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You can use SAP Concur on your Android smartphone to assist with
your Expense, Travel, Invoice, and Request needs. Because you
are using your smartphone, you can access your information in a
cab, in a meeting, at the restaurant - where your laptop is not
available or is too cumbersome.

You can check your itinerary; book a flight, rental car, Amtrak, or
hotel; get directions from your current location. 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 much more.

If you are an approver, you can approve expense reports,
requests, payment requests (Invoice), etc.

THIS GUIDE - This guide provides brief "how to" steps. It
assumes that the user already knows how to use the web version
of SAP Concur and already understands the concepts of Expense
(expenses, itemizations, attendees, etc.), Travel (booking, rules,
etc.), Invoice (payment requests, purchase requests, etc.), the
approval process, and so on.

It also assumes that the user is generally familiar with their mobile
device. This guide is available in DOC and PDF format. You can use
the DOC as a starting point for your own training materials. Both
are available in online Help (end user and admin) in the web
version of SAP Concur.
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Download

The Mobile Registration link appears on the Profile menu in the web version of SAP Concur.
Two reasons to use this page:

SAP Concur E

Profile

Contact

Your Information

Email Addresses
Sponsored Guest Users
Emergency Contact
Credit Cards

Travel Settings
International Travel

Frequent-Traveler Programs
Assistants/Arrangers

Reqguest Settings

You can download the app from Google Play or you can use this page to request a link.

When you log in to the app, depending on your company's configuration, you can use the
same login credentials that you use for the web version of SAP Concur, you can use
Single Sign On (known as SSO), or you can use a PIN (mobile-only password) that you
created with this page. (If your company uses SSO, this page will be slightly different.)

Requests Travel

Personal Information

Personal Information
Company Information

Information

device.

Expense

Change Password

System Settings

Invoice Approvals

Concur Mobile

Travel Preferences

Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings
Expense Information
Bank Information

Username: johns_ls_en@p00103105exu

Reporting ~

Concur Mobile Registration

App Center

Travel Vacation Reassignment

Manage your expenses and business travel on your maobile

To get started. enter your email address below and we will send you a link to download the app.

| johns_ls_en@p00103105exu.CO |

Or, review your sign-in details:

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

Administration ~ | Help ~

Profile ~ &

[T sanms

concur »

Expenses

£  Expense Roports

Appravals

Sign

In

e
Tap in your device apps

list. Then, on the Sign In
screen, enter your work email

or your SAP Concur (web

version) user name. Tap
Next. On the next screen,
enter your password and tap

Sign

In to Concur.

Tap

SS0 Company Code Sign In

if

your company uses SSO to
access the SAP Concur mobile

app.

N = 4 56

SAP Concur

Signin

Forgot Pagaword?
OR

350 Company Code Sign In|

Not a member yet? Try Test

OoETack

SAP Concur

SIGN INTO C

Forgot Password?

N T A 56%

Mot a member yet? Try Test Dr|

Expenses

Expense Reports

Approvals

Requests

[l 0] S @

Book Receipt Expense Mileage

NOTE: SAP Concur will not let you sign in if your device does not have a passcode or if your
device has been compromised (modified to remove manufacturer restrictions).

The home screen provides access to your trips, expenses, expense reports, approvals, and

more
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PERMISSIONS

The options that are available on the home screen vary depending on the user's permissions.
For example, users who can access Expense on the web version of SAP Concur can access
Expense in the mobile app. The same applies to Travel, Invoice, and Request.

Trips

N

View an Itinerary

If you have any trips, a counter (1] is displayed in the Trips section
of the home screen. s il

1) On the home screen, tap Trips.
2) On the Trips screen, tap to open the desired trip.
3) On the Itinerary screen, tap each segment to see the details. L1

Trips

Expenses

Expense Reports

Trip from Seattle to Boston Approvals

Ticketed

Flight Details

Requests
| Seattle to Boston
Confirmation# CXHTMV
a Alaska Airlines 12 N
Itinerary Depart (SEA) I O] ar @
9 . 3 O AM 7 Receipt Expense Mileage
Trip from Seattle to Boston < i
Mon Jan 16 - Fri Jan 20 Mon, Jan 16
$ rminal: -
Agency Record Locator: XF1W8Y G:u: __a
Mon, Jan 16 s Enterprise
9:30 Seattle to Boston Class / Seat A& confirm # 1128612604COUNT
aM Alaska Airlines 12 ‘ ECONOMY / 20A — Pick-up: Mon Jan 16 5:48 P W T 4 71%E 918 AM
Terminal: - . 2 Drop-off: Fri Jan 20 6:50 P
i Duration —aeeessttt .
Gatei— 5u§r:n43mrﬁ‘s' ----- Hotel Details
5:48 Enterprise e ’ Location . .
FM (BOS) Logan Intl Arpt o — Holiday Inn Express & Suites
Boston, MA e LD Confirm # 65276830
2487 miles ...t
(tongpress formare options) | ] ettt ! Check In: Mon Jan 16 11:59 PM
Check Holiday Inn Express & Suites . __...foee ] o Ll — Tt G G D ]
In 250 Monsignor O'Brien Hwy Boeing 737-900 !
TRAVE Cal‘nhriﬁdge‘ Massachusetts 01241 Status Phone
{Long press for more options.) Status ST 617-577-7600
Fri, Jan 20 Confirmed
6:50 Boston to Seattle Daily Rate Gesffzn . i
PM Alaska Airlines 15 thhtSchedu\es. ) $34.59 250 Monsignor O'Brien Hwy, Cambridge, Mas...
e — See Alternative Flights |
Gate: — Total Rate Room
$228.97 0QNO13A
| ANCEL CAR Status
CANCELG Confirmed
Daily Rate
$154.00
Total Rate
$705.02
Cancellation Policy
CXL: CXL AFTER 1800 15JAN FORFEIT FIRS...
CANCEL HOTEL
|
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Book a Flight

Depending on your configuration, you may be able to search for and

book a flight.

To search for and book a flight:

e On the home screen, tap (lower-left corner) and then

tap Book a Flight on the Select an Action menu.

e On the Trips screen, tap (upper-right corner) and then tap
Book a Flight on the Select an Action menu.

W F 4 88%M@ 10:55 AM

Book Flight
ONE WAY
Departure City

Arrival City

Departure Date

Tue, Oct 18, 2016
Departure Time

9:00 AM

Return Date

Fri, Oct 21, 2016
Return Time

9:00 AM

Class of Service
Economy

..............

]

Results Summary

SEA to ONT
Oct 18,2016 - Oct 21, 2016

See All (200 results)
Nonstop

“ Alaska Airlines
2 results

1 Stop

* Delta

8 results

" United

30 results

* Southwest
22 results

See All Nonstop (2 results)

Book a Flight

Book a Hotel

Book a Car

Book Train

Select an Action

0 O

¢
¢
*

i 10:57 AM

¢
¢

Starting

$326.20

1) On the Book Flight screen:
Tap One Way or Round Trip.
Enter the search criteria.
Tap Search.

2) On the Results Summary screen,
tap the desired carrier.

3) On the Select Flight screen, tap the
desired flight.

4) On the Flight Detail screen:
Review for accuracy.

Fill in the fields and make the
desired selections.

¢ Tap Reserve.

\

!

N F 4 88%M@ 10:59 AM

Select Flight

SEA to ONT
Oct 18,2016 - Oct 21,2016

= Alaska Airlines

SEA Tue 7:40AM - ONT Tue 10:12AM
2h32m / 0 Stops

ONT Fri 6:00AM - SEA Fri 8:40AM

2h 40m / 0 Stops

(Apallo)

*“ Alaska Airlines

SEA Tue 7:40AM - ONT Tue 10:12AM
2h 32m / 0 Stops

ONT Fri 11:05AM - SEA Fri 1:40PM
2h 35m / 0 Stops

(Apallo)

Flight Detail

SEA to ONT
Oct 18,2016 - Oct 21,2016

Departure

“ Alaska Airlines 530
SEA Tue 7:40AM - ONT Tue 10:12AM

2h 32m / 0 Stops / Economy / (V)
Return

“ Alaska Airlines 545
ONT Fri 6:00AM - SEA Fri 8:40AM

2h 40m / 0 Stops / Foonomy / (¥)
Frequent Flyer Program
Please specify program

Total Price

$326.20 (Refundable)

Credit Card
AirPlus Ghost Card 2 4202

N T 4 88%ME 10:59 AM
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Book a Rental Car

To search for and book a rental car: Selectan Action
Book a Flight 0
e On the home screen, tap k=l (lower-left corner) and then
tap Book a Car on the Select an Action menu. Book a Hotel 0
Book a Car 0
e On the Trips screen, tap (upper-right corner) and then tap Alb
Book a Car on the Select an Action menu.
e To add a car to an existing itinerary, with the itinerary open, P
tap the menu @ button and then tap Add Car.
Add Hotel
Refresh
W F 492%E12:04 PM o

Book Car 1) On the Book Car screen: \

oo ¢ Enter the search criteria.
Seattle Tacoma Intl Arpt, Seattle, W... v ¢ Tap Search.
2) On the Car Choices screen, tap the desired car.
'F;";k'“opcia; 2016 o> 3) On the Car Details screen:
' ' ¢ Review for accuracy.
gf;;‘:ﬂ‘e v ¢ Fill in the fields and make the desired
selections.
DS v s+ Tap Reserve.

Fri, Oct 21, 2016

)

Drop-off Time

are adding it to an existing
itinerary.

RESERVE

0

v
5:00 PM .
Car Choices
IS = Seattle Tacoma Intl Arpt, Seattle, WA (S...
AnvCar Class Fri Oct 21, 2016 - Fi Oct 21, 2016 N = 49198 11:45 AM
:'. Ecenomy Car .
Lt Automatic transmission Bnterprise car Deta'ls
E Air conditioning =
B Unlimited Mil - .
§ | rota: sanzs GRS o Enterprise
X (Apolla) ) Pick-up: Fri Oct 21 9:00 AM
RO ‘u -éa;l:lana-c-t-é;;--------------------------------------- Drop—off: Fri Oct 21 5:00 PM
Automatic transmission
SEARCH G:M‘;‘:Eﬁgfﬁ::gg $28.00 v Credit Card
-, . Total: $49.55 PRI AirPlus Corporate Ghost Card 4201 v
assssssssssssnnnnnnnsn? (ADO"G)
Intermediate Car
Automatic transmission Phone
Air conditioning 206 246 1953
Unlimited Miles $28.00 v
Total: $49.55 Ry P—
(dgoto) SEATTLE-TACOMA AIRPORT
Full-size Car
Automatic transmission e
Air conditioning v
Unlimited Miles $35d»00 Car Type -
Total: $58.67 perca Economy Car, Automatic transmissi...
(Apollo)
Standard Car $27.00 per day
P
Depending on your company's i Total Rate
configuration, you may not be : $48.25
able to book a car unless you i

AEsEsEEEsEEEEEEEEREEnE

.,
Yasnsssssssnssnnnnnnns
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Book a Hotel Select an Action
To search for and book a hotel: Book a Flight Q
e On the home screen, tap (lower -left corner) and then Bookia Horel o
tap Book a Hotel on the Select an Action menu.
- or - Book a Car 0
Book Train
e On the Trips screen, tap (upper-right corner) and then
tap Book a Hotel on the Select an Action menu.
- Oor — Add Car
e To add a hotel to an existing itinerary, with the itinerary open, Add Hotel
tap the menu &4 button and then tap Add Hotel. Refresh
W@ = 4 56%m11:.07 AM - or -

Search

Destination
Kelso, WA, USA

Check-out
Fri, Nov 18

Check-in
Thu, Nov 17

Distance
5 Miles

0y

Depending on your
company's configuration
you may not be able to
book a hotel unless you
are adding it to an
existing itinerary.

Tap here for amenities, cancellation info, etc.
[ ]

He

On the search result screen, tap to get the office location

results.

1) On the Search screen:

¢ Enter the search criteria.

¢ Tap Search.
2) On the Hotels screen, tap the desired hotel.
3) On the Overview screen, tap the desired room.
4) On the next screen:
Review for accuracy.

Fill in the fields and make the desired
selections.

Tap Reserve Room.

Hotels

?  Kelso, WA, USA

2 Thu, Nov 17 - Fri, Nov 18

Best Western Ala

Kelzo

0.5 miles

* dk

Econe Lodge
Kelzo
0.1 miles

GuestHouse Inn and Su
Kelza

0.6 miles
Kelso
* * )
0.6 miles
-
Vealon
5 g results

1|

Daily Best Available Rate This 1 King Bed Non-

mEsEssEsEssEEsEAAEssEsssssEsmsssss

smoking Room Will Hold Up To 2 People With A
Maximum . This Room Includes Island

Daily Best Available Rate This 1 King
Bed Non-smoking Room Will Hold

Up To 2 People With A Maximum . ...
Thu, Nov 17 - Fri, Nov 18

Overview

“‘ Quality Inn Longview
Largvie

ﬁ e

. *k
A

DETAILS ROOMS

(GDS)
Daily Best Available Rate 1 King Bed Total $119
Non-smoking Spa Suite Will Hold
Up To 2 People. This Room Include...
(GDS)
n Credit Card
Select Card

Daily Best Available Rate Non-

smoking Room Features 1 King
Rad And Ona Sat Of Runk Rade In

Tap here for
images

Cancellation Policy and Rate Details

A

PHOTOS
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Book Amtrak Direct Connect

You can book rail if your company is configured to use Amtrak Direct

Connect.

e On the home screen, tap (lower left corner) and then
tap Book Train on the Select an Action menu.

e On the Trips screen, tap (upper right corner) and then
tap Book Train on the Select an Action menu.

Book Train

ONE WAY

Departure Station

Arrival Station

(MKA) Milwaukee Airport
Departure Date

Fri, Oct 28, 2016

Departure Time

9:00 AM

Return Date

Fri, Oct 28, 2016

Return Time

5:00 PM

ROUND TRIP

YisEsEssssEssEssEEsEssEaj

(CHI) Chicago - Union Station

omEEEEEEEEEEEERn
o

94%M 1:34 PM

.

Yannnnnnunt

v

Select Train

Fri Oct 28, 2016 - Fri Oct 28, 2016

.

Train #329 (1h 14m)

CHI 6:10 AM - MKA 7:24 AM
Train #338 (1h 19m)

MKA 3:10 PM - CHI4:29 PM
(Amtrak)

RO TETTETT TN

o

Train #329 (1h 14m)
CHI6:10 AM - MKA 7:24 AM

Train #340 (1h 19m)
SEARCH MKA 5:55 PM - CHI7:14 PM

3
YasnsmssmssnsanannEn

(Amtrak)

Train #329 (1h 14m)
CHI6:10 AM - MKA 7:24 AM
Train #342 (1h 19m)

MKA 7:45 PM - CHI9:04 PM
(Amitrak)

Train #331 (1h 14m)
CHI 8:25 AM - MKA 9:39 AM
Train #338 (1h 19m)

9 Results

(CHI) Chicago - Union Station to (M

$50.00

$5

$5

.
o

Select an Action

Book a Flight

Book a Hotel

0O

Book a Car

Book Train

60n the Book Train screen:

¢ Tap One Way or Round Trip.
¢ Enter the search criteria.
¢ Tap Search.

2) On the Select Train screen, tap the desired
trip.

3) On the Select Seat Class screen, tap the
desired seat.

4) On the Book Train Details screen:
¢ Review for accuracy.

¢ Fill in the fields and make the desired
selections.

¢ Tap Reserve.

~N

/

OMUE 7
Select Seat Class

(CHI) Chicago - Union Station to (MKA) ...
Fri Oct 28,2016 - Fri Oct 28, 2016 Q

94%8 1:37 PM

Book Train Details

Train #329 (1h 14m)
CHI6:10 AM - MKA 7:24 AM
Train #338 (1h 19m)
MKA 3:10 PM - CHI 4:29 PM

(CHI) Chicago - Union Station to (MKA) ...
Fri Oct 28, 2016 - Fri Oct 28, 2016

Select seat class below Departure
ng ; UMKA is Train #329 (1h 14m)
oach Unreserved Seat $50. | 10/28 CHI6:10 AM - MKA 7:24 AM
MKA - CHI

Coach Unreserved Seat
Coach Unreserved Seat

Return

Train #338 (1h 19m)
10/28 MKA 3:10 PM - CHI4:29 PM
Coach Unreserved Seat

Total Rate

$50.00

Credit Card
Test Card Chris 1111

Ticket Delivery

Electronic

R i

RESERVE

.,
damsssssnsnmssnannanat
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Book a Flight, Hotel, or Car Using Voice

You can book a flight, hotel, or car using voice.

NOTE: Voice is not available if trip custom fields are configured on the search.

/1) Either:

N T 4 56%m 7:50 AM

- or —

Trips

Expenses

C 8 ¢ On the home screen, tap m (lower left corner) to
access the Select an Action menu.

¢ On the Trips screen, tap (upper right corner) to
access the Select an Action menu.

2) On the Select an Action menu, tap .
\3) On the Voice Book screen, tap the microphone to start./

~

Expense Reports

Approvals

Requests

) & + @ A o e .

. .
.,
safessnssnssnEEE s R EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE Y1

Book a Hotel g
O

Book a Car

Approve items anywhere, anytime

B + &

Receipt Expense Mileage

What flight can | find for you?
For example, say: "Find a first class flight
from Seattle to Miami on July 4th."

Press the microphone to start

Book Receipt Expense Mileage i BOOI( a Flight g § Volce BOOI(

Yensmmunnsnsnnnnnas
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Cancel a Rental Car Reservation

There are two ways to cancel a car reservation on an itinerary.

Itinerary

Car Reservation at SEATTLE 2:06 PM
Tue Oct 25 - Fri Oct 28
Agency Record Locator: KNHTCU

Tue, Oct 25
9;00 Thrifty
am (SEA) Seattle Tacoma Intl Arpt
Seattle, WA
]

press
afnsssssnsnssnnnnnnnnnnnn

CYLLLLLLLLES
S

o

Trip Car Action

eEEEmEmmEmEEEEE,
)

Cancel Car

. snsnnnnnns'

g

View Details

Method #1:
1) On the itinerary, long press the reservation.
2) Tap Cancel Car.

Cancel a Hotel Reservation

There are two ways to cancel a hotel reservation on an itinerary.

Itinerary

H9:22 AM
Hotel Reservation at HOME OFFICE
Tue Oct 25 - Thu Oct 27
Agency Record Locator: MLBZ8X

Tue, Oct 25
Check Residence Inn by Marriott
In 14455 NE 29th Place
Bellevue, Washington 98007

(Long press for more options.)
thasssmsssssssssnssnnsnssnnsannnnnnnnnnn

samssmmnnnn,
S

o

Trip Hotel Action

snsmmsnmnnEn,

Cancel Hotel =

snssssnnannnn®

View Details

Method #1:
1) On the itinerary, long press the reservation.
2) Tap Cancel Hotel.

Car Details

Thrifty

Confirm # H09209128E1
Pick-up: Tue Oct 25 9:00 AM
Drop-off: Fri Oct 28 5:00 PM

Location
(SEA) Seattle Tacoma Intl Arpt, Seattle, WA, ...

Car Type
Economy Car, Automatic transmission, Air c...

Status
Confirmed

Daily Rate
$28.00

Total Rate

$203.99

EEE R R R,

CANCEL CAR

CLLTTTTTN

enmnnnns

Camssmssnsnmanat

Method #2:

1) On the itinerary, open the
car reservation.

2) Tap Cancel Car.

s Residence Inn by Marriott
" Confirm # 94744036

Check In: Tue O¢t 25 11:59 PM

Check Out: Thu Oct 27 11:59 PM

Phone

425-882-1222

Location

14455 NE 29th Place, Bellevue, Washington ...

Room

GOVAQD

Status
Confirmed

Daily Rate
$205.00

Total Rate
$469.86

Cancellation Policy
234.93 USD CXL FEE PER ROOM CANCELLA...

eEEEEE R R R R R Ry

CANCEL HOTEL

7
Method #2:

1) On the itinerary, open
the hotel reservation.

2) Tap Cancel Car.
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View Agency Information
1) On the home screen, tap Trips.

You can access your agency information, 2) On the Trips screen, tap Travel Agency Info.
such as hours, phone numbers, and web

site information.

REQ T 4 74%10E9:25 AM

Travel Agency Info

Agency Name

Concur Apolle 13H1

Day Phone
1-800-555-1212
= o Expenses
I I Daytime Start
i No Trips 8:00
— Expense Reports
Daytime End
18:00
Approvals
Daytime Message
We're here to serve all your needs.
Requests
Night Phone
~ i 1-800-555-1313
(0 (O] o @
Book Receipt Expense Mileage

Bliciht Start

Use TripIt and Other Apps

Depending on your company's configuration, TripIt (and other apps) may be available for
download via the home screen.

N F 4 56%a 7:50 AM BT or N T 4 56%& 7:51 AM NI F 474%0E9:26 AM
¢ Google Play Store Q
SAP Concur
Help
Trips [ lans, i I
Privacy Policy All your-travel plans, in one place.
D ) .
- Expenses ) | Triplt: Travel Organizer [l
Settings l 1 .
; 4 riplt, Inc. &
- € Everyone
=L Expense Reports )
Approvals Connect to Apps @ o @
Downloads 39,006 & Travel & Local Similar
Requests
Triplt® from Concur instantly organizes all
your travel plans in one place.
READ MORE
| =]

) On the home screen, tap.
2) Tap the desired option and download.
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VIEW TRIPIT ITINERARY

N = 4 56% @ 7:50 AM

= C®

4 Expenses Iil

Mo Trips

Expense Reports

Approvals

Requests

]| O] + @

Book Receipt Expense Mileage TRAVEL AGENCY INFO

1) On the home screen, tap Trips.
2) On the Trips screen, tap View in TripIt.
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Expenses and Expense Reports

Expense List (Expenses Screen)

BRGakok N} = 4 54% @ 7:53 AM
On the home screen, tap Expenses to access your list of & Expenses
expenses. Use the Expenses screen to:
. « . . Receipt
e Add, view, edit, and delete mobile expenses. Mobile toee
expenses are designed to be quick and easy.
¢+ To make more extensive features like itemizations and Receipt
attendees, either: Feb1e
e Add the mobile expense to an expense report
. Credit Card Ch $68.23
then edlt. redit Car arge

Feb2
Office Warehouse

« Create the expense on an open expense report

and then edit. Airfare $186.20
ﬁ Jan 18

+ For car mileage/kilometers expenses, use the 28 on Alaska Airlines
the home screen. Airtare $294.70

e View and make minimal edits to card transactions, which s

appear with the [=] icon.
. . Airfare 10
¢ To make more extensive edits, add the card Jan18 6
transaction to an expense report then edit. American Airines

¢ To delete a card transaction, use the web version of
Expense, if your company allows you to delete card transactions.

e View e-receipts, which can be edited once attached to a report.
e Attach expenses — mobile expenses, e-receipts, and card transactions — to a new or
existing expense report.

Expense Report List (Active and History Sections)

On the home screen, tap Expense Reports to access the I|st of expense reports On the
Reports screen, you can view up to 100 GEERTR QRN : : =

expense reports in each of the Active or & Reports
History sections. In the Active section,

February Ex 02/01/2... $1,049.41
you can: Bl
e View unsubmitted, submitted, and Le 2016 Repart R000
Report Summary
returned reports
{Long press on expense for more options.)
e Create a new report e S R B ll:frsfotl.all‘lCarMileage $49.41
b Copy reports Unity Container Terminal, SRI LANKA
. Cellular Ph 1,000.00
e Delete unsubmitted reports Fi:.ifm.; one ¢
. 19.04.18 Claim $0.00
e View red and yellow earmarked
reports flagged for exceptions
e View the name, status, date, and February Expenses (02/01/... $1,049.41
amount of each report
S, s o
¢ All active reports are separated into
! Unsubmitted, Submitted, and Other 0
i sections. Within each category, the :
reports are sorted by report date. e = = < . =2 i <
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CUERTER QRIN =

You can open an existing expense report and:

<  Reports
e View and edit the report summary (report header) o
e View and attach receipt images
e View, add, import, match, edit (add attendees and
itemizations), and remove expenses
° Submlt your report Adobe Creative Suite $54.74
In the History section, you can: TR
e View reports that have been approved and sent for Adabe Creative Suite 85474
payment
e View red and yellow earmarked reports flagged for
exceptions Adobe Creative Suite $54.74
o Copy reports [ paic |
Create a Mobile Expense Adobe Creative Suite $54.74
To create a mobile expense: e
+
¢ On the home screen, tap . . 2 0 <
106
D Expenses 1) On the Expense screen, fill in the \

e On the home screen, tap

fields and make the desired
selections.

2) Tap Attach Receipt to take a
picture of the receipt, if required.

3) Tap to save.

e On the Expenses screen, tap .

Expense

Attach Receipt
Expense Type (required) < Expense Type (required)
Dinner
Amount (required) Amount (required)
Currency (required) = Currency (required)
us, Dollar US, Dollar
Date (required) - Date required) Select from Gallery
October 19, 2016 October 06, 2016
Location - Tt ‘.Capture Picture .
Seattle ¥ | [ ereerereerereseeseceaens
Vendor Vendor
Comment Comment
v
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Delete an Expense from the Expenses Screen

You can delete a mobile expense from the Expenses screen.
NOTE: To delete a card transaction, use the web version of
Expense - if your company allows you to delete card
transactions.

Create a New Expense Report

You can create a new report:

e From the Reports screen (shown here)

e While adding expenses from the Expense screen (described

on the following pages)

e While creating a car mileage expense (described on the
following pages)

N T 4 56%m 7:50 AM

COEWRTR QRN =
Trips <  Reports
:, ............................ AGTIVE L TORY
: o
Expenses
.| 06.20.18 Report $0.00
(4]
Expense Report]
May Expenses (05/01/2018) $5.00
Approvals New Report
Report Name (required)
19.04.18 Claim $0.00
Requests Expenses for October 2014
Policy frequired)
US Expense Policy
= 5 February Expenses (02/01/... $1,049.41
m O] s
Book Receipt Exp A SEL)
Oct 19, 2016
Business Purpose (required)
1.4.18 Reportggg o 9700.000
° Comment

/1) On the home screen, tap Expense Reports.

2) On the Reports screen, tap .

3) On the New Report screen:
¢ SAP Concur provides a report name. Change it if desired.
¢ Fill in the fields and make the desired selections.

¢ Tap to save.

4) On the Report screen, enter your expenses, attach receipts,
\ etc. (described on the following pages).

Expenses for October 2016 $0.00
0Oct 19, 2016 - Not Submitted

A

N Z 4l 54% 0 7:51 AM

o oy
=
Receipt
Feb 19
Receipt
Feb 19
Credit Card Charge $68.23
Feb 2
Office Warehouse
Airfare $186.20

Jan 18
Alaska Airlines

Airfare $294.70
Jan 18

Alaska Airlines

Airfare $159.10
Jan 18

~

1) On the Expenses screen,
long press the desired
expense (or multiple

expenses). The (1] icon
appears.

2) Tap to delete the

expense. /

Report Summary
Receipts
A
— |
No Expenses

ADD EXPENSES
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Move Expenses from the Expenses Screen to an Expense Report

BuS e N T 4 54%6 75 A o PP d.. You can move expenses to a new
< 1 i & Select Report " :expense report or an existing
........ sfexpense report.
. Trip to Seattle
Receipt
Feb19 Oct 10,2017 / \
Trip to Dallas 1) On the Expenses screen, /ong press the
Apr 24,2017 desired expense (or multiple expenses).
?:;:;pt Trip to Vancouver The icon appears.
Apr 14,2017
2) Tap to add an expense to an expense
Trip to Seattle
Credit Card Charge $68.23 Apr 3, 2017 re port'
Feb2 3) On the Select Report screen, tap the
Office Warchouse desired expense report.
Airfare $186.20 -or-
Jan 18
ko Aiines Tap to manually create a new expense

report.
Airfare $294.70 \ /
Jan18

Alaska Airlines

Airfare $159.10
Jan18

American Airlines

Manage Multiple Items on the Expenses Screen

You can delete multiple expenses or move them to an expense report on the Expenses
screen.

AEGalop N = A 54% 0k 7:53 AM

&

Expenses

Receipt
reb1e el ITACE N2 N 2 4 54%0 7:54 AM

& 1 o &

Receipt
Feb 19 Receipt llo L= I"R=E X0 2 N = 4 54%E 7:54 AM
oI & 1) On the Expenses screen, long
credted 2000z e : press a desired item to
Feb2 Receipt Receipt activate multi-selection mode.
Office W Feb 19 Feb 19 . A
o ‘ 2) To add additional items to the
Airfare selection, single-tap them.
Jan 18 Cf""ca Receipt 3) To remove items from the
lask Feb2 b . .
| — P Feb 19 selection, single-tap them.
Airfare _ 4) _After selecting the desired
Jan18 Airfare Credit Card Charge $68.23 items, you can:
Alaska Ai Janie Feb 2
e e enneeas B I e Office Warehouse o Tap M to delete the
Airfaré - ) selected itemes.
Jan 88 Jan 18 Airfare $186.20 E
Ameridn Alaska Al dEDTE ¢ Tap to add the
Alaska Airlines

B selected items to a report.
Airfare .
Jan 18 Airfare $294.70
Jan 18

American

Alaska Airlines

Airfare $159.10
Jan18

American Airlines
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Create an Expense with an Open Expense Report

\ Expense

/1) On the home screen, tap Expense Reports.
. Dinner $45.76
2) On the Reports screen, tap to open the desired report. Sep 14,2016

Cafe Monte

3) On the Report screen, tap to create a new expense.
4) On the Expense screen:

¢ Choose the desired expense type. Itemizetion ()

¢ Fill in the fields and make the desired selections. View Receipt
L)
¢ Tap to save.
\ / Expense Type (required) -
Dinner
SEeERTR QRINE= i 0 L 77%H 9:5 Transaction Date
Sep 14, 2016
< Reports
Business Purpose
ACTIVE CEEA Sales trip “een 102,71
Jun 28, 2016 - Not Submitted
Sales Trip Enter Vendor Name
Cafe Monte
Report Summary
" City
Trips I T . Burlingame, California v
Receipts
May Expenses (05/01/2018) State/Province
Expenses (Long press on expense for more options.) California v
Trade Shows $68.23 Country
RS CELELREPERELE LT EEEEEED Sep 14, 2016 UNITED STATES v
: 19.04.18 Claim Office Warehouse
: Expense R} ATy
H Dinner $45.76 us, Dollar
sEsmsEsEsEEEsEsEEEEEEEEn Sep 14, 2016 . -
Cafe Monte ayment Type
Approvals February Expenses (02/01/... $1,0 IBCP
Amount
45.76
Requests
Amount in Euro
1.4.18 Reportggg $7 41.23

Exchange Rate

O] 0.90100524475524
Receipt Recelpt Status (required) =

= [ “ No receipt

Comment

Personal Expense (do not reimburse) I:]

Exclude From Cash Advance D
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summmmmnnE,

Edit an Expense on an

P QRIS 7% 8 12:04 PM

< Reports

ACTIVE Sales trip €102.71 || Dinner $45.76
* Jun 28,2016 - Not Submitted Sep 14,2016
Sales Trip $102.71 Cafe Monte
Report Summary / \
8| rnonneeroaBnnnnonaoaneoaneoanoocs Itemization (0) 1) On the Reports
May Expenses (05/01/2018)  $5.00 Receipts screen, tap to open
View Receipt the desired report.
(Lorg press on expense for mare oplions.]
Trade Shows $68.23 Expense Type frequired) 2) On the Report
19.04.18 Claim $0.00 Sep 14, 2016 Dinner screen, tap to open
- Ut R the desired
4 K Transaction Date
Dinner $45.76 Sep 14, 2016 expense.
Sep 14, 2076
February Expenses (02/01/... $1,049.41 Cii‘e M.cmt; Business Purpose 3) On the Expense
T ————————————d | screen:
¢ Make the
Enter Vendor Name A
1.4.18 Reportggg $798.00 Cafe Monte desired
changes.
City
o Burlingame, California . Tap to save.
State/Province
. = (] < susmIT California I

Expense Report

74%id 12:10 PM F 12:10 PM

+ o

Expense

Cannunnns

If an expense is attached to an unsubmitted expense report, you can edit almost every field.

Add a Car Mileage (or Kilometer) Expense

rate.

Tap to save.

1\

1) On the home screen, tap &=,
NOTE: The Mileage icon only appears if your company has the Personal Car Mileage feature
activated and when you have registered a personal car on the Profile > Profile Settings >
Personal Car page. This icon does not appear for company cars.

2) On the Select Report screen, either tap the desired expense report or tap Add to new report.
3) On the Mileage Expense screen:

¢ Fillin the fields and make the desired selections.
NOTE: SAP Concur calculates the amount based on the distance and the company's mileage

Expenses

Expense Reports

Approvals

Requests

1] O] aF @

Book Receipt Expense Mileage

Version 9.58 - July 18, 2018

RLLLLLLLIILE

~

q - A
Select Report Mileage Expense =T
Cannnnas
Personal Car Mileage 0.00

Ko B booono0ooo00n0oEon00 CETN Oct 19,2016

: Expenses for October 2016 H

H 0ct 19,2016 H

"eun EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE wnns’ .
Atlantic Sales Conference Attach Receipt
Aug 31,2016
Test Transaction Date (required) o>
Aug9, 2016 Oct 19, 2016
Sales trip City (required) -
Jun 28,2016
Copy of Pacific Conference Purpose of the Trip (required)
Jun 1,2016
Reise nach Aachen
Apr5,2016 From Location (reguirea)
Conference
Feb 15,2016

To Location frequired)
Frede Conference
lo
: CANCEL
H Type Of Trip frequired) -
.: Domestic

SAP Concur's mobile app — Android™
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Add a Car Mileage (or Km) Expense—-Mileage Calculator

The Mileage Calculator can be used for both personal and company car mileage. The example
below shows personal mileage, using the Mileage icon on the home screen. For company car
mileage, the user creates an expense as usual and selects the Company Car Mileage (or
something similar) expense type. After that, both types work the same way - as shown below.

BOor N & 4 56%m 7:50 AM

C®

@3 Q0AEH BT al4%E 428 PM

Trips

Expenses

Expense Reports eCC BT Ll 1% 437 PM

Mileage Expense
Select Report

Approvals Personal Car Mileage
A 10 DeN 1O ees Nov 10,2017
Customer Visit :
Requests Aug 18,2017

----------------------------

Vendor Name

] (O]
Book Receipt Expense Mileage
City
v
State/Province
v
Country =
UNITED STATES
Amount
0.00

e L
Distance (required)
ADD ROUTE
miles

--------------------------------------------------------

Personal Expense (do not reimburse) I:\

/1) On the home screen, tap the Mileage icon (lower-right corner). \
NOTE: This icon appears only if the company's configuration includes personal car mileage and if
the user has defined a personal car in Profile.

2) On the Select Report screen, either:
¢ Tap Add to new report. Then, complete the steps to create the new report.
¢ Add to an existing report by tapping the report.

3) On the Mileage Expense screen, tap Add Route.

J
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CYTLITIEN

o

CYTLITIEN
1

o

B AUF 4l 3%l 4:39 PM

B QQHCC
e

Distance Calculator 2 QEHGCC BT 4%l 444 PM

&« 498 Spring Street, Seattle X

498 Spring St, Seattle, WA 98104, USA

L~

4) On the Distance Calculator screen, in the Start
Location field, start typing the initial location.

5) Select from the list of locations. The selected location
appears on the map.

BGT Ll 9%l 4:45 PM

2 QEHCC 32U al10%2 447 PM

Distance Calculator

< 299 SW Broadway, Portland X

498 Spring St, Seattle, WA 981

299 SW Broadway, Portland, OR 97205, USA

AR o SR

Kingston Mountlake

Terrace

Shoreline

T ynnwood” =
Kingzeu Mountlake —
Terrace y )
Shoreline Bothell-—/
bquamish
s Redmond
Bainbrid
ainbridge
Island SthIe Bell
o ellevue
304, o 6 (5]
Newcastle
East Rents
Renton Highland|
SeaTac
Vashon Island
S8 gle Des Moines

BT Ll 9%l 4:45 PM

OPTIONS

Distance Calculator

498 Spring St, Seattle, WA 98104,...

hquarng

6) On the Distance Calculator screen, in the Add Destination
field, start typing the ending location.
7) Select from the list of locations. The selected location appears
on the map along with the mileage (lower-right corner).
8) On the Distance Calculator screen, you have several
additional options:
¢ Tap Add Destination to add another destination.
¢ Tap Options (upper-right corner) to choose to avoid tolls
or highways.
¢ If an alternate route is available (shown as a gray line),
you can select that route.
9) When done, tap Use Route. The mileage and the
\reimbursement amount appear on the Mileage Expense

screen.

-

Olympic
National Forest

HCC BT 4l 1% 448 PM

OPTIONS

Distance Calculator

498 Spring St, Seattle, WA 98104,...

299 SW Broadway, Portland, OR...

R e wena
ey Nationa

National Park

SthIe

Tacoma

i

€l

Olympia

Astoria— l
® { .

Pon?ind

Hood River
5

©The Dalle

Mt Hood
National Forest

172.4 miles
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MAKE ADJUSTMENTS

BQECC (2T gl 8%l 456 PM

. BOHCC 3NTF 4 18:l457PM
Mileage Expense

< Route Details
Personal Car Mileage $55.20

National Fore S " = | s O

Nov 10,2017 3 ) i
Tacoma NGt L1028 D Edit Route
Olympia 2 E
Yekina : Set Segment as Personal
Y R BT ) ‘ : Yt e s haew n---hi---iiIWAsmnch o
Olympi
?ﬂfnd | (e Yakzi)ma
Cit I
ity - Google
498 Spring St
State/Province Seattle, WA 98104, USA mp,q

v
Country 6 To make additional adjustments, on the Mileage \

UNITED STATES v Expense screen, tap Route Details.
Amount 2) On the Route Details screen, tap E (upper-right corner)
55.20 to access the menu. Using the menu, you can:
Distance (required) ¢ Edit any portion of the trip
ROUTE DETAILS - or -
{1904

+ Designate part of the trip as personal
To edit a route:

1) On the menu of the Route Details screen, tap Edit
Route.

2) Make the desired changes, using the same steps as when

\ you created the route. }

BOEGCC T 4 vl 458PM 8 EHCC BNT 4 20%2 459 PM

Personal Expense (do not reimburse) D

X  Set Personal

Route Details H

9” Wenatchee
498 Spring St, Seattle, WA 9810... Se*i-"e latlongiigorest
) Jasgyna WASHINGTO
72.4 miles
Olympia 3
299 SW Broadway, Portland, OR... jakiina
S 299 SW Broadway, Portland, OR... Q9.
5 ~S
: 214miles Google
R < 434 SW Dennis Ave, Hillsboro,... 498 Spring St
Seattle, WA 98104, USA

/ \\ 172.4 miles
T

o designate part of the trip as personal: 299 SW Broadway
1) On the menu of the Route Details screen, tap TR

Set Segment as Personal. 21.4 miles (personal)
2) On the Set Personal screen, select the segment 434 SW Dennis Ave
that is personal. Hillsboro, OR 97123, USA
3) Tap M. On the Route Details screen, the — .
personal and business distance amounts appear
at the bottom of the screen.
\ j Distance (personal) 21.4 miles
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8 [ ® UT gl 20% 1 5:00 PM

=

3G F gl 2254 5:01 PM
€  Route Details

Distance Calculator

o

498 Spring St, Seattle, WA 98104,...
ggﬂnd

Lo 5001 Beach Dr SW, Seattle, WA ..
Google

One Way

ROLCLELEETEEELETTETN
Yasmssmsssssnsnannns®

498 Spring St

Seattle, WA 98104, USA o e it

.

fieg WO

To deduct commute mileage:
1) On the Route Details screen, tap Deduct Commute Distance.

2) On the Distance Calculator screen, define the starting and ending points using the map.
3) Select whether the commute is one way or round trip.

4) When done, tap Use Route. The Route Details screen appears.

e

WEST SEATTLE J
INDUSTRIAL
DISTRICT

San

Distance (personal) 21.4 miles %

foErE e

0
LI

&

s 7

*)  Deduct Commute Distance

CYTLLLLES
CCLLLLE
Delridge Way SW

o
.

R N NN NN NN NN NN NN NN NN NN N NN EREEERERERR

Distance (business) 172.4 miles Use Route

.
.

“amssmssmssmssnsnmanes

s [ B [

< Route Details

Mileage Expense

Wor¥an . “ennnnngunn®
N Personal Car Mileage $46.50
Google Nov 10,2017
498 Spring St
Seattle, WA 98104, USA
172.4 miles Vendor Name
299 SW Broadway

5) On the Route Details screen, tap (upper-left corner) to return to the Mileage Expense
screen, where the adjusted distance and amount appear.

6) Tap E. The expense is saved to the expense report.

Country =
UNITED STATES
Distance (personal) 21.4 miles
Amount
46.50
498 Spring St, Seattle, WA 98104, USA
5001 Beach Dr SW, Seattle, WA 98136, USA Distance (required)
ROUTE DETAILS
Distance (commute) 7.7 miles 165
Distance (business) 164.7 miles Personal Expense (do not reimburse) D
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Add/Edit/Delete Itemizations

After an expense has been added to a report, you can itemize the expense.

Trip to Portland
Jan 9, 2017 - Not Submitted

$376.29

Report Su
Expense
Receipts

Room Rate $376.29
o | (tang press on expense formore|  OCt 19,2016 A
H Holiday Inn
Pl ReomRate LTI rereenaaa,
H Oct 19, 2016
H Holiday Inn
B
A

Itemization (0)

- L CLELLN
dnmnanmn®

)

AttachReceipt

A ltemizations are required for this entry.

Expense Type (required) Itemization
Room Rate
o — Room Rate
ransaclion Dale frequired]
0ct 19, 2016 a0
Holiday Inn

Business Purpose

}oom while training

Check-in Date grequired)
Oct 19, 2016

Enter Vendor Name (required)

HOIIday (FTD Check-out Date (required)

Oct 21, 2016

City (required)

2

Number of Nights (<= 90) (required)

*

¢ Tap to save. The individual itemizations

appear.

If there is a remaining balance, tap and repeat these
steps (including ) until the remaining amount balance

Q zero.

/1) On the report, tap to open the desired expense.
2) On the Expense screen, tap Itemization.

3) On the Itemization screen:

Enter the daily room rate and daily tax rate.

\

)

$376.29
A

Oet 20, 20
Heliday In|

Oct 20, 20
Holiday Inl

Oct 19, 20
Holiday In

Room Rate (required)

125

Oct 19, 20

Room Tax

17.50|

o

entry

Combine room rate and taxes into one

L]

To edit an itemization, tap the
desired itemization and then
make the desired changes.

To remove an itemization,
long-press the desired
itemization and then tap
Remove From Itemization.

CLETTET TN

YammEmEARAERARREERSRAEEASRARAAEASRAEEAREEREEEEES

eummmmmnnnE,

®annnan

(Long press on expense for more optfons.)
Room Rate

Oct 20,2016
Holiday Inn

$125.00

Room Tax $17.50
Oct 20,2016

Holiday Inn

Business Meals (Attendees) $91.29
Oct 19,2016

Holiday Inn

Room Rate $125.00
Oct 19, 2016

Heliday Inn

Room Tax
Oct 19,2016
Holiday Inn

$17.50

Itemized Amount: $376.29
Remaining: $0.00

16
n

Room Tax

16
n

Room Rate

16
n

Room Tax

16

Holiday Inn

Itemized Amount: $285.00
Remaining: $91.29

v

Camnnnun®

Itemization + B3

(Long press on expense for more options.)

Room Rate

$125.00

$17.50

$125.00

$17.50

"

Yennnmnnnnns®

.
.

B
Business Meals (Attendees) $91.29
0Oct 19,2016
Holiday Inn

Attendees (0)

Expense Type (required)

B Meals (Attendees) v

Transaction Date {required)

Oct 19, 2016

Business Purpose

Enter Vendor Name

Holiday Inn

City
Portland, Oregon

State/Province
Oregon

Country
UNITED STATES

Version 9.58 - July 18, 2018
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Add/Edit/Delete Attendees

After an expense has been added to a report, you can add attendees to the expense.

1:47 PM

Itemization =]

Business Meals (Attendees) $91.29
0Oct 19,2016
W nHolidaydAR s s s s s n s s s s s a s n s s nn s .
H Attendees (1)
Expense Type {required) -
Business Meals (Attendees)
Transaction Date (required) -
Oct 19, RITTITTTTIN

87%d 1:48 PM

Business

| Attendees =F

Casnammanans

Business Meals (Attendees) ~891.29.,.
0ct 19,2016

Holiday Inn

Enter Ven
Holiday

City
Portlan)

(Long press an attendee far more options.)

State/Pro|
Oregon|

Collins, Chris

This Empl| i
1:48 PM

Country

UNITEQ

=

sERmEEEEEEssAsAsRsRnRRRnnnE
. e

" Add Attendee Options

Search

New from Contact

To edit an attendee, tap the
desired attendee name and
then make the desired
changes.

To delete an attendee, long-
press the desired attendee
name and then tap Remove.

e EEEEEEEEEEEEEEEEEEEEsEEEEEEEEg
EEsEsEEsEssEEEEEEEsEEEEEEEEEE

GOn the report, tap to open the desired expense\

¢

2) On the Expense screen, tap Attendees.
3) On the Attendees screen, tap to add.

4) On the Add Attendee Options menu, tap one
of the following:

Search > Favorites to search your Favorite
Attendees

Search > Advanced to search your
company's list of attendees or from an
external source (like Salesforce)

New from Contact to select from your
smartphone contact list

New to manually add the attendee

/

Attendee Search

FAVORITES

FAVORITES

Attendee Type
Please select§

wE = A€ 1:45 PM

Search > Favorites

ADVANCED
12:01 PM

Search > Advanced

ADVANCED

New from Contact

Attendee Edit -l New
Ny endee Type (required)
April | | A
P Business Guest M

Last Name (required)

Christi

Durell First Name

Mamal| | Attendee Title

T ina Company

Victoril
Stale
Total Amount YTD
0.00
Total Amount Previous Year
0.00

Version 9.58 - July 18, 2018

SAP Concur's mobile app — Android™

Page 24 of 54



View/Add/Edit/Delete Allocations

You can view report-level allocations, expense-level allocations, and itemization-level

allocations.

VIEW REPORT-LEVEL ALLOCATIONS

The Allocation Summary screen shows that the expense is allocated to the Mid Market cost
center with a total of $2,376.85.

N = 4 36%E11:25 AM

Apr 3, 2017 - Not Submitted

Report Summary

Receipts

(Long press on expense for more options.)

Room Escape

Dinner
Mar 23, 2017
Seattle, Washington

+

Trip to Seattle $2,376.81

A

Hotel $1,943.81
Mar 24, 2017 A
Marriott

Entertainment-Other $250.00
Mar 23, 2017

N{ = 4 36%d 11:27 AM

Allocation Summary

Company

(10) United States $2,376.81

Department

(300) Sales

Cost Center

(3030) Mid Market

Project

(44-1-206-1125) 12th Ave Village Ga...

¢ Review the information.

¢ Tap (upper-left corner) to return to the

report.

1) On the Report screen, tap Allocation Summary.
2) On the Allocation Summary screen:

Version 9.58 - July 18, 2018
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VIEW EXPENSE-LEVEL ALLOCATIONS

N = 436%E11:30 AM

4
Trip to Seattle $2,376.81
Apr 3,2017 - Not Submitted A
Report Summary
Receipts

Allocation Summary

(Long press on expense for more options.)

Hotel $1,943.81
Mar 24, 2017 A
Marriott

: Entertainment-Other $250.00
Mar 23, 2017

Room Escape

Dinner

Seattle, Was

Expense

-

1) On the Report screen, tap the desired expense.
2) On the Expense screen, tap Allocations.
3) On the Allocate Expense screen:

¢ Review the information.

¢ Tap (upper-left corner) to return to the

Mar 23, 201 [ Ha N T 4 36%E11:30 AM

report.

- J

N = 436%L11:31 AM

B

Allocate Expense :

Entertainment-Other $250.00 Allocation 1 $125.00
Mar 23, 2017 Allocated 50%
Room Escape
Company
Itemization (0) United States
Attendees (1) Department
Sales
Attach Receipt
¥ B — | Coet Conter
: Allocations : Mid Market
Expense Type (required) v Project
Entertainment-Other 12th Ave Village Gathering Place
A Acquisition
Transaction Date (required) =
Mar 23, 2017
Allocation 2 $125.00
Business Purpose (required) Allocated 50%
Team building event.
Company
Vendor Name (required) United States
Room Escape
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VIEW ITEMIZATION-LEVEL ALLOCATIONS

N = 4 36%U11:25AM

+

1) On the Report screen, tap the desired expense.
2) On the Expense screen, tap Itemization.

Trip to Seattle ] 3) On the Itemization screen, tap the desired itemization.

Apr 3,2017 - Not Submitted A

Report Summary

[N N F 4 36%E11.26 AM

Recelpts Expense B

Allocation Summary Hotel $1,943.81
Mar 24, 2017 A
e = €000 £e6S3 00 £ERENSS £Or MG QRNONS d wwwnnunnnnnnnnnnnnnnnnns| Marriott
:|  Hotel C NI K. | Y
I | Mar24,2017 Al ot )
2| Marriott : Itemization (6) Nt T 0 36% 3 11:24 AM
Entertainment-Other $250.00 View Receipt Itemization +
Mar 23, 2017
Room Escape (Long press on expense for more options.)
. This itemized entry has sub-entries with one
Dinner $60.00 A or more exceptions. Hotel $245.00
Mar 23, 2017 A Margu, 2017
Seattle, Washington Marriott
Expense Type (required)
' Hotel v Hotel $245.00
Mar 29, 2017
SUBMIT Transaction Date (required) = Marriott
Mar 24, 2017
Entertainment-Other $939.31
Business Purpose Mar 28, 2017 A
Marriott
) Hotel $245.00
Vendor Name (required)
Mar 28, 2017
Marriott Q Marriott
Hotel Tax $24.50
Mar 27, 2017
Marriott
Hotel $245.00
Mar 27,2017
Marriott

ltemized Amount: $1,943.81

Remaining: $0.00
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ADD/EDIT/DELETE ALLOCATIONS

summunu,

o

L & N F 436%@11:30 AM

Expense B

Entertainment-Other $250.00

IVETT 2K, 207 «0@> ONi T 4 32%
Room Escape

€  Allocate Expense

Itemization (0) wOB@E

Attach Receipt

Allocations

Expense Type (required)
Entertainment-Other

Transaction Date (required)

Mar 23, 2017

Business Purpose (required)

Team building event.

Vendor Name (required)

Room Escape

Attendees (1) < I\I[efo=1;1 Allocate Expense

OXN T 43

summnnE,

Clear Allocations

Sprint QN T 4 46% 1 9:44 AM

<  Allocations SAVE

FELTLLLLLLE
.
Percentage 3
0 H
H
PETTIILLIL
CTTTTTT I T

DONE

% $

enmnn

1) To add allocations, on the Expense screen:
¢ Tap Allocations.

corner).
Tap Allocate Expense.

Tap DONE.

* & & o o

Tap SAVE.

corner) to add additional allocations.

desired allocation to open it and then make the desired
changes.

¢ On the Allocate Expense screen, tap E (upper-right

¢ On the Allocate Expense screen, tap E (upper-right

On the Allocations screen, fill in the desired percentage.

Fill in the fields (if any) and make the desired selections.

2) To edit an allocation, on the Allocate Expense screen, tap the

[>
O
Q
O
Cannna?

tage

any
d States

tment

S

Cost Center

Mid Market

Project

12th Ave Village Gathering Place Acquisition
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R T 4 36%E11:33 AM N T 4 36%L11:33 AM

= 4 36%11:33 AM

Allocate Expense VA\[[eJer-\(=]  Allocate Expense 0 selected
Allocation 1 $125.00 Allocation £ Clear Allocations Allocation 1 $125.00
Allocated 50% Allocated L T TP rT Y Y S SYPRPEREE Allocated 50%
Company Company Allocation 2 $125.00
United States United States Allocated 50%
Department Department
Sales Sales
Cost Center Cost Center
Mid Market Mid Market
Project Project
12th Ave Village Gathering Place 12th Ave Village Gathering Place
Acquisition Acquisition
Allocation 2 $125.00 Allocation 2 $125.00
Allocated 50% Allocated 50%
Company Company
United States United States
3) To delete an allocation, on the Allocate Expense screen:
¢ Tap E (upper-right corner).
Tap Clear Allocations.
Tap the desired selection circles.
¢ Tap I to delete the selected allocations from an expense.
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CREATE ITEMIZATION-LEVEL ALLOCATIONS

(ol N T LA36%E11:23AM | w OB B QN = 4 32%48:39 AM

Itemization B | « Allocate Expense H

Entertainment-Other $939.31 «»OBF @B Qi T 4 32%L8:39 AM
Mar 28, 2017 T
Marriott LN |[ole=1 (=]  Allocate Expense
Clear Allocations
Attendees (1)
e T
Allocations

<  Allocations SAVE

Expense Type (require;
Erftertai):me
s 1) To add allocations, on the Itemization screen:
Mar 28, 20 ¢ Tap Allocations.
il ¢ On the Allocate Expense screen, tap E
clientievel (upper-right corner).
—— ¢ Tap Allocate Expense. Sracentage
Marriott ¢ On the Allocations screen, fill in the desired 0
ity percentage. R
Seattle, W . Tap DONE. % $ ' DONE
Us, S Fill in _the fields (if any) and make the desired
selections. 1 2 3
¢ Tap SAVE.
QN & . 46% 12 9:44 AM
¢ On the Allocate Expense screen, tap E :
(upper-right corner) to add additional Allocations SAVE
allocations.
2) To edit an allocation, on the Allocate Expense
screen, tap the desired allocation to open it and -
then make the desired changes. —
ICON
Once items are allocated, an Allocation icon appears next to the Percentage
expense and at the report level. 50

N = 4 36%1a11:25 AM

+

Company
United States

Trip to Seattle $2,376.81
Apr 3,2017 - Not Submitted A Department
Sales
Report Summary
Cost Center
Receipts Mid Market

Project
Allocation Summa|
A 12th Ave Village Gathering Place Acquisition

(Long press on expense for more options.)

Hotel $1,943.81
Mar 24,2017 : 'y
Marriott = :
Entertainment-Other $250.00
Mar 23, 2017

Room Escape

Dinner $60.00
Mar 23,2017 A

Seattle, Washington

SUBMIT
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Work with Receipts

Attach a receipt to a report or to an individual expense, whichever the situation requires.

Select A Receipt Action

3% @ 2:22 PM Wi 5 4 93%0 224 PM
+ i Select from Receipt Store Expense B
Trip to Portland $376.29 Select from Gallery Room Rate $376.29
Jan9,2017 - Not Submitted ' \3 0ct19, 2016
- " Holiday Inn
Capture Picture
Report Summary
- Itemization (5)
Receipts .““ . .
1) On the Report screen, tap Receipts. @  Attach Receipt
(1 ong press on expense for more options.) - O r —_
Room Rate $376.29 Expense Type (rsquied)
Dot 15,2015 On th_e Expense screen, tap Attach e T v
Holiday Inn Recelpt . D{
. . ransaction Date (required)
2) On the Select A Receipt Action Oct 19,2016 =
menu, tap: Business Purpose
¢ Select from Receipt Store to room while training
select an image in your Concur e Vet Ko e
R_ece|pt _Store (Avallablc_e Receipts e Q
Library in the web version of SAP
Concur) ity requiesy .
Portland, Oregon
_ ¢+ Select from Gallery to select an
SUBMIT . . . Currency (required)
image in your device gallery L
+ Capture Picture to use your
device camera
Trip from Seattle to Dallas $310.00
Remove an Expense from an Expense Report 0ct 21, 2016 - Not Subrmitted

You can remove an expense from an unsubmitted expense report. Report Summary

Receipts

1) Long press on the desired expense.
expense for more oplons. )

2) On the Expense Entry Action menu, 1 mirfore PR
tap Remove From Report. 1 ootzn 2016 )

Alaska Airlines

6% @ 12:31 PM

Expense Entry Action

. SUBMIT
NOTE: If you delete a mobile expense or an View Details _
expense created from a card transaction, it is not : H

iy n n = Remove From Report
really deleted; it is moved back to the "pool" of :
expenses on the Expenses screen. Caplure Receipt Picture

Select Gallery Receipt

If you delete any other type of expense from an
expense report, it is truly deleted. (This is Select from Receipt Store
consistent with the web version of Expense.)
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Edit Report Header
Information

You can edit the report name, date,

and other company-defined fields Sales trip
Jan 8, 2077 - Not Submitted

on an unsubmitted report. oo

Receipts
1) On the Report screen, tap ress an expenss for more aprions.)
Report Summary. oom Rate
ct 19,2016
2) On the Summary screen, et

make the desired changes.

3) Tap to save.

Submit an Expense Report

MG F 4 70%E 737 AM

$376.29

SUBMIT

Sales trip
Jan 9, 2017 - Not Submitted

Report Name (required)

Sales trip

Report Id
23568BAE575644FD7966E

Palicy {required)

US Expense Policy

Report Date
Jan 9, 2017

Business Purpose (required)
Business Trip

Repaort Currency

Us, Dollar

Approval Status
Not Submitted

Comment

Project Code

+ o

Trip to Portland $376.29
Jan 9, 2017 - Not Submitted

Report Summary

Receipts

(Long press on expense for more options.)
Room Rate $376.29
0Oct 19, 2016
Holiday Inn

[ On the Report screen, tap Submit. ]

SUBMIT
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[~ReROR =1 2 =l 36%8 11:20 AM

Delete an Unsubmitted Expense € Reports
Report

Reports

ACTIVE HISTORY

1.8.18 Report $100.00

NOTE: Expenses on the report that are

. 1.8.18 Report $100.00
related to card transactions are not really
deleted - they are returned to the "pool" of

y
card transactions. Cash transactions are UNSUBMITTED
truly deleted. ®  06.20.18 Report s0.00f UNSUEMITTEC
06.20.18 Report $0.00
May Expenses (05/01/2018) $5.00‘ -------

{h'l{"’}’l%‘") ses (05/01/2018) $5.00%

19.04.18 Claim $0.00
19.04.18 Claim

February Expenses (02/01/... se
February Expenses (02/01/... So

L =

1) On the Reports screen, swipe the desired report.
2) Tap Delete.

Copy an Unsubmitted Expense Report

Heon P 36%@ 11:20 AM
B

& Reports

Reports
ACTIVE HISTORY

ACTIVE HISTORY
1.8.18 Report

1.8.18 Report $100.00 6% 11:19 AM
:
T
UNSUBMITTED

Copy of May Expenses (05/01/2... $5.00

UNSUBMITTED May 24,2018 - Not Submitted A

06.20.18 Report

06.20.18 Report $0.00
Report Summary
....... Copying Report for i
May Expenses (05/01/2018) S pying P "Lm:msm:m:e rore options.) i
Please enter a new report name oom Rate H
&-| % - ses (05/01/2018) $5.00 iﬁi . May 24,2018 A

Report Nar

Delete Copy Copy of May Expenses

19.04.18 Claim (05/01/2018)

19.04.18 Claim

- -
CANCEL & CREATE :
H H

= PV eV |

(1) On the Reports screen, in the Active
section, swipe the desired report.
2) Tap Copy.
3) Enter the desired report name.
4) Click Create.

\The copied expense report appears. /

SUBMIT
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Work with Fixed Travel Allowances

Users can now claim their fixed meals and fixed lodging travel allowances in the SAP Concur
mobile app.

FIXED VS REIMBURSABLE TRAVEL ALLOWANCES

e Fixed travel allowances - often referred to as per diems - provide a defined daily amount
regardless of the actual amount spent by the user.

e Reimbursable travel allowances generally provide reimbursement for the actual amount

of the expense. The ability to create and manage reimbursable travel allowances is not
yet available in the mobile app.

RESTRICTIONS

For the most part, fixed travel allowances work the same way in the mobile app as on the web

version of SAP Concur — with some exceptions. These configuration options are not available in
the mobile app:

e Users cannot define/select: e Users cannot enter:
¢ Trip length ¢ Actual meal amounts
¢+ "Short distance" + Rate location
+ "Extended trips" e The mobile version of SAP Concur does
" " not combine meals and lodging rates nor
¢+ "Use Percent Rule L
does it display base rates, company
¢ Location "within municipality" rates, government rates, etc.

If the user's configuration uses any of the options listed above, the user should manage their
travel allowances using the web version of SAP Concur.

CREATE FIXED ALLOWANCES

N F 4 25%87:53 AM

948 & @

< Add ltinerary

Customer Workshop $0.00 To calculate your travel allowances, we need you to choose
) from the itineraries below or create a new one.
Jan 4,2017 - Not Submitted

Paris sales meeting

Report Summary
.......... ReceiPS. .. ..cccuvieeeireeereeeeeea
* K Global design workshop
Claim Allowances V
) ) ® Select existing
a— Paris sales meeting itinerary
= ] '
No Expenses
/ . . \ Create new
1) With a report open, tap Claim itinerar
Y
Allowances (or Travel Allowances). °
2) On the Add Itinerary screen, you can
select an existing itinerary. “"
- or -
You can create a new itinerary. (We will
create a new itinerary.)

o /

Version 9.58 - July 18, 2018 SAP Concur's mobile app — Android™ Page 34 of 54




HaA N T 4 700%M11:35 AM

X New ltinerary &

To calculate your travel allowances, we need you to
create an itinerary with all the stops.

Itinerary Name

Customer Workshop
From @
Hamburg-Harburg, GERMANY
Departure Date Time
Wed, Jul 5 12:00 PM
To
Walldorf, GERMANY
Arrival Date Time
Wed, Jul 5 12:05 PM

Add return trip to Hamburg-Harburg

N 410
X Edit tinerary

Itinerary Name

Customer Workshop

Hamburg-Harburg, GERMANY

Departure Date Time *
Wed, Jul 5 12:00 PM
To N
Walldorf, GERMANY

Arrival Date Time

Wed, Jul 5 12:05 PM

From

Walldorf, GERMANY

Departure Date Time

Fri, Jul 7 4:00 PM

To

Hamburg-Harburg, GERMANY

Arrival Date Time

Fri, Jul 7 10:00 PM

N T 4 100%011:30AM K

< Hamburg

wHamburg-Harburg
GERMANY

Hamburg-Bahrenfeld
GERMANY

Hamburg
Michigan

Hamburgsund
SWEDEN

Hamburg-Mitte
GERMANY

Hamburg
New Jersey

X

RCLLTLLL
ammnnnnnnn®

3

Casnanmanafs

/

3) On the New Itinerary screen:

*
*

*

Enter the itinerary name.

Enter the departure and arrival location, date, and

time.

Tap Add return trip to to obtain the return trip

fields.

Enter the return trip information.
Repeat for each leg of the trip, entering the exact "arrival"/

~

&

Walldorf, GERMANY

ADJUSTMENTS

Hamburg-Harburg

- Walldorf
Wed, Jul 5 2017 - Fri, Jul 7 2017

N T 4 100%011:39 AM

Travel Allowances

$713.00

Total Amount

ITINERARIES

Customer Workshop

accuracy and tap to save.

\_

4) On the Edit Itinerary screen, review the itinerary for

The new itinerary appears on the Itineraries tab of
the Travel Allowances screen.

: Remove From Report

Delete

Remove/Delete:

1) On the Travel
Allowances screen, tap

D to open the menu.

2) On the menu, tap one of

the following:

¢+ Remove From
Report to remove
the itinerary from the
report and move it
into the "pool" of
itineraries.

¢ Delete to
permanently delete
the itinerary.

R R AR NN RN NN RE NN REAENEREAEEEREAEEEREEEEE,
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W T 4 100%0 11:39 AM

< Travel Allowances

X Daily Allowance

1739°AM’ S

LAV

Walldorf, GERMANY $713.00 Thu, July 6 $326.00
7/ 17 Total Amount Walldorf, GERMANY
ADJUSTMENTS ITINERARIES Exclude Day
Fri, July 7 $9‘L.§.B Breakfast Provided ®
Thu, July 6 ® $326.00 Lunch Provided
Dinner Provided
Wed, July 5 $295.50

~

/5) If adjustments are necessary (for example, to deduct for provided meals), tap the
Adjustments tab on the Travel Allowances screen.
6) Tap to open the daily allowance that requires adjustment.
7) On the Daily Allowance screen:
¢ Make the desired adjustments, in this case, to indicate that breakfast was provided on
Thursday.
NOTE: If the web version of SAP Concur provides a list of options instead of Yes/No, then
the list appears here as well.

¢ Tap to save.

N T 4 100% 0 117:40 AM

N 7 4 100%012:05 PM

< Travel Allowances

Customer Workshop $695.00

Jan 4, 2017 - Not Submitted

$695.00

Total Amount

Walldorf, GERMANY

ADJUSTMENTS ITINERARIES Report Summary
Fri, July 7 $91.50 Receipts
Travel Allowances
ltineraries & Adjustments
Thu, July 6 $308.00 }
(Long press on expense for more options.)
Breakfast Provided
Fixed Meals $91.50
Jul 7. 201
L~

~

/ 8) On the Travel Allowances screen:
¢+ Notice that the Thursday amount has been adjusted.
¢ Make any other required adjustments.

¢ Tap to return to the expense report.
9) On the Report screen:

¢ Review for accuracy.

¢ Tap Travel Allowances if changes are necessary. ]
\ ¢ Finish adding expenses, receipts, etc. Submit when ready/
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Requests

The ability to create requests will be available in the SAP Concur mobile app. Like other feature
introductions - the initial feature set is limited and will expand over time.

INITIAL FEATURE SET AND OPTIONS

Multiple policies per user: For clients who allow users to select from multiple policies on the
web version of Request, be aware that users cannot select a policy in the mobile app. Instead,
all requests are created with the first policy that supports segments, preferably the default
policy.

Header form: On this form, only these fields are currently supported:

To Location Comment
Start Date Business Purpose
End Date

Segment form: On this form, only these fields are currently supported:

From Location Comment
To Location Amount
Start Date / Time Currency (read-only)

End Date / Time

Segment types: Only these system segment types are currently supported; custom
segment types are not yet supported:

Air Ticket Hotel
Rail Ticket Miscellaneous
Car Rental

Workflow: Only "Submit" and "Recall" actions are currently supported. In addition for
"Submit," in those cases where the client allows the user in the web version of SAP Concur to
select their own approver on submit, be aware that this option is not yet available in the
mobile app. The request user's default approver must appear in the user's profile.

Not yet available: These options are not currently available in the mobile app:
Allocations Request & Travel integration
Expected Expenses Custom Fields

Cash Advances
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Create a New Request
You can create a new request from the Requests screen

Book

Trips

N F 4 56% & 7:50 Ab

Expenses

Expense Reports

Approvals

Receipt

.
|
-------------------------------------------------------------

Ex

~

1) On the home screen, tap Requests.

2) On the Requests screen, tap (lower-right

corner).

3) On the New Request screen, fill in the location
and date fields. (SAP Concur provides a request
name based on location and destination.)

4) Add your segments (described on the following

page).
/
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Add Segments to a Request

1) On the New Request screen, tap a segment type.

2) On the various segments screens, fill in the fields and
make the desired selections.

3) Tap (lower-left corner) to return to the New
Request screen.

4) Add other segments as desired.

O A Y W0 9 4100% 0 16:19 O A iJr W 4 100% Wl 16:20
Air Ticket Hotel Reservation
1200 800.00
=
H usD $ usD §
; i ; One Way Round Trip 0
H 0 Las Vegas, Nevada
Paris Area Airports, Paris (Area Airpor...
9 Mar 07,2016 Mar 11,2016
Las Vegas Boulder City (Airport - BLD)...
04:17 PM 04:19 PM
Mar 07,2016 Mar 11,2016
e
0417 PM 0417 PM

RS i 2

< New Request

Mar 07,2016
B Fusion
Submit a Request -
Fusion
X
[ On the New Request screen, tap Submit Request. ]
a
B

Mar 11,2016

$1,200.00

$800.00

$2,000.00

O
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Approvals

Trips

Use Approvals on the home screen to view and approve trips (if you are a trip approver).

Trips
o
[4]
(i O]
Book Receipt

N 7 4 56% & 7:50 AM

Expenses

Expense Reports

z Trip from Seattle to Dallas

Requests

Mileage

2) On the Approvals screen,

€ Approvals

TRIP APPROVALS

G m NS AR EREEEAERSESARAEREARERSEGAEAEEEAEEEEEEEEEEEES

Terry Brown $821.00

09/07-09/08

@ Approve by Wed, Sep 6, 2017

REPORT APPROVALS

Chris Collins $25.00
Customer Workshop

Chris Collins $619.35

Software Training

Terry Brown $25.00
Client Meeting

Chris Collins $233.95
Test for send back

Chris Collins $591.28

TeicioDall

1) On the home screen, tap Approvals.

tap to open the desired trip.

3) On the Trip Approval screen:
¢ View the report details (segments, violations, etc.).
¢ Tap Approve or Reject.

B20@BE=FFF B N F478%E1220PM

Trip Approval

Terry Brown $821.00
Trip from Seattle to Dallas
Approve by Wed, Sep 06, 2017 09:00 PM PDT

Violation Summary

Thu, Sep 7
6:00 Seattle to Salt Lake City
AN Delta 2397
Terminal: —
Gate: -
9:44 Salt Lake City to Dallas
AM Delta 5788
Terminal: 2
Gate: -

Fri, Sep 8
12:15 Dallas to Seattle
PM American Airlines 2339
Terminal: —
Gate: -

D

JEEsEsEssssEssssssssEsssssEsEssEsEEsEEsEEsEEEREEREnn o

.

: I REJECT . APPROVE I :

In the Report Approvals and Trip

{ Approvals sections
are exceptions.

indicates that there

If the approval type does not have any
approvals, then that type does not appear
on the Approvals screen. For example, if
there are no trips to approve, then Trip

Approvals does not appear.
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Expense Reports

Use Approvals on the home screen to view and approve expense reports (if you are a report

approver).
N B 4 56%& 7:50 AM \
1) On the home screen, tap Approvals.

2) On the Approvals screen, tap to open the desired
expense report.

3) On the Report screen:
¢ View the report details (receipts, expenses, etc.).

¢ Tap Approve or Send Back.
Trips NOTE: If you tap Send Back, you must provide a

\ comment.
— J

Expenses

N T 4 25%312:53 PM

(4] < Approvals
= Expense Reports pp
T —————— 1 REPORT APPROVALS
Approvals N T 4 26%21:00PM
H Chris Collins
"' llllllllllllllllllllllllllllllllllllllllllllllllllll = CUSth\er WOrkShoP
Jemrneirrerrsre i rrre e rrse s nrra s nsaaannan ] L
Requests : Chris Coll :| Collins, Chris L $619.35
H ris Collins $619.35 |1 Apr7,2017 - Software Training A
: Software Training H
gl S

-----------------------------------------------------

(O] -+ @ Terry Brown $25.00 Report Summary

Client Meeting

Receipt Expense Mileage

(Long press on expense for more options.)

Business Meals (Attendees) $153.33

Chris Collins $233.95

Apr7,2017
Test for send back
_ ; Airfare $466.02
Chris Collins $591.28 Apr7,2017 A
Trip to Bellevue irgi
Virgin

Chris Collins $942.69
Software Training

Chris Collins $90.00
Office Update
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Requests

Use Approvals on the home screen to view and approve requests (if you are a request
approver).

N 7T 4 56%m 7:50 AM

1) On the home screen, tap Approvals. \

2) On the Approvals screen, tap Request
Approvals.

3) Tap to open the desired request.
4) On the Request Approvals screen:

Trips ¢ View the request details (segments,
expected expenses, etc.).
) ¢ Tap Approve or Send Back.
Expenses

NOTE: If you send back, you must provide/

o Expense Reports L ]
Rt TEETTCr PO PEEPPEETPEPRETT R Request Approvals
!
APPIOVAIS 1 | s TR e
: Fri Jun 2 - test
e O e
Requests Rassch TR Eria $300.048 T
Tue Feb 21 - test
Request
[ ] O] o ey
Book Receipt Expens test

o Summary >
Segments
(o Hotel Reservation $560.00

Expected Expenses

No Expected Expenses
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Payment Requests (Invoice)

Use Approvals on the home screen to view and approve payment requests (if you are an
approver).

NOTE: This also includes Cost Object Approvals and Authorized Approvals.

ACCESSs

To access payment request approvals:

N 7 4 56%m 7:50 AM

N T 437%u 244 PM

Approvals

11:23 AM 2 @ F .l VolLTE @

Pat Davis < Invoice Approvals 4

s WAT test
Trips
. Test Inovice $500.67
Pat Davis Submitted by William Never Fri 7/21
° Client Meeting
Expenses
; Testing the invoices name $150.00
Pat Davis Submitted by William Never Fri7/21
(2] JIRA-3800
Expense Reports
R LLL L O L LT T LT T LI LTI TITTITTD Pat Davis 9
: Sales Training
: Approvals
Purchase Request Approvals
Requests

(O] =

Receipt Expense Invoice Submission

1) On the home screen, tap Approvals.

2) On the Approvals screen, tap Invoice Approvals.
The Invoice Approvals screen appears.
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REVIEW AND APPROVE PAYMENT REQUESTS

11:23 AM

11:24 AM 3 il VoLTE .

<« Invoice Approvals . 11:24 AM F _al VolTE
< Invoice Approvals

< Invoice Approvals

Test Inovice

RLLLLLLLETN

Submitted by William Never Test ||'|0Vice 3500 67
mEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE July 21,2017 total amount Test Inovice $500.67
Testing the invoices name Submitted by William Never July 21,2017 total amount

Submitted by William Never Submitted by William Never

R e L L T

SUMMARY LINE ITEMS IMAGES
SUMMARY LINE ITEMS IMAGES
Test Vendor
123 Fake St Suite 100 Cellular Phones - Test $500.67
Seattle, WA 98133 US Cellular Phones Tue 3/21
Comments 7

Approval Flow

L~

1) On the Invoice Approvals screen, tap to open
the desired payment request.

2) Tap the Summary, Line Items, and Images
tabs to access and review all information.

3) When done, tap Send Back or Approve. ]_
SEND BACK APPROVE

.
M I I

APPROVE/RETURN ONE OR MORE PAYMENT REQUESTS

R

N
11:23 AM E 11:23 AM
< Invoice Approvals N X 0 selected
"- smmman ‘:

Test Inovice $500.67 Test Inovice $500.67
Submitted by William Never Fri7/21 Submitted by William Never Fri7z/21
Testing the invoices name $150.00 Testing the invoices name $150.00
Submitted by William Never Fri7/21 Submitted by William Never Fri 7/21

1) On the Invoice Approvals screen, tap %
(upper-right corner). A selection circle
appears to the left of each payment request.

2) Tap the desired selected circles.
3) Tap Send Back or Approve.

SEND BACK } APPROVE

dasussusssssssssssssssssssssssssssssssssssssssssssssssnes?

CYTEYTTT TN
ansnannns®
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Purchase Requests (Invoice)

Use Approvals on the home screen to view and approve purchase requests (if you are an

approver).

NOTE: This also includes Cost Object Approvals and Authorized Approvals.

N = 4 56% @ 7:50 AM

N 7 4 37%u 244 PM
Trips Approvals
Pat Davis
Expenses VAT test
Pat Davis $502.88
o Expense Reports Client Meeting
:,. ......................................... Pat Davis =
: Approvals JrnsEnn
: Concur
ML T e Pat Da‘"s
Boquest Sales Training Purchase Request
q )
R T LTI E O T LI r Y]
. Purchase Request Approv:'a
= B
l.l m + ﬂ ----------------------------------------------------------
Book Receipt Expense Mileage R
Invoice Approvals
Invoice Submission
Travel Request Approvals

1) On the home screen, tap Approvals.
2) On the Approvals screen, tap Purchase Requests.

3) On the Purchase Request Approval screen, tap to
open the desired request.

(cont'd)

Purchase Request .
Approval

(] Invoice, Invoice Owner

Mobile 3/06 - Sat Mar 8

Invoice, Invoice Owner
TEst- Sat Mar 8

Invoice, Invoice Owner
Desc - Sat Mar 8

Invoice, Invoice Owner
DIFF POLICY - Sat Mar 8

Invoice, Invoice Owner

Home Depot Purchase Request - Tue Apr 1

$3.06

$50,113.00

$997.00

MYR 0.32
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With the purchase request open:

4) View the request details (summary, images, vendor info,
etc.).

5) Tap Approve or Send Back.
NOTE: If you send back a request, you must provide a

= comment.
Concur
Purchase Request
Approval
Home Depot Purchase ...
4/1/2014
Invoice, Invoice Owner Summary
Home Depot P S
4/1/2014
. Invoice, Invoice Owi Concur
0 Summary
B Distributions
E Image >
o - e Distributed by Distribution Status
@ Distributions ( 2
Percenta...
& Workflow ...
.......... - Header [
"""""" Workflow
Policy Custom
Computer Equipment $400.00 PO Polley Home Depot Purchase $500.00
2 Each @ $200.00 4/1/2014 b :
Computer Desk Invoice, Invoice Owner
Custom

Manager Approval
Invoice, Approver 1

0 Vendor .

Custom

Limit Approval i

Invoice, Approver 2

Approval for Processing

Concur

Purchase Request
Vendor

Home Depot Purchase ...

47172014
Concur Invoice, Invoice Owner
Send Back Please Confirm
N Vendor Name:
Enter Comment (required) Approve all selected purchase requests?

Home Depot

Approve

715
5th Street
Minneapolis MN

55415

Vendor Code:

Send Back Approve
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Budget

Use Budgets on the home screen to see your budget in a yearly, quarterly, and monthly view.

You can toggle between budgets and approvals to see - in real time - if there is enough

budget remaining to allow approval of an expense.

NOTE: You will be sent push notifications if your budget is approaching its limit or is over limit.

Budget

Spend

Approaching

Over Spend

Pending

@ROn P RINE =il 55% 8 10:15 AM WROD - RINE =l 55% 8 10:15 AM
¢ Budgets D Budget Legend
MY BUDGETS
Education $943,765.80
remaining
Expenses
P Marketing $8,036,255.85
Expense Reports remaining
6]
Approvals Travel $2,503,866.55
remaining
Budgets :
:,. V ’5 SHARED BUDGETS
Enterprise (Melissa) $550,938.54
1) On the home screen, tap Budgets.
NOTE: The "striped" section of the colored bar indicates pending
spend.
2) On the Budgets screen, tap the desired budget.
NOTE: The date represents where "today" is in relation to the
budget start and end date.

Woh B RI&f =l 55% 8 10:15 AM i [NEE Il 55% & 10:15 AM Ron B RIN{ <.l 55% @ 10:16 AM
<  Budgets i Budget Details ® < Budget Overview
MY BUDGETS i| Education | Education
Sfrre E|| $043765.80 | $943,765.80
. Education $943,76580 |11 =
. remaining
:q ---------------------------------------------- ‘. g $846481669 32‘000‘00000 E $846‘8166g $2’000100000
Marketing $8036255.85 | Feussmsssssnsssssnsssssnsssssnsssssnessssnnssns -
remaining
QUARTERLY PROJECTED SPEND
@ Budget $2,000,000.00
BOOK
Travel $2,503,866.55 o
remaining fm: Spent $846,816.69
400K
1::; Pending $209,417.51
SHARED BUDGETS 100K
Enterprise (Melissa) $550,938.54 e e e Remaining $943,765.80
remaining
TOP SPEND
-
3) On the Budget Details screen, tap the Education section.
NOTE: The Education chart reflects the overall totals for all
products associated with the budget. . o o L
\ = ] <
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Concur Locate

Check-in With Location Check In or Request Safety Assistance

If your company uses SAP Concur's messaging service, you can send your check-in location
details to your company or request assistance using your mobile device.

NOTE: While your mobile device is offline, the SAP Concur mobile app keeps and displays your
previous check-in location details.

BSor N T 4 56% 0 7:50 AM SERER PR lua 11:52 AM

P FA00000000000000000000000000000,

o
o
D

Check In Location

Request Safety Assistance

Trips
) Leave Feedback
Expenses
Help
o Expense Reports
Privacy Policy
Approvals
PP Settings
Requests Sign Out
Eal  Triplt
L] C] o= @ .
Book Receipt Expense Mileage * — G (T
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On the Check In Location screen, you can check-in to your current location only while your

mobile device is online.

N T 4 56%m7:50/

wSARETVasnununnnnnunnnnnnnunnnnnnsn

wammnnun,

MITEEEEE

Check In Location

Request Safety Assistance

Trips
Leave Feedback

Expenses

Help

Expense Reports
Privacy Policy

Approvals
Settings
Requests Sign Out
[ oo :
= _ gzl Triplt
1] (O] =
Book Receipt Expense
. 2 ] &

POLTLrrreT

GRTH oRIN 1) On the home screen, tap

& Check In Location

Belcarra

NE9th Pl

NE 8th St

(upper-left corner).

2) On the menu screen, tap
Check In Location.

3) On the Check In
Location screen, tap
Check In Here.

601 108th Ave NE, Bellevue,
WA 98004, USA

Your Location

NE

110th Ave

N
NE 6th St City Center Bellevue
= Lot No. 3
NE 4th St
Seattle Marriot* e
Google

o T e G

Check In Here

T T Ty T LT T PP o PP T

g
tannnnnnuns®

B

On the Request Safety Assistance screen, you can request assistance only while your mobile
device is online.

N 7 4 56% & 7:50 AM | BEP PRI Rl 44% 8 11

haannnns : SAFETY

Check In Location

=A™ e QRIN{ = 44%811:50
& Request Safety Assistance

NE 10th St

e

Qccessfully sent. /

AM

Request Safety Assista... SEND

SERT R QRING = .l 44% 8 11.50 AM

taannunn

NE9th Pl Send My Location
. > 601 108th Ave NE, Bellevue, WA
. Request Safety Assistance - N o000 e
Trips i R 601 108th Ave NE, Bellevue,
WA 98004, USA Describe your situation
Leave Feedback Your Location |
NT"E

~

J

Expenses NE 6th St City Center Bellevue
Help Q
~
Lot No. 3
GOn the home screen, tap \ Privacy Policy
E Settings ‘ - Seattle Concur Rga Camille:hansen.
2) On the menu screen, tap Gdogle 3 102fs]4a]s)e]7)s]o]o
Request safety Sign Out Emergency Contact Q wlelrlTlYlulilolr
Assistance. Y . e e
3) On the Request Safety _ : AlS|DFlGHUK]L
Assistance screen, tap Tripit TERRAARMME
Request Assistance. | H :
= ] \a.........’._J..........ﬂ........
4) In the text field, enter the e o English (US) R
appropriate help request
message and then tap Send. = [ J
A message appears, confirming
that your request was

Version 9.58 - July 18, 2018

SAP Concur's mobile app — Android™

Page 49 of 54

g
sanmnnnnna?®

.,



Location Access
Use the Location Access feature to allow/disallow SAP Concur access to your location.

WREPR P R =
6 On the Allow SAP Conch

to use your location?
screen, tap either:

= Check In Location

¢ IAgree
- or -
¢ No, Thanks
Allow SAP Concur to NOTE: If you tap I Agree,
Allow SAP Concur to use your E access this device's the Allow "SAP Concur"
location? location? to access your location
Your location may be used for travel-related B DENY  ALLOW while you are using the

purposes, tracking mileage, location check-
ins, assistance requests, and per our privacy
statement. You can adjust or withdraw these
permissions in Location Access in the app
menu.

app? screen appears.

2) On the Allow "SAP
Concur" to access your
location while you are
using the app? screen,
tap either:
¢+ Allow

K ¢+ Deny j

SN s -1+ 0 1=V,

| agree

T XL ] - BLRLLLELELELEEETTRY

PYTTTTTITTN

34% 8 11:08 AM [s B RN ~ 59% @ 10:21 AM
Settings Location Access
Account Mileage
SAP Concur uses your location for
more relevant results when you search .
for locations while entering mileage
Automatic Sign In expenses.
. . Travel
Notifications SAP Concur uses your location when you .
search for hotels near you.
Allow Notifications
Locate
SAP Concur uses your location when .
. ) ; you use Check In Location or Request
Vibrate on Notifications O Assistance
Options Drive
SAP Concur uses your location and motion
to auto capture mileage. If you do not have .
Push Notifications on for this app, you will
Save Receipts to Gallery O not receive notices of when your location
is being used to auto capture mileage.
General
R CEL e e e e C e CECEEE P EEREE LR PERTERIN
:| Location Access
=] Open Location Access Settings - a
: 1) On the Settings screen, tap Location Access.
.
“ersion el 2) On the Location Access screen, tap the desired
g = ] = location option.
\
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Concur Drive

If your company uses Concur Drive, you can automatically use GPS to track your travel -
either manually or automatically — on your mobile device.

The SAP Concur mobile app captures your route data - which is available in Concur Expense
and on the mobile app - where you can select the segments to add to an expense report.

Track Mileage Automatically

Use Mileage on the home screen to set up the day and time (for example, Monday through
Friday, 8 AM to 5 PM) for which the app will automatically track your trips by detecting car
movement.

FCEUORTER QRNMT

< Drive Settings Drive Settings

Scheduled
Auto Capturing Mode
Off O
Bluetooth
User-Initiated
Configure Scheduled Hours
: Scheduled O | Monday ®
L I e S 5 e O T TI T T S| 08:00 AM - 05:00 PM
® ®
Tuesday [ ]
) 08:00 AM - 05:00 PM
Add Directly To Expenses B ° °
Wednesday [ ]
08:00 AM - 06:00 PM
[ ] ]
Enter Manually
Thursday [ ]
08:00 AM - 04:00 PM
7/ ~ [ ] ®
To set Drive to track distance \ Friday e
automatically: 08:00 AM - 05:00 PM
1) Tap Mileage (lower-right corner) of ¢ ®
the main screen. Saturday °
2) On the menu that appears, tap 08:00 AM - 05:00 PM
Enable Concur Drive. ° )
3) On the Drive Settings screen, tap Sunday °
Scheduled. 08:00 AM - 05:00 PM
4) Make the desired selections. ® ®
Dnye will trz.ack distance automatically Add Directly To Expenses °
kclurmg the times the user have selected.
. = ] <
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Track Mileage Manually

Use Mileage on the home screen to initiate GPS tracking manually with a click of a button and
then stop when you want your trip to end.

N 2 4 56% @ 7:50 AM

Expenses

Expense Reports

ADDI’OV3|S User-initiated mileage capturing User-initiated mileage capturing
Start B Stop .
Requests L T b
?EM&MV Enter Manually
""""""""" 4] To use Drive to track distance manually: \
[]] O] + @ 1) Tap Mileage (lower-right corner) of the main
Book Receipt Expense Mileage screen

2) On the menu that appears, tap Start. (This option
appears if User-Initiated is selected in Settings.)

3) When done, tap Mileage (lower-right corner) again.
4) On the menu, tap Stop.

o J
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Save Login ID and Auto Login

PREW Al 44% B 11:52 AM
Bl

W T 4 32%0 833 AM

Settings

Check In Location Account

Request Safety Assistance Autematic Sign In

Trips

:o Expenses Leave Feedback

(4] Help

Expense Reports Notifications

Privacy Policy

Approvals | fessssssssssssassssnssasnsnnannnnnns Allow Notifications O
Settings E
Requests S RN 1 Vibrate on Notifications O
IE' General
- & 1) On the home screen, tap (upper-
Book Receipt left Corner). )
2) On the menu, tap Settings. Version
3) Tap Automatically Sign In to have
SAP Concur log in automatically when Voice Search Language
you open the app.
4) Tap Save Sign In to have SAP Concur
remember and then provide your ID at Open Source Licenses
login.
NOTE: You must select Save Sign In )
k in order to use auto login. App Settings

Privacy Palicy

Troubleshoot

Clear Cache

Server URL
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Get Help
Use Help & Feedback to search for help topics or find helpful articles.

51% w 9:59 AM

SAFETY

Enter your search term here

Check In Location

Knowledge base
Request Safety Assistance

General

o Leave Feedback
Expenses

General
How do | update my profile details in the

Help app?

CTTTITEN
tassunus?

o

Expense Reports
Which mobile devices can be used with
the mobile app?

Privacy Policy

Approvals

Settings In which countries/languages is Concur
for Mobile supported?
Requests Sign Out On iPhone/iPad, do you need to allow

access to your device camera?

— .

a2l Triplt

= P Can delegates use mobile?

Expense ¢ = [J <
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