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Getting Started with Concur Mobile — Pin setup

You use the Concur Mobile Registration tool to create a PIN code for access to the
SAP Concur Mobile application.

1. Toaccess Concur —
Mobi Ie Reglstratlon , SAPCGICW@ Requests Travel Expense Invoice Approvals Reporting ~ =~ Prome ‘ &
CIICk PrOfIIe, and then SAP Concur John Carl Smith
click Profile Settings. ‘

TRIP SEARCH ALERTS
& Booking for myself | Book f 0!;‘”" -
+ & = O

Flight Search

COMPANY NO

Weicome to Concur
Weicome to Concur !

Thank you for your participation
A new way of filing travel expenses is coming. This automated travel and
nse systel

Read more

MY TASKS

Show More Required Available 5 0 Open 3
Approvals Expenses Reports
it You currently have no Business Conference

available expenses.

Business Trip

MY TRIPS (0) $60.00

2. CIICk Concur MObiIe Administration ~
Reg i st rat i 0 n ) SAP Concur @ Requests Travel Expense Invoice Approvals Reporting v

Profile ~

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

Profile Options &

Select one of the following to customize your user profile.

Personal Information System Settings
Your home address and emergency contact Which time zone are you in? Do you prefer to
information. use a 12 or 24-hour clock? When does your

Company Information Worlglay stullomtz

Your company name and business address or Contact Information
your remote location address. How can we contact you about your travel

” . T 2
Credit Card Information anangements

You can store your credit card information here Setup Travel Assistants
50 you don't have 10 Mt aa oo oo
purchase an item or §

e Click Concur Mobile
electronic receipts fr@

Travel Vacation R§ Regist ration -

Going to be out of th§
backup travel manages

Request Preferences
Select the options that define when you receive bnces

email notifications. Prompts are pages that A hat define when you receive
appear when you select a certain action, such . Prompts are pages that

as Submit or Print. select a certain action, such

o G

o o
® @ @

behalf of other employees.

n o
o

©

Expense Settings Change Password
Change your password Concur Mobiie Registration
pense Information Selup aceess W Cuncur on your nubile device

Information
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You can choose to use your

SAP Concur password to

access the mobile application o

or you can use a different Manage your expenses and business travel on
i - your mobile device

password’ Ca”ed a mObIIe ' To get started, enter your email address below and we will send you a

> _ link to download the app
PIN.
Travel Preferences suep_ls_en@po0103105exu

avel

3. Click the create a
Concur Mobile PIN link

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

Your Information Concur Mobile

Or, review your sign-in details: gl st ook

Username: suep_ls_en@p00103105exu Approvals

Password: Use the same password you use to sign in to Concur for
Web. l{ you don't know your password, you may reset your
password or create a Concur Mobile PIN

Click create a
Concur Mobile PIN.

4. Create and retype your
Mobile PIN, and then
click Set Concur Mobile

PI N Manage your expenses and business travel on 1 R concur
- your mobile device 1

You Can nOW Iog In to your A A ;If:kg;lzlj‘:‘a"rll::djr:ltszz;lremall address below and we will send you a
mobile device using your User v e Suep_s_en@p001031050x
Name and the PIN you

created.

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

Concur Mobile

azen

Set up PIN for Concur Mobile Expense Reports

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

Create

PIN PIN may be letters_gumhars 2od

Click Set Concur
Go back to username ang@ Moblle PIN.
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Logging on to Concur Mobile Android

1. Tologonto SAP Concur, from
your Android device, press the SAP Concur
SAP Concur icon.

2. From the Sign in to Concur screen,
enter your Work Email or

Username, and then press Next. user@compa ny_name.coni

3. Enter your Mobile Pin or
Password, and then press SIGN IN SAP Concur
TO CONCUR.
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4. Press the SAP Concur menuicon
to see a list of options and partner
apps that make it easy for you to
navigate and perform your travel
and expense tasks.

You can use the menu items to access
Leave Feedback, Help, Privacy Policy,
Settings, to Sign Out of the app, or
access partner applications, such as,
Triplt or Expenselt.

168

Expenses

Expense Reports

Approvals

Requests
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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, from the
SAP Concur home page, press the
Book icon.

Expenses

Expense Reports

10

Approvals

Requests

Expense
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2. To start searching for a flight,
press Book a Flight.

Select an Action

Book a Flight

Book a Hotel

Book a Car




SAP Concur

Your designated home airport will
appear in the Departure City field. Book Flight

3. (E:ri1t’;er your Departure and Arrival ONE WAY

4. Enter your Departure and Return Arrival City
Date and Time. Dallas Ft Worth Intl, Dallas, TX (DFW)

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

SearCh. Departure Time
6:00 AM

v

Departure Date

Mon, May 15, 2017

Return Date

Thu, May 18, 2017

Return Time

7:00 PM

Class of Service

Economy

Refundable Only Fares

SEARCH

10
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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.

11

£ All Flights Flight Details

(SEA) Seattle, WA to (SFO) San Francisc...
May 1, 2017 - May 5, 2017

DEPARTLRE

A Delta 4988
SEA MNon 7:45 AM SFO

2h 21m ! Stops: 0 / Economy (K)

Mon 10:08 AM

ETURNIMG

A Delta 5756
SFO Friz:10 PM SEA Fri4:18 PM

2h 8m / Stops: 0/ Econor 1y (K)

$426.40

[Hetundable)
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8. Review your travel itinerary.
You can add a hotel or rental car, as

Itinerary
needed. See the Booking a Hotel and
Booking a Rental Car tip sheets for Trip from SEA to [
more information. Mon May 15 - Thu May

Agency Record Locator: pafresh

Mon, May 15
8:25 Seattle to Dallas

Amnme 1N Al

Thu, May 18
4:35 Dallas to Los Angeles
i Ame ) r Py o

a )

7:40 Los Angeles to Seattle

12
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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 tip sheet, you will see how to use both
methods.

Adding expenses to an existing expense
report

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

Zxpense Reports

Approvals

13



SAP Concur

2. Long press an expense to select it.

3. Select any additional expenses
you want to add to your expense
report, and then press Add To
Report.

The selected expenses are added to
your report.

Adding expenses to a hew expense
report

1. Onthe Select Report screen,
press the Add to Report icon.

The report is assigned a default Report
Name. You can accept the default or
change it. In this example, you will use
the default report name.

Select Report

Trip to Seattle
Apr 17,2017

Business Conference Lunch
Apr 14,2017

Client Meeting
Apr 14,2017

Client Dinner
Mar 28, 2017

14

$1,100.91
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2. Enter a Business Purpose, and
then press Save. New Report

In the SAP Concur mobile application,
all your company’s custom fields are

available and all required fields Mablle Expense Report 2017.04. 13
(indicated in red) are enforced.

Report Name (required)

Report Date
. Apr 19, 2017
The expense report is created and

includes the selected expenses

Policy (required)

Travel & Expense Policy - US Conte...

Business Purpose (required)
Client meeting

Comment

3. Press the Back button to return to
the Expenses screen. Expenses

$1,939.41

$15.00

Car Rental $280.31

15
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Creating Quick Expenses

You can create Quick Expenses, which are new expenses that are not attached to
an expense report. Since Quick 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 Quick 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. Trips

1. From the SAP Concur home
screen, press Expense. L1y Expenses

Expense Reports

Approvals

Requests
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You will first attach a receipt. You can
use your device's camera to take a
picture of your receipt or browse
through your gallery of existing images
to find a receipt image.

Cancel

In this example, you will see how to
attach an existing image.

2. Press the Expense Type field, and
then select an expense type.

17
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3. Press the Amount field, and then
enter the amount of the expense.

You can also change the currency type
as needed.

4. Press Done.

Cancel Expense

In the SAP Concur mobile application, all
your company'’s custom fields are
available and all required fields
(indicated in red) are enforced.

The expense report is created and
includes the selected expenses.
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5. Press the Add Receipt icon.

Cancel Expense

=+

$15.00 .

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

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

Salect receipt from

Camera

Available Receipts

19



SAP Concur

7. Select the appropriate image file.

8. Complete the Date, and Optional
fields, as needed, and then press

r‘-

Save. il -’igﬁrﬁu STREFT
| R Y TR

]
‘l
1 CKEN. (LB

20
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The quick expense is added to the list of

unassigned expenses. Expenses

Expense Assistanrt is aclive

Can't find tre exoerse you are iccking fer? It has
movced to on expoenac report.

21
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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 feature to create a Mobile expense. This feature is 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.

22
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Once the expense is available, you will need to attach a receipt image before
submitting your report for approval.

1. If you need to attach a receipt
Image to an existing company
card expense, click Expenses.

Expense Reports

Approvals

Requests

~
I

Expenselt

23
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2. Press the expense that you want
to add the receipt to. < Expenses

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

Office Supplies

Receipt
May ©

Credit Card Charge
May 31,2078
Financial Institutions € Manua

Credit Card Charge
May 31, 2018

Carpet and Upholstery Cleaning

The Expense details display with the

: . ) Cancel Expense
information from your card transaction.

3. Press Add Receipt.

$298.95

Office Supplies

Jure 3, 2012

24
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You can add your receipts from your
device's camera, photo library, or
Available Receipts.

4. For this example, press Camera.

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

25

Gallery

Receipt Store

STAPLES
123 FAKE STREET
SERATTLE. WA

OFFICE CHAIR X Z

SALES TAX

TOTAL :

$269.09

$298.95
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The receipt is now attached to the
expense, and you can save it for later Expense
use, or move it to a report. :

STAPLES
128 FAKE STREET
SEATILE, wA

6. For this example, press Move To
Report.

OFFICE CHRIR X 2 $269.080

29.95

$298.95..

Office Supplies

June 03, 2019

OPTIONAL

26
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You can add the expense to an
existing report or click the + icon to Select Report

create a new report.
Chicago Training

May 23, 2019

Sales Meeting
Apr 23, 2019

Sales Meeting
Apr 16, 2019

March Expenses
Mar 31, 2019

April Expenses (04/01/2019)
Mar 28, 2019

Seattle Trip
Mar 22, 2019

Trip to Mexico City
Mar 14, 2019

February Expenses (02/01/2019)
Feb 12,2019

Training Test
Dec 17,2018

Trip to Seattle

27
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Working with Company Card Charges

SAP

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
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 Quick Expenses that
you created in the mobile application
and unassigned corporate card
transactions.

28

[ 6/

Expense Reports

Approvals

Requests

~
J

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

2. To add company card charges to
an expense report, long press the
expense you want to add.

Credit Card Charge
2 oy

o

Credit Card Charge

$724.33

3. Select the expenses(s) that you
want to add.
4. When you are done selecting your

expenses, press the Add to Report
icon. $505.64

Credit Card Charge $58.46
M 1,201

Carpentry ¢

Incidentals
1,201

29
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The charges are added to the report. You

can select a charge to edit it. You can
also “left swipe” a charge to view more

options, such as viewing details, adding a
receipt, or deleting the expense from this

expense report.
5. Press Submit.

The report is submitted for approval.

30

Trip to Vancouver $9,132.12
Apr 14,2017 - Not Submitted o

Report Summary

(Long press on expense for more oplions.)

Business Meal (attendees) $300.00

$7,343.02
A

$505.64

A

Car Rental $957.17
Mar 20, 2018 A

NTERE!

Taxi CAS$ 35.00

SUBMIT
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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. Onthe Report screen, press the +
icon.

February Expenses (02/01/2... $1,136.91
Feb 12,2019 - Not Submitted

Report Summary
Receipts

Claim Allowances

(Long press on expense for more options.)

Cellular Phone

2. Press New Expense.

February Expens: | Import Expense(s)
Feb 12,2019 - Not S

Create ltinerary

Report Su :
Import Itinerary

Receipts

Claim Allowances

31
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3. Select the appropriate expense
type.

4. Complete the Expense details
before you attach the receipt.

5. Press Save, and then press Attach
Receipt.

32

Select An Expense Type

Materials
Meetings

Miscellaneous

Office Supplies

Postage

Seminar Fees

Office Supplies
Feb 28, 2019

Itemization (0)

Attach Receipt

Allocations

Office Supplies

Transaciion Date freguired

eb 28, 201
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You can select an image from your receipt store, 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 Receipt Store.

6. Press Select from Receipt Store.

Select A Receipt Action

Select from Receipt Store

Select from Gallery

Capture Picture

/. Long press the appropriate

receipt, and then press Select for ¢  Receipts
Expense.
8. Press OK.

Receipt Action

View Receipt

Delete Receipt

Select for Expense

33
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9. Press Save.

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.

34

Expense

Office Supplies
Feb 28, 2019

Itemization (0)

View Receipt

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

10. Press Submit.

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

11. Press OK, and then press OK
again to continue.

The expense report is submitted and is
pending approval from your manager.

35

February Expenses (02/01/2... $1,208.24
Feb 12,2019 - Not Submitted

Report Summary
Receipts

Claim Allowances

(Long press on expense for moce options.)

Cellular Phone

$93.44

Office Supplies

Hotel $1,100.91

SUBMI I
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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 can enter mileage expenses from the main screen or from within an expense
report.

1. To add a mileage expense, from
the SAP Concur home screen
Press Mileage.

Trips
2
xpenses
Expense Reports

Approvals

Requests

Book Receipt

[ (O T

36
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You can choose to add the mileage expense to a new expense report or to an
existing expense report.

To add a mileage expense to an existing
report Select Report

2. Select the expense report. AR T e raaE:

Trip to Seattle
Apr 17,2017

Business Conference Lunch
Apr 14,2017

Client Meeting
Apr14,2017

Client Dinner
Mar 28,2017

CANCEL

The Transaction Date will default to the
current date, but you can change it, as Mileage Expense
needed. This date will determine the

: . Personal Car Mileage
reimbursement rate for this expense. g9

Apr 10,2017

3. Complete the appropriate

|nf rm | n, an h n or . Transaction Date (required)
ormation, and then press Save Apr 10, 2017

Note that the Amount is Purpose of the
automatically calculated based on
the Distance entered and you

cannot change this field. Erom Losetion (eguire)

Trip (reginred)

Drive to airport

Home

The mileage expense is added to the
report o Location (required)

Airport
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To add a mileage expense to an open
report

1. Press the + symbol, and then
press New Expense.

2. Scroll down to select the Personal
Car Mileage expense.

Trip to Seattle
Apr 17,2017 - Not St

Import Expense(s)
Create Itinerary
Report Su :

Import Itinerary

Receipts

Claim Allowances

Select An Expense Type

Q.

38

Airline Fees

Bus

Car Rental

Gasoline

Limousine

Parking

Personal Car Mileage
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3. Complete the necessary fields.

Required fields are marked in red. Mileage Expense
Note that the Amount is Personal Car Mileage
automatically calculated. Apr 14,2017

4. Press Save_ Transaciion Date (required)
Apr 14, 2017

The expense report is now ready to

) Purpose of the Trip (requred)
submit.

Home from airport

From Location frequired)

Airport

To Location (reguired)

Home

Amount

21.40

Distance frequired)

39
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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,
on the Report screen, open the

expense that requires attendees. .
Trip to Dallas

Apr 24, 2017 - Not Submitted

Report Summary

Receipts

{l ong press on expanse for more opians.

Hotel $415.96

Apr 25, 2

Marriott

Business Meal (attendees) $135.00

2. Press Attendees.

Business Meal (attendees) $135.00
Apr 13,2017
Macaroni Grill

Itemization (0)

‘ Attendees (1) \

Attach Receipt

40
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Depending on your configuration, you
might be automatically added as an
attendee.

3. Toadd more attendees, press the
+ symbol.

You can add attendees in three ways.

You can add previously-used attendees,

attendees from your contact list, or
create new attendees.

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

4. Press Search.

41

Attendees

Business Meal (attendees)
Apr 13,2017
Macaroni Grill

(Long press on sttendee for more oplions.

Peterson, Sue
Employee

Add Attendee Options

$135.00

$135.00

Search

New from Contact

New
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You can perform a search based on your
favorite attendees or an individual Attendees

search to locate attendees.
Business Meal (attendees) $135.00

5. Tocreate a new attendee, press Apr 13,2017
the + symbol Macaroni Grill

fLong pross on ohiendee for mare apiions.)
Peterson, Sue

Employee

MNever, William
Employee

6. Press New, and then complete the

required fields marked in red. Attendee Edit .
7. Press Save.

Attendee Type (required)

Business Guest

Last Name (required)

Smith

First Name {required)

Steve

Attendee Title (required)

Manager

Company (required)

ABC, Inc

42
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You will see the updated list of
attendees for the expense. The average [RGALGHT [N
amount per person is automatically

lculated Business Meal (atiendees) $135.00
Calculated. Apr 13,2017
Ma i Grill
8. Press the Back button. v
9. Pl’eSS Save {Long press on attendee far mone ophions. )

PE!EI’SO]"I, Sue
Employee

The report is now ready to submit.

Mever, William
Employea

Smith, Steve

ABC, InG - Business Guest

43
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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 +
symbol.

2. Press New Expense.

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.

44

Trip to Seattle
Apr 3, 2017 - Not Submitted

$2,066.81

Report Summary

Receipts

(! ong press on expensa for mone options.]

Hotel

Mar 24, 20

$1,943.81
Marriott

$123.00

Entertainment-Other

New Exps

2Nse

Trip to Seattle
hpl’ 3. 201 ? - N(‘-'t Subulauvv

Import Expense(s)

Report Summary

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

Select An Expense Type

Q

All your company’s custom fields are

available, and all required fields are Expense
listed in red.
Taxi
4. Complete the fields as needed. Apr 24,2017

Note that the Payment Type defaults

to Out of Pocket. CUFency (required)

us, Dollar
5. Enter the Amount, and then press -

Done.
6. Press Save.

Payment Type (requwed)

Out of Pocket

Amount (reguired)

The out-of-pocket expense is added to
the expense report.
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SAP Concur

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.

SAP

Note that in your company’s configuration, the Hotel expense might be listed as

Room Rate or Lodging.

1. To beginitemizing your hotel bill,
from the Report screen, press the
Hotel expense.
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Trip to Dallas $415.96
Apr 24, 2017 - Not Submitted A

Report Summary

Receipts

$415.96

SUBMIT



SAP Concur

2. Press Itemization.

3. Inthe Nights section, provide
basic information about the hotel
stay, including the Check-in Date,
Check-out Date, and Number of
Nights.
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Expense

$415.96
A

Hotel
Apr 25,2017
Marriott

Itemization (0)

View Receipt

A

Itemizations are required for this entry

Expense Type (requirnd)

Hotel

Itemization

$415.96
A

Hotel
Apr 25,2017
Marriott

Apr 25, 2017

Number of Nights (<= 90) {required)

|




SAP Concur
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 Done.
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Combine room rate and taxes into one
entry

Itemization

Hotel
Apr 20, 2017
Marriott

$110.00

City

Dallas, Texas

Currency

Us, Dollar

Fayment Type

Company Paid

Amount (reguired)

115




SAP Concur

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

ST rHLIIUET N T 484%m3:30PM

(Long press on expense for more options.)
Hotel $115.00
Apr 20, 2017

7. To continue itemizing all
incidentals, press the + symbol.
Marriott
Hotel Tax
Apr 20, 201
Marriott
Parking

$110.00

Hotel Tax

Marriott

Parking

[temized Amount: $391.20
Remaining: $24.76

©
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SAP Concur

8. Update the expenses you need to
itemize, and then press Done. ltemization

Dinner $0.00
Apr 25, 2017
Marriott

City

Dallas, Texas

cCurrency

us, Dollar

Payment Type

Company Paid

Armount freguired)

18.50|
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SAP Concur

If an expense is personal, or not
reimbursable for any reason, select the
Personal Expense check box. When
you select this option, the system will
automatically deduct the amount of
this expense from the total amount
that the company reimburses. If the
charge was on a company credit card,
you might have to pay this amount
directly to the bank or pay the
company.

9. Press Save.
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Iltemization

Miscellaneous
Apr 25, 2017
Marriott

PUSINTESS F U LGS

in-room movie

Vendor Mame
Marriott

City
Dallas, Texas

Currency

US, Dollar

Payment Type

Company Paid

Armount frequired)

6.26|

Personal Expense (do not reimhurse]E

Comment




SAP Concur

You must account for any one-time
charges that appear on your bill, such
as room service, in-room movie, and
mini-bar.

10. Continue itemizing until the
Remaining Amount is $0.

11. Press the Back button.
12. Press Save.
Once the Remaining amount is $0.00

your Hotel expense is ready to submit.

QT rELILEOT N = 4682%m3:46 PM
Itemization +

(Long pres:s on expensea for more oations.)

Dinner
Apr 25, 2017
Marriott

Miscellaneous
Apr 20,2017
Marriott

Hotel $115.00
Apr 20,2017
Marriott

Hotel Tax
Apr 20,2017
Marriott

Parking
Apr 19,2017
Marriott

Hotel $110.00
Apr98, 2017
Mharriott

ltemized Amount; $415.96
Remaining: $-0.00

oS O
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SAP Concur

SAP

Working with Exceptions

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, from the
Report screen, press the entry.
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Trip to Seattle $1,176.47
Mar 24, 2017 - Not Submitted A

Report Summary
Receipts

Claim Allowances

(Long press on expense for more options.)

Lunch

he Lunch Hut

Dinner

$1,100.91
A

SUBMIT




SAP Concur

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 Comment

additional information in the Comment

field to help approvers and expense Best possible meal price.
processors complete their reviews. .

2. Scroll down and enter an CANCEI
explanation for the exception in
the Comment field, and then press
OK.

3. Press Save.

Client meeting Trip to Included
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SAP Concur

Note that the yellow exception still
displays. The approver or expense
processor will review this exception and
either approve or send back the
expense.
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Trip to Seattle
Mar 24, 2017 - Not Submitted

$1,176.47

Report Summary
Receipts

Claim Allowances

(Long press on expense for more oplions.)
Lunch

The Lund {ut

Dinner

Hotel $1,100.91

Spi {ill Suil

SUBMIT




SAP Concur SAP

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. From the Report screen, press
Add Expenses.

Trip to Vancouver
Apr 14, 2017 - Not Submitted

Report Summary

Receipts

No Expenses

| ADD EXPENSES

2. Press New Expense.

Add Expense

New Expense

Import Expense(s)

56



SAP Concur

3. Search for and select the
appropriate Expense Type.

4. Scroll down and select the

appropriate transaction currency.

Notice that the system automatically
converts your foreign currency amount
into your reimbursement amount and
displays the exchange rate.
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Select An Expense Type

taxi Q

Transportation

Taxi

taxing taxidermy

Taxi
Apr 26,2017

Ly

Currency (reguired)

Canada, Dollar

Payment Type jrequined)

Out of Pocket

Amount (reguired)

Amount in LS, Dollar {frequired}

0.00

Personal Expense (do not reimburse) ‘:

0.751043951092018




SAP Concur

5. Enter the transaction Amount in
the foreign currency, and then Expense

press Save.
Taxi

The foreign currency transaction is Apr 26,2017
added to the expense report.

LY

The system automatically converts
your foreign amount into your
reimbursement amount and displays
the exchange rate.

currency (reguired)

Canada, Dollar

Payment Type (raguired)

Out of Pocket

Amount (raquired)

35
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