Amount*
asterisk *) are enforced. $16.08
Expense Type*
Select >
Date*
Oct 6, 2023
Vendor
20 usD > DONE

© 2023 SAP SE or an SAP affiliate company. All rights reserved.
See Legal Notice on www.sap.com/legal-notice for use terms,
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Attach a receipt. You can use your device's ‘
. . 1136 @ — N N e = . 100%8
camera to take a picture of your receipt or
browse through your gallery of existing < Expense SAVE
images to find a receipt image.
In this example, you will see how to attach TTTTTTTTT T e .
an existing image. :
i Add Receipt !
6. Press the Add Receipt icon. e e e '
Amount*
$16.08
Expense Type*
Lunch >

Select where you want to attach the
receipt from — Camera, From Library, or
Available Receipts

7. For this example, press From Library
to attach the receipt from the library.

(o0 Take Photo
(4 Upload Photo
2T Upload File

1 Choose Available Receipt

21 I ® <
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8. Select the appropriate image file.
9. Complete the Date and Optional fields,
as needed, and then press Save.

© 2023 SAP SE or an SAP affiliate company. All rights reserved.
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< Expense SAVE

Time In: 3/24/2022 7:51 PM
TIAL L Rg: 1 Printed: 8:13 PM
BRRBARBARARRRBAALAAABERLARARBRRABAERABBRLREARBRRAR

Veggie Roll $4.95

Avocado Roll $4.95

Avocado Roll $4.95
ABAARAAAARARAAAARAAA
Subtotal $14.85
Tax $1.23

JUUDDHUBOLC0UGGHLUUGHD00D00000U0U00U0UULULLOUOIU

Amount*

$16.08

Expense Type*
Lunch >

Date*

Oct 6, 2023

Vendor

Enter

Location
Select >

Comment
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The manual expense is added to the list of

unassigned expenses.
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1202 —H e = 100%8

Expense

Reports Expenses

Lunch
Oct 6, 2023

Receipt
Oct 4, 2023

Receipt
Oct 4, 2023

Oct 4, 2023

Receipt
Sep 27, 2023

Hotel

Sep 21, 2023
Marriott Hotels

Car Rental
@ =) (W)
Home Expense Travel

Business Meals (Atte...

$16.08

$135.18

$1,123.12
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Avoiding Duplicate Expense Transactions

When your Mobile expenses are created manually with the Create feature, they do
not automatically match with your company card charges, or with your Expenselt
created expenses. Therefore, the expense can appear as a duplicate.

One way to avoid duplicate expense transactions is to use Expenselt for receipt
capture and expense creation instead of using the Create feature. Expenselt will
create expense entries for you from the receipt image and automatically populate
your expense details when it is added to a report. Note that Expenselt is a paid add-
on service, so you might not have this option available on your SAP Concur mobile

app.

If your company does not have Expenselt or a company credit card, you can use
the Create Manual Expense feature to create a Mobile expense. This featureis a
quick way to enter the basic expense entry details so that you don’t forget to enter
the expense.

Note: When you create a mobile expense, it does not show any of your company’s
custom fields, so when you add the Mobile expense to a report, you will need to
input additional information.

If you have a company card, transactions might take up to three business days to
process and will then be added to your Expenses. We recommend that you wait for
your company card transaction to display in your Expenses, and then simply attach
your required receipt before adding it to a new or existing expense report.

24
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After the expense is available, you need to attach a receipt image before submitting
your report for approval.

1. If you need to attach a receipt image

o 3:58 R © = 64%a
to an existingcompany card expense,
press Expense. = EI7 SAP Concur 0
Office Supplies

$820.73

Not Submitted

Drive
@ Mileage capturing Enable
Available Expenses See All
Business Meals $135.18
Oct 4, 2023
Hotel $1,123.12
Sep 21, 2023 =)
Airfare $317.79
Jul 12, 2023 8
Airfare $287.80
Jul 12, 2023
Airfare $47@
il 11 2023 =
@ =) 0 :
Home Expense Travel More

25
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2. Press the expense that you want to add the receipt to.

Note: Contact your administrator if the expense does not appear within three
business days.

The Expense details are displayed with the information from your card transaction.

3. Press Add Receipt.

4:01 N & = .l 65%a

< Expense

i ;
Add Receipt '
Amount*
$3172.79
Expense Type*
Airfare >

26
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You can add your receipts from your device’'s camera, photo library, or Available
Receipts.

4. For this example, press Take Photo

(00 Take Photo
(4 Upload Photo
T Upload File

7 Choose Available Receipt

I @ <

27
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5. Press the Capture button to take a
picture of the receipt.

Airline Ticket

Name: Never, William T.

Travel Dates

Tue, 10/25/2022
Tue, 10/25/2022

Fri, 10/28/2022
Fri, 10/28/2022

Ready to capture...

28
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The receipt is now attached to the expense,

and you can save it for later use, or move it
to a report. < [Expense

4:07 N @ = 68%a

: ————
6. For this example, press Move To e -
" ' Issue Date: 09/10/2022
Booking ID: TIFLOR
Form of Payment: Vhoooooooooox1234
e p o . Transaction Type: Electronic Ticket
Currency: uso
Name: Never, William T.
Flight # Travel Dates City - Airport Time
2476 Tue, 10/25/2022 Leave: ATL 1000A
Tue, 10/25/2022 Arrive: DFW 1135A
982 Fri, 10/28/2022 Leave: DFW 830A
Fri, 10/28/2022 Arrive: ATL 1135A

Amount*

$317.79

Expense Type*
Airfare >

Location
Chanttla l!g \AIA l’g

ol e F R L =

v

Move to Report

29
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You can add the expense to an existing

. 4:.08 N e = .l 68%&
report or press the plus + icon to create a
new report. < Move to...
Returned

&3 Mobile Expense Rep... $493.22
Oct 3, 2023
Sent Back to Employee

Unsubmitted

o Office Supplies $820.73
Oct 3, 2023
Not Submitted

o Office Expenses $1,469.85
Oct 2, 2023
Not Submitted

0 Chicago customer... $1,064.74
Sep 27, 2023
Not Submitted

30
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Working with Company Card Charges

In the SAP Concur mobile application, imported company card transactions are

available in the Expenses section.

1. To add corporate card charges to an

expense report, press Expense.
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= ET7 SAP Concur

Office Supplies

$280.00

Not Submitted

Drive
@ Mileage capturing

Available Expenses

Hotel
Sep 21, 2023
Airfare
Jul 12, 2023
Airfare
Jul 11, 2023
Dinner
Jun 16, 2023
Fuel
hin 1A 20273
@ =) ]
Home Expense Travel

Enable

See All

$1,123.12
8

$287.80
S|

$472.80
S|

$45.76

£

=1

More
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Under Expenses, you will see a list of unassigned expenses, which includes all
expenses within the SAP Concur system that you have not attached to an expense
report. This might include Expenselt transactions that you created in the mobile
application and unassigned corporate card transactions.

The Credit Card icons indicate that the expenses are corporate card charges.

2. To add company card charges to an

7:35 N @ =l 94%m
expense report, long press the
expense you want to add. Expense
Reports Expenses
Hotel $1,123.12
Sep 21, 2023

Marriott Hotels

Airfare $287.80
Jul 12, 2023

Alaska Airlines

Airfare $472.80
Jul 11, 2023

United Airlines

3. Select the expenses that you want to

7:37 N @ =+l 93%m
add.
4. When you are done selecting your X Selected 2 @ 2
expenses, press the Move ,
_ ~ Airfare $287.80
to Report icon.
Jul 12, 2023

Alaska Airlines

Airfare $472.80

Jul 11, 2023
United Airlines

32 ~ Dinner $45.76
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A list of unsubmitted reports is displayed.
You can select a report that you want to

move the charges to or select the plus + < Moveto...
icon to move charges to a new report. The

7:40 N @ =l 93%m

Unsubmitted
charges are added to the report.
o Office Supplies $280.00
Oct 3, 2023

Not Submitted

3 Mobile Expense Rep... $486.97
Oct 3, 2023
Not Submitted

o Office Expenses $1,469.85
Oct 2, 2023
Not Submitted

o Chicago customer... $1,064.74
Sep 27, 2023
Not Submitted
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7:49 Ne = .4 91%m
5. Select R_eports to view a list of Expense :
unsubmitted reports and then select
the report that the charges were Reports Expenses
added to. Unsubmitted
o Office Supplies $1,086.36
Oct 3, 2023

Not Submitted

& Mobile Expense Rep... $169.18
Oct 3, 2023
Not Submitted

o Office Expenses $1,469.85
Oct 2, 2023
Not Submitted

 Chicago customer... $1,064.74
Sep 27, 2023
Not Submitted

Submitted
+
~ Chicago Customer ... $2.209.88
@ ) i) :
Home Expense Travel More
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You can select a charge to edit it and view more options such as the details, adding
a receipt, or deleting the expense from this expense report.

6. Press Submit. The report is submitted

7:49 N e =il 91%m
for approval.

< Report

Mobile Expense Re... $486.97

October 03, 2023 reimbursable total

Not Submitted

DETAILS EXPENSES RECEIPTS
Taxi $34.00
October 02, 2023

Dallas, Texas

Airfare $317.79
July 12, 2023 w8
Alaska Airlines - Seattle, Washin...

A Warnings

Business Meals (Attendees) $135.18
April 26, 2023

Dallas, Texas
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Attaching Receipts and Submitting a Report

You use the mobile application to add receipts to your expenses and expense
reports.

The following steps show you how to add receipts to expense line items, and then
submit your expense report.

1. In an expense report, press the plus

_ 11:51 -l N Q= 62%a
(+) icon.

¢ Report

Mobile Expense Re... $486.97

October 03, 2023 reimbursable total
Not Submitted

DETAILS EXPENSES RECEIPTS
Taxi $34.00
October 02, 2023

Dallas, Texas

Airfare $317.79
July 12, 2023 w8
Alaska Airlines - Seattle, Washin...

A Warnings

Business Meals (Attendees) $135.18
April 26, 2023

Dallas, Texas
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RN e =l 62%=

2. Press New Expense.

Expense List

X
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3. Select the appropriate expense type.

1152 -l Ne = . 61%=

< Expense Types Q

Travel Meals

04. Entertainment
Entertainment - Clients
Entertainment - Staff

05. Office Expenses
Courier/Shipping/Freight
Office Equipment/Hardware
Office Supplies/Software
Postage
Printing/Photocopying/Stationery
06. Communications
Internet/Online Fees
Mobile/Cellular Phone

Telephone

N7 Caaoc
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4. Complete the Expense details before

i 154 -2l R 7 61%a
you attach the receipt. v & =il 61%

x New Expense SAVE

5. Press Save, and then press Add
Receipt.

Add Receipt

Amount

$324 . 04 uUsD

Expense Type*
Office Supplies/Software

Transaction Date*

Mon, Oct 02

Business Purpose

Enter Vendor Name

City of Purchase
Dallas, Texas

Currency*
US. Dollar

1 O <
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You can select an image from your available receipts, from your device’s photo
gallery, or take a photo with your device's camera. In this example, you will see how
to select an image from your available receipts.

6. Press Choose Available Receipt.

(o) Take Photo
td Upload Photo
T Upload File

7 Choose Available Receipt

([

Missing Receipt Declaration

[ O <
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11555 — Ne = . 61%a

7. Select the appropriate receipt. < EXpenses

Receipt
Oct 4, 2023
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8. Next, press Add to Expense.
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m ,ﬁ Al 61%-

< Receipt

that was easy.
« prices, Every ites, Every day
Stevens Creek Blvd
%0, CA

e
a1y
289,00
298,00
N 25.04
$324.04
324.04
xS01 |

TOTAL ITEMS 1

Compare and Save

with Staples-brand products
HANK YOU FOR SHOPPING AT STAPLE

5hop onling at www.staples.co

les just got even eas

when you reserve it
d pick w in store

it out at

I 2051234

54504

ADD TO EXPENSE
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After the receipt is attached, the receipt and timestamp icons appear with this
expense. In addition to adding receipts to each line item, you can also add receipts

to the report header.

When the expense report is complete, you can submit it for approval.

9. Press Submit.

© 2023 SAP SE or an SAP affiliate company. All rights reserved.
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¢ Report :

Mobile Expense Re... $811.01

October 03, 2023 reimbursable total

Not Submitted

DETAILS EXPENSES RECEIPTS
Taxi $34.00
October 02, 2023

Dallas, Texas

Office Supplies/Software $324.04
October 02, 2023

Dallas, Texas

Airfare $317.79
July 12, 2023 w8
Alaska Airlines - Seattle, Washin...

A Warnings

Business Meals (Attendees) $
April 26, 2023 gi



http://www.sap.com/legal-notice

SAP Concur

You will see a list of any important reminders or warnings (such as missing
receipts) for this expense report.

10. Correct any outstanding issues and

] _ 11:57 — RN @ = . 60%&
then press Submit again.

X Report Alert
The expense report is submitted and is

pending approval from your manager. Receipts Required

According to company policy, you must

o provide receipts for the expenses listed
below. You may either fax the receipts or
attach scanned images. If you have already
provided receipts, you can submit your report
now.

b |
Airfare $317.79
July 12, 2023 o
Alaska Airlines - Seattle, Washington
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Adding Personal Car Mileage

You use Personal Car Mileage to be reimbursed for business use of your personal
vehicle. This does not include your normal commute. For this expense type, you
enter the distance you drove, and the system automatically calculates the
reimbursement amount.

You enter mileage expenses from within an expense report.
To add a mileage expense to an open report

1. Pressthe plus + symbol, and then press New Expense.

11:06 Ne = 76%a R e = . 76%8a
< Report

Office Supplies $415. 18

October 03, 2023 reimbursable total

Not Submitted

DETAILS EXPENSES RECEIPTS

Business Meals (Attendees) $135.18
October 04, 2023
Atlanta, Georgia

Office Supplies/Software $280.00
October 02, 2023
Seattle, Washington

Expense List
x

I O <
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2. Scroll down to select the Personal Car | ..., St 76%8
Mileage expense.

& Search

02. Transportation

Airfare

Airline Fees

Car Maintenance/Repairs
Car Rental

Fuel

Japan Public Transportation
Parking

Personal Car Mileage
Public Transport

Taxi

Tolls/Road Charges
Train

03. Meals

Alcohol (personal)

46
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3. Press Add Route, at the top of your

screen, to enter your waypoints.
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X New Expense SAVE

Add Route

Amount

$0.00.

Distance*
0

Expense Type*
Personal Car Mileage

Transaction Date*
Purpose of the Trip
From Location*

To Location*

1 O <
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11:10 N @ =l 78%a

4. Enter your Start Location and & Distance Calculator OPTIONS
Destination in the provided fields and

press Use Route at the bottom of your
screen. e | DFW International Airport (DFW... | X

700 Central Expy S # 230, Allen,...

Note that you can enter an airport

. . . P
code in the location field to pull up an oo oot o3
380
airport address. =T
< Little Elm 289
Corinth :% EriSco Fairvi
Highland gen
Wliagg The Colony
Lewisville
IMound Plano V|

Carrollton

Richardson

Farmers
Branch

apevine i

Garla
P35E) B
46354
University.
: Park
uless
Irving
1 Dallas
Gangle

Grand Prairie

Use Route
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5. Enter the Transaction Date.

Note that the Amount is automatically

calculated.

6. Press Save.

© 2023 SAP SE or an SAP affiliate company. All rights reserved.
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x New Expense

i Y.
Lewisville Plano
Carrollton
Keller Grape;me L
Garland
Google 77 L
9 s )
Amount

$20.30.

Route Details

Distance*
31

Expense Type*
Personal Car Mileage

Transaction Date*
Mon, Oct 02

Purpose of the Trip

From Location*

SAVE

\avon Lag,

Rock
430

Central Expy S # 230, Allen, TX 75013, USA
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11:11 N2 =4 78%a
/. Press Expense back arrow toreturnto | Expense :
expense report.
_/ Frisco
L35 Allen ¥
Lewisville %
Plano
Carrollton
Keller Grapevine
S (635, Garland Rock
a1 N
Google o &9 3%
Amount

$20.31USD

Route Details

Distance*
31

Expense Type*
Personal Car Mileage

Transaction Date*
Mon, Oct 02

Purpose of the Trip

From Location*
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Adding Attendees to an Expense
You can add attendees to an expense before submitting a report.

1. To add attendees to an expense, open the expense that requires attendees
and then press View Attendees.

3470 € - R & =0 45% 3500 ¢ P - R =l 44%a
¢ Report : < Expense :
Table: 201 Sec: S1 Guest: 1 Chk: #1111
Mobile Expense Re... $452.97
October 03, 2023 reimbursable total 3 Sugar Steak $ 74.97
Not Submitted 3 Top Shelf Rita S 28.47
DETAILS EXPENSES RECEIPTS SUBTOTAL $103.44

TAX S 921

. Amount

Airfare $317.79

July 12, 2023 » B $135. 18 USsD
Alaska Airlines - Seattle, Washin...

A Warnings View Attendees*

Business Meals (Attendees) $135.18
April 26, 2023

Dallas, Texas
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Depending on your configuration, you might be automatically added as an
attendee.

2. Toadd more attendees, press the

3520 QP - RN Q =0 44%a
Plus + icon.
Attendees m
Business Meals (Attendees) $135.18
Apr 26, 2023
Outback Steakhouse

(Long press on attendee for more options.)

Porter, Andy $135.18

This Employee
1

You can add attendees three ways. You can add previously-used attendees from
your contact list or create new attendees.

In this example, you will see how to add previously-used attendees.
3. Select Search.

N e = . 43%a

Add Attendee Options

Search
New from Contact

© 2023 SAP SE or an SAP affiliate company. All rights reserved. New
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You can perform a search based on favorite attendees or an individual search to
locate attendees.

In this example, you will see how to perform an advanced search.

4. Press Advanced. g T A - B = 43%8

Attendee Search

FAVORITES ADVANCED

Type attendee name Q

5. Select the appropriate attendee
type.

3570 P - N e = . 43%=

Attendee Search

FAVORITES ADVANCED

Attendee Type
Please select an attendee type.

v
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6. For this example, press This Employee.

N @ =l 42%a

Business Guest
Employees (not in Concur)
Salesforce Attendees
Spouse/Partner

This Employee

You will see the search fields for the selected attendee type.

7. Complete the fields, as needed, and then

press Search.

© 2023 SAP SE or an SAP affiliate company. All rights reserved.
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4020 P - Q@ = al 42%&
Attendee Search

FAVORITES ADVANCED
Attendee Type =
This Employee
Last Name
petersod
First Name

SEARCH

< v Peterson Paterson
123 456 7 890
+ x + = < > [ 1
gqgwerT T ttyuiop

SAPAE
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The search results are displayed.

8. Select the appropriate attendee, and

then press Add Attendee.

© 2023 SAP SE or an SAP affiliate company. All rights reserved.
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4020 € - R e =l 42%a

Attendee Search

FAVORITES ADVANCED

Peterson, Alonzo

alonzo.peterson@bestrunsap.com
United States

I @) <
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You will see the updated list of attendees for
the expense. The average amount per person
is automatically calculated. Attendees

Business Meals (Attendees) $135.18
Apr 26, 2023
Outback Steakhouse

4030 € g - R e = . 42%a

(Long press on attendee for more options.)

Porter, Andy $67.59

This Employee
1
Peterson, Alonzo $67.59

This Employee
0
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Adding Out-of-Pocket Expenses

You can use the mobile application to create out-of-pocket expenses.

In the following example, you will see how to add an out-of-pocket expense directly
to an expense report.

1. Onthe Report screen, press the plus +

| 455 ' u @ . m @ =l 37%-
icon.

¢ Report

Mobile Expense Re... $452 .97

October 03, 2023 reimbursable total

Not Submitted

DETAILS EXPENSES RECEIPTS
Airfare $317.79
July 12, 2023 w8

Alaska Airlines - Seattle, Washin...
A Warnings

Business Meals (Attendees) $135.18
April 26, 2023

Dallas, Texas
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2. Press New Expense.
N e =:al 37%a

You will see a list of expense types. The
expense types are grouped by category.
Depending on your configuration, there may
be expenses available online that are not
available in the mobile application.

Expense List

X
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3. Search for and select the appropriate

expense type.

All your company’s custom fields are
available, and all required fields are
indicated by an asterisk (*).

4. Complete the fields as needed.

Note that the Payment Type field
defaults to Cash (out of pocket).

5. Enter the appropriate Amount, and

then press Done.
6. Press Save.

The out-of-pocket expense is added to the

expense report.

© 2023 SAP SE or an SAP affiliate company. All rights reserved.
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4570 & - N @ =l 36%2
< taxi

02. Transportation

Taxi

50080 € - N e = 36%a

X New Expense SAVE

Amount

$34o 00 usD

Expense Type*
Taxi

Transaction Date*
Mon, Oct 02

Business Purpose

Enter Vendor Name

City of Purchase
Dallas, Texas

Currency*
Us, Dollar

Payment Type*
Cash

Amount*
34.00



http://www.sap.com/legal-notice

SAP Concur SAP

ltemizing Nightly Lodging Expenses
In the SAP Concur system, unless your company specifically does not require it,

you will need to itemize all Hotel expenses. You itemize your hotel invoice expenses
so that your company can correctly account for all expenditures.

Note that in your company’s configuration, the Hotel expense might be listed as
Room Rate or Lodging.

1. To begin itemizing your hotel bill, on

the Report screen, press the Hotel
expense. < Report

342 —— & Ne = .l 87%m

O© Itemizations are required for this entry.

Trip to Dallas $645.00

October 05, 2023 reimbursable total

Not Submitted

DETAILS EXPENSES RECEIPTS

Hotel $645.00
September 29, 2023

Hyatt Hotels - Dallas, Texas

O Alerts
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2. Press [temize.

3. Enter the basic information about the
hotel stay, including the Check-in
Date, Check-out Date, and Number of
Nights.

61
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< Expense :

© 2 Alerts

Add Receipt

Amount

$645.00.-

ltemize*

Expense Type*
Hotel

342 —— & R & =i 87%8

¢ New Itemization SAVE

Check-in Date * Check-out Date *

Nights
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4. Inthe Recurring Charges (each night)
section, enter the recurring charges of
your hotel stay, which include charges
such as Room Rate and Room Tax on
the hotel bill.

After entering your Room Rate and Room
Tax, you can adjust for any rate changes
during your stay.

5. Enter any additional recurring
charges, such as onsite parking or
nightly internet charges.

6. After entering all recurring charges,
press Save.
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< New Itemization SAVE

Check-in Date * Check-out Date *
Sep 26, 2023 Sep 29, 2023

Nights
3

Room Rate *
$170.00

Room Tax
$25.00

¢ New Itemization SAVE

Other Room Tax 1

Other Room Tax 2

Combine room rate and taxes into one
entry
ADDITIONAL CHARGES (EACH NIGHT)

Expense Type
Parking

Amount

$10.00
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As you add each expense, the system automatically keeps track of the total. You
must continue itemizing expenses until the Remaining amount is $0.

7. To continue itemizing all incidentals,

346 — — & N e =: . 86%
press the plus + symbol. .

¢ Remizations ~

Sep 28

Hotel $170.00

2023-09-28
Dallas, Texas

Hotel Tax $25.00

2023-09-28
Dallas, Texas

Parking $10.00

2023-09-28
Dallas, Texas

Sep 27

Hotel $170.00

2023-09-27
Dallas, Texas

Hotel Tax $25.00

2023-09-27
Dallas, Texas

Parking

2023-09-27

Itemized: $615.00
Remaining: $30.00
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8. Update the expenses that you need to

. . 352 —— & RN @ =l 85%
itemize, and then press Save. P

X New Expense SAVE

Amount

$25-00 usD

Expense Type*
Dinner

Transaction Date*

Tue, Sep 26
Business Purpose

Enter Vendor Name

City of Purchase
Dallas, Texas

Currency*
Us, Dollar

Payment Type*
Credit Card

Amount*
25.00

Personal Expense (do not
reimburse)*
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If an expense is personal or not
reimbursable for any reason, select the
Personal Expense toggle. When you select X New Expense SAVE
this option, the system will automatically
deduct the amount of this expense from the | Transaction Date*
total amount that the company reimburses. | - Sep 29

If the charge was on a company credit card,
you might have to pay this amount directly

to the bank or pay the company. Vendor*
Hyatt Hotels

353 —— ¢ Qe = .l 85%m

Business Purpose

10. Press Save.
Enter Vendor Name

City of Purchase
Dallas, Texas

Currency*

US, Dollar

Payment Type*
Credit Card

Amount*
15.00

Receipt Status*
No Receipt

Personal Expense (do not
reimburse)*
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You must account for any one-time charges

. 354 —— & N @ =l 85%m
that appear on your bill, such as room
service, in-room movie, and mini-bar. < Itemizations ~
11. Continue itemizing until the
Remaining amount is $0. Sep 29
12. Press the Back arrow to exit Minibar/Movie $15.00
itemizations. 2023-09-29
Dallas, Texas
13. Press Save.
After the Remaining amount is $0.00 your Sep 28
Hotel expense is ready to submit. Hotel $165.00
2023-09-28
Dallas, Texas
Hotel Tax $20.00
2023-09-28

Dallas, Texas

Parking $10.00
2023-09-28

Dallas, Texas

Sep 27

Hotel $170.00

2023-09-27 +
Dallas, Texas

ltemized: $645.00
Remaining: $0.00
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Working with Exceptions

SAP

Exceptions appear when your expense report contains a rule violation or is missing
required information. The exceptions icon indicates that there are exceptionsin a

report.

Exceptions can be red or yellow. Red
exceptions indicate an error that you
must correct before you can submit
these expenses. Yellow exceptions are

informational and indicate that you have

violated a policy and that your expenses
might receive additional review.
Exceptions that are visible to you will
also be visible to the approver and
expense processor.

1. Toreview an exception, on the
Report screen, press the entry.

© 2023 SAP SE or an SAP affiliate company. All rights reserved.
ice on www.sap.com/legal-notice for use terms,
or restrictions related to SAP Materials
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Trip to Dallas $657.07

October 05, 2023 reimbursable total

Not Submitted

DETAILS EXPENSES RECEIPTS

Business Meals (Attendees) $135.18

October 04, 2023
Dallas, Texas

O Alerts

Airfare $505.81
July 13, 2023 w8

Delta Air Lines - Seattle, Washin...
A Warnings
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For this example, the exception is yellow and contains an informational message.
For this type of exception, you are not required to make any changes. However, you
can add additional information in the Comment field to help approvers and expense
processors complete their reviews.

2. Scroll down and enter an

: . 344l -] - R @ =il 100%8
explanation for the exception in
the Comment field, and then < Comments DONE
press DONE.

3. Press Save. Andy Porter Today

Best possible airfare.
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Note that the yellow exception is still

displayed. The approver or expense Trip to Dallas $657 07
processor will review this exception and October 05, 2023 Ariiniiaiuiniing
either approve or send back the expense. ERETEREE

DETAILS EXPENSES RECEIPTS

Business Meals (Attendees) $135.18

October 04, 2023
Dallas, Texas

® Alerts

Airfare $505.81
July 13, 2023 w8

Delta Air Lines - Seattle, Washin...
A Warnings
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Working with Foreign Currency

You can use the mobile application to enter transactions in foreign currencies. The
system automatically converts the amount to your local reimbursement currency.

1. Onthe Report screen, select the plus

. 5:03 N @ =4 90%a
+ icon to add expenses.
¢ Report
Office Expenses $1’469.85
October 02, 2023 reimbursable total

Not Submitted

DETAILS EXPENSES RECEIPTS

Office Supplies/Software $260.85

October 09, 2023
Equipment $1,209.00
October 09, 2023
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2. Press New Expense.

Expense List

X
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3. Search for and select the appropriate
Expense Type.

4. Scroll down and select the appropriate
transaction currency.
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& taxi
02. Transportation

Taxi

X New Expense

Amount

CA$0.00..

Amount in USD 0.00

Expense Type*
Taxi

Transaction Date*
Business Purpose
Enter Vendor Name

City of Purchase

Currency*
CAD - Canadian Dollar

SAVE
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5. Add the foreign currency amount in
the Amount field, the date of the
transaction in the Transaction Date X New Expense SAVE

field, and then press Save.

5:06 Ne = 91%a

Amount

Notice that the system automatically CA$35,00 CAD

converts your foreign currency amount into | Amountin USD 25.77
your reimbursement amount (USD) and

displays the exchange rate. The foreign Expense Type*
. . Taxi
currency transaction is added to the
expense report. Transaction Date*
Mon, Oct 02

Business Purpose

Enter Vendor Name

City of Purchase

Currency*
CAD - Canadian Dollar

Payment Type*
Cash

Amount*
35.00
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