This version shows the previous user interface. Though the home screen is different in the
newest user interface, most procedures and processes remain the same.

Videos are available in the training toolkit.

Applies to these Concur solutions:

Introduction to........ ,
Expense in Travel & Expense

Concur's mobile app - iPhone® Travel
Travel in Travel & Expense
Version 8.10 - December 2012 Invoice
Travel Request

Use Concur on your iPhone to assist i OVEMVIEW..........iiiiiiiiiiiii 2
with your Expense and Travel Feature List.....covviiiii i 2
needs. User Roles and Permissions ........ccvviiiiiiiiiniiiiiniee e 2
Using your smartphone, you can : Registration......ccviii i 2
access your information in @ cab, in { Log ON....ciiiiiiiiiiiiiiiii s 3 i
a meeting, at the restaurant - : i
1151 3
where your laptop is not available or : RV [ Y=Y =T o 1= 3 i
is too cumbersome. 5 BOOK @ FIIGNE covitiiiii e 5
—— — = I BoOK @ RENTAI Car..civvviiiiiiiiiii e e e 5
Book @ HOtel.....ocvvviiii 7
Shortcut for Car and Hotel .....ovvviiiiiiiiiie e 8 i
m— i View Agency Contact Information..............coovviiiiinn 8
LS i B0OOK AMtrak Dir€Ct CONMEC ... eeeneeeeeeee e e e e e eeeenns 9 i
Il Trips N i Use Taxi / MetrO / Gate@GUIU ..uuvevevrenieeeeiiieeeveiieeeeeainneeaes 10 i
0 active, 2 upcoming H :
i Expenses and EXpense REPOIMS ....cuuuerevneieiniereiierainnaeinneanes 10 :
Q, Book Travel > ; List of Expenses (the EXpenses SCreen) .....vvvvvvienenenennnnns 10
Book a Hotel, Car, and more i List of Reports (the Active Reports Screen) ............ccuvveeenn, 11
. I SUbMIt YOUr REPOIt . it e 11
i H:Zﬁle Ru;ﬁ;')'gitsme > I Create @ QUICK EXPENSE ....covvvvveiieeieeeeeieisiiiieeeeeeeeseeesnes 12
_ q °P i Delete an Expense from the Expenses Screen.................... 12 i
SADENSE ! Attach Expenses (from the Expenses Screen) to a Report ... 13
? uick Expense N i Add a Personal Car Mileage/Km Expense - Fixed Rate ........ 14
Capture expense and receipt i Add a Personal Car Mileage/Km Expense - Variable Rate ....14
i Add a Company Car EXPENSE.....c.ccuuueeeerrieeeririneeeerinnnnns 15 i
=] ?eports > i View and Edit an Expense on an Expense Report................ 15
unsubmitted report(s) H . H
: Itemize an Expense on an Expense Report........................ 16
= Expenses ’ ! Add Attendees to an Expense on an Expense Report........... 17 i
0 corporate card transaction(s) i Remove an Expense from an Expense Report.........c.cccue..e. 21 ¢
! View and Edit the Report Summary (Report Header) .......... 21 i
Approvals > i Create an Expense Report from the Active Reports Screen..22 i
1 report(s) to approve i Delete an Expense Report from the Active Reports Screen ..22 i
voice Approval i Work with RECEIPES....ccvvviiiiiiiii 23 i
D Invoice Approval > FAPProvals.......iii 24
Invoices to approve :  Approve Expense Reports (for the Expense Approver) ........ 24
Twitter From Concur i Approve Payment Requests (for the Invoice Approver) ....... 24 i
3 Tue Aug 16 5:30 PM Travel never goes Approve Travel Requests (for the Travel Request Approver) 26
as planned, so expect to be thrown... P MISCEIIANEOUS «.ivtiiii e 27
- | USE LOCAE & AIEIT ..eevrieiieeiieeie e et et e e 27 i
TrIBTT oo i Save Login ID and AUtO LOGIN.......cccvvvvvrreiieeeeeeeieiiiiiinnns 28 i
I VT o T3 T =) 28 i

Among other things — you can enter out-of-pocket expenses real-time and take a picture of the
associated receipt; create, submit, and check the status of your expense reports; and finish your
expense report approvals. You can check your itinerary; book a flight, taxi, rental car, Amtrak, or
hotel; and view maps and directions from your current location.
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Overview

Feature List

If you use Travel, you can: If you use Expense, you can:
e View your itinerary e Add, edit, and delete out-of-pocket expenses
e Search for and book flight, hotel, rental car, and e Capture and upload receipt images

Amtrak « View and edit downloaded card transactions
» Check your flight status using FlightTrack « Add attendees and itemizations to expenses
» Check airport services/features with GateGuru « Attach expenses to an expense report

e Access Taxi Magic (available to US clients)
e Access MetrO (ground transportation)

o« Create, edit, delete, and submit expense reports
« Approve or reject expense reports (if you are an
e Map locations, obtain driving directions, view approver)

vendor details o Access Taxi Magic (available to US clients)
« View travel agency contact information

If you use Invoice, you can: If you use Travel Request, you can:
e Approve payment requests (if you are an e Approve travel requests (if you are an approver)
approver)

If you use Locate & Alert, you can:
e Check in

User Roles and Permissions

Users with the Travel User role can access the Travel-related features.
Users with the Expense User role can access the Expense-related features.
Users with the Expense approver role can approve expense reports.

Users with the Invoice approver role can approve payment requests.
Users with the Travel Request approver role can approve travel requests.
Users of Locate & Alert can check-in.

My Concur  Request  Travel Expense Central iliati Invoice i Locate ini i Profile

Registrati
egls ration Personal Information  Change Password  System Settings  Mobile Registration  Mobile Devices  Travel Wacation Reassignment

My Profile

Yowve been designated a3 an assistant far one or more people. I you'd ke to edit their profiles instead of yours, select a nare from the 1ist Tk v

If you have any

vour N to the right.
of the roles listed | s Welcome o Concur for b
above, Mobile e
H H Credit Cards Ll VIRGIN 36 4:20 PM =
RegIStratlon Travel Settings 2 Cenete Talog in to Concur on your mobile device, you must enter your User Name and a Mobile FIN, Your User MName is terrybrown@foregone.com. If you have
appears On the Trawel Proferences g;tﬂy\?’txetupnrneedtyu(hangeaPlN,thiraP'[N[wh\[h!anm[lude\Eﬂers,numberx,andlspena\[haratterxsuthyas!S,ur#bu‘t;nu;pate‘s]\ztheﬂe\ds
Profile menu in L”,ZZ’S:IE?LI;?LW T
. Assistants/Arrangers [ createrUpdate Mobile PIN___|
the web version . TS S
of Concur. Tawel Resuest Infermation 1) Create your mobile PIN.
Travel Request Delegates
Travel Request Preferences
NOTE: If YOUI’ l;iﬁﬁ“;i:xf’ms Concur for mobile is available on BlackBerry, iPhone and Android devices!
N
company uses /
Single Sign On 2) To obtain the app, go to the App Store - P> Coogle piay
(SSO) for Use these search terms: Concur, Concur o T
Concur's mobile Mob/_/e, Cligbook, t(ave/, expense, hotel, taxi, D X;;;jb‘gi’g}'z Uy e 2t coneurformenle e
app, this page receipt, hotel booking, business travel, Of==0
I
. . expense report i
will be slightly ) )
different 3) Click Learn more... to view demos and [=
) \access other information. )
-
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. ATET 7 11:41 AM =

Log On

Once you have downloaded the Concur app, locate the Concur icon on Travel

your application menu. Start the application and log in with your mobile i Trips ‘ N
PIN. The Concur home screen appears. It provides your main menu, e e

shows your Travel and Expense options, and more. Q Book Travel @ @ >

NOTE: If your company uses Single Sign On (SSO) for Concur's mobile S
app, you may be directed to your company's mobile page where you log | & Quick Expense >
in with your regular company network credentials.

E Reports >
6 unsubmitted report(s)
- == Expenses >
Tri PS 0 corporate card transaction(s)
R N S N

wll. ATET 7 11:42 AM -

View Itineraries

To view information about your trips, select Trips on the home

T screen.
Trip from Seattle to Atlanta
Mon Sep 26 2011 - Thu Sep 29 2011 Select the desired trip. Then, select the trip
Trip from Seattle to Philadelphia segments to see the details. ————— —— —
Mon Oct 03 2011 - Thu Oct 06 2011 -
Trip Details  Seattle to Los Angeles
il ATET 2 11:42 AM =)
Bt L R 10, . S— |
TripsList Trip from Seattle... + Seattle to Los Angeles
Confirm # KCZYMU
Trip from Seattle to Atlanta Alaska Airlines 454 _
6:00 Seattle to Los Angeles Mon Sep 26 Mon Sep 26
AM Alaska Airlines 454 ® » | Terminal -- Terminal 3
Terminal -- Gate -- " | Gate -- Gate --
« 10:20 Los Angeles to Atlanta Flight Status
AM Alaska Airlines 6019 i
Terminal 5 Gate -- all ATE&T 7 11:43 AM ® Scheduled On-time
. Class / Seat
_  5:39 Enterprise Trip Details - Hartsfield Intl . .
@  PM (ATL) Atlanta bt 11:43 AM il Class: ECONOMY Seat: 28A
Intermediate e P
- i Enterprise Aircraft
Check Hyatt Place Atlanta Airpor... IR ALUESICReLCH E Confirm # 98652314 739
] In 3415 Norman Berry Dr v Pickup: M 2 i
East Point Georgia 30344 N\ Hyatt Place Atlanta A _ thu"l'_ﬁ_ .n?l:' SS:F:’ZS d Confirm #
FTr——— 8onfirm # HY005963087, i i KCZYMU
- Check In: Mon Sep 26 Pickup Location
6:00 Atlanta to Seattle : i
PM Alaska Airlines 743 Check Out: Thu Sep 29 | | (ATL) Hartsfield Intl Arpt Atlan Flight Duration
Terminal S Gate -- Confirm # 2 Hours and 35 Minute(s)
e ddress (SEA) Seattle Tacoma Intl Arpt, WA
3415 Norman Berry Dr East Point| = Status
Confirmed Reservation Status
Status Rate Confirmed
Confirmed $215.89 Meal
Confirm # Daily Rate F
HY0059630871 $53.99 Flight Tracker ,
Daily Rate Rate Type Track your flight
$119.00 D
Cancel Policy Body Type Scheduled Arrival
CANCEL BY 4 PM DAY OF ARRN  Car Mon Sep 26 8:35 AM
Vendor Transmission Arrive
Hyatt Automatic transmission (LAX) Los Angeles Intl, CA
Hotel Name ) Air Condition Terminal Gate
Hyatt Place Atlanta Airport-Nd4 | Ajr conditioning Terminal 3 Gate --

Last updated Aug 16, 201 Last updated Aug 16, 2011

6:40:45 PM c

Cancel Hotel 6:40:45 PM Last updated Aug 16, 2011 6:40:45 PM ' Filight Status
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FLIGHT INFORMATION

Access additional information
from the flight screen.

uil ATET 7 11:49 AM [~

Tip Details  Seattle to San Franc...

Seattle to San Francisco
Confirm # SDK1BM

United 220
Depart SEA Arrive SFO

Mon Sep 19 Mon Sep 19
Terminal -- Terminal 3
Gate -- Gate --

Flight Status
® Scheduled On-time

Class / Seat
Class: ECONOMY Seat: 24A

Aircraft
Airbus 320

Confirm #

SDK1BM

Flight Duration
2 Hours and 4 Minute(s)

Airport (=
(SEA) Seattle Tacoma Intl Arpt, WA

Reservation Status
Confirmed

Web Site
www.united.com [ o

Flight Tracker
Track your flight &

Scheduled Arrival
Mon Sep 19 1:36 PM

Arrive

(SFO) San Francisco Intl Arpt, CA

Terminal Gate
Terminal 3 Gate --

Last updated Aug 16, 2011 C

Flight Status 6:49:25 PM

wil AT&T = 11:49 AM o
Done Fllght Status
Airline
United 220

Flight Status
® Scheduled On-time

Flight Tracker >
Track your flight

Departure Information

Airport
(SEA) Seattle Tacoma Intl Arpt, WA

Flight Duration
2 Hours and 4 Minute(s)

Arrival Information

Arrive

(SFO) San Francisco Intl Arpt, CA

Scheduled Arrival
Mon Sep 19 1:36 PM

Terminal Gate
Terminal 3 Gate --

Last updated Aug 16, 2011 6:49:51 PM C

Top In-App Purchases >

The best flight tracking app out there! Track flights
with beautiful, zoomable maps or get real-time
departure info, delays and gate numbers at a
glance. Full international coverage means you can
track all your flights worldwide. We'll even update
you on cancellations and help you find an alternate
flight.

Download now and see why FlightTrack is the
most popular flight tracking app on the App Store.

“Brilliant.” - New York Times

“If you travel by air, you're going to want this

o —~

[iPod = it 1:40 PM )

Top In-App Purchases >

Named one of the Top 5 Air Travel apps by CNN!

GateGuru - Revolutionizing the Airport Experience
Since 2009.

GateGuru is the leading day-of travel application
that covers over 120 airports across the United
States, Canada, Europe, and Asia. We have
created GateGuru to serve as a valuable resource
from the minute you leave on your day of travel to
the minute you arrive at your destination. The
application allows you to view your Tripit and
KAYAK itineraries, view / post airport security wait
times and see a structured list of airport food,

il ATET

bone  Web site for United

UNITED 5.

Flight availability
Mileage Plus® summary

Flight notifications

Continental mobile

©2011 United Airlines
Powered by Kony Solutions

Version 8.10 - December 2012
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Book a Flight

Book a flight by selecting Book Travel on the home screen
and then Book Air.

NOTE: Your company's configuration may prevent you
from booking flights. Check with your Concur administrator.

~lrave - - 1) Enter the departure and

arrival locations along with the :
Book Hotel other search criteria. i The search results are

displayed by the

2) Complete all other required

Book Car fields and questions. i number of stops and
: then carrier.
3) Select Search. :
Book Rail

Concur Book Air Search

Book Air Book Ar - Results Summary

BT (S Seate, WA o (oFW e, Tx
Cancel Feb 13, 2012 - Feb 17, 2012
Departure City 7
Seattle Tacoma Intl Arpt, Seattle, ... > ngier ::L'h(szz“' results) szs':rTI:g >
Arrival City >
Dallas Ft Worth Intl, Dallas, TX (D... Nonstop
Departure Date > Aa American Starting
Mon, Feb 13 6:30 AM 6 regults $508.60
Return Date >
Fri, Feb 17 8:00 PM == Q'L lonstops (61 4) Select
Class of Service > the carrier.
................................................ Economy 1 Stops
i If this feature is available fennenne & | | Refundable Only | OFF = gﬂst: SILII)IQIS Carriers ss_t;rli:g N
¢ to you, select ON for -
: Refundable Only so only 4 Ambrican e
: refundable flights appear in 60 rlsults $488.41 *
: the search results. :
A 4
il AT&T = 1:46 PM =

6) Complete all other
required fields and
questions.

7) Select Reserve.

Results Summary ~ All NOnStOp

(SEA) Seattle, WA to (DFW) Dallas, TX
Feb 13, 2012 - Feb 17, 2012

s American
A Mon 7:25 AM  DFWMon 1:20 PM
55m /0 Stops $508.60 »

FWFri9:45 PM  SEA Sat 12:05 AM
20m / 0 Stops

All Nonstop Flight Details Reserve

5) Select
the flight.

(SEA) Seattle, WA to (DFW) Dallas, TX
Feb 13, 2012 - Feb 17, 2012

A American
SEA Mon 6:00 AM  DFWMon 11:45 AM
3h 45m / 0 Stops $508.60 »

DFWFri 9:45 PM SEA Sat 12:05 AM
4h 20m / 0 Stops

Departure

A American 2046 H
SEA Mon 6:00 AM DFWMon 11:45av § NOte the following:
e e Ghost cards are special credit
Returning cards used by some companies.
If a ghost card is available to
you in the web version of

A% American
SEA Mon 8:45 AM  DFWMon 2:30 PM
3h 45m / O Stops $508.60 >

DFWFri8:15PM  SEA Fri 10:35 PM

A American 1017 4h 20m / 0 Stops

DFW Fri 9:45 PV SEA Sat 12:05 AM % . . .
4h 20m / Stops: 0/ Economy (N) E ConCUr, it WI” appear In the 6 results by Fare Price

] credit card list here, too.
Total Price e If you have one or more V.“ L, .
$508.60 :  frequent flyer programs, they % Change the sort order.
Card : will appear on this screen so you : R :
Demo Visa *********++1111 : can choose. :
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Book a Rental Car
To search for and book rental cars:
e« On the home screen, select Book Travel and then Book Car

e From an itinerary, select (at the top of the itinerary

screen) to access the menu and then select Book Car Book Hotel
NOTE: If you add a car from the itinerary, the airport and pick- Book Car
up/drop-off dates are pre-populated.
Book Rail
il ATET = 11:53 AM = Book Ai
e 00 r
Concur Car Rental Search
.Location >
Dallas, TX, USA
Pick-up Date 3
Sun Sep 18, 2011
Pick-up Time 3
9:00 AM
Drop-off Date >
Mon Sep 19, 2011
Drop-off Ti
900 AM > 4) Select a car.
Car Type A il ATET &
\ carrental  Select Car
1) Enter the location, dates, and " _—
; ; ars near Dallas,
tlr_rges_ along with the other search Sun Sep 18, 2011 - Mon Sep 19, 2011
criteria.
SADVANTAGE
2) Complete all other required
fields and questions. Economy Car $16.64 ,
utomatic transmission per day
3) Select Search.
/ Compact Car $16.64 >
Automatic transmission per day
il ATST &
) Intermediate Car $17.48 >
Select Car Car Details Reserve Automatic transmission per day
Advantage Standard Car $18.00 >
Pick-up: Sun Sep 18, 2011 Automatic transmission per day
Drop-off: Mon Sep 19, 2011 Full-size Car $18.27 N
Automatic transmission per day
Card > | Ace Az
Phone :
5) Complete a” other E ----------------------------------------------------- E
Map Address required fields and i Select to change the sort order.
DALLAS LOVE FIELD A| duestions. :
6) Select Reserve. Sort by Preferred Vendors

PR L...: ; Sort by Vendor Names
Ghost cards are special credit cards PO
used by some companies. If a ghost :
card is available to you in the web : :

version of Concur, it will appear in Cancel
the credit card list here, too. : :
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Book a Hotel
To search for and book hotel:
¢ On the home screen, select Book Travel and then Book Hotel
e From an itinerary, select (at the top of the itinerary
screen) to access the menu and then select Book Hotel Book Hotel

NOTE: If you add a hotel from the itinerary, the airport and check-

in/check-out dates are pre-populated. Book Car

Book Rail

ul__AT&T 7 11:55 AM (==
Book Air

Concur Search

Location

> = Cancel
Dallas, TX, USA il ATET 2 11:57 AM =)
Check-in Select Hotel

=

Thu Nov 17, 2011

Sheraton Dallas Hotel Starting:
Check-out N 400 N Olive St $159.oo> selectroom Best Western Cityp...
Fri Nov 18, 2011 Dallas, TX 75201 1.91 mi
. - - e Best Western Cityplace Inn
Find hotels within > & Highland 2 4150 N Central Expwy
E-milae 2 Park White i Dallas, TX 75204
( b, 3 Rock La|
g g
1) Enter the search > S 2 W suesss LoKewood e
criteria. 3 b
2) Complete all o, Parking  IParking:0.00
- o Dallas Coronado Hills/
other required fields S f:mwm S
H Heights DU S o
and questions. ot 4150 North Central Exprway
3) Select Search. alias AN Baliss
South Dallas/ ik
Fair Park 75204
us
@ ~
4) Review the map. e

13 Results sorted by Preferred Vendors

Select Hotel Select Room BOOk Room Reserve

Hotels near Dallas, TX, USA ) e 2%?:\(’:85:672 Cityplac...
i ; entral Ex
Thu Nov 17, 2011 - Fri Nov 18, 2011 6) Review the If yo btk pwy
Best Western Citypla... Starting: cancellation policy. 780+
4150 N Central Expwy $79.99 usa
Dallas, TX 75204 1.39 mi\ a_ATELE T1:55 AM =+ |1 | Best Available Rate*no Restrictions 1 King
WE Bed Smok Whispd Micfrg Safe Wrkdsk

Select Hotel Select Room

La Quinta Inn Dallas... Starting: Sl = Cofmkr Full Breakfast
44405 deal L. soo. 00 . APO|
Dall Best Western Cityplac... «+ d | Phone N
sy T 5) Select a hotel. - ,t | 4150 N Central Expwy =7 | (214) 827-6080
. Dallas, TX 75204 e
Sher: - On-{§
400 N Olive St $159.00) Not Preferred Map Address N
Dallas, TX 75201 1.91 mi Chaj 4150 N Central Expwy
Best Available Rate*no Busil
Americas Best Value... Starting: Restrictions 1 King Bed Smok $79.99
- 3243 Merrifield Ave $35_99_> Whispd Micfrg Safe Wrkdsk Cof... Check-in
| Dallas, TX 75223 1.91 mi
Best Available Rate’nd Thu Nov 17, 2011

Restrictions 1 King Bel 7) Select a room.

i i Starting:
rggm Marriott City Center arting Handcp Whispd Micfrd Check-out
[ 13 Results sorted by Preferred Vendors Fri Nov 18, 2011
==susaa | Best Available Rate*no

Restrictions 1 King Bed Nsmk $79.99 >

i i Daily rate:
Ghost cards are special cred|.t Handcp Rolnshwr Whispd Micfr... $;éy9ra e
cards used by some companies. :
If a ghost card is available to Best Available Rate’no | 8) Complete all other

Restrictions 1 King Bed Nsmk $79.99 >
Sofabed Whispd Micfrg Safe Wr...

required fields and
questions.

9) Select Reserve.

you in the web version of
Concur, it will appear in the
credit card list here, too.
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MORE INFORMATION ABOUT HOTELS

On the Select Hotel screen...

i AT&T 7 11:55 AM [

Hotel Select Hotel Map

Hotels near Dallas, TX, USA
Thu Nov 17, 2011 - Fri Nov 18, 2011

Change the sort order.

On the reservation screen...

Sort by Preferred Vendors

il ATET 12:12 PM =t

Trip Details  Sheraton Dallas Hotel

Sheraton Dallas Hotel
Confirm # C635135524
Check In: Thu Nov 17
Check Out: Fri Nov 18

i Best Western Citypla... Starting:
S fl 4150 N Central Expwy ~ $79.99, : ;
Dallas, TX 75204 1.39 mi Sort by Vendor Names : Phone
H >
La Quinta Inn Dallas, Starting: - : 214-922-8000
uin nn . SR o
4440 N Central Expwy $99.Q0; Soibylice Map Address
Oyl ) )
HEgy D2''as TX 75206 1.&mi 400 N Olive St Dallas, Texas, 75201

K

Sort by Distance
Sheraton Dallas Hotel ,»*" Starting:

400 N Olive St " $159.00 i Status
Dallas, TX 75201 .,." 1.91 mi Sort by Rating Confirmed
< : : Confirm #
Americas Be'st Value... Starting: H H
| 3243 Mafrifield Ave $35.99, | i Cancel : 635135524
1 Da.l\‘as’, TX 75223 1.91 mi : : Daily Rate
o s sssEEE s EEEE RS RS EEEE s EEEEEEEEEEEEEEEEER $15900

Last updated Aug 16, 2011 C

Cancel Hotel 7:12:44 PM

e’ Marriott City Center Starting:
I'_.“’ 13 Results sorted by Preferred Vendors

Please Confirm

Are you sure you want to cancel this
hotel reservation?

Cancel

Shortcut for Car and Hotel

When you book a flight, you can
easily add a car or hotel.

: View Agency Contact
Information

¢ On the Trips screen, access
the menu and select Travel
: Agency Info.

1) When you select Reserve
when booking the flight, a
confirmation message appears.

2) Select OK.

Select an Action

Add Car

Reservation Confirmed Add Hotel

Flight has been confirmed.

e

Travel Agency Info

Refresh Data

3) Select Add Car
or Add Hotel.

Cancel

Page 8 of 28
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Book Amtrak Direct Connect

Book rail by selecting Book Travel on the home screen and then
Book Rail - if your company is configured to use Amtrak Direct

Connect.

1) Enter the search criteria.

2) Complete all other required fields and questions.

3) Select Search.

Concur

s —
One Way Round Trip

Departure Station
(MKA) Milwaukee Airport

Arrival Station
(CHI) Chicago - Union Station

Departure Date
Wed Aug 17, 2011

Departure Time
9:00 AM

Return Date
Thu Aug 18, 2011

Return Time
6:00 PM

>

il ATET 7 12:21 PM =

Train Choices Fare Choices

(MKA) Milwaukee Airport - (CHI) Chicag...
Wed Aug 17, 2011 - Thu Aug 18, 2011

Train #334 (1h 19m)
MKA 11:10 AM - CHI 12:29 PM

Regional

Train # 337 uh 14m)
CHI 3:15 PM - MKA 4:29 PM
Regional

Select seat class below

MKA - CHI
Coach Unreserved Seat
CHI - MKA

Coach Unreserved Seat

$46.00 @]

- 5) Select a fare.

Ghost cards are special
credit cards used by some
companies. If a ghost card is
available to you in the web
version of Concur, it will
appear in the credit card list
here, too.

4) Select a train.

il ATET =

Train Choices

(MKA) Milwaukee Airport - (CHI) Chicag...
Wed Aug 17, 2011 - Thu Aug 18, 2011

Train #334 (1h 19m)

MKA 11:10 AM - CHI 12:29 PM
Regional

Train # 337 ﬂh 14m)

CHI 3:15 PM - MKA 4:29 PM
Regional

Train #332 (1h 19m)
MKA 8:10 AM - CHI 9:29 AM
Regional

Train # 341 ﬂh 14m)
CHI 8:05 PM - MKA 9:19 PM
Regional

Train #332 (1h 19m)
MKA 8:10 AM - CHI 9:29 AM
Regional

Train # 339 (1h 20m
CHI 5:08 PM - MKA 6:28

Starting

$46.00 >

Starting:

$46.00 >

Starting:

$46.00 >

)
PM

will ATET 7 12:21 PM

Fare Choices Train Detall Reserve ‘

(MKA) Milwaukee Airport - (CHI) Chicag...
Wed Aug 17, 2011 - Thu Aug 18, 2011

Departure

Train #334 (1h 19m)
MKA 11:10 AM - CHI 12:29 PM
Coach Unreserved Seat

Return

Train #337 (1h 19m)
CHI 3:15 PM - MKA 4:29 PM
Coach Unreserved Seat

Total Rate
$46.00

6) Complete all
other required fields
and questions.

7) Select Reserve.

Book Hotel

Book Car

Book Rail

Book Air

The Segment Details
screen provides your trip
details.

will ATET = 12:22 PM

Trip Details - Segment Details

Milwaukee Airport to Chicago -...
Confirm # 082CB0
Amtrak 334

Depart Milwauke... Arrive Chicago -...

Wed Aug 17 Wed Aug 17
Stops 0 1 hour 19 minutes
Info
2V #334 Wed Aug 17 11:10 AM
Station

Milwaukee Airport

Train Number

334

Stops
0

Reservation Status

NotPurchasedThroughGDS

Arrive

Wed Aug 17 11:10 AM

Station
Chicago - Union Station

Vendor
Amtrak

Train Type
334

Last updated Aug 16, 2011 7:22:03 PM C E
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11:36 AM B 75% =k

il AT&T 3G

Use Taxi / MetrO / GateGuru
On the Travel Apps menu on the Trips List:

Concur Trl ps

e Use Taxi Magic - to search for a taxi and Car/Hotel Reserva

N Sun Sep 18 2011 - Mon S4
reserve a taxi.

Trip from Seattle t
Mon Sep 19 2011 - Thu S4

NOTE: Since Taxi Magic is available only in the
United States, the Taxi Magic option will Eginpsgﬁfgzgféﬁth'sg
appear on the Travel Apps menu for users

with home addresses in the United States. Trip from Seattle t
Mon Oct 03 2011 - Thu Qg

e Use MetroO to locate public transportation.
MetrO is a free guide to public transport
systems worldwide - with at least 400 cities
included.

Car/Hotel Reserva
Thu Nov 17 2011 - Fri Jov

e Use GateGuru for information about airport
amenities, food, shops, services, gates, ATMs, st Cancel
security, and more.

Expenses and Expense Reports

.. ATET T 11:41 AM =
List of Expenses (the Expenses Screen) o

Select Expenses on the home screen to access the Expenses Travel
screen. On the Expenses screen, you can: i Trips N

0 active, 2 upcoming

e Add, view, edit, and delete Quick Expenses
Q, Book Travel >

Book a Hotel, Car, and more

NOTE: Quick Expenses are designed to be quick and easy. For =y
more intricate expenses (car mileage/kilometers, attendees, )

. L Quick Expense
and itemizations), create the expense from an open expense R Capture expense and receipt ?
report. & Reports ,

. .. . . 6 bmitted rtl
« View and make minimal edits to card charges, which appear nsubmitied repors)

with the &3 icon. Note the following: & Expenses

0 corporate card transaction(s)

¢+ To make more extensive edits, edit the transaction once it

is attached to an expense report. LTSI 22560
. Concur Expenses +
+ If you are allowed to delete card transactions o v
in the web version of Expense, then you can Lunch $15.24
delete them here, too. Apri, 2011 >
Starbucks - Seattle WASHIN..
» Attach expenses - both Quick Expenses and card Breakfast $15.26
charges - to an expense report. May 16, 2011 >
E Starbucks - Redmond, WA
NOTE: The = icon indicates that there is a receipt Breakfast $7.25
image attached. Jun 23, 2011 ’
Star bucks - Bellevue, Washi.
Airfare $539.00
Jul 27, 2011 BE= >
Washington-Dulles Int Apt,. e
Car Rental $283.88
Aug 8, 2011 = >
Budget - Los Angeles, CA, US

Edit g Add to Report
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List of Reports (the Active Reports Screen)

Select Reports on the home screen to access the Active Reports

screen.

On the Active Reports screen, reports are grouped by:
Unsubmitted Reports, Submitted Reports, and Other Reports.

On the Active Reports screen, you can:

e Review the report status

e Delete a report

e« Create a new report

e Access your expense reports so you can:

¢+ View and edit the report summary (report header)

+ View and attach receipt images

¢+ Add simple as well as more intricate expenses (car
mileage/kilometers, attendees, and itemizations)

+ View, edit, and delete expenses

¢ Submit your report

11:41 AM

u... AT&T T

Il Trips 3

0 active, 2 upcoming

Q, Book Travel 3

Book a Hotel, Car, and more

5 Quick Expense >

Capture expense and receipt

B Reports N

6 unsubmitted report(s)

&= Expenses >
0 corporate card transaction(s)

il ATET 7

Concur

12:26 PM

Active Reports

Trip to Bellingham $78.98
Not Submitted >
Jul 1, 2011
Sales Training $1,713.18
WL ATET = 12:26 PM ot Submitted A’
Jun 28, 2011
Active Re...  Report Sales Meeting $152.63
Not Submitted >
Sales Training $1,713.18 dun 28, 2011
Jun 28, 2011 E A Report on 5/28/2011 $34.43
Not Submitted Not Submitted >
May 28, 2011
Mileage Report $0.00
© Report Summary Not Submitted >
May 28, 2011
B Receipts
Room Rate $823.81
Jun 23, 2011 =
Residence Inns, Sacramento,...
Car Rental $375.35
Jun 23, 2011 =
Enterprise, Smithfield, North...
Business Meal (attendees) $153.62
Jun 22, 2011 A
The Steak House, Omaha,...
Airfare $360.40
May 27, 2011 = A
Alaska Airlines

Submit Your Report
When ready, select Submit.

If you are allowed to
select an approver before
submitting an expense
report, then you will be
prompted to do so when
you select Submit.
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Create a Quick Expense

To add a simple expense:

e Use the on the top of the Expenses screen

_Or_

e Use Quick Expense on the home screen (shown below)

... AT&T T 11:41 AM =

il Trips >

0 active, 2 upcoming

Q, Book Travel >

Book a Hotel, Car, and more

ExXpense
EAPCIISC

E. Quick Expense >

¥ Capture expense and receipt

Reports »
6 unsubmitted report(s)

== Expenses >
0 corporate card transaction(s)

N N T S N

——

1) Select Quick Expense. ]

B Receipt >

Date *
Tue Aug 16, 2011

Type *
Breakfast

Currency *

US Dollar

Amount *

Vendor
Starbucks

Location

il ATET 12:28 PM =

concur  Quick Expense

>

PURRY. VPP Iy

2) Enter the required information
and attach the receipt image.

3) Select Save.

Delete an Expense from the Expenses Screen

You can delete Quick Expenses from the Expenses screen.

: To add a more intricate

! expense (car mileage/
kilometers, attendees,
itemizations), add the
expense to an open
report.

wil ATET = 12:28 PM =

Concur ExpenseS

+

Lunch $15.24
Apr 1, 2011
Starbucks - Seattle WASHIN

Breakfast $15.26
May 16, 2011 >
Starbucks - Redmond, WA

Breakfast $7.25
Jun 23, 2011 >
Star bucks - Bellevue, Washi...

Breakfast $18.21
Jun 30, 2011 >
Cafe Bistro - Seattle, WA

Breakfast $15.25
Aug 16, 2011 ?
Starbucks - Redmond, Was...

‘ When done, the new I

expense appears on the
Expenses screen.

NOTE: If you are allowed to delete card transactions in the web version of Concur, then you can

delete them here, too.

T&T 7

Concur Expenses

Lunch $15.24
Apr 1, 2011
Starbucks - Seattle WASHIN...

Breakfast $7.25
Jun 23, 2011
Star bucks - Bellevue, Washi...

18.21
1) Select Edit. s

T wrererlA

Breakfast $15.25
Aug 16, 2011
Starbucks - Redmond, Was,

Add to Report

12:31 PM =

ATET = 12:31 PM

=

Concur Expenses Cancel
Lunch $15.24
@ |por 1, 2011
Starbucks - Seattle WASHING...
Breakfast $7.25
Jun 23, 2011

Star bucks - Bellevue, Washin...

Jun 30, 2011
Cafe Bistro - Seattle, WA

JAug 16, 2011

Delete (1)

Breakfast $18.21

Breakfast $15.25

Starbucks - Redmond, Washin...

L~
2) The expenses can
now be selected using
the ' to the left of
each expense. Select
the desired expenses.

3) Select Delete.

Version 8.10 - December 2012

Concur's mobile app - iPhone®

Page 12 of 28



Attach Expenses (from the Expenses Screen) to a Report

You can attach expenses to an unsubmitted expense report or to a new expense report.

wil. ATET = 12:28 PM =

Concur Expenses

Lunch $15.24
Apr 1, 2011 >
Starbucks - Seattle WASHIN... wil. AT&T 12:26 PM [~

Breakfast $15.26 Active Re... Create Heport
May 16, 2011 >

Starbucks - Redmond, WA

Report Name *

Breakfast $7.25 8/16/11 Report ’
Jun 23, 2011 >
Star bucks - Bellevue, Washi... \ Report Id
Breakfast $18.21 4) Either:
Jun 30, 2011 > e To create a new report, Policy *
Cafe Bistro - Seattle, WA . >
select Ill at the top of US Expense Policy
E"eaw'ga:;ﬂ $15.25 R the screen - or - Report Date
ug 16, 2 L. >
Starbucks - Redmond, Was. O Select from eX|st|ng Tue Aug 16, 2011
reports
Add to Report Z Business Purpose * >

il ATET = 12:29 PM (=]

1) Select Add

Expenses  Select Report Report Currency

to Report. US, Dollar
Pick a report from the list below to add your
expenses to. Or add to a new report by Receipts Received OFF
tapping the '+' button above.
il ATET = 12:28 PM [~
— EXDenoes — e 2T Approval Status
P Trip to Bellingham $78.98 Not Submitted
Jul 1, 2011
JLunch $15.24
Apr 1, 2011 Jun 2011 Comment >
Starbucks - Seattle WASHING... Sales Meeting $152.63
|Breakfast $15.26 Jun 28, 2011 Travel Requests N
@) [vay 16, 2011 Sales Training $1,713.18
Starbucks - Redmond, WA Jun 28, 2011
IBreak'aSt $7.25 7;73‘ 2.‘:1 1 _
Jun 23, 2011 Report on 5/28/2011 $34.43
Star bucks - Bellevue, Washin... May 28, 2011
|Breakfast $18.21 "
Jun 30, 2011
new or existing report.
JBreakfast $15.25
Aug 16, 2011 — -
Starbucks - Redmond, Washin...
Concur Reporl +
Select All Add to Report (1]
8/16/11 Report $15.26
Aug 16, 2011
Not Submitted

2) The expenses can now be

selected using the J to the left of
each expense. Select the desired

© Report Summary

B Receipts

expenses.

3) Select Add to Report. Breakfast $15.25
May 16, 2011

Starbucks, Redmond, Washi...

G N N P

R R AR AN RN NN RN NEREAENEREAENEREAEEEREEEE,
RN AN NN NN NN AR NN NN AR AN AR ERENEEEAEREEREEREEEEEEEEEEEEE
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Add a Personal Car Mileage/Km Expense — Fixed Rate

You can add fixed-rate Personal car mileage/kilometer expenses.

There are two ways to add a mileage/kilometer expense:
e From the home screen (Method #1 below)

e From an open report (Method #2 below)

wil. ATET 5 12:31 PM =)
concr  Select Report +
Pick a report from the list below to add your
expenses to. Or add to a new report by
tapping the '+' button above.
8/16/11 Report $15.26
Aug 16, 2011
Receipts —
. Trip to Bellingham $78.98
Car Mileage Jul 1, 2011
Attendee Sales Meeting $152.63
Jun 28, 2011
Location Check-In Sales Training $1,713.18
Jun 28, 2011
Method #1: 34.43
1) On the home screen, 3) Create a new report
select to access or select an existing
the menu. report.
J

2) Select Car Mileage.

4 )

3) On the expense
screen, select the
Personal Car Mileage
expense type. (Your
company may use a
different expense type
name.)

.

Method #2:
&Open a report, select
to access the menu.

2) Select Add New
Expense.

J

Expense calculates
Add New Expense the amount based on
The expense appears
on the report.

Import Expenses

Cancel

4) Create the
expense. Complete
the fields on the Add
Car Mileage screen.

5) Select Save.

Concur

Add Car Mileage

Expense Type
Personal Car Mileage

Transaction Date *
Tue Aug 16, 2011

City *

Redmond, Washington
Purpose of the Trip *
Training

From Location *

Redmond

To Location *
Seattle

Currency

US Dollar

Payment Type
Cash

Amount
6.88

Distance *
17

Receipt Status *
No receipt

Concur

Report

8/16/11 Report
Aug 16, 2011
Not Submitted

$22.14

© Report Summary

B Receipts

Personal Car Mileage
Aug 16, 2011
Redmond, Washington

the distance and rate.

Breakfast $15.26
May 16, 2011

Starbucks, Redmond, Washi...

Version 8.10 - December 2012
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Add a Personal Car Mileage/Km Expense - Variable Rate

Adding a variable-rate personal car mileage expense is the same, except — depending on your
company's configuration - you R .
may also be able to: : :

Vehicle ID* >
RX57JJJ

Select the @ in the
Amount field to see the

e« Select a different vehicle.

Number of Passengers rate details
o Enter the number of 2 '
ngers.
passengers P O - 10000 £0.40 °7 ]
17|
Add a Company Car Expense

i AT&T 3G 1:17 PM

Report Add Expense

E Receipt
1) Open a report, select to access the menu.

2) Select Add New Expense.

3) On the expense screen, select the Company Car Use expense
type. (Your company may use a different expense type name.)

Expense Type *
Company Car Use

Transaction Date *
Tue Sep 18, 2012

e

View and Edit an Expense on an Expense Report
If an expense is attached to an expense report, you can edit almost every field.

Open a report and select an expense. The Expense Details screen appears.

ai. AT&T 3G

11:40 AM 3 73% =8

11:40 AM

Active Re... Report Expense Details

Report

Business Meal (attendees)
Jun 30, 2011
Seattle, Washington

$152.63

Sales Meeting
Jun 28, 2011
Not Submitted

2) Make the desired changes.
3) Select Save.

Itemize
© Report Summary =
) A Attendees
E Receipts Currency * N
E Receipt UsS, Dollar
Business Meal (attendees) $152.67 Payment Type *
Jun 30, 2011 *
Seattle, Washington Expe.nse Type > Cash
Business Meal (attendees)
Amount *
Transaction Date * 5 152.63
Thu Jun 30, 2011 )
Receipt Status *
Business Purpose * s No receipt
contracts
Comment
1) Open the report and ErisiVerdeiliane >
open the expense.
Salesforce Opportunity
City * N
Seattle, Washington
Salesforce Event
Currency *
ollar ?
o llaE AT N T Personal Expense (do not
reimburse) OFF
Custom 01
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Itemize an Expense on an Expense Report
. . . . Active Re... Report
You can itemize an expense if the expense is attached to an expense
report. Sales Training $1,713.18
WL ATET = 12:37 PM = Jun 28, 2011 EIN
P — Not Submitted
Report Expense Details
Room Rate $823.81 O Report Summary
il ATET = 12:39 PM = Jun 23, 2011 =
S Residence Inns, Sacramento, California E Receipts
Expense...
g 2 Itemize
Check-in Date * Room Rate $823.81
. > : Jun 23, 2011 =40
Fri Aug 12, 2011 E Receipt Residence Inns, Sacramento,... =
Check-out Date * ’ A Car Rental $375.35
Itemizations are required for this entry. Jun 23, 2011 =
Tue Aug 16, 2011 Enterprise, Smithfield, North... =
Number Of Nights Business Meal (attendees) $153.62
4 > Expense Type * > Jun 222044 A
Room Rate
1) Open the report and
Room Rate * N Transaction Data open the expense.
175.00 Thudun23,24 5y Select Itemize.

Room Tax 3) Enter the dates
25.00 and rates, and
complete the
remaining fields.

4) Select Save.

Additional C]

Expense Type

The remaining amount
Amount > equals zero
0.00 g .
il ATET 2 12:41 PM =
Expense Type >
Aug 15, 2011 - Residence In...

Amount
0.00 > Room Tax ) $25.00

. Al ATET = 12:41 PM = Aug 15, 2011 - Residence In...

Room Rate $175.00

Itemizations i i
ltemization Aug 14, 2011 - Residence In...

[temized: $0.00
Remaining: $823.81

Room Tax $25.00
Aug 14, 2011 - Residence In...

Currency
US, Dollar

Room Rate $175.00

Payment Type Aug 13, 2011 - Residence In...

il ATET 5

IBCP
. - Room Tax $25.00
Expense... |temizations . Aug 13, 2011 - Residence In...
Amount N
23.81 Room Rate $175.00
Room Rate $175.00 Aug 12, 2011 - Residence In...
Aug 15, 2011 - Residence In... Receipt Status *
) > Itemized: $823.81
No receipt o ’
Room Tax $25.00 P Remaining: $0.00
Aug 15, 2011 - Residence In...
Comment ) AN NN NN NN NN NN NN NN AN EEEEEEEEEE

Room Rate $175.00
Aug 14, 2011 - Residence In...

Personal Expense (do not

Room Tax $25.00 reimburse) OFF

Aug 14, 2011 - Residence In...

6) Itemize the remaining amount.
7) Select Save.

Itemized: $800.00

Room Rate $175.00 Remaining: $23.81

Aug 13, 2011 - Residence In...

Room Tax $25.00

Aug 13, 2011 - Residence In... 5) Concur creates expenses for each day and indicates if there is a

Room Rate $175.00 | remaining amount to be itemized. If there is a remaining amount, select

to add the itemizations for the remaining amount.
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Add Attendees to an Expense on an Expense Report

You can add attendees to the expense if the expense is attached to
an expense report. (Just like with the web version of Expense, only

certain expense types require attendees.) You can:

e Select from the iPhone contacts list

e Enter attendee information manually

e Search and select from your Favorite Attendees list; search for

and select an attendee group; search and select from your

company's attendee list; search and select from an external

source (like Salesforce)

GETTING STARTED

7
1) Open the report and
open the expense.

\.

il ATET 2 12:42 PM (==
Active Re... Report +

Sales Training $1,713.18
Jun 28, 2011 EA
Not Submitted
© Report Summary
B Receipts
Room Rate $823.81
Jun 23, 2011 =
Residence Inns, Sacramento,...
Car Rental $375.35
Jun 23, 2011 =
Enterprise, Smithfield, North...
Business Meal (attendees) $153.62
Jun 22, 2011 o
The Steak House, Omaha,...
Airfare $360.40
May 27, 2011 =4A
Alaska Airlines

wll. ATET 7 12:43 PM

Report Expense Details

Business Meal (attendees)
Jun 22, 2011
The Steak House, Omaha, Nebraska

$153.62
A

When all attendees have
been added, Expense
distributes the expense
amount equally among all
attendees.

wil ATET 12:46 PM

Attendees

Expense Details

Timothy Cleese 76.81
Verbslayer - Business Guest
Travis Clemmons 76.81

Verbslayer - Business Guest

% Itemize

2) Select Attendees.

A Attendees

B Receipt

A\ Missing required fields: Attendees

Expense Type *
Business Meal (attendees)

Transaction Date *

Select from Contact

Add Attendee Manually

Search for Attendee

Cancel

4) Select the
desired method.

3) Select Add
Attendee.

wil. AT&T =

Attendees

Expense Details

No Attendees

Add Attendee

If the expense
already has
attendees, they
are listed here.
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ADD ATTENDEE - CONTACTS

You can select from your phone's contact list if the attendee happens to be in your contact list.

[ ATET = 12:45 PM =3 il ATET = 12:45 PM
R
n Q
A Attendee Type *
Ray 2 Business Guest ?
D
Rebecca ; Last Name * >
G
Klm Reed ) First Name >
. K Robert
Jesse Riseen L e
Select from Contact ™
River's Edge Inn : Attendee Title >
Add Attendee Manually a
Robert : Company >
;
Search for Attendee Elise Rogers v
w
X 3) Enter the required
1) Select Select 2) Select the attendee attendee information.
from Contact. from your contact list. 4) Select Save.

ADD ATTENDEE - MANUALLY
You can add an attendee by manually entering the appropriate information.

wil. AT&T F°

Attendees Attendee

Attendee Type *
Business Guest

Last Name * >

First Name >

Select from Contact Attendee Title >
Add Attendee Manually Company »

Search for Attendee

2) Enter the required
attendee information.

1) Select Add L 3) Select Save.
Attendee Manually.
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ADD ATTENDEE - SEARCH

You can search for:
e Attendees in your Favorite Attendees list
e Attendee groups
e Attendees in your company's attendee list Add Attendee via Bump

e Attendees from an external source (like Salesforce) Select from.Contact
Add Attendee Manually

Search for Attendee

Cancel
i ATET 3G [+ 4:07 PM < 90%
For favorites or groups:
1) Select Search for atendees - Search for Attendee For your company's attendee list
Attendee. T— or attend_ees from an external
source (like Salesforce):

1) Select Search for Attendee.

/

wil ATET 10:27 AM 9 90% [t

attendees  Search for Attendee

Quick Search

il ATET =
Scocnror.. Attendee Search...

Cleveland Assoc Attendee Group Harold Andressen LenDev

wil. ATET = 10:28 AM @ 89 % lamt

Cleese Teresa LenDev

atendees Search for Att... ' search

T
Quick Search Advanced Search

Attendee Type *

Business Guest ’
2) Using Quick Search, type Last Name
part of the attendee's last Andr ?
name or the attendee group
name. First Name >

3) Select the correct attendee

or group from the search . i .
\results. / 4 ﬁ
2) Using Advanced Search, select
the appropriate attendee type (or

external source, if available).

3) Enter the search criteria.

4) Select Search.

5) Select the correct attendee from

\the search results. /
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ADDITIONAL ATTENDEE FEATURES

If your company is using these attendee-related features in the web Rl ATATRIC e 302, EM
version of Concur, then they are also available in the mobile app: Attendee  Attendee Amount *

69 % =

e« You may or may not be able to view the attendee amounts - the

portion of an expense that is allotted to each attendee. v 154.83|
e« You may or may not be able to edit attendee amounts - the
portion of the expense that is allotted to each attendee.
e You may or may not be able to add a new attendee until you [ aer e soiePm

have searched through your favorites. e e ee COtNt ™

e When you add a new attendee, the system may or may not
check for duplicates.

e You may or may not be able to enter a "count" @
of unnamed attendees. For example, assume
you gave a holiday gift basket to a doctor's
office that has 10 employees. Instead of listing
all employees by name, you can enter the count of

11:04 AM

wi__ ATE&T 3G

Expense Details  Attendees

10.
° You may or may not be able to enter @--:-cceeeeeeeneeaaaes » | No Shows
"No Shows" which more accurately
divides the expense amount Swipe to delete
among the actual participants. (Your field may be
named something other than No Shows.) Sample, Pat
ABC Company
Business Guest
Sample, Pat 83.25
Asst 1%
ABC
Business Guest
Gavronski, Lisa 83.25
1

This Employee

REMOVE AN ATTENDEE FROM AN EXPENSE ﬁ

To remove an attendee from an expense, swipe the attendee name; the Delete button appears.

i ATET 3G 11:04 AM @ 999 F=h i AT&T 3G 11:04 AM D 98% &t
Expense Details  Attendees Expense Details  Attendees +
No Shows 0.00 . No Shows 0.00 .

................... 0 0
Swipe to delete Swipe to delete
Sample, P 83.95 Sample, Pat 89.95
Dir 1y Dir 13
ABC Company ABC Company
Business Guest Business Guest
Samnla Pat /295 Sample, Pat 83.
=
1 Delete
Ly 11 [ 11 My aBc
Business Guest
Gavronski, Lisa 83.25 Gavronski, Lisa 83.25
1> 12
This Employee This Employee
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Remove an Expense from an Expense Report
To remove an expense from an expense report, swipe the expense; the Delete button appears.

NOTE: If you delete a Quick
Expense or a card transaction from
an expense report, it is not really

il AT&T 7 12:47 PM [~ wil. ATET = 12:47 PM (==

Active Re... Active Re...

Report Report

deleted; it is moved back to your Sales Training $1,713.18 Sales Training $1,713.18
! Jun 28, 2011 B A Jun 28, 2011 E A
pool of expenses on the Expenses Not Submitted Not Submitted
screen. (Any receipts associated
with QUI_Ck Expenses or Car_d Room Rate $823.81 Room Rate $823.81
transaction expenses remain as Jun 23, 2011 = Jun 23, 2011 =
We” ) Residence Inns, Sacramento,... Residence Inns, Sacramento, ...
Car Rental $375.35 Car Rental $375.35
Jun 23, 2011 = Jun 23, 2011 =
If you delete any other type of Enterprise, Smithfield, North... Enterprise, Smithfield, North...
expense from an expense report, it Business Meal (attendees) $153.62 Business Meal (attendees) $153.62
i ic i i Jun 22, 2011 Jun 22, 2011
|s_tru|y deleted i (ThIS IS consistent TLklug Steak House, Omaha,... The Steak House, Omaha,...
with the web version of Expense.) )
Airfare $360.40 Airfare $360.40
May 27, 2011 =A
Alaska Airlines

View and Edit the Report Summary (Report Header)

You can view and edit the
report header information.

il AT&T = 12:47 PM

Report Report Summary

Sales Meeting $152.63 e
il AT&T 12:47 PM = Jun 28, 2011 ] .
N";r,: Slbaittad Receipts Received OFF
Active Re... Re pOI"t
. Approval Status
Sales Meeting $152.63 Report Name > Not Submitted
Jun 28, 2011 Sales Meeting
Not Submitted
Report Id Comment >
79A2874C1DDE47A2B343
© Report Summary
Policy Travel Requests >
B Receipts US Expense Policy
Report Date N
Business Meal (attendees) $152.63 Tue Jun 28, 2011 Company
Jun 30, 2011
Seattle, Washington Business Purpose * Amount Due Employee
Vendor visits ? 152,83
Report Currency Total Paid by Company
US, Dollar 152.63
1) Open the report. Receipts Received OFF Employee
2) Select Report
t Owed Company

Summary.

3) Make the desired

changes.
4) Select Save.

wed by Employee

—
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Create an Expense Report from the Active Reports Screen

You can create a new expense report from the Active Reports screen (the expense report list).

wil ATET = 12:26 PM =} 12:26 PM

il ATET =

concur  Active Reports + Active Re... Create Report
Trip to Bellingham $78.98 Report Name * N
Not Submitted > 8/16/11 Report
Jul 1, 2011 . .
Sales Traini $1.713.48 2) Complete the required fields.
ales lraining y .
Not Submitted A Report id 3) Select Save.
Jun 28, 2011 $ Policy * 4) Then, add expenses from the
Sales Meeting 152.63 i
Not Submitted > US Expense Policy expense list or cre_ate new
Jun 28, 2011 expenses as described
Report on 5/28/2011 $34.43 Report Date previously.
Not Submitted > Tue Aug 16, 2011
May 28, 2011
Mileage Report $0.00 Business Purpose * >
Not Submitted >
May 28, 2011
Report Currency
US, Dollar
Receipts Received OFF
1) Select the .
Approval Status
Not Submitted
Comment >
Travel Requests >

Delete an Expense Report from
the Active Reports Screen

You can delete unsubmitted expense reports from the Active Reports list by swiping the report.

NOTE: If you delete a report that contains Quick Expenses or expenses created from card
transactions, the Quick Expenses and card transaction expenses are not really deleted; they move
back to your pool of expenses on the Expenses screen. (Any receipts associated with Quick
Expenses or card transaction expenses remain as well.)

Any other type of expense is truly 12:49 PM =
deleted. (This is consistent with

the web version of Expense.)

wil ATET

wil. ATET = 12:49 PM

Concur

Active Reports

Concur

Active Reports

8/16/11 Report $22.14
Not Submitted >
Aug 16, 2011
Trip to Bellingham $78.98
Not Submitted >
Jul 1, 2011
Sales Training $1,713.18
Not Submitted A >
Jun 28, 2011
Sales Meeting $152.63
Not Submitted >
Jun 28, 2011
Report on 5/28/2011 $34.43
Not Submitted
8
(i % i by
<age Repo $0
Not Submitted

00
>

8/16/11 Report $22.14
Not Submitted >
Aug 16, 2011

Trip to Bellingham $78.98
Not Submitted >
Jul 1, 2011

Sales Training $1,713.18
Not Submitted A >
Jun 28, 2011

Sales Meeting $152.63
Not Submitted >
Jun 28, 2011

Report on 5/28/2011 $34.

Not Submitted
May 28, 2011

Mileage Report $0.00
Not Submitted >
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Work with Receipts

The ™ icon indicates that a receipt is required.

wi__ ATE&T 3G 10:20 AM -
«ill AT&T 3G
report Expense Details 1) Open the expense, and )
then select Receipt. Expense Details - Receipt
Meals Entertainment with... $G
Dec 9, 2011 0L
ABC
% Itemize
A Attendees E
——l
E Receipt ® v lada
No Receipt
A Missing required field: Other Attendees. If
these fields are not present here, please
enter them using Concur web applicati...
Receipt image required

2) Select Attach Receipt.

3) Take a picture
using the phone's
camera, select from
the phone's Photo

Album, or select from

the Receipt Store.

Attach via Camera
Attach via Photo Album

UPLOAD TO THE RECEIPT STORE

Receipt Store

Cancel

2) Select to upload.

Receipt Store

Concur
Upload your receipts to the receipt
store. Then open a report or entry and

attach the receipt.

Receipts

Car Mileage

Select an image

Attendee . .
to view it.

Last updated Aug 16, 2011 12:50:19 PM c

Location Check-In

1E On the home screen, select

to access the menu, and
then select Receipts.

Attach via Photo Album
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Approvals

Approve Expense Reports (for the Expense Approver)

Approvals N Select Approvals on the home screen to
1 report(s) to approve access the Approve Reports screen.
il ATET 5 12:51 PM = wil ATET = 12:51 PM = wul ATET = 12:51 PM =
concur - Approve Reports Approve... Report Entries Report Report Summary
el Al #1,643.09 Brown, Terry L $1,543.09 D e $1,543.00
Jun 30, 2PU11 ’ Axitinib Speaker Program Axitinib Speaker Program
[ 1) Open the report. ] © Report Summary ® » | | Report Name
Axitinib Speaker Program
B Receipts Report Id
A225664A582F4CF18B88
Entertainment-Other $1,543.09 Policy
Jun 30, 2011 2) Review the report
New York-Bronx, New York US Ex
summary (header).
Employ
Brown, Terry
Report Date
— —

uil ATET = 12:51 PM .

Report Expense Details

Entertainment-Other $1,543.09
Jun 30, 2011
New York-Bronx, New York

4) Select Approve or Send Back.

If you send a report back, you must A View Attendees

provide a comment.
B Receipt

Expense Type
Entertainment-Other

3) Review the expense
details, including attendees
(if any), itemizations (if

any), and receipts (if any).

i Depending on your configuration,

i you may be able to bypass any Additional approver required

i remaining approvers and send
: the expense report directly to Approve report
i Accounting Review.

i If so, when you select Approve,
i this menu appears. Cancel

i Select one of these:
e Select Additional approver required to approve the report
: and send the report to the next approver in the workflow.

e Select Approve report to approve the report and send it

: directly to Accounting Review.

e Select Cancel to return to the previous screen (with the Send
: Back and Approve options).
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Approve Payment Requests (for the Invoice Approver)

Invoice Approval Select Invoice Approval on the home screen to access the
& Invoice Approval > Approve Invoices screen. will ATET 3G 11:45 AM % 729% =h
Invoices to approve . .
Invoice Detail [NV e Sum...

Office Painting $376.00
6/11/11, Sloss Industries
Erin Fletcher

2) Review the

il ATET 3G 11:45 AM R 72% =» summary (header). Invoice Header
cencur - Approve Invoices
PP Payment Wire Transfer - Project Policy
Request Type
Erin Fletcher $376.00
Office Painting Request Name Office Painting
Jun 11, 2011
Invoice Date 06/11/2011
1) Open the req uest. ] Invoice Amount 376.00
Payment Due  oq/55/5011
Date
Project Western
il ATET 3G 11:45 AM % 72% ::::‘EA“W"' BofA
Approve Invoices  [Nvoice Detail ‘h ABA Bank 665398876
Routing
Office Paintin $376.00
6/11/11, Sloss g ABA Bank 112863486
Erin Fletcher Account

Request 0.00
Invoice Summary Shipping .

Request Tax 0.00

Check Invoice Image Amount

(i) Vendor
Building Repair $376.00
1 @ $376.00 >
Paint, workers, all associated items
Invoice Detail  Invoice Vendor &

Office Painting $376.00
Send Back Approve ggr:glhcshlg?s Industries
Sloss Industries Vendor Code:
Invoice Detail ~ Line Item

3) Review the vendor

Request Total 376.00

11:45 AM R 71% =0

4) Select Approve or Send Back. Office Painting 8] information, line item
6/11/11, Sloss Industries

If you send the request back to the Erin Fleicher information, images, etc.

employee, you must provide a Building Repair

comment. 1@ $376.01

0
Paint, workers, all associated items

Paint, workers, all associat

Description items
Quantity 1
Unit Price 376.00
Send Back Approve
Subtotal 376.00
Expense Type Building Repair

Send Back Approve
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Approve Travel Requests (for the Travel Request Approver)

i% Travel Requests

Select Travel Requests on the home screen

>
4 travel request(s) to approve to access the Travel Requests screen.
Carrier & 10:47 AM (==
pone  Travel Requests c
nevER, WiLllaM $830.00
Tue May 15 - Randomi r... , | 2) ReVieW the
summary (header).
nevER, WiLllaM
’ Back
Wed May 16 - TR Appro... [ 1) Open the request. ] ac Travel Requests
Never, WilliAM $333.00
nevER, WiLllaM $633.49 Thu Jun 7
‘Wed May 186 - Trip from ... ABC Trip
nevER, WiLllaM $2,782.58 Request Id
‘Wed May 23 - Euro Trip ’ i 36T3
nevER, WiLllaM $333-00 Request Name
Wed May 23 - trip to ABC , { ABC Trip
Request Palicy
Default Request Policy
il ATRT 5 12:15 PM @ 96 %
Start Date
Back Travel Requests Tue Jun 12, 2012
Never, WilliAM $333.00 —
ihing wil ATET 2 12:16 PM @ 96 %
ABETrE Back Travel Requests
0 / Air Ticket $333.00
Summary > Tue Jun 12
Tl fv Allocations >
Air Ticket $333.00 A Outbound
Tue Jun 12 -
From
Expected Expenses Minneapolis St Paul Intl, Minne...

Send Back

Approve
To

4) Select Approve or Send

Back.

If you send the travel request

Seattle Tacoma Intl Arpt, Washi...

3) Review the segments
and expected expenses.

back to the employee, you
must provide a comment.
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Miscellaneous

Use Locate & Alert

in via the iPhone.

1) On the home screen, select
(upper right corner) and then
select Location Check In.

Receipts
Car Mileage
Attendee

Location Check In

Cancel

i AT&T 3G

Concur

3:52 PM

100% ==k

Location Check In

Not Sure

Required

Comment

2) On the Location Chec

\3) Select Check In.

Check in with your cumrent lecation for assistance

Current Location * >{
Eden Prairie, MN
Days Remaining at Location * )&

Immediate Assistance

Check In

- Select your current location

- Select the number of days remaining at that location
- Indicate whether immediate assistance is required

- Enter a comment, if desired

_on

\

k In screen:

If your company uses Concur's Locate & Alert service, you can check

i AT&T 3G 3:52 PM

Location Check In

Lake
HE Smetana

TG Cloud by

@ Current Location

10608 Kiawah Dr, Eden Prairie, MN

pag snsesald

*
Nesbitt
Reserve Park

lake 2
%
Park %,

Goaglee %

Anderson Lakes.
Park Reserve > @

100%

Location Check In

AN

. ATET 3G (+ 10:10 AM

39% W F

Touch to return to call 10:09

Location Ch...

1 Hour

1 Day

2 Days

3 Days

4 Days

5 Days

6 Days

At Least 1 Week
At Least 1 Month

Days Remaining at...
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Save Login ID and Auto Login

. ATET = 11:41 AM == w AT&T = 10:50 85 % =k
. Cancel Settings
Travel Login Settings
[[7] Trips >
0 active, 2 upcoming Save User Name m\]
Q, Book Travel >
Book a Hotel, Car, and more Auto Login m\,
§% Quick Expense > Log
Capture expense and receipt
E Reports > Send Log
6 unsubmitted report(s)
2) Select Auto Login to have Concur log in
1) Select [ | to access Settings. automatically when you open the app.
. 3) Select Save User Name to have Concur
remember and then provide your ID at login.
NOTE: You must select Save User Name in
order to use auto login. i
S
Turn off Twitter i ATET 3G 11:51 AM 3 70% =
w_ AT&T & 11:41 AM = Cancel Settings Save
@

= Save User Name m

il Trips Auto Login m

>
0 active, 2 upcoming
Log

Q, Book Travel

Book a Hotel, Car, and more

& Quick Expense

Capture expense and receipt

Send L
2) Change Show end o9
Twitter to OFF.

E Reports >
6 unsubmitted report(s)

Clear out the local cache

1) Select E to access Settings. ]

\

Features

Show Twitter m
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