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Proprietary Statement

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

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

e Travel & Expense

e Invoice
e Expense
e Travel

e Request

e Risk Messaging
e SAP Concur for Mobile

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

© 2004 — 2020 SAP Concur. All rights reserved.

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

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

1. Click on “CRC Expense and Travel Rates” on the CRC Connect homepage or visit
https://crcapp.crc.com/webTool/concurLogin.aspx

SharePoint &% 7

SYSTEMS COMMUNICATIONS GENERAL PEOPLE OPS

2. Click on “here” on the CRC Expense and TravelStore homepage to log-in.

Welcome CRC Employees!!

-
Global CRC Expense -~

California Resources Corporation

Please click to CRC Expense.

*%* please only submit ONEexpense report per month***

CALIFORNIA

*%* PLEASE READ ***

*x% *x* Satting up a PIN for your company card *** x%x
To all CRC company card users (both T&FE cards and Pcards), please remember to set up a PIN (personal identification number) for your
company card. Many retailers are using new chip-and-PIN credit card terminals, and for security purposes your card transaction may be

declined if you do not enter a PIN. To set up a PIN, please contact Citibank customer service at 1-800-248-4553, and they can walk you
through the process.


https://crcapp.crc.com/webTool/concurLogin.aspx
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Exploring the SAP Concur Home Page

The SAP Concur home page contains the following sections.

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

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

Section Description

Quick Task | This section provides Quick Tasks (links) so you can:

Bar e Start a new report, request, cash advance, payment
request, etc.

e Open reports and requests
e Manage available expenses

My Tasks This section shows your available expenses, open reports,
and approvals requiring attention.

Administration v | Help

SAPconcnr@ Requests Travel Expense Invoice Approvals Profile ~ &

SAP Concur 13 01 02 09 09

L NTITEN New Authorization Purchase Payment Available Open
Hello, William Requeslis Requests Requesis Expenses Reporis
g
TRIP SEARCH COMPANY NOTES
»i\ = | ® Welcome to Concur
Welcome to Concur ! =
S Quick Task Bar
Round Trip Ine Way Muiti Caty Thank you for your participation
ST A new way of filing travel expenses is coming. This automated travel and expense system from Concur
=g Technologies will simplify current procedures and ultimately eliminate the current paper-based system.
Departure city, awport or traun stabon

d an anporl | Seleci multiphe avpors Read more

P—— MY TASKS

anawpod | Select multyie acpors

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

Great! You currently have na approvals 04/11 Delta 04/05 November Expenses (11/01/20...
Show Maore $434.40
04/05 American Airlines 04705 client visit
$502.70 §314.60
MY TRIPS (2) - ?
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Expense and Travel
If your company uses Expense and Travel, you will see these sections.

Section Description

Trip Search This section provides the tools you need to book a trip with any or
all of the following:
Flight: Use to book a flight. You can also book hotel and reserve a
car at the same time.
Car, Hotel, Limo, or Rail: Use to book hotels, reserve rental cars,
etc. if not including them while booking a flight (Flight tab).

Alerts This section displays informational alerts about Travel features.

Company Content is provided by your company administrator.

Notes

My Trips This section lists your upcoming trips.

My Tasks This section lists Required Approvals, Available Expenses, and
Open Reports.

Administration ~ | Help ~

SAPCm@ Requests Travel Expense Invoice Approvals ey &
SAP Concur + 13 01 02 09 09

~ Willia New Authorization Purchase Payment Available Open
Hello, Williarn Requests Requests Requests Expenses Reports

More~ o

TRIP SEARCH COMPANY NOTES
/l\ = A @ Welcome to Concur
Welcome to Concur !
Flight Search
Round Trip One Way Mul Gty Thank you for your participation
SeE A new way of filing travel expenses is coming. This automated travel and expense system from Concur
':“"'0 z . Technologies will simplify current procedures and ultimately eliminate the current paper-based system.
Seet mutirs s Read more

MY TASKS

o | Gelect makiia separis
m Required Approvals — m Available Expenses— m Open Reports -5
Great! You currently have no approvals. 04111 Delta 04/05 November Expenses (11/01/20...
Show More $434.40
04/05 American Airlines 04/05 client visit
MY TRIPS (2) N $502.70 $314.60
02723 Courtyard 02/19 Business Meeting
$605.41
Trip from Seattle to Memphis
;;Rﬂ A 02123 Avis 02119 client visit
g $527.82

0112 Courtyard
$1.38993

01/30 Trip to Seattle
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Updating Your Expense Profile

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

e Approvers

e Attendees

e Bank Information

e Cars:
o Company
o Personal

e E-Receipts

e Expense Delegates

e Expense Preferences:
o Email notifications
o Prompts

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

Delegates

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

Chiange Pasiwoid Willam Nate Never

Profile Options
|
Select cne of the lollowing to cuslomize your user pid x ACting as otbeer wser (2]

Personal information
Your hoene addiess and emirgency contiact
infoimation

Company Information
Your company name and business address o
your remole k<ation

YO O W COTHY Y Ou S YOUr SV
avangemaents?

mation
You can sho our credi caed infloemation here Setup Travel Assistans
50 youl don't have 15 1e-omer it aach Sma you You can alloiw othar people within yoor
purchase an Bom or senice companies 1o book wips and ecter expenses for

E-Recaipt Activation you

!nﬂzkr 2-roCcaipts 80 automatically recehns Travel Profile Options

8
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Acting as a Delegate
If you have been assigned to work as a delegate, your delegator will define which tasks
you can complete, such as preparing and submitting reports.
To work as a delegate
1. Click Profile > Act on behalf of another user.
2. Select the appropriate delegator's name.
3. Click Start Session.

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

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

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

Administration ~ | Help ~

Acting as =
Never, William N

.’ Currently acting as

N S1T]

0 " Never, William N

"’:'“” Profile Settings | Sign Out
equ

x Acting as other user 0

uJ

@) Act on behalf of another user

partiq
trave!
m Col

fon b
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Creating a New Expense Report

To create a new expense report
1. Either:

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

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

Administration | Help~
SAP Concur @ Expense Approvals Reporting App Center

Profile ~ .
-

Manage Expenses View Transactions Processor v

Manage Expenses

ACTIVE REPORTS Report Library = A
aw111120exp aw042320pcard
1112612020 04/23/2020
(+]
Create New Report $929.75 $1,617.43
@ Exceptions @ Exceptions
B TESTTEST TEST ® TEST TEST TEST

2. Report name for T&E card or cash out-of-pocket expense report:
-Your initials, 6-digit date, “exp”, e.g. “ABC060315exp”
Report name for Pcard expense report:
-Your initials, 6-digit date, “pcard”, e.g. “ABC060315pcard”
3. Complete all required fields (marked with a red bar) and the optional fields as
directed by your company.
4. Click Next.
5. At this point, you will likely either:

e Add an out-of-pocket expense to your expense report
e Add company card transactions to your expense report

10
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Copying an Expense
You can copy an expense and then update the expense details to quickly enter a
new expense. This is especially useful for recurring business expenses.
To copy an expense
1. With the expense report open, select the expense you want to copy.

2. Click Copy.
aw111120exp et Repon
- D F @ Show Exceg

091092020  Employee Rel s
AO lest, Los Angeles, Califomia

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

e The original expense date is advanced by a day.

e All allocations, attendees, expense-level comments, and value added tax
(VAT) details from the original expense are copied to the new expense.

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

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

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

11
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Adding Card Transactions to an Expense Report

On the SAP Concur home page, you can view a list of any unassigned credit
card transactions in the Available Expenses section.

You can add card transactions to an expense report in the following ways:

From the open expense report

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

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

From the open expense report

To add card transactions within the open report

1.

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

Select the transaction(s) that you want to assign the current expense report.
In the Available Expenses section, click Move.

The expense is moved an appears on the left side of the page, with any
applicable icons, such as company card or exception.

e |f you select To Current Report, the selected transactions are attached to the
report.

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

From the Credit Card Charges page

To assign one or more transactions to an expense report

1.
2.

Click the Expense tab, and then select View Transactions from the sub-menu.
Select the appropriate check box(es) next to the transaction.

TIP: Select the uppermost check box to select all transactions.

Select an expense report from the Add Charges To dropdown list.

Click Add Selected.

12
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SAP Concur [§] Raquests Traved Exparse brvoice Approvals App Conter

: - { 1 .
Lreait Lara Lnat 5o Add Charges To | Mses
$407 98
2014-129¢ Cate Morne Lontetseg

Seatte, WA
WA e Warehouse Lot e

Brman Awweps Artace $189 00

20141801 Cate Monte Uncetred

ARG @

Office Warenause Ladtetoes
Seame W

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

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

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

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

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

2. Click Move.

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

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

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

AVAILABLE EXPENSES

”
~

Air France

Wyndham Hotels and Re

Cafe Monte Bos!

United Airlines Saatlle WA Ausfare
Office Warehouse Sean

Office Warehouse Sealt

R QaQ@

Delta Alr Lines Seat WA  Airfare

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

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

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

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

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

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

e Attach Receipts- To upload and attach receipt images

e lItemizations - To itemize the expense

e Allocate -To allocate the expense

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

e Cancel - To exit without saving this expense

Expense

14
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Itemizing Expenses

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

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

aw111120exp e

o
(TN 3 B vewr < | epense
Date v Expense Type Amount
e Fancws Paooss A
10/01/2C Business Meals - All CRC Persol $17.00 ans: usiness Purpo:
o fest, Los Angeles, Caifomia . [ - =
91091202 Employee Related Awards $10.0C City == Amount
A Los A "
AQ [ 05 g [0
Lobbying GL Syst Opera
N [ orace
9 Employee Related Awards $1 Organization Project Task
A test, Bakersh
ANDOO & RC Operat |
1 Meals for Self s s
tie Mexic angel
Hotel $1,48287 $10000 o
2 ATM.. Hotess Angeles, Callt Recipient/Attendee © Attendees: 1 | Attendee Total: $10.00 | Remaining: $0 00
Personal Car Mileage 513375 $133.75
> Hotel 10001 7500 Attendee Name Title Company Type Count Amount
Ale , $10
> $5500 V ©

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

itemization.

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

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

4. For each additional itemization, on the New Itemization tab, select the appropriate
expense type and complete the appropriate fields.

NOTE: You can also Copy itemizations to save time with similar entries.
5. As you complete the details for each itemization, click Save.

aw111120exp

© € | Newltemization
Date Expense Type Amount Requested

10012020 Business Meals - All CRC Persor $17.00 §17.00
test, Los Angeles, Cakomia

Vendor Name city Payment Type
090972020 Employes Related Awards. $10.00 $10.00 test
A tesl. Los Angel nia
} Personal Expense (30 c GL system
[ oracee v]  [escoiamdcascor |~
Organization Project Task.
Adding New lfemization [ wsasrr) cac operations st [+ | [ 1190363 - Progect cRo on |+ (01160503) Accounts Payabe |
1218/2018 Employee Related Awards $100.00 $100 00
A O Q fest. rshield, Calomia
8000 e RecipientAttendee D Attendees: 1 | Attendee Total: $10.00 | Remaining: 50 00
an Gril, Los Angele
o AHM L Holels, Los Angeles, Callf
Attendee Name e Company Type Count|  Amount
6m,.m Personal Car Mileage $13575 $133 75 CRC Employee . e,
> 05142017 Hotel $100.00 $T5.00 o, v
o Allegro Resots, Los Angeles, Cail -
$941.75 $929.75

15
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Your itemizations will appear in the Expenses pane.

aw111120exp

Expense Type | Date Amount | Exception
2082014 $1200 £, Trvs femzed entry has Sub-ENres Wilh one ar Mare Excepn

tnis expen:
me cards ciidirect

‘ersonal”. Please remem

ing Citibank for this expense. You can
¥, the company will not be resmbursing personal expenses.

or by visfing the CitiManager website at

om/Comm

ew+ € | New Expense
Date v Expense Type Amount Requested
Adding New Expensa
00172020 Business Meals - All CRC Parsol $17.00 $17.00
’ test, Los Angeles, Call A
v 020 Employee Related Awards $10.00 $10.00 L nep Tunas
1881, LOS Ang Califomia -t - . - FHE==
Employee Related Awards. $10.00 e
12er2one Employee Related Awards stoooe
test, Bakersfiekd, Calfornia
12012019 Meals for Self $60.00 \ nse Types
@  Chipofie Mexican Gril, Los Angsle
b ACCOMODATIONS ENTERTAINMENT & MEALS

16
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Itemizing Nightly Lodging Expenses

A hotel bill typically contains a variety of expenses including room fees, taxes, parking,
meals, valet, telephone charges, and personal items. You must itemize these expenses
so that they can be reimbursed correctly. Lodging Itemizations allow you to quickly
itemize recurring room rates and taxes. You can then itemize the remaining charges on
your hotel bill, and adjust for any rate changes during your stay

To create a lodging expense

1. With the expense report open, click Add Expense, and then select a Lodging
expense type.

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

NOTE: Your company determines the name of the expense type. It might be
called Lodging, Hotel, or something similar.

2. Complete the fields as directed by your company.
3. Click Itemize.

Trip to London

Expense Amount Requested

Expe Type
Adding New Expense l" 28 v

Lunch
The Mon

Personal Car Mieage $23.09 $23.09 I
Seatte, Viashngton

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

4. Enter the Check-in Date, Check-out Date, Room Rate and Room tax.

5. Select any Additional Charges, and then enter the amounts.

17
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6. Click Save Itemizations.

Trip to London

Expense Date Amount Exception
Room Rate 191372018 GBP5S0.00 € temizatons are required for this entry
ense ador =
te » Expense -
ax
Lunch
The Monscie Caté, Londen, UNM

Personal Car Mileage
Seawe. Vioshingion
V1122014 Room Rate 83 77 €918.77 Additional Charges (each night)

00 Hiton Hotels, London, UNITED K. GBP 55000

ormBine room rate and taxes nto & Sk antn

Parbng v

Lemzations are required for ths entry

TOTAL REQUESTED

$1.001.53 Save temzatons | [EEEESER)

TOTAL AMOUI

$1,001.53

7. Select whether your hotel room rate was The Same Every Night, or Not the Same.
8. Enter the Room Rate (per night) and Room Tax (per night), as applicable.

NOTE: You can use the Additional Taxes link to enter additional taxes from your
hotel bill.

9. Click Save Itemization.

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

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

Manage Expensés

Entertamment -

Trip to London

Expense Date Amount Exception

Reom Rate 11132014 GBP 550,00 ) The temzation amounts do no! 8¢ Up 10 e expense §

Expense Amount Requested

ing: GBP 85,00

111132014 Lunch
The lionccle Café, London. UNM |‘

117132014 Personal CarMileage = s2309 = sS2209 b
Seattie, Washington

111372014 Room Rate
NG 00 Hiton Holels, London, UNITED Kt

Adding New ltenization

Onine Fees 3
Parkng
Room R
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12. Enter the required and optional fields directed by your company.

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

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

Trip to London e (T

Expense Date Amount Exception
R Ra 1 00 €) The temization amounts 6o net A3 Up 10 e Oxpense amount
dew Ttemizatio
€ i un Request Total Amount: GBP £50.00 GBP 365.00) R g: GBP 85
171372014 Lunch 84 S — -
The Monocle Café, London, UNM L SR
11132014 Personal Car Micage $23.0% Enter Vendor Name
Seattie, Washngter
1122014 Room Rate $925.77 7911
b,& o0 Hiton Hotels, London. UNTED Ki GER §50.00
Adding New ftemization
1 s 1 3 o ~
Parking 52
201 Room Ra 0

1
1
1
111572014 Raom Tax
1
1

(B -
14. Continue itemizing until the remaining amount is $0.00.
15. Select the Personal Expense check box for any expense that should not
be reimbursed by your company.
16. Click Save.

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

Trip to London

Amount Requested

® Recently Used Expense Types

Room Rate Postage

mendees Office Supples

Miscesanecus

wie All Expense Types

Business Promotions -Other

8l Expense Bocng Fees

Communications

Celuiar Phone

A OTAL F TED L ce
$1,001 53 $941 98 Opine Fees atarie' D

19



SAP Concur

Adding Attendees to an Expense

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

To add attendees to a business meal

In the open expense report, notice that you are automatically added as an attendee.

Business Conference Lunch

+ New E o + Quick Exponses vort Expanses * Detas « Receipts * Prnt / Email +

Expense Amount Requested s

Adding New Expense I

Attendees

0 Attendees: 1 | Aunendee Total: $75.00 | Remaining:

5000 | No Shows: ¢ 50.00

[5) B B oo iastor fustname
Atte... Attendee Title Company Attendee Type
Peter. This Employee Ths Empioyee
TOTAL AMOUNT TOTAL REQUESTED
$0.00 $0.00 R (enee J [stome | [t Rocem

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

2. To enter new attendees for the expense, click the Attendee arrow, and then select
New Attendee.

Attendees
) Attendees: 2 | Attendee Total: $75.00 | Remaining:
50.00 | No Shows: 0 30.00
n Enter last or first name
cai : Title Company Attendee Type
lanager ABC Corp Business Guest
This Employee This Employee e
| New Attendee | fze H Allocate ‘ Aftach Receipt | Cancel ’

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

4. Click Save to save the new attendee and add them to the expense.

20
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Note that all of your new attendees are listed for this meal and the expense amount
is distributed equally among all attendees.

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

5. Click Save.
The Attendees icon now appears next to the expense.

Business Conference Lunch

4+ Mew Expense <+ Quick Expenses port Expenses v Delails ~ Receipls *

Date » Expense Amount Requested

Adding New Experise

13 Business Meal (attendees) $75.00 $75.00
Ballard Bridge Cafe, Sealtle, Was
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Allocating Expenses
You can allocate expenses to projects or departments, which will be charged for those
expenses. You can allocate a single expense or multiple expenses.

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

To allocate your expenses

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

m‘ Alloc ate | {

‘ Attach Receipt H Cancel ’

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

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

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

otad $2IL00  Alocated L4000 {100%)] Remaining $0.00 (0%}

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

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

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

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

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

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

e If the expense is not 100% allocated (partially allocated), the icon appears
with the expense.

Seattle Trip
*+ New Expense + Expenses import Expenses v Detalis ~ Receipts » H
Expenses Viewr <«
Date v Expense Amount Requested
Adding New Expense
2015-10-09 Business Meal (attendees) $234.00 $234.00
@.) 0 Dinner Place, Seattle, Washington
2014-10-29 Office Supplies $68.23 $68.23
D 6 Office Warehouse, Seattie. Washir
TOTAL AMOUNT TOTAL REQUESTED
$302 23 $302.23
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Converting Foreign Currency Transactions
When your travel takes you to different countries, you will need to convert foreign currency
transactions to your standard reimbursement currency.

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

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

To account for an expense incurred in another currency

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

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

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

Expense calculates the Amount in your reimbursement currency.

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

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

[rip to London
+ . + Quick E mport Expenses v Details v ‘k

Date » Expense Type Amount Requested

Adding New Expense

TOTAL AMOUNT TOTAL REQUESTE!

OTALR D -
$0.00 $0.00 @! Memize || AmachReceipt || Cancer |

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

As you create an expense report, you can quickly enter several expenses at once.
To create quick expenses
1. From the open report, click Quick Expenses.

Irip to Miami SRR .o son |
E G New E 54
[} ' ype Al F
~
Adding New Expense Epens Type

2. Onthe Quick Expenses page, enter basic information, such as a transaction
Date, Expense Type, Business Purpose, City, and Amount.

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

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

3. Click Save.
Quick Expenses x
Quick Expenses | Maesge Expenses
"Ai' Expense Currency | USD
Date Expense Type Business Purpose City Amount
152017 Office Supplies Pens & Notebooks Sellevue. Washington 25| O x
Meetings Beverapes & Snacks Bellevue Washington $40.0C x
DaV182017 Postage Chent Marketing Bellevue, Washington e X
@ X
e x
Q x
Qo X
o x
© x
Q x
e -
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The new expenses appear in the Expenses pane.
4. Complete any additional expenses details as needed, and then click Save.

Trip to Miami

+ NewExpsnse || +

Expensa Type

v 08152017 Office Supplies
Bebevue. Washington
091152017 Meetings
Sebevue. Washington
0971572017 Postage

Bekevue. Weshingten

 vove - JOctete | Copy

TOTAL AMOUNT

$77.00

Amount

52500

$40.00

512.00

Requested

S2500

TOTAL REQUESTED

$77.00

City
Payment Type
l‘ ompany Paxd| X
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Entering Personal Car Mileage

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

To create a car mileage expense

1. With the expense report open, click Add Expense, and then select the mileage
expense type.

NOTES:

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

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

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

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

- Or -

e The Google Mileage Calculator window automatically displays, and you can

enter your point-to-point routes.

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

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

3. Click Save.

-
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Activating E-Receipts

E-receipts are an electronic version of receipt data that can be sent directly to SAP Concur
to replace imaged paper receipts. The availability and content of e-receipts vary
depending on the vendor.

Your company must be enabled to accept e-receipts, and you must opt-in from your Profile
before e-receipts activate in Expense. Some vendors require additional paperwork before
they can send e-receipt data. Contact your SAP Concur administrator for more information.

Once your company has e-receipts enabled, a message will appear on the SAP
Concur home page, prompting you to sign up. You can also active e-receipts from
your Profile Options page.

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

To activate e-receipts
1. Click Profile, and then click Profile Settings.
2. On the Profile Options page, click E-Receipt Activation.

Links + | Help ~

SAP Concur @ Travel Expense Invoice App Center s ®
T -

Profile Personal Information Change Password System Settings Concur Mobile Registration Concur Mobile Devices =~
g Y g 9 =

Profile Options

Select one of the following to customize your user profile
9 y pr

Company Information
Contact Information Personal Information System Settings
Email Addresses Your home address and emergency contact Which time zone are you in? Do you prefer to
Emaiconcy contatt information use a 12 or 24-hour clock? When does your
Emergancy Contac < 2
By Company Information workday start/end
adit Cards <
Your company name and business address or Contact Information
your remote location address How can we contact you about your travel
?
Credit Card Information EgEIeNts
You can store your credit card information here Setup Travel Assistants
so you dan't have to re-enter it each time you You can allow other people within your
purchase an item or service companies to book trips and enter expensas for
E-Receipt Activation {13
Enable e-receipts to automatically recsive Travel Profile Options
electronic receipts from participating vendors Carrier, Hotel, Rental Car and cther travel-
rel refen g
Travel Vacation Reassignment Seted Drotessaces
Going to be out of the office? Configure your Bank Information
backup travel manager Bank Information
Expense Delegates Expense Preferences
Delegates are employees who are allowed to Select the options that define when you receive
perform work on behalf of other amployees. email notifications. Prompts are pages that
Expense Approvers Change Password appear when you selact a certain action, such

as Submit or Print

Concur Mobile Registration
c Set up access to Concur on your mobile device

WOICE SeITINES

Favorite Attendaas Change your password

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

Links = | Help ~
SAP Concur @ Travel Expome Invoice App Conter
|

26 f"(;jﬂ Activation

Receling e-receipts can save you tma by peo-populating your axpenss faport. To anable e-receipts with panicipating
suppliers a0d 10 find out mode. cick

Plaase note that this selting does not control all o-receipts E-receipts delivacod by a Concur App Canter pannas with
which you have connected your Contur account, and certain Triplink supplers, are controlied theough the App Center o
your My Travel Network settings. For more information, contact your company s Concur account administrator
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4. Read through the E-Receipt Activation agreement, and then click |
Agree. Receipts are successfully enabled.

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

SAP Concur @ Travel Expense Invoice App Center

Profile Personal Information Change Password System Settings Concur Mobile Registration Concur Mobile Devices =
g formation = ) H n/att
I trdormen E-Receipt Activation

Personal Inforr
ation e ~
You have successf

Contact Informatior page from the Profile menu

Company Info <
enabled e-receipts wilh parficipating suppliers. You may disable Ihis funciionality al any lime by accessing this

Email Add 5
Emaitency Cot You previously enabled Concur to obtain e-receipts for you with certain participating suppliers, but you may disable this
R ~ functionality at any time. If you disable this setting, Concur will no longer request e-receipts from such suppliers. Please
Credit Cards note that this setting does not control all e-receipts. E-receipls delivered by a Concur App Center partner with which you
have connected your Concur account. and certain TripLink suppliers, are controlled through the App Center or your My
Travel Settings Travel Network settings. For more information, contact your company’s Concur account administrator
| Preferences If you wish to disable this setting, click here
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Printing and Submitting an Expense Report

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

To preview and print the expense report

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

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

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

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

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

Office Supplies

Expense Amount Requested

Adding New Experse

Office Supplies $25.00 $25.00 ,\:,
Seattie. Washngton ; cin
24i2014 Materiais $40.0¢ 540,00
ST TR0 @ Recently Used Expense Types
525.00

0772472014 Matenals $25.00
Seattle Washington

Office Suppies Postage

077202014 Office Supplies §100.00 $100.00
Cffice Depot. Seattlé, Washnglo

‘aterals

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

To submit your expense report

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

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

Office Supplies

CXPenses | { Ew ¥ (&' | New Expense

Date v Expense Amount Requested

Adding New Expense

The Report Status window appears.
3. Click Close.

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

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

To review and approve an expense report

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

SAP Concur @ Reguests Travel Expense Invoice Approvals App Center

Approvals Home Requests Reports Cash Advances Purchase Requesis Payment Reqguests
Arrarean 7|
Approvals

00 00 01 00 06 01 91

Trips Requests Statement Purchase Payment

Expense Reports

Report Name Employee Report Date Amount Due Employee Requested Amount

fice Supplies e A TROPDI6 <0000 150 63,23
Office Supplies iever, Wikan 022016 USD 0.00 USD 68,23

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

2. Review the report details, and then click Approve.
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Sending Back an Expense Report

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

To return the entire expense report to the employee for correction

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

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

2. Click Send Back to Employee.

Reports

Office Supplies pun s it

Enter Vendor . Business Pur, City Payment Type
Stapies Cash
STAPLES Casn Amount Due Co. Amount Due E..

IS Postal Service  Postage for mar

Office Depot
Qffice Suppies Stapies
W=celaneous 07/14 NMisc. Pro Cazh

Office Suppies 0714 Office Su Casn

TOTAL AMOUNT TOTAL REQUESTED

$1,126.23 $1,026.23

The Send Back Report window appears.

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

When you return a report to an employee for correction, it will no longer appear in
your list of Reports Pending your Approval.
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Correcting and Resubmitting an Expense Report

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

To correct and resubmit an expense report

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

Administration + | Help ~
SAP Concur E Requests Travel Expense Invoice Approvals App Center Profle + &
SAP Concur + 14 01 06 10
New Authorization Purchase Avallable Open

Hello, Willian Requests Requests Expenses Reports

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

Manage Expenses
REPORT LIBRARY View: Active Reports w

NOT SUBMITTED 041172018 [l NOT SUBMITTED 0411772018

Trip to Dallas Training Trip Training

&

$£2 00 $602 70 $349
Create New Report >3.00 602.70 349.00

Sent Back to Empioyee
John Smith

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