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You can use SAP Concur on your 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 @ 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.

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.), 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.

Version 9.57 - June 27, 2018

SAP Concur's mobile app - iPhone® Page 1 of 56




Contents

Contents ......ccvemvnirisri s s e 2
Download........cvemverumimramsernsaransessnsasnnsannns 3
1 e o T 1 o 3
TriPS ticriririirsrrsrse s srs s s s nsnnsnansans 4
View an Itinerary.......oooeviiiiiiii i, 4
Book a Flight ..o 4
Book a Rental Car.......ccoovvivviivininniiienenns 6
Book a Hotel .....ccvvviiiiiiiiiiieeens 7
Book Amtrak Direct Connect................... 7
Book a Flight Using Voice ..........c.oocevnins 9
Cancel a Hotel or Rental Car Reservation 10
View Agency Information...................... 10
Expenses and Expense Reports............. 12
Expense List (Expenses Screen) ............ 12
Expense Report List (Active and History
SEeCiONS) cviii it 12
Create a Mobile Expense .........ccccvvvneneen 13
Delete an Expense From the Expenses
1Yol =1 o [ 14
Create a New Expense Report............... 15
Move Expenses From the Expenses Screen
to an Expense Report........ccoevvviiiiininnnns 15
Create an Expense With an Open Expense
REPOIt .o 17

Edit an Expense on an Expense Report...17
Add a Car Mileage (or Km) Expense-

Manually ..oooviiiiii 18
Add a Car Mileage (or Km) Expense-

Mileage Calculator .........coovviiiiiiiiiinnnnnns 19
Add/Edit/Delete an Itemization ............. 22
Add/Edit/Delete Attendees ................... 24

Receipts ..oovvviiiiiiii 24
Remove an Expense From an Expense
RePOrt. i 27
Edit Report Header Information ............ 27
Submit an Expense Report...........ccouees 28
Refresh Data........covvvviiiiiiiiiiiiiiieens 28
Delete an Unsubmitted Expense Report . 28
View/Add/Edit/Delete Allocations .......... 29
Copy Report From Existing Report......... 34
Work With Fixed Travel Allowances ....... 35
Request.......cvciiiiiinisnisnis i srn e 38
Initial Feature Set and Options ............. 38
ApProvals ....c.ccicriririn s 41
L] oS 41
Expense Reports........ccvvvviiiiiiiiiiinnnnn, 41
Requests ......oovviviiiiiiiiii 43
Payment Requests (Invoice)................. 44
Budget.......cciivimiiriiirrs s 48
3D Touch Support - iPhone 6s and 6s
2 L 49
Concur Locate........ccvevimvimriernsnnmnnnnasnnss 50
Check-in With Location Check In or
Request Safety Assistance ................... 50
Location ACCESS ...ciirumrmrarsersmseransaransaranns 51
CoNCUr DriVe..icvemramsamsanssessassassnnsansnnsnnns 53
Track Mileage Automatically ................. 53
Track Mileage Manually............cccevvnene. 54
Settings / Help / Feedback ..........ccveruee 55

Version 9.57 - June 27, 2018

SAP Concur's mobile app - iPhone®

Page 2 of 56



Download

The Mobile Registration link appears on the Profile menu in the web version of SAP Concur.

Two reasons to use this page:

e You can download the app or you can use this page to request a link.

e 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.)

SAP Concur E

Requests  Travel  Expense Invoice

Approvals  Reporting +  App Center

Administration ~ | Help ~

Profile Personal Information Change Password

Your Information i
Personal Information Concur Mobile
Company Information
Contact Information
Email Addresses )
Sponsored Guest Users device.
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel . . . .
Or, review your sign-in details:

Frequent-Traveler Programs

ssislankalAnangass Username: johns_Is_en@p00103105exu

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings

Expense Information

Bank Information

Expense Delegates

Expense Preferences

Expense Approvers

System Setiings

Concur Mabile Registration

Manage your expenses and business travel on your mobile

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

| johns_ls_en@p00103105exu CO |

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

Travel Vacation Reassignment

Profile ~ &

Favorite Attendees Download our free mobile app
nvoice Settings
Involce Information z a L= ] |
([} »»
Invoice Delegates ' ' »® L ||
Invoice Preferences
Invoice Approvers
- No S T G 12:04 PM No S T L 12:06 PM %1 12:02 PM £ +
Sign In <
R R SAP Concur SAP Concur
Tap in your device apps
|ISt. Then Ol’l the Sl I'I ln tO Signin to Cancur
7

Concur 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| e e |if your
company uses SSO to access
the SAP Concur mobile app.

NOTE: SAP Concur will not

Forgot Password?

R

380 Company Code Sign In

Net a member yat? Try Test Drive

Trips
Sign in to Concur

Expenses

Forgot Passward?

Expense Reports

Approvals

Requests

Net a member yat? Try Test Drive

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

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

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

No SIM = D 12:02 PM * +

View an Itinerary

If you have any trips, a counter @ is displayed in the Trips
section of the home screen.

eeocc ATRT & B:46 AM @ o f s

< Trip Details ~ Seattle to Boston

e ATAT W LELYT L R RS 23

.
H Trips H
TE Seattle to Boston H ' H
< Trips Confirm # BSRDJP H H
= AN AP0k = s nsusssssnnnnnnnnnnnnnnnsf, Alaska Airlines 12 =/ i =% 0"
o SEA 1o BOS H 4¢Depart SEA Arrive BOS
Trip » : y AM PM
s Fois 07 2017 - Sat Fab 11 200 . o . [
i s P T
sasEssssssssssEssssEssssssssssssssssnnnnnnnnnnngs® K Tue Feb 07 Tue Feb 07 L
Trip from Seattle to Denver o LD WA =
Mot Felb 13 2077 « The Fa 18 201 o Gate -- Gate -- €I Approvals
Deadios 0211272017 9:40 AM £5T S
..' Class & Seat Number
Trip from Seattle to Denver 5 Class: ECONOMY Requests
Coati SAA20HT 20O PN ST Sontirm 4 '
s )
BSRDJP
Trip 8‘ o0 ATRT 7 8:45 AM :@ %
T Ape . . Q
Trips List Trip SEA to BOS
Deadioe < P ..'. + Flight Duration
Hotel | Trip SEA to BOS s 5 Hours and 20 Minute(s)
T ser | Tue Feb O7 - Sat Feb 11 K Airport
Daagin | Ii0ETCYIECORI CocTIORBIMED N (SEA) Seattle Tacoma Intl Arpt, WA
Tue Feb 07 K
I’O '" 9:30 Seattle to Boston@
o Al Alaska Alrlines 12 Reservation Status —
L 200 : @ % -
Terminal -- Gate -- Contact travel agent 0000 ATAT F 8:46 AM O +
Tripfrf  Chok Holiday Inn@-ssessvescunnenns, wneedennad ElahtTagker, L., < Trip Detals
- Track your flight " e err s aaanaa, = Holiday Inn
SatFeb 1 Confirm # 67576892

Check In: Tue Feb 07
7:00 Boston to Seattle
AN Alaska Alrlines 25

Flight Duration sy Check Out: Fri Feb 10
5 Hours and 20 Minute(s) e

Terminal -- Gate -- e
Airport 0'..
(SEA) Seattle Tacoma Intl Arpt, WA Confirm # v,
Trave 67576892 S
o ®
aily Rate
Reservation Status $0.00 Tap here
Contact travel agent Total Rate for images
bt Teaok $0.00
Vendor
1) On the home screen, tap Trips. Holiday Inn
2) On the Trips screen, tap to open the desired trip.
3) Tap each segment to see the details.
Terminal
Last updated Nov 28, Terminal -- Gate --
2016, 8:45:19 AM
A
H Flight Schedules
: See Alternative Flights
Tap here ¢
to refresh e a3y Cancel Hotel e it A

Version 9.57 - June 27, 2018 SAP Concur's mobile app - iPhone® Page 4 of 56



TLLLS

Book a Flight

Depending on your configuration, you may be able to search for and book a flight.

To access the Book Air menu option:

On the home screen, tap:

[ ]
+ BES (lower-left corner)

. E (upper-left corner) and then Book Travel

On the Trips screen, tap:

+ Book a Trip

. (upper-right corner)

e 0n ATRT R

& Trips

Béﬂartu‘ré 'C-i
Seattle Tacoma Intl Arpt, Seattle, WA

Arrival City
Denver Intl Arpt, Denver, CO (DEN)

Departure Date
Sat Jun 03, 9:00 AM

7:45 AM @ 7 .

Book Air Search

Round Trip

LT

Book Air
Book Hotel
Book Car

Book Train

Then:

CEETEEEEER TR TERITRTE Y rrrrrrreprryy

< Book Air

Jun 3, 2017 - Jun 7, 2017

See All
Return Date 197 results
Wed Jun 07, 9:00 AM
Nonstop
Refundable Only % Multiple
15 results

Tap Microphone to start voice

¢

£ Alaska Airlines

6 results

sssssssnyld

2 results

M United
2 results

T2 Southwest
1 results

<=7 All Nonstops
26 results

1Stop

% Multiple
66 results

*. American Airlines
36 results

7:46 AM

Results Summary

(SEA) Seattle, WA to (PEN) Denver, CC

0 G PLCLITEC LI EC PRI EOPITELOREN

RELLLLLLLLDN

o

Fona

Tap here

to sort

&P

flight.

Starting
$206.40)

Starting|

$206.40}

Starting

$206.40

1) On the Book Air screen:
¢ Tap One Way or Round Trip.
¢ Enter the search criteria.
¢ Tap Search (upper-right

corner).

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

3) On the next screen, tap the desired

4) On the Flight Details screen:
¢ Review for accuracy.
¢ Fill in the fields (if any) and
make the desired selections.
¢ Tap Reserve (upper-right
corner).

( Results Summary Nonstop

(SEA) Seattle, WA to (DEN) Denver, CO

2017 - Jun 7, 2017
LR R Ry N

£ Alaska Airlines

SEA Sat6:15AM  DEN Sat 951 AWM
2h 36m / 0 Stops

DEN ‘Wed 6:45 AM SEA Wad 8:45 AM
3h Om / 0 Stops

{Apollo)

$2

(Refun|

£ Alaska Airlines

SEA Sat6:15AM DEN Sal9:51 AM
2h 36m / 0 Stops

DEN Ved 9:00 AV SEA Wed 10:57 AM
2h57m / 0 Stops

{Apollo)

&3 Alaska Airlines

SEA Sal6:15AM  DEN Sal 9:51 Al
2h36m / 0 Stops

DEN Vied 11:00 Al SEA Wed 12:55 M
2h&5m / 0 Stops

{Apolio}

& Alaska Airlines

SEA Sat 10:10 AM DEN Sat 1:48 PM
2h 38m / 0 Stops

DEN Wed 6:45 AM  SEA Wed 8:45 AM
3h Om / 0 Stops

(Apolio)

£ Alaska Airlines

SEA Sat10:10 AM DEN Sat 1:48 PM
2h 38m / 0 Stops

DEN Wed 11:00 AM SEA Wed 12:55 P
2h 55m / 0 Stops

(Apolio)

Sort

6 results by Fare Price

$2

(Rafun]

(Refun]

$2

(Refun)

$2

(Refun)

S8uCT ATET = 7:48 AM

< Nonstop

(SEA) Seattle, WA to (DEN) Denver, C@-suuunuss

Jun 3, 2017 - Jun 7, 2017

DEPARTURE

D Alaska Airlines 674

SEA Sat6:15 AM
2h 36m / Stops: 0 / Economy (V)

RETURNING

€3 Alaska Airlines 305

DEN Wed 6:45 AM
3h Om / Stops: 0/ Economy (V)

Total Price

$206.40

Card
AirPlus Ghost Card 2 **4202

Flight Details

@ o -

Reserve

SLLLLLLLLY

DEN Sat 9:51 AM

SEA \Wed 8:45 AM

(Refundable)

g
CETTILLLL

.
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Book a Rental Car

To access the Book Car menu option:

e On the home screen, tap:

[
48 (lower-left corner)

. E (upper-left corner) and then Book Travel

e On the Trips screen, tap:

*

. EI (upper-right corner)

e To add a car to an existing
itinerary, with the
itinerary open, tap
(upper-right corner).

Book a Trip

Book Air
Book Hotel
Book Car

Book Train

ﬂhen:

1) On the Car Rental screen:

Enter the search criteria.

Tap Search (upper-right corner).

2) On the Select Car screen, tap the desired car.

3) On the Car Details screen:

Review for accuracy.

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

k .

selections.

Tap Reserve (upper-right corner).

\

%

samsmmanan
. v,

RLTLLLLLIL

eocu ATAT F

<

Airport Location
Pick-up Date
Sun Jun 04, 9:00 AM

Drop-off Date
Tue Jun 06, 9:00 AM

Car Type
Any Car Class

811 AM

Car Rental

Denver Intl Arpt, Denver, CO (DEN)

@ + o mm wecoLATAT B

Search £ CarRental

RUCTTETTETT
CPPTETTITI L

.,

CETTTEILLL

@ 7 o -

Select Car

Cars near Denver Intl Arpt, Denver, CO...
Sun Jun 4, 2017 - Tue Jun 6, 2017

R
:| Economy Car $31.04
=] Automatic transmission per day
3] Arollo)
Compact Car $32.14
Automatic transmission per day
(Apollo)
Intermediate Car $34.33
Automatic transmission per day
(Apollo)
Standard Car $35.54
Automatic transmission per day
(Apollo)
Full-size Car $37.61
Automatic transmission per day
(Apollo)
Premium Car $74.41
Automatic transmission per day
(Apollo)

Avis AVIS
Economy Car $46.00
Automatic transmission per day
{Apolla)

Compact Car $46.00
Automatic transmission per day

Sort 24 results by Preferred Vendors

Canmmnnun®

SCOUATRT T 8:11 AM @ 7 o -

£ Select Car Car Details Reserve

sEmsmmanmn

Enterprise
Pick-up: Sun Jun 4, 2017
Drop-off: Tue Jun 6, 2017

ennnnnnnnns

v

Card
AirPlus Corporate Ghost Card

Total
$86.99

Phone

303-342-7350

Map Address

DENVER INTL AIRPORT
Vendor Hours

Mon: 6:30-22:00
Tue: 6:30-22:00
Wed: 6:30-22:00
Thu: 6:30-22:00
Fri: 6:30-22:00
Sat: 6:30-22:00
Sun: 6:30-22:00

Tammunsnnnn

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

To access the Book Hotel menu option:

e On the home screen, tap:

(M
+ BE=3 (lower-left corner)

Book Air
Book Hotel
Book Car

Book Train

. E (upper-left corner) and then Book Travel

e On the Trips screen, tap:

¢ BookaTr

. EI (upper-right corner)

e To add hotel to an existing
itinerary, with the itinerary open,

tap

ip

(upper-right corner).

CamsssssssEssEsERsEsssEEEEEREEnEn

RITLLLLLLYS

Filter

sacoo ATAT & 8:25 AM @ 7 o
< Search ¢ \
- wecon ATAT 5 8:25 AM
Destination
Denver, CO, USA 14 Hotels
Check-in Check-out Denver, CO, USA
Sun, Jun 4 Wed, Jun Sun, Jun 4 - Wed, Jun 7
‘
Distance :. .
5 miles : ’_'—‘ Holiday Inn Denver Cherry Creek
H 3,40 miles
H * ok k
B
.
'E!‘ﬂé‘—'?'ﬁofiGQJ I.n.n I;enve.r.E
i— &
@+ 4.90 miles
SE
* %k

Hyatt Place Denver Downtown

0.20 miles

* %k
Sheraton Denver Downtown Hotel

0.20 miles
% ok

Grand Hyatt Denver

0.50 miles

* ko ke

74 Results

Gen:

1) On the Search screen:
¢ Enter the search criteria.

¢ Tap Search (bottom of the screen).

2) On the Hotels screen, tap the desired hotel.
3) On the next screen, tap Rooms tab.

4) On the next screen:
¢ Review for accuracy.

CLLLLEEN

S0 ATRT T

FETTTTTTTTTTS

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

¢ Fill in the fields (if any) and make the desired

selections.

~

¢ Tap Reserve Room (bottom of the screen). /

8:25 AM

< Hotels

~ Holiday Inn Denver Cherry Creek

3.40 miles

* %k

Phot

ssssmsssssnnunnn
Government Canada Id Req 1 King Bed Executive
Nonsmoking Brand New Rooms With 32 Lcd
Premium Channels And Free Hsia

Government Canada Id Req 1 Bed Executive
Nonsmoking One Queen Bed 32 Lcd Premium
Channels And Free Hsia. Our Rooms Are

Government Canada Id Req Standard Room
Nonsmoking Bed Type Cannot Be Guaranteed As
It Will Be Assigned Upon Check

8:25 AM

@ 7 o mm

Sun, Jun4 - Wed, Jun7
1Guest

Total:

Visa Credit Card

| 3 nights \

$435

v

FPasssnssnannn
gummsmmEnEnn,

Y umsEEsEEEEEEEEEEEEESEEEEEEEEEEEEEEEEEEEEEEEEEES

Yasnsnmannus®

o
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Book Amtrak Direct Connect
You can book rail if your company is configured to use Amtrak Direct Connect.

To access the Book Train menu option:

e On the home screen, tap: Book Air
(] Book Hotel
+ BES (lower-left corner)
Book Car
Book Train

. E (upper-left corner) and then Book Travel

e On the Trips screen, tap:

~

Then:
+ Book a Trip 1) On the Train screen:

- or- ¢+ Tap One Way or Round Trip.

¢ Enter the search criteria.

¢ (upper-right corner) ¢ Tap Search (upper-right corner).
2) On the Train Choices screen, tap the desired trip.
3) On the Fare Choices screen, tap the desired fare.
4) On the Train Detail screen:

¢+ Review for accuracy.

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

No SIM ¥ Taz PN -

g

APETTTTTTEY

o
D

DB IR s
(CHI) Chicago - Union Station

Arrival Station .
(MKA) Milwaukee Airport No SIM = 2:43 PM ¢ Tap Reserve (upper-right corner). /
Departure Dato £ Train Train Choices

Mon Feb 27, 8:00 AM

Return Date
Tue Feb 28, 3:00 PM

(CHI) Chicago - Union Station - (MKA) M...
Mon Feb 27, 2017 - Tue Feb 28, 201
ssssssssssssnsssnnsnnnnnnnnnnnnnnnnnnnyg NO SIM F 2:43 PM 4
Train #333 (1h 14m)
CHI 10:20 AM - MKA 11:34 AM g
Regional iy (])
Train # 338 (1h 19m) ’
MKA 3:10 PM - CHI 4:29 PM
Regional
g N Train #329 (1h 14m)
»OoR CHI 6:10 AM - MKA 7:24 AM

€ Train Choices Fare Choices

BOOKING INFO

Bacob
Please specify

(CHI) Chicago - Union Station - (MKA) M...
Mon Feb 27, 2017 - Tue Feb 28, 2017

JROLLELELELELEN

No SIM = 2:43 PM ) 4

Please specify Regional ;51) eSS . _ . .
. .00| Train #333 (1h 14m) Fare Choices Train Detail Reserve
Train # 340 (1h 19m) CHI 10:20 AM - MKA 11:34 AM < o a
e MKA 5:55 PM - CHI 7:14 PM Regional
Regional

(CHI) Chicago - Union Station - (MKA) M...
Mon Feb 27, 2017 - Tue Feb 28, 2017

Train # 338 (1h 19m)
MKA 3:10 PM - CHI 4:29 PM
Regional

Train #333 (1h 14m)
CHI 10:20 AM - MKA 11:34 AM
Regional

Train # 336 (1h 19m)
MKA 1:10 PM - CHI 2:29 PM

Starting:
$50.00
SELECT SEAT CLASS BELOW

Regional

Train #329 (1h 14m)
CHI 6:10 AM - MKA 7:24 AM
Regional

Teain # 220 (1h 10m)

CHI - MKA

Coach Unreserved Seat

Startindt MKA - CHI

$50.00 | Coach Unreserved Seat
= | Amtrak)

4

CELTTN

$50.0

Departure

Train #333 (1h 14m)
CHI 10:20 AM - MKA 11:34 AM
Coach Unreserved Seat

Return

Train #338 (1h 14m)
MKA 3:10 PM - CHI 4:29 PM
Coach Unreserved Seat

Total Rate
$50.00

Card
Test Card Chris **1111

Ticket Delivery
Flectronic

Version 9.57 - June 27, 2018
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Book a Flight Using Voice

NOTE: Voice is not available if trip custom fields are configured on the search.
You can book a flight using voice.

To access the menu:

e On the home screen, tap:

[ ]
+ BES (lower-left corner)

Book Air
Book Hotel
Book Car

Book Train

. E (upper-left corner) and

then Book Travel

e On the Trips screen, tap:

+ Book a Trip

. (upper-right corner)

e With an itinerary open, tap E (upper-right corner).

No SIM = 8:22 AM
< Book Air
[ One Way

Departure City
Arrival City

Departure Date
Sat Feb 25, 8:30 AM

Return Date

Wed Mar 01, 2:00 PM

Refundable Only

¢

Search

Round Trip

Seattle Tacoma Intl Arpt, Seattle, ...

Dallas Ft Worth Intl, Dallas, TX (DFW)

Tap Microphone to start voice search

s

Then:
1) On the menu, tap Book Air.

2) On the bottom of the screen, tap the microphone.

3) Follow the instructions on the screen.
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Cancel a Hotel or Rental Car Reservation

Se400 ATRT F 9:07 AM @+ o -

< Trips List Hotel Reservation at DENVER ~ +

Hotel Reservation at DENVER
Sun Jun 04 - Wed Jun 07
R A AT BERAS PO S s nnnannnnnnnnnnnnnna
Sun Jun 04

Check Holiday Inn Denver Cherry Creek
In 455 S Colorado Blvd
Denver Colorado 80248

EEEEEEEsEEEEEEEEEEEEESEEEEEEEEsEEEEEEEEEEEES)

RETTTTITLYS

Tesnsmsmes

1) Open the itinerary.

2) Tap the reservation.

3) Tap Cancel Hotel or Cancel
Car (lower-left corner).

RLLLLLLLLrS

seec ATAT T

Phone
303-388-5561

Map Address

Status
Confirmed

Confirm #

66011874

Daily Rate
$145.00

Total Rate
$499.17

Cancel Policy

Last ug

Vendor

Holiday Inn

Hotel Name

Cancel Hotel

455 S Colorado Blvd

9:07 AM

< Trip Details Holiday Inn Denver Cherry Creek

Holiday Inn Denver Cherry Creek
Confirm # 66011874
Check In: Sun Jun 04
Check Out: Wed Jun 07

CXL: CXL AFTER 1800 03JUN FORFEIT FIRST...

Holiday Inn Denver Cherry Creek

Last updated Mar 16, 2017,
9:06:5

& 7o .

153 AM

View Agency Information

SOICATRT F 9:07 AM G

+

< Trips List Car Reservation at DENVER

Car Reservation at DENVER
Sun Jun 04 - Tue Jun 06
[« s vgensFocenid veaten FEEGSA s assannnnnnnnnnnnnnnsy
Sun Jun 04
9:00 Enterprise
AM (DEN) Denver
Economy

Cannanmnnas

sesco ATRT 7 9:07 AM

< Trip Details

Enterprise

&% Confim # 285637576COUNT
Pickup: Sun Jun 04 9:00 AM
| Return: Tue Jun 06 8:00 AM

Pickup Location
(DEN) Denver Intl Arpt

Confirm #
285697876GOUNT

Status
Confirmed

Rate
$86.99

Daily Rate
$31.04

Rate Type
D

Body Type
Car

Transmission
Automatic transmission

Air Condition
Air conditioning

Discount Code

12345

Cancel Car

Denver Intl Arpt

Last updated Mar 16, 2017,
9:06:

&+ o .

Last updated Mar 16, 2017,
9:06:53 AM

6:53 AM

-
You can access your agency information, 1) On the home screen, tap Trips.
such as hours, phone numbers, and web 2) On the Trips screen, tap Travel Agency Info.
site information. \_
No SIM = =9 12:02 PM 3 x4 ee000 ATET & 10:36 AM Rl B} esmon ATRT 7 11:04 AM @ %
2 " ( Home Trips + < Trips Travel Agency Info
I
Upcoming

Trips

CLLELTTTTN

2

Expenses
€ Expense Reports
£ Approvals

Requests

Receipt

+

Expense

Book Mileage

P

TR

Las Vegas Convention
Mon Oct 12018 - Thu Oct 4 2018
Ticketed

Your trip, October 2018
Mon Oct 29 2018 - Thu Nov 12018
Confirmed

esssnnnnnnn s nnnnnnn

Travel Agency Info  :

Pesssssunsunnununnunnunnnn?

8:00

18:00

18:00

Agancy Name

Concur Apollo 13H1

Day Phono
1-800-555-1212

Daytime Start

Daytima End

Daylime Message

We're here to serve all your needs.

Night Phone
1-800-555-1313

Night Start
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OTHER APPS

Depending on your company's configuration, Triplt and other apps may be available for
download.

1) On the home screen, tap E] (upper-left corner).
2) On the Menu screen, tap the desired option and download.

No SIM & 12:02 PM )4 No SIM = 8:24 AM F -
Home Menu m —
Book Travel

Triplt: Travel Orga...

Triplt >
Offers In-App Purchases

Car Mileage

Japan Public Transportation

Leave Feedback

P

W ¥ o 71 (23)

Help [} Offers Apple Watch App

Privacy Policy Reviews ‘ Related ]

whassssssssssEEsEssEEsEEERsEERERsEREERE AR R n
APPS

.
v

iPhone
et Triplt

sammanuny
Cannnnnnas

o

e G s s CONRECHE0 ADDE s e s e sasenussnsnsnannsnnundn ThuRsDAY, 0CTaREA B, 2014
= - 915 @Y 5FO - JFK ]
Mew York Trip "
SETTINGS T, 6 - o, e 15, 206
Evropesn Vacation

Settings

Tue, Dec 6 - i, Dec 23, 2016

Sales Gonference L
o s 7:55 ) Directions fi
e O 1o 20 wsenn

| 8:10 () 201 W B8th

® Q ®

Featured Top Charts Explore Search Updates

1) On the home screen, tap Trips.

VIEW TRIPIT ITINERARY 2) On the Trips screen, tap View in TripIt.

No SIM & 12:02 PM 3 (5 N e -
< Home Trips +
Upcoming
Las Vegas Convention
Mon Oct 12018 - Thu Oct 4 2018
Ticketed
: Trips ¢ | Your trip, October 2018
H P i | Mon Oct 29 2018 - Thu Nov 12018
:‘ * | Confirmed
,@Expenses
\ List of your expenses
E6D Expense Reports
== Review and submit your reports
+fD Approvals
4 Approve items anywhere, anytime
uD Requests
Manage your authoriz.
s s
"........................;
Travel Agency Info
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Expenses and Expense Reports

Expense LiSt (ExPenses Screen) No SIM = @R 12:03 PM
On the home screen, tap Expenses to access your list of s
expenses. Use the Expenses screen to: ST Receipt
e Add, view, edit, and delete mobile expenses. Mobile
expenses are designed to be quick and easy. Airfare $16310
+ To make more extensive features like itemizations and
attendees, either: irfare $158.10
« Add the mobile expense to an expense report
then edit Airfare $226.40
« Create the expense on an open expense report
and then edit. Hirfare $206.40
. . . Alaska Airlines
+ For car mileage/kilometers expenses, use the EEH icon Airfare §226.00
(lower-right corner) on the home screen. aska Aines
e View and make minimal edits to card transactions, which irfare $369.60

appear with the [ icon.

¢+ To make more extensive edits, add the card — ——
transaction to an expense report then edit.

¢+ 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.

+c20aSprint LTE BER 7:28 AM @ ¥ o
Expense Report List (Active and | Reports +
History Sections) ,
On the home screen, tap Expense ———— P —
Reports to access the list of expense i to sezttie i D ‘ )
< Reports Report +

reports. On the Reports screen, you

can view up to 100 expense reports in o Training Conference $437.70
= - . Client Dinner $115.00 ,:.u 29,2
each of the Active or History sections. Jot Submitted

In the Active section, you can:

Report Summary

o V|eW unsubmitted, Submitted, and . UNSUBMITTED

returned reports é Training Conference $237.70 View Receipts

Claim Allowances

e Create a new report

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

e Copy reports 1000 $ago.00| Airfare $437.70

Aug 4
u.s. s, Seattle, Washin...

e Delete unsubmitted reports

e View red and yellow earmarked Trip 1o Dallas $0.00
reports flagged for exceptions

° View the name, StatUS, date, and E................................................................E
amount of each report ¢ All active reports are separated into

{ Unsubmitted, Submitted, and Other
i sections. Within each category, the
i reports are sorted by report date.

Submit
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You can open an existing expense report and: seves verizon = 7ie8 AM i st
. . < Reports +
e View and edit the report summary (report header) granrrnnennsssssssaaaees "
¢ View and attach receipt images S —
e View, add, import, match, edit (add attendees and = May 2017 USD322.39
itemizations), and remove expenses = Hon st
e Submit your report
i May Parking USD50.0
In the History section, you can: — Mon 03/20
e View reports that have been approved and sent for
payment # March 2017 USD100.0
Wed 03/01
e View red and yellow earmarked reports flagged for L paid |
exceptions
& 2.28.17 Report uUsD38.48
e Copy reports Tue 0228
Create a MOb’Ie Expense @ February 2017 UsSD153.95
To create a mobile expense: e
e On the home screen, tap EE& (lower-right corner). —— 2z lsnogoo

e On the home screen, tap Expenses.
Then, on the Expenses screen, tap .

ﬂhen . \ e UL ATET T 1:07 PM @ 73 w4

1) On the Expense screen, fill cancel Epen= save
in the fields and make the ——
desired selections.

2) Tap the receipt icon. Type

3) Take a picture of the
receipt or grab an existing $0.00
image from From Library
or from your Available =
Receipts.

\4) Tap Save' / & .l:/:gnday, December 12, 2016
< Location

Select receipt from

g3 Comment

From Library

Available Receipts

Cancel

Version 9.57 - June 27, 2018 SAP Concur's mobile app - iPhone® Page 13 of 56



Delete an Expense From the Expenses Screen

You can delete one or more mobile
expenses 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.

/

1) On the Expenses screen, tap

~ (upper-right corner). The
selection circles appear.

2) Tap one or more selection
circles.

3) Tap Delete (lower-right corner).

-

DELETE A SINGLE MOBILE EXPENSE

12:18 PM

No 8IM & @5

<

< Expenses

Dinner
Apr 13, 2017

$45.76

Cale Monte
Dinner $45.76
Apr13, 2017

Cate Monte

Dinner $45.76

Apri13, 201
Cafe Monte

Receipt
Apr 12, 2017

Breakfast

Apr 12, 2017 %‘Il Qﬂ'g ’I%

Cafe Flora

$25.00 It

Dinner $45.76
Mar 30, 2017

Cate Monte

Undefined
Mar 3¢

Qffice

$68.23

~

J

No SIM = @8

12:18 PM

Expenses

Dinner
Apr 13, 2017

Cafe Mante

Dinner
Apr 13, 2017

Cafe Monte

Dinner

Apt 13, 2017

Cafe Monte
Receipt

Breakfast
Apr 12, 2017

Cafe Flora

Dinner

Cafe Monte

Undefined
Mar 30, 201

Office Warehouse

No SIM = @R 12:18 PM 3 @) 4
1selected Cancel
$45.76 Dinner $45.76
$45.76 Dinner $45.76
R N A
.
H
$45.76 Dinner $45.76
Cafe Monte
Receipt
*dunnnns M Apr 12, 20
$25.00 Breakfast $25.00
Cafe Flora
$45.76 Dinner $45.76
Ma
Cafe Monte
$68.23 Undefined $68.23
Move to...

12:20 PM

Expenses

Dinner
Abr 3. 2017

$45.76

$45.76

Receipt
Apr 1 01

Dinner

fonte
Undefined

Office Warehouse

1) On the Expenses screen,
swipe the desired expense to
the left.

2) Tap Delete.
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Create a New Expense Report

You can create a new report:

e From the Reports screen (shown here)

e While adding expenses from the Expenses screen (described on the following pages)

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

No SIM = 12:02 PM

Trips

€) Expenses

.......... P e T T T

§D Expense Reports
Review and submit your reports

*

*
*

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

» 2) On the Reports screen, tap E= (upper-right corner).
3) On the Create Report screen:

SAP Concur provides a report name. Change it if

desired.

Fill in the fields and make the desired selections.
Tap Save (upper-right corner).

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

\

)

g

---------------- >

£ Approvals
Approve | ms anywhere, anytir

Requests

®coo0Sprint LTE PR 7:26 AM

4 Reports

Trip to Seattle

Sent Back

Client Dinner

Sent Back

UNSUBMITTED

Training Conference

XXX

Trip to Dallas

G A GEIFFL

.
B

+

co

A$ 000 ATRT F 2:05PM :a'-f-i- e,
( Active Reports Create Report Save E
‘l lllllllll :
$
war 2] Report Name *
Training class
Policy *
US Expense Polic
P ¥ 00 ATRT F 2:05 PM RN R
Report Date £ Active Reports Report +
$4 Monday, March 20, 2017
un 2 Training class $0.00
Business Purpose * Mar 20, 2017
New sales software Mot Submite
$4 comment
Jun |
Report Summary
Project Code
Add Receipt
n Custom 11 helper list

H Budget Division

B Budget Sub-Division

Bl org Unit 4

Add Expense

Version 9.57 - June 27, 2018
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Move Expenses From the Expenses Screen to an Expense Report

You can move one or more expenses to an existing expense report or use them to create a

new expense report.

tap 4 (upper-right
corner). The selection
circles appear.

2) Tap one or more selection
circles.

3) Tap Move to...

4) Tap an existing report or
tap [ (upper-right
corner) to create a new

\ one. / «
Car Rental

Ente

Phone
017

tal

tal

tal

Alrfare
Apr1g, 201

Alaska Alrines

12:43 PM 3 4
/1) On the Expenses scree

12:43 PM
1selected
g
*annn
$5.00 Cellular Phone

$423.73 Car Rental

K LLLTN Enlerprise

: H
844534 |1 = Car Rental

HE ¥ SR

: H Enterprise

: H

kY I
$438.00 Car Rental

Enterprise
$486.50 Car Rental
$438.00 Car Rental
$226.40 Airfare
Alaska diding
Move to..

$ -4

Cancel

$5.00

$423.73

$44534

$438.00

$486.50

$438.00

$226.40

Ho §lki & [l

£ 1selected

12:43 PM 3 s

Select Report +

Pick a report from
'+' button above.

Smart Matching

Adds processing time
Jun 2017

Sales Trip
Jun 15, 2017

Apr 2017
Apr 13,2017

Software Training
Apr 12, 2017

Vendor Visit - Len|
Apr 12, 2017

Mar 2017
Mar 23, 2017
Office Update
Mar 20, 2017
Mar 14, 2017

Training Class
Mar 14, 2017

the list below to move your

expenses to. Or move to a new report by tapping

$0.00

Gustomer Workshop $1,921.00

$566.02

Dev $18.13

New Copied Report 5$25.00

$25.00

Mobile Expense Report 2017.03.14 $376.29

$541.28

MOVE A SINGLE MOBILE EXPENSE, E-RECEIPT, OR CREDIT CARD CHARGE TO A NEW OR EXISTING

REPORT

No SiM = (9 12:47 PM

<

Airfare $226.40
Jan 18
Alaska Airlines
Airfare $159.10
Jan18
United
Airfare $163.10
Jan18
United

ellular Phone .
Cellular Ph $5.00
Aug 3, 2017 %’“%’"%
Car Rental $423.73
Ju 017
Enterprise
Car Rental $445.34
May 22, 2017
Enterprise
Car Rental $438.00
May 22, 2017

No SIM = 28

<

hone

Airfare
Jan18

Alaska Airlines

Airfare
Jan 18

United

Airfare
Jan18

United

Car Rental
J 017

Ent

Car Rental
May 22, 2017

Enterprise

Car Rental

12:47 PM

eNmEEEEEEY

Enterprise /

Car Rental

1) On the Expenses screen, swipe the
desired expense, e-receipt, or credit card
charge to the left.

2) Tap Move.

3) On the Select Report screen, tap the
desired report or tap the + (upper-right

\ corner) to create a new report.

Nao SiM & 12:47 PM B T E
( Expenses Select Report 5 + E
$226.40 Pick a report from the list below to move igur _.:
expenses to. Or move to a new report by tapping
'+' button above.
Smart Matching
$15910 Adds processing time
Jun 2017
Sales Trip $0.00
Jun 15, 2017
$163.10
Apr 2017
I Customer Workshop $1,921.00
* *| Apr13, 2017
E Software Training $566.02
1 Apr12, 2017
,: Vendor Visit - LenDev $18.13
Yasnnnnnnn Apf12.2017
$423.73
Mar 2017
New Copied Report $25.00
Mar 23, 2017
$44534 | | office Update $25.00
Mar 20, 2017
Mobile Expense Report 2017.03.14 $376.29
Mar 14, 2017
$438.00
X $541.28
shon §1.345 00

J
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Create an Expense With an Open Expense Report

No SIM = 12:02 PM |
o0 Sprint (TE 7:26 AM @ 1 O
s Reports +
m eccon Sprint LTE 7:32 AM @ 7 %
< Reports Report

n

Trip to Seal Training class
Jul 18, 7

ECUERY Mot Submitted

ﬂm | Trips B

| _LJ Vie

i Client Dinnj
P— Expenses

wamwn e R

o
HE= Expense Reports| Add Receipt
.| = Revie: hmit ye
B UNSUBMITTED g
thassngsnsnanuannnnnnn wlrsEEEsEREREE R =
Y " Approvals E :
>4 Approve items anygh| @ Training C :
¥ Requests : B
% Manage your authoit;

Boxxx

\ Report Summary

emEEEEEEEmEREEnE
D

Cesunusnsnnunnan

£

: Add New Expense:

Import Expenses

oo 214 PM CREL =L
Cancel Expense Types
ENTERTAINMENT emEEEEEEEN,
Business Meals [Atten{ ®*77° ATAT = 214 PM 1B iEDy
< Report Add Expense :
Entertainment-Other :

LODGING

Foom Rate

G YT

Breakfast

Dinner

/

the desired report.

new expense.

type.
6) On the Add Expense screen:

k ¢ Tap Save.

( 1) On the home screen, tap Expense Reports.
2) On the Reports screen, tap Active and then tap to open

3) On the Report screen, tap [H or Add Expense to create a

4) On the Report screen, tap Add New Expense.
5) On the Expense Types screen, select the desired expense

¢ Fill in the fields and make the desired selections.

Lunch

nk Fees

looking Fees

ues

plicating

ifts

cidentals

)

Edit an Expense on an Expense Report

5 Add Receipt

Expense Type *
Breakfast

Transaction Date *
Monday, March 20, 2017

Business Purpose

Enter Vendor Name

City

Bellevue, Washington
State/Province
Country

Currency *
US Dollar

Payment Type *

Cansununny

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

5000 Sprint LTE RN 7:26 AM [EREN BN
< Reports +
7 Trip to Seattle $561.58
Apr 17, 2017
# Client Dinner $115.00
Mar 28, 2017

Sent Back

-

.
UNSUBMITTE H

R SRt U T EPE T EPETECPECECEEVECECVELED & H

- - -

:| & Training Conference $437.70 |= :

H Jun29,2017 |3 s,

H H

. H

g 5

econoSprint LTE [EH)

£ Reports

7:27 AM

Report

Training Conference
Jun 29, 201
Not Submitied

Report Summary
View Receipts

Claim Allowances

$437.70

Airfare
Aug 26, 2014
U.S. Airways, Seattle, Washin..

-
dnsnanmnnd

£y

Lickelhiumper

& Trip to Dallas

@ 7 @ mu s ®e0oc Sprint LTE 7:54 AM
+ & Report Expense Details
$437.70 Airfare

Seallle, Washinglon

ltemize

Add Receipt

Expense Type *
Airfare

Transaction Date
Tuesday, August 26, 2014

Business Purpose *
Training conference

G 70 mms

Cansunnund

437,70

1) On the Reports screen, tap Active and then tap to open the desired report.
2) On the Report screen, tap to open the desired expense.
3) On the Expense Details screen:

¢ Make the desired changes.

¢ Tap Save (upper-right corner).
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Add a Car Mileage (or Km) Expense—-Manually

No SIM =

12:02 PM *

£4

RLLLLLLLLLH

wanmnmnsl
R

[ ] (O] + @
Book

Recelpt Mileage

Trip from Seattle to Dallas  §
Oct 21, 2016

Custom 11 helper list

0 Budget Division
—

From Location *

To Location *

Cannsnmnnnns

.
No SIM = 8:43 AM : + =
| { Home  SelectReport : + | :
H H RITITITTTIN
%] ereccaTaT = 2:40 PM R RSN I
Pick a report from the list beloy < Select Report  Create Report E Save E
) add your expenses to. Or add : :
. = H -ranaann,
nps new report by tapping the '+' bl PP K .
s8co ATRT T 2:38 PM [ B eenty
Smart Matching Report Name * ) :
) Expenses | Training < Select Report Add Car Mileage H
ist of your expe Adds processing time :
Jan 2017 Policy * oooooco:
A6) Expense Reports US Expense Palicy
Review and submit you Trip to Portland ] i
Jan 9, 2017 Report Date ‘ersonal Car Mileage
Monday, March 20, 2017
D Ap;prc‘)'vg‘ls\ o ‘ NEeEE ¥ Transaction Date *
Business Purpose * Monday, March 20, 2017
Requests Training class Mew sales software
Manage author Nov 15, 2016 City *
Comment
Oct 2016
Purpose of the Trip *
Office Update Project Code

1) On the home screen, tap E&E8 (lower-right corner).

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 E= (upper-right

mileage rate.

corner) to create a new report.
3) On the Create Report screen:

¢ Fill in the fields and make the desired selections.

¢ Tap Save (upper-right corner).
4) On the Add Car Mileage screen:

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

¢ Tap Save (upper-right corner).
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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.

No SIM = 12:02 PM 3 @4

No SIM & 5:39 PM 7 100% .
£ Select Report +
Trips
View your trips Pick a report from the list below to move your
expenses to. Or move to a new report by tapping
€) Expenses '+' button above.

penses
Smart Matching
Adds processing time

f (D Expense Reports

Review and submit your reports :.....Aug.ZOJZ .......................................... N
: | Customer Visit $0.00 | :
. £I) Approvals i | Aug 18,2017 :
2 Approve items anywhere, anytime e .
No SIM = 5:39 PM < 100% .
Requests ( Select Report Add Car Mileage Save
Manage your authorizations
: Add Route

Expense Type
Personal Car Mileage

+ @

Expense Mileage H Transaction Date *

Friday, August 18, 2017

Country

UNITED STATES

Currency

US Dollar

Payment Type

Cash

Amount

0.00

Distance *

/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:
¢ Add to an existing report by selecting the report.

¢ Tap + (upper-right corner) to create a new report. Complete the steps to create the new
report.
\3) On the Add Car Mileage screen, tap Add Route. /
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CLTTTTTTN

.

CLETTTTTN

o
.

No SIM & 5:58 PM 7 100% .
Cancel Distance Calculator Options
498 Spring St, Seattle, WA 98104, USA
Lynnwood /
(522
Kingston Mountlake —J
507 Terrace {
5] (523) Bothell ./
Cottage Lg
Suquamish
S pedmond
N
Bainbridge XL i
Island A
Sedttle Bellevue
9 ”
Newecastle
4<
760 0]
East Renton
Renton Highlands
g
SeaTac
169)
Vashon Island
Des Moines
Google Kent @

No SIM = 5:40 PM 7 100% .
Cancel Distance Calculator Options
e e e P p—
Cancel Location
R oo reet, Seattld o
498 Spring St, Seattle, WA 98104, USA
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.
giwjlelrjtiyjuljijolp
afsfidiflglhlilk]!
BNz I x|clvib|n|mPES
No SIM & 5:58 PM 7 100% .
Cancel Distance Calculator Ontinng
No SIM = 6:06 PM 7 99% W
498 Spring St, Seattle, WA 98104, USA | Cancel Location
3 299 SW Broadway, Portland (%]

Lynnwood
104
Kingston Mountlake
e Terrace
6 @ Bothe]
Suquamish
D)

299 SW Broadway, Portland, OR 97205, USA

No SIM & 6:06 PM 7 99%

Cancel Distance Calculator Options

498 Spring St, Seattle, WA 98104, USA
299 SW Broadway, Portland, OR 97205, USA

Sexle

Tolympic 4
National Park

Olympic

/

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:

National Forest
6) On the Distance Calculator screen, in the Add Destination field,\ olympia
start typing the ending location.

¢ 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)

K amount appear on the

When done, tap Use Route. The mileage and the reimbursement

Add Car Mileage screen.

Tacoma

(5]

Hood River
o
The Dalles
&

Poryyand (s1]
o
Beaverton Mt Hood.
& National Forest
te 172.4 miles

—
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MAKE ADJUSTMENTS

No SIM =

( Select Report Add Car Mileage

6:11 PM 7 100% B # |

No SIM = 6:10 PM Fe99% HE | =

< Add Car Mileage Route Details

nanant

No SIM &

()

Route Details Total Distance: 192.9 miles

CLLTTTTTN

S

o
%ﬂa)
Expense Type Segftle

Personal Car Mileage WASHING

LTI CLLITTTN

Transaction Date *
Friday, August 18, 2017

Country

UNITED STATES Google

Currency :

US Dollar 498 Spring St, Seattle, WA 98104, USA

172.4 miles

Payment Type

Cash 299 SW Broadway, Portland, OR 97205,

[

< Add Car Mileage Route Details

WA AN N EEEEES AR SRS EEEEREEEEEAEEEEEEEEEEEEEEEEEEEEEEf,

£ Edit Route

L Set Segment as Personal

' 498 Spring St, Seattle, WA 98104, USA

6:10 PM 7 99%

Cannsnnnnnnns®

v
.,

/

( 1) To make additional adjustments, on the Add Car Mileage screen, tap Route Details.
2) On the Route Details screen, click [===] (upper-right corner) to access the menu. Using

the menu, you can:
¢ Edit any portion of the trip
- or -
¢ Designate part of the trip as personal
3) To edit a route:
¢ On the menu, tap Edit Route.
\ ¢ Make the desired changes, using the same steps

as when you created the route. /

g

No SIM = 6:10 PM 7 99%

Cancel Set Personal Done

®annnnnnnnng

498 Spring St, Seattle, WA 98104, USA
172.4 miles
299 SW Broadway, Portland, OR 97205, USA

R CEETET

299 SW Broadway, Portland, OR 97205, USA

20.5 miles

RITTTTTEN
LLLILLL e

434 SW Dennis Ave, Hillsboro, OR 97123, U...

afanannnt

Cannnnnnns

(.

) To designate part of the trip as personal:

¢ On the menu, tap Set Segment as
Personal.

¢ On the Set Personal screen, select the
segment that is personal.

¢ Tap Done. On the Route Details screen,
the personal distance shows at the top of the
screen and the personal segment shows

-

No SIM & 6:11 PM 1 99% W
< Add Car Mileage Route Details oo
Business Distance: 172.4 miles
Personal Distance: 2! miles
Total Distance: 192.9 miles

o
}ctaia)
Sefftle
WASHINGTON
nd
Google

498 Spring St, Seattle, WA 98104, USA

172.4 miles

299 SW Broadway, Portland, OR 97205, USA

20.5 miles (personal)

434 SW Dennis Ave, Hillsboro, OR 97123, USA

® Deduct Commute Distance
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No SIM & 6:11PM 1 99% .
< Add Car Mileage Route Details oo
Business Distance: 172.4 miles
Personal Distance: 20.5 miles
Total Distance: 192.9 miles

o
Victoria
Selftle
WASHINGTON
nd
Google

498 Spring St, Seattle, WA 98104, USA

172.4 miles

299 SW Broadway, Portland, OR 97205, USA
20.5 miles (personal)

434 SW Dennis Ave, Hillsboro, OR 97123, USA

® Deduct Commute Distance

RITITITN

.

RLLLLLLD

.

CEELLLLE

H
v,

nnm,

m
= Space Needle &
g !
Cinerama @
_gremerton Ferry
\&
g
S
5
NORTH ADMIRAL
ko
ALKI

; 5) To deduct commute mileage:

points using the map.

way or round trip.

k distance and amount appear.

¢ On the Route Details screen, tap
Deduct Commute Distance.

¢ Define the starting and ending
¢ Select whether the commute is one

¢ When done, tap Use Route. The
Route Details screen appears.
6) Tap Add Car Mileage (upper-left
corner) to return to the Add Car
Mileage screen, where the adjusted

No SIM = 6:22PM 7 97% .

Cancel Distance Calculator

498 Spring St, Seattle, WA 98104, USA

Cannannns®

5001 Beach Dr SW, Seattle, WA 98136, USA

=> One Way

GAMIULHILL

WEST SEATTLE

INDUSTRIAL
DISTRICT

*
Go gle ;:“ GEORGETOWN
= S [CCCCCLCCLLLELLPLELTEETY PN
Use Route 7.8 miles :
H

.,

N

No SIM =

Route Details

/

Expense Type

Personal Car Mileage

Transaction Date *

Friday, August 18, 2017

Country

UNITED STATES

Currency

US Dollar

Payment Type

Cash

Amount
46.50
Distance *

) 165

7) Tap Save. The expense is
saved to the expense report.
W,

6:11 PM

€ Select Report Add Car Mileage

CETTTTTTTTTTY
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Add/Edit/Delete an Itemization

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

Report Summary

Add Receipt

Travel Allowances
llineraries & Adjustments

Room Rate
Mar 21, 2017

$385.28
A

o ATRT 7 8:56 AM @
{ Active Reports Report +
Training Class $385.28
I A

MITITIIN

Vs

RILrD

-

1
expense.

2) On the Expense Details screen, tap Itemize.

3) On the Itemizations screen:

Enter the daily room rate and daily tax rate.
Tap Save (upper-right corner). The itemizations

) On the Report screen, tap to open the desired

~

added
the

R

¢annnnnnnnd

J

¢
¢
appear.
N
......I.[;:n.i;;....................................
-.-.-./-\Eizj.é;é;i-p.t-.-.-.-.""""""""""""
Allocations

A

ltemizations are required for this entry.
Expense Type *
Room Rate

Transaction Dat

Tuesday, March 21, 2017

Business Purpose

Vendor *
Comfort Inns

City *

Bellevue, Washington

Canmn®

Check-Out Date *
Tuesday, March 21, 2017

Number Of Nights
0

Room Rate *

$0.00

Room Tax

$0.00

er Room Tax 1

$0.00

Other Room Tax 2

$0.00

ADDITIONAL CHARGES (EACH NIGHT)

Expense Type

If there is a remaining
balance, tap (upper-
right corner) and create the
remaining expenses, to
bring the remaining balance
to zero.

Country

Currency

US Dollar

Payment Type
Cash

Amount *
35.28

Receipt Status *

Amaonnt
Submit Itemized: $0.00
Remaining: $386.28
e80io ATET T 8:57 AM @ 5 seuon ATRT F 8:59 AM @ 1k s800n ATERT T 8:59 AM @ 7%
< Expense Details ltemizations +  Itemizations  Itemization Save ¢ Expense Details ltemizations +
Room Rate $150.00 Expense Type * Incidentals $35.28
Mar 20, 2017 - Comfort Inns, Bellevue,... Incidentals Mar 21, 2017 - Comfert Inns, Bellevue....
Roo'm Tax ) . $25.00 Transaction Date * Roo'm Bate ) . $150.00
Mar 20, 2017 - Camfort Inns, Bellevue,.. Tuesday, March 21, 2017 Mar 20, 2017 - Camfort Inns, Bellevue,..
Room Rate $150.00 Room Tax $25.00
Mar 19, 2017 - Comfort Inns, Bellevue,.. Business Purpose Mar 20, 2017 - Comfort Inns, Bellevue,..
Room Tax $25.00 7 Room Rate $150.00
Mar 19, 2017 - Comfort Inns, Bellevue,... City Mar 19, 2017 - Comfort Inns, Bellevue, ...
Bellevue, Washington
Room Tax $25.00
— Mar 19, 2017 - Comfort Inns, Bellevue,.
State/Pravince
y” N

TITII

N Livevve vt SELCILICUPIITLIIICILRICLELICILITIECTE N
Itemized: $350.00 : : Itemized: $350.00 : Itemized: $385.28
Remaining: $36.28 F- Remaining: $35.28 : Remaining: $0.00

To edit an itemization, tap the desired itemization and then make the desired changes.
To delete an itemization, swipe the desired itemization to the left and then tap Delete.
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Add/Edit/Delete Attendees

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

Nov
MNot §

No SIM =

¢ Back

Training class

2016

mitted

¢} Report Summary

£ Add Receipt

Dinner
Mar 1, 2017 !
o s Bl lewiioy ddaEiEiom s s s s s n s n s N

Business Meals (Attendees)
Feb 28, 2017

10:05 AM i34

+

Report

$591.28

$156.00

Roon
Feb 27
Marrio

No SIM =

"E."Aa::l. ﬁééé\'ﬁt' ........................

10:05 AM

<{ Report Expense Details

Business Meals (Attendees) $156.00
Feb 28, 2017 1

Add from Calendar

Select from Contact

Add Attendee Manually

Search for Attendee

Cancel

1) On the Report screen, tap to open the desired expense.

2) On the Expense Details screen, tap Attendees.
3) On the Attendees screen, tap ] (upper-right corner) to

add.
4) On the menu, tap one of the following:

*

Add from Calendar to import attendees from your

calendar

Search from Contact to select from your

smartphone contact list

Add Attendee Manually to manually add the

attendee

Search for Attendee > Quick Search to search

your Favorite Attendees

Search for Attendee > Advanced Search to
search your company's list of attendees or from an

external source (like Salesforce)

No SIM =

< Attendees Add from Calendar

January

Febi!
Ma

Tuesday, 2

10:05 AM ==+

27 2016

No SIM = 10:06 AM

{ Attendees Search for Attendee

Add from Calendar

Search for Attendee >

Quick Search

Search for Attendee >

Q Advanced Search
No SIM = 10:06 AM =+
All Contacts Cancel
Q Ssarch Select from Contact
No SIM = 10:06 AM -

{ Attendees  Attendee

Attendee Type *
Business Guest

Last Name *

: To edit an attendee, tap the desired attendee
{ name and then make the desired changes.
To delete an attendee, swipe the desired
: attendee to the left and then tap Delete.

First Name

Attendee Title

Company

State

Project ID

Add Attendee
Manually
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Receipts

ATTACH RECEIPTS

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

Mar 1

Bellevu

No SIM = 10:10 AM k- 4 No SIM = 10:11 AM o -
< Back Report + ( Report Expense Details
Training class $591.28 Dinner §50.00

Now ]

=] ltemize
() Report Summary
? Add Receipt
5 AddReceipt @, &

Dinner $'5~ o ﬂQ, “‘a |t Receipt image required
Mar 1, 2017 B OO Kl
Bellevue, Washington "".,. *
Business Meals (Attendees) $156.00 ) e ‘. E)_(Dense Type *
Feb 28, 2017 ] A Attach via Camera Dinner
Bellevue, Washington

q Transaction Date *
Room Rate $385.28 Attach via Photo Album Wednesday, March 1, 2017
Feb 27, 2017 !
Marriott Hotels, Bellevue, W Receipt Store

Business Purpose
Submit Cancel
1) On the Report screen or the Expense Details screen, tap Add Receipt.

2) On the menu, tap:
¢ Attach via Camera to use your device camera
¢+ Attach via Photo Album to select an image in your device photos
¢ Receipt Store to select an image in your Concur Receipt Store
QOTE: Turn the device horizontally or upside down to correctly adjust the camera screen)

CREATE A MOBILE EXPENSE FROM A RECEIPT

12:33 PM

Expenses I ¥ 12:33PM

Expenses (4 Bl **0o0 Sprint LTE 8:27 AM @7 9% ED4
Dinner Cancel Expense Save
Apr13, 2017

Dinner $45.76
Cafe Monte

Apr 13, 2017 =

Cafe Monte Vendor
Dinner
Apr 13, 2017 .

Cafe Mante Dinner 94576 oo

Apri13, 2017 =

Cafe Monte
Dinner Amount
Apr13, 2017 N
et e Dinner $45.76 $ O ¥ O O

Apr13, 2017 =

Cafe Monte
Receipt R Currency
Apr 12, 2017 %’lqﬂ", ¥ US Dollar / \

o
7 [l g 1) On the Expenses
Seee o D2 screen, swipe the
Breakfast B Wednesday, Jun 14, 2017 desi d, p. t to th
Apr 12, 2017 Breakfast 3500 esired receipt to e
Cafe Flora

Apr 12, 2017 left.

cafe Flora < Location
Dinner 2) Tap Expense.

Mar 30, 2017 .
pimer 54576 3) On the Expense
ar 30, . . - .

Cae Monte =] = Comment screen, fill in the fields
g””gj";ojl (if any) and make the
Mar 30, . . q
Office Warshouse Undefined $68.23 desired selections.

Mar 30, 2017 =

Office Warehouse \4) Tap Save. /
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VIEW RECEIPTS

No SIM & 12:02 PM LAC B4 No SIM & @8 12:33 PM

0oL ATET T 2:27PM

< Expenses < Expenses Receipt

v 1 e Al

wood i
toodinville, WA 98072
70
| | mwmmﬂ 55.00
R PSP RSP i =0
i <@ Expenses : oo 01
H e List : L] N
D Expense Reports : Receipt :
Review and submit your reports H Apr 12, 2017 H
D Approvals ;
) kel uteniniotk ke Breakfast $25.00
Requests ADE12.2217 %&mn
Manage your authorization
TAL NUMBER OF ITEMS SOLD =
1) On the home screen, tap Expenses. LERHEIE: 14213 47 153 16 06
2) On the next page: WSERSONS GREETINGS 8 HAPPY HOLIDAYSK
¢ Tap the desired receipt. e e
¢ Tap to open the desired image. | s 7 Tl e 006
B ¢} @ TSRO

DELETE RECEIPTS

No SIM = 12:33 PM No SIM 3 12:33 PM
4 Expenses £ Expenses
Dinner $45.76 Dinner $45.76
Apr 13, 2017 Apr 13, 2017 =
Cafe Monte Cafe Monte
Dinner $45.76 Dinner
o3 2017 for 13, 2077 1) On_the Expen_ses screen,
Cafe Monte Cafe Monte swipe the desired receipt to
the left.
Dinner $45.76 Dinner
Apr 13, 2017 Apr 13, 2017 2) Tap Delete.
Cafe Monte Cafe Monte

RLLLLLLLEN

H
Receipt E
Apr 12, 2017 \{I"J-“\ﬂ";"{!") 17
Hl  Delete Expense
.
MITITITIIE
Breakfast $25.00 Breakfast $25.00
Apri2, 2017 Apri2, 2017
Cafe Flora Cafe Flora
Dinner $45.76 Dinner $45.76
Mar 30, 2017 Mar 30, 2017 =
Cafe Monte Cafe Monte
Undefined $68.23 Undefined $68.23
Mar 30, 2017 Mar 30, 2017 =
Office Warehouse Office Warehouse
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Remove an Expense From
an Expense Report

You can remove an expense from
an unsubmitted expense report.

1) On the expense report,
swipe the desired expense
to the left. The Delete
button appears.

2) Tap Delete.

NOTE: If you delete a mobile
expense or an expense created
from a card transaction, it is not
really deleted; it is moved back to
the "pool" of expenses on the
Expenses screen.

oA 2%
 Active Ropo Report
Traiming Class

Report Sumenary
Add Recet

Travol Alowances

Business Meals (Attende

$541.28

$156.00

Room Rate %’l%’lﬁ $385.28

enou ATRT & 12:11 PM [CE 2
£ Active Reports Report +
$541.28

Training Class
s 21
Not Sut

Report Summary

Add Receipt

Travel Allowances
Itineraries & Adjustments

Business Meals (Attende...

21 2017

Bellevue, Washington

$156.00

emummEnEE

$385.24 :
H Delete H

Submit

If you delete any other type of expense from an expense report, it is truly deleted. (This is
consistent with the web version of Expense.)

Edit Report Header Information

You can edit the report name,
date, and other company-defined
fields on an unsubmitted
report.

/

1) On the Report screen, tap
Report Summary.

2) On the Report Summary
screen, make the desired
changes.

3) Tap Save (upper-right
corner).

- J

oo ATET = 12:50 PM

£ Active Reports Report

Training Class

Travel Allowances
Itineraries & Adjustments

Business Meals (Attende...
Mar 21, 2017

Room Rate
Mar 21, 2017

Comfort Inns, Bellevue, Was

ERET )

+

$541.28

$156.00

$385.28

Submit

0o ATRT F
< Report
Training Class

Report Name *

Training Class

BE3F48EF917040BOA7EQ

Policy

US Expense Policy

Repc Date

Tuesday, March 14, 2017

Business Purpose

Sales software training

Approval Status

Not Submitted

Comment

12:50 PM

Report Summary

@ o -

$541.28
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Submit an Expense Report SreATET = 1250PM G-

£ Active Reports Report +

Training Class $541.28
ar 14, 2
Not Subrmitted

Report Summary

Add Receipt

Travel Allowances
Itineraries & Adjustments

Meals (Attende... $156.00
Mar 21, 2017
On the Report screen, tap Submit. Ballovus, Washington
Room Rate $385.28
Mar 21, 2017

Comfort Inns, Bellevue, Was...

CETTTTETLETT »
0}

Submit

Refresh Data — i

To refresh data - for example, expenses and reports — pull down from the top.

esc00 Sprint LTE 7:58 AM EET T No 51 05 BM
£ Reports +
8000 Sprint LTE 7:57 AM @ 1@ i Raceipt
Trip to Seattle % < Reports + Feh 20 %
. ' =
j | v ¥
J Airfare
. . Jan 18 Receipt
Client Dinner % Y Alaska Airlines Feb 20 !l
N S—
Lowding.. ifare b -
1an 13 = $202.40
Trip to Seattle $561.58 Hred :
UNSUBMITTED % Ay alaska Alrines
A AN A AR AN ARANAANARA AR & nirtare
' RELRE] Airfare $202.40
Unitud 18
Client Dinner % $115.00 Un'ted
Mar 28, 201 Airfare
lan 18 Airfare $853.34
American it nos Jan1a
United
UNSUBMITTED
Airfare 5369.80
an 18
Amarican Aifines
A A A A A A A AN A AP SN NSNS
Delete an Unsubmitted Expense Report
®ecooSprint LTE 8:10 AM @ 7 8 4] [eoo Sprint TE 8:09 AM ERE T
1) On the Reports screen, tap Active < Reports +||¢ Reports +

and then swipe the desired report to

the left. The Delete button appears. feen .

2) Tap Delete Trip to Seattle $561.58 Trip to Seattle $561.58
T ' ' e

NOTE: Expenses on the report that are ,
. Client Dinner $115.00 Client Dinner $115.00
related to card transactions are not really 128, "

deleted - they are returned to the "pool" of
card transactions. Cash transactions are I R
truly deleted.

Training class $0.00

O

Copy Delete

Version 9.57 - June 27, 2018 SAP Concur's mobile app - iPhone® Page 28 of 56



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 expenses are allocated to two cost centers
(R&D and Marketing at 50% each). Each equals $565.88 with a total of $1,131.76. ($1,131.76
= the airfare and hotel expense on the report.)

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

¢ Review the information.

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

report.
*0ec0 ATRT F 2:07 PM 7 0 % 80% 4 *0000 ATRT & 10:53 AM 79} 63% M
¢ Active Reports  Report + < Report Allocation Summary
1.18.16 Report $1,146.38 o
s 206 o R&D Division $565.88
Cost Center
0210
Report Summary
Cost Policy
View Receipts US-BEL-02
Allocation Summary Distribution Code
----------------------------------------------------------------- | AGHQBQ
Business Meals - Meetings $14.62
Jan 12, 2016
STARBUCKS 3313, Bellevue,... Marketing Division $565.88
Airfare $896.42
Jan 18, 2016 1] Cost Center
KLM Royal Dutch Airlines, Be... 0430
Hotel $23534 Cost PDHC‘J/
Feb 9, 2016
Las Vegas, Nevada US-BEL-02
Distribution Code
ABH989
Send Back Approve Allocated: $1,131.76 Remaining: $0
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VIEW EXPENSE-LEVEL ALLOCATIONS

eseco ATRT & 2:07 PM 1@ % 80% )4
< Active Reports Report -+
1.18.16 Report $928.45
Jan 18, 2016 B O
Horred 1) On the Report screen, tap the desired expense.
2) On the Expense Details screen, tap Allocations.
3) On the Allocations screen:
Report Summary ¢ Review the information.
5 View Receipts ¢ Tap Rteport (upper-left corner) to return to the
report.
Z  Allocation Summary
Business Meals - Meetings $14.62
Jan 12, 2016 =—
STARBUCKS 3313, Bellevue,...
Airfare $896.42 |
Feb 16, 2016 =
ALASKA AIRLINES, Seattle, Washington o 3
Hotel $235.34
Feb 9, 2016 =
Las Vegas, Nevada
ee000 ATRT = 12:53 PM 7 0 76% M) *9000 AT&T 7 10:53 AM 7 9% 63% M
< Report Expense Details £ Report Allocations
Airfare $896.42
H(a e v - £ R&D Division $448.21
Send Back
E Add Receipt Cost Center
: 0210
4%  Allocations :
L RN B Cost Policy
Expense Type US-BEL-02
Airfare
Distribution Code
Transaction Date
Tue Feb 16 2016 ABHE89
Business Purpose
Fusion Marketing Division $448.21
Enter Vendor Name
ALASKA AIRLINES Cost Center
‘ 0430
City
Seattle, Washington .
Cost Policy
Currency US-BEL-02
UsS, Dollar
Distribution Code
Payment Type
AMEX - IBCP ABHI89
PSA Project ID
Allocated: $896.42 Remaining: $0
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VIEW ITEMIZATION-LEVEL ALLOCATIONS

0000 ATAT T 2:07 PM 1@ % 80%
{ Active Reports  Report +1 1) On the Report screen, tap the desired expense.
2) On the Expense Details screen, tap View Itemizations.
1.18.16 Report $928.4

Jan 18, 2016 vz @ 3)On the Itemizations screen, tap the desired itemization.

Report Summary *0000 ATET & 10:53 AM 19 % 63% M)
< Report Expense Details
—  View Receipts
$235.34
a7 L

i Allocation Summary

e EEsEE NSRS EEEE R EESEEEEEEEEEREEESEEEEEEEEEREEEEEEEEf,

Business Meals - Meetings $14.63 H
Jan 12, 2016 H &t & View Itemizations H
STARBUCKS 3313, Bellevue,... 0 RN I
El Add Receipt —
Airfare $896.42 *0000 ATRT & 10:53 AM 70} 63% M)
Jan 18, 2016 1z 1 @ e
' . Report Itemizations
KLM Royal Dutch Airlines, Be... Expense Type < P
Jrrssasssnsssnansnnnnnnnnnnnannnnnnnnnnnnnnnnnnnnnnnnnal Hotel
1| Hotel $235.34 Hotel $210.00
H Feb 9, 2016 = Transaction Date Mar 9, 2016 - Venetian, Las
| LasVegas, Nevada Tue Feb 09 2016
Business Purpose Hotel Tax $32.48

Mar 9, 2016 - Venetian, Las...

Enter Vendor Name
VENETIAN/PALAZZO RM RESER

Hotel $210.00
Mar 9, 2016 - Venetian, Las
City *
SRR Approve | | a¢ vegas, Nevada
Currency Hotel Tax $32.48
Us, Dollar Mar 9, 2016 - Venetian, Las

Payment Type
AMEX - IBCP Hotel $210.00
Mar 9, 2016 - Venetian, Las...

4) On the (in this case) Hotel screen, tap Allocations. 'J“‘:'J;’g,v o $32.48
5) On the Allocations screen: ' '
¢ Review the information. Hotel $210.00
¢ Tap Report (upper-left corner) to return to the report. Mar 9, 2016 - Venetian, Las

J

Hntal Tay {32 AR
Itemized: $235.34 Remaining: $0
eeecO ATAT T 9:15 AM 1 9 % 83% W *#C00 ATRT 7 10:53 AM 79} 63% M)
< Itemizations Hotel < Report Allocations
; Allocations ; R&D Division $105.00
Expense Type Cost Center
|
Hote 0210
Transaction Date .
Wed Mar 09 2016 Cost Policy
US-BEL-02
Business Purpose
Distribution Code
Enter Vendor Name ABHI83
Venetian
City Marketing Division $105.00
Las Vegas, Nevada
Currency ®
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ADD/EDIT/DELETE ALLOCATIONS

RITLLLTTLITEN

~

J

ee000 Verizon & 1:33 PM v o} mn weeco Verizon F 11:53 AM :.‘7 o m E
< Report Expense Details < Expense Details Allocations : +
Cellular Phone $56.60 :'-.........-.':
il Gy, Ka
Itemize
JreEn s AddRECRIPl s rr s r s n s n s r s n
E Allocations E
Esenee Ty ¢
Cellular Phone : :
New Allocation
Transaction Date * . .
Friday, January 6, 2017 e earmsssssssssssssssnsnn s nnnnnnnnnnn®
Business Purpose
(f
cn‘rc 1) To add allocations, on the Expense Details screen:
Hill City, Kansas -
¢ Tap Allocations.
el Prowinee ¢ Tap New Allocation.
¢ Fill in the fields (if any) and make the desired selections.
¢ Tap (upper-right corner) to add additional allocations.
2) To edit an allocation, on the Allocations screen, tap the desired
allocation to open it and then make the desired changes.
waeis Varion T 116 PM :' R k1 W
( Allooat H '| E + eeec0 Verizon B 116 PM o} W
Expense Details ations & H -
H = < Expense Details Allocations =+
g1
m%.l % l_i% : S : Production $2§0.§E/)
Cost Center
CancurRnD ConcurRnD
Boolean
(g [+] No
-~ List
3) To delete an allocation, on the Allocations Blue
screen:
¢ Swipe left and tap Delete.
Pe P RnD $2830
¢ Tap to delete all allocations for an expense
Cost Center
ConcurRnD
Boolean
No
List
Blue
; Allocated: 100% Remaining: 0%

nun,

ansnannns

‘mussssssssEssEsEEsEEsEssEssEsssssssnssnesnsnnannnnnnns®

4) At the bottom of the Allocations screen, review the
Allocated and Remaining percentages.
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CREATE ITEMIZATION-LEVEL ALLOCATIONS

se8co Verizon & 1:32 PM @} W)

{ ltemizations  Iltemization Save

lemsssnsnnsnnansununnunnannannanunnannannannnnunnnnnnn,

Allocations

RTTTTTTTITTN

Pesnsssssnssssnssnssnsnnannansanannannannnnnnnannunnas

Expense Type *
Trade Shows

Transaction Date *

Friday, January 6, 2017

TeesRsnannns

seeco Verizon F 1:32 PM

£ Itemization

Eng

Cost Center
RnD

Boolean
No

Lict

Allocations

$40.00
40.0%

Business Purpose

City

Hill City, Kansas ¢
State/Province ¢
Kansas *

Tap New Allocation.

1) On the Itemization screen, tap Allocations.
2) On the Allocations screen:

Fill in the fields (if any) and make the desired selections.
Tap E= (upper-right corner) to add additional allocations.

Country
UNITED STATES

Currency

US Dollar

Pavment Tvpe
[temized: $150.00
Remaining: $0.00

Boolean
No

List
Blue

Allocated: 100%

Remaining: 0%

Once items are allocated, an Allocation icon appears next to the expense and at the report

ICON
level.
®eeco Verizon F 1:31PM ¥ @} W
< Active Reports  Report
1.6.17 Report I $206.60
Jan 6, 2017 .
Not ted tasnnssnnnuns
Report Summary
Add Receipt
Allocation Summary
Claim Allowances
Cellular Phone ! $56.60
Jan 6, 2017
Hill City, Kansas AR
Misc. Promotional Expense : $150.00
Jan 6, 2017 E
Hill City, Kansas Gmmmmmmmnnn
Submit

v

tannnnnna®

* anmmmns’

Canannns
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Copy Report From Existing Report

The Copy option appears.

» N—— FTER -
4 Reports +
& Trip to Seattle $561.58
Apr 17, 2017
# Client Dinner $115.00
Mar 28, 2017
UNSUBMITTED
# Training class $0.00
Jul 18, 2017
Not Submitted
ence $437.70

Delete

‘ﬂ.?’| \{Ljhhﬂ.’m?

Copy

XXX $489.00
Jun 14, 2017
[Not Submitted

The copied report appears.

4) Make the desired changes,
attach receipt images, etc.

5) Save or submit as usual.

Reports screen.

The copied report appears on the

1) On the Reports screen, swipe the desired report to the left.

2) Tap Copy. A box appears (with the existing report name),
requesting a new report name.

3) Enter the new name and tap Confirm.

Please enter a new report
name

Copy of Training Conference J

Cancel Confirm

Please enter a new report
name

New Copied Report J

Cancel Confirm

J

oo ATRT 7 10:35 AM

£ Active Reports Report

New Copied Report
Mar 2
Nol Submitted

) Report Summary
= Add Receipt

Z3 Claim Allowances

Miscellaneous
Mar 24, 2017
Bellevue, Washington

@ 7 o

$25.00

$25.00

Submit

a0 Sprint LTE 9:15 AM @0 mn
24 Reports +
@ Tripto Seattle $561.58
Apr 17, 2017
# Client Dinner $115.00
Mar 28, 2017

UNSUBMITTED

s

E # New Copied Report $437.70
: Jul 18, 2017
E Not Submitted
" A NN NN NN NN NN NN NN NN NN NN RN
# Training class $0.00
Jul 18, 2017
Not Submitted
f  Training Conference $437.70
Jun 29, 2017

Not Submitted |

.............................................‘..
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Work With Fixed Travel Allowances

Users can 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 SAP Concur 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
does it display base rates, company
¢ Location "within municipality" rates, government rates, etc.

¢ "Use Percent Rule"

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

wenon ATRT F 11:07 AM @ ¥ & e C ATRT T 11:07 AM @ v oy
€ Active Reports Report + Cancel Add Itinerary
Customer Workshop $0.00 To calculate your travel allowances, we need you to

choose from the itineraries below or create a new one.

Customer Workshop
ly 5, 2017 - July 7, 201

Walldor? y

Report Summary

. "'. L.
JomLAddRecEIRt e e, customerworkshop O€lect existing

: August 16, 2017 - August 18, 2017 itinerar
Claim Allowances . Walldorf tinerary

Add Expense

1) With a report open, tap Claim Allowances.

2) On the Add Itinerary screen, you can select an
existing itinerary.
You can create a new itinerary. (We will create a new
itinerary.)

o Create new
itinerary

Create Itinerary
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@ 7 9 W

-}-‘-'::\ turn trip

o

weoco ATAT B 11:10 AM @ 1 o I+ sesco ATAT & 1:24 AM
Cancel New Itinerary Save < Edit Itinerary Location
To calculate your travel allowances, we need you to IO\ Search for a location
create an itinerary with all the stops.
_________ W Hamburg-Harburg
............ GERMANY
ltinerary Name e Walldorf
...... alldor
Customer Workshop e ke
................ San Jose
® Fom e California
’ Baltimore
Departure Date Time Maryland
Sep 11,2017 12:00 AM London Thamesport
UNITED KINGDOM
e To
Arrival Date /
Sep 11,2017 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"
address if necessary.

\

WA RN RN AR NN NS AN SRS AR EEEEEEEEEEEEEEEEEEEEEEEEEEED

RLLLLLLLILYS

enno ATRT T 11:27 AM @ 79 I

Cancel Edit Itinerary Save

RLCEELLLErS

CETT T

Itinerary Name
Customer Workshop

D

@ From
Hamburg-Harburg, GERMANY
Departure Date
Sep 11, 2017

Time
8:00 AM

Q@ To
Walldorf, GERMANY

Time
3:05 PM

Arrival Date
Sep 1, 2017

Q@ From
Walldorf, GERMANY

Time
4:00 PM

Departure Date
Sep 1, 2017

e To
Hamburg-Harburg, GERMANY

Arrival Date Time

TITIIIIEN

g
CamsssssEsEEsEsEEEsEssEssEssssEsEsEssEssnssnsnnanannnns®

Yennnnnnnns®

Walldorf, GERMANY

amnz - 9n3nz

.

Adjustments

annfesEsEsEEEEEE AR EESEE AR SRS EEEEESEEEEEEEEEEEEREEEEEEEEE

Customer Werkshop

Hamburg-Harburg
- Walldorf
Sep 11, 2017 - Sep 13, 2017

Itineraries

+* Z X C V B N M &
123 @ O space Search
ee0us ATAT 11:12 AM @ 7o I
( Report Travel Allowances

$713.00

Total Amount

Sep 13, 2017

4) On the Edit Itinerary screen, review the itinerary for
accuracy and tap Save.

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

nuns

g

Yannumnant
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eesoo ATAT T

< Report

Tue, September 12

Mon, September 11

Wed, September 13

11:12 AM

Travel Allowances

Walldorf, GERMANY

Adjustments

CsmssEEEEEEEEEE SRS SRS AR EEESEEEEEEEEEEEEEEEEEEEEEEEEEES

@ 1 @ m

$713.00

Total Amount

Itineraries ]

ST

$91.50
$32ﬁ.08

$295.50

senon ATRT & 11:13 AM RO it
B

Cancel Daily Allowance Save

ue, September 12

Exclude Day

Breakfast Provided

Lunch Provided

Dinner Provided

CETTTTT T S

€

) 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 Wednesday.

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 Save.

)

gmmmnnnnnan,

00 ATAT F

< Report :

RLTLETTETr

Walldorf, GERMANY

Wed, September 13

Tue, September 12

Breakfast Provided

Mon, September 11

Travel Allowances

11:13 AM @ ¥ o sesoo ATAT F 11:13 AM

¢ Active Reports  Report

Customer Workshop

Jan 4, 2017
Not Submitted

$695.00

Total Amount

Itineraries ]

Report Summary

$91.50
=~ Add Receipt
$308.00 , Travel Allowances
~ ltineraries & Adjustments
$295.50 Fixed Meals
Sep 13, 2017

Walldorf, GERMANY

Fixed Lodging
Sep 12, 2017
Walldorf, GERMANY

\ .

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

Fixed Meals
ep 12, 2017
alldorf, GERMANY

ixed Lodging
ep 11, 2017
alldorf, GERMANY

lixed Meals
e 11, 2017
alldorf, GERMANY

@ 7 9 W

_l_

$695.00

$91.50

$204.00

$104.00

$204.00

$91.50

Submit
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Request

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 SAP Concur 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 his/her 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:

No SIM = 12:02 PM

Trips

View your trips

Expenses

List of your expenses

Expense Reports

Review and submit your reports

Approvals

anytime

Requests

Mar

ye your authorizations

Trip to Seattle
Mar 24, Thu

\

1) On the home screen, tap Requests.
2) On the Requests screen, tap ] (upper-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.)

) Add your segments (described on the following page).

4

- J

Submitted & Pending Approval

(W (O] No SIM = 16:19 A50% i [*-| No SIM = 16:32 98% M}
Book Receipt H H
< Home Requests I S B K¢ New Request Submit
Conferepce in London US$222.00 Starting Location
Mar 24, Thu Submitted & Pending Approval
. A o
Trip to Prague US$250.00 Destination
Mar 24, Thu Not Submitted
Start Date End Date

US$1,200.00

Business Purpose

Comment (optional)

Air Ticket

I Railway Ticket

Car Rental
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ADD SEGMENTS TO A REQUEST

No SIM =

<

18:18

New Request

Starting Location
PARIS, FRANCE

Destination
New York Area Airports, New York

§ oay, wm/”

Submi

make the desired selections.

Request screen.

1) On the New Request screen, tap a segment type.
2) On the various segments screens,

3) Tap (upper-left corner) to return to the New

fill in the fields and

\~4) Add other segments as desired.

-
Ry
»

Start Date
2016 May 24, Tue

End Date :
2016 May 28,

B

‘NS = 16:34 98% )

<

Air Ticket

o,
-----------

Business Purpose

Car Rental i

To

Date
May 24, Tue 00:00

Comment

Training US$700.00
) Currency
Comment (optional) USD
"% Air Ticket
Railway Ticket One Way
From

Round Trip

Charles De Gaulle Intl (Airport - CDG), Paris, ...

John F Kennedy Intl (Airport - JFK), New York...

Date
May 4

SUBMIT A REQUEST

On the New Request screen, tap
Submit (upper-right corner).

No SIM =

<

16:35

Destination
New York, New York

Start Date
2016 May 24, Tue

Business Purpose
Training

Comment (optional)

Air Ticket
US$700.00

Railway Ticket

Car Rental

Hotel Reservation

US$1,000.00

New Request Submit

S TOEY |,

End Date
2016 May 28, Sat
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Approvals

Trips

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

No SiM & 12:02 PM 3=

Trips

~fI) Expenses

+ @

Expense Mileage

1) On the home screen, tap Approvals.
2) On the Approvals screen, tap to open the desired trip.
3) On the Trip Approval screen:

¢ View the report details (segments, violations, etc.).

¢ Tap Approve or Reject.

s8oon ATRT = [ven] 8:38 AM @ 7 G .
£ Approvals
lsssssnnssnnnnnsnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnny
] TRIP APPROVALS M
H
Chris Collins $1,002.40 |3
Trip SEA to DEN .
09/06-09/10 H
Approve by Sat, May 13, 2017 .
A NN NN NN NN NN NN NN E NN NN NN NN NN NN E NN 4
REPORT APPROVALS
Chris L Collins $25.00
Customer Workshop
Chris L Collins $619.35
Software Training
Terry L Brown $25.00
Client Meeting
Chris L Collins $233.95
Test for send back
Chris L Collins $591.28
Trip to Bellevue
Chris L Collins $942.69
Software Training
Chris L Collins $90.00

In the Relfﬁrt Approvals and Trip Approvals

sections

indicates that there are exceptions.

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.

ee U ATRT = Wbl 8:38 AM @ < o .

( Approvals Trip Approval
Chris Collins.

Trip SEA to DEN

Approve by: Sat, May 13, 2017, 8:00 PM PDT

$1,002.40

Violation Summary

Wed Sep 06

8:00 Seattle to Denver
AM  United 263
Terminal -- Gate -~

Sun Sep 10

8:05 Denver to Seattle
AM United 260
Terminal -- Gate —

------------------------------------------------
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Expense Reports

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

approver).
/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.
NOTE: If you tap Send Back, you must provide a

- ' comment.
Trips \ /

No SIM = 12:02 PM 3 @4

€D Expenses
@ bl o ATAT = oo 8:39 AM @+ o
£) Expense Reports < Approvals
.--uuuu‘u‘u-\-u-‘-u-‘-ni ---------------------- N
K .,
€ Approvals H TRIP APPROVALS
B T b Chris Collins $1,002.40
Trip SEA to DEN oo ATET = e 8:38 AM @+ o
Requests 09/06-08/10 -
i Approve by Sat, May 13, 2017 < Approvals Report
Collins, Chris L $619.35
REPORT APPROVALS Software Training
Chris L Collins $25.00
Customer Workshap

R R Report Summary
. Chris L Collins $619.35
Software Training H
S g Business Meals (Attende... $153.33
Terry L Brown $25.00 Apr 7, 2017
Client Meeting Seattle, Washington
Airfare $466.02
Chris L Collins $233.95 Apr 7, 2017
Test for send back Virgin
Chris L Collins $591.28
Trip to Bellevue
Chris L Collins $942.69
Software Training
Chris L Collins $90.00
H Send Back Approve
NOTE: Depending on your configuration, you may be able to bypass any temaining approvers’

and send the expense report directly to Accounting Review. If so, when you select Approve,
this menu appears. Tap:

- Additional approver required to approve the report and send the report to the next
approver in the workflow.

- Approve report to approve the report and send it directly to Accounting Review.
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Requests

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

No SIM & D)

PYTTTTTTTYS
.

S

Trips

Cel

1) Expenses

D Expense Reports

T T R P

. £ Approvals

12:02 PM

o

fl) On the home screen, tap Approvals.

2) On the Approvals screen, tap Travel Request

Approvals.

3) Tap to open the desired request.
4) On the Requests screen:
¢+ View the request details (segments, expected

expenses, etc.).

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

provide a comment.

o
AN NN NN NN NN NN EEEE R EEEEE ':
uests
a ge your authorizations
oo ATRT = PH 8:41 AM @+ o
4 Approvals
REPORT APPROVALS
Terry L Brown $10.00
test
No SIM = 2:16 PM 3 .
Pat R Davis £29
VAT test Back Requests
Pat R Davis S50k ennsnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnng,
Client Meeting & - H
:| Gato, Bailey $2,200.00 |:
. = | ThuNov 13- Trip to Belarus H
Pat R Davis $14 H
JIRA-3800 ¥ .
‘hesssssssss s s s s s s s s s a R a g ®
Pat R Davis $1,20q No SIM = 216 PM T
Sales Training )
Back Requests
Purchase Reguest Approvals 1 *
Gato, Bailey $2,200.00
Invoice Approvals ::: :wBe}:ms
Invoice Submission
R TCTIC LI L I L L I LTI T T LI T
.
H o Summary >
H Travel Request Approvals
"Illllllllllllllllllllllllllllllllllllllllllll
Segments
x Air Ticket $2,000.00
Tue Nov 18
—
a Car Rental $200.00
Tue Nov 18
. ssssssssmmsnnsnnnnnny,

Send Back

Approve

SYTTTTTTLYS
cnsnanmnns

YesmssmsssssssEsssssEsssssnEnEsnennannnnnnnnnnnnnn®
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Payment Requests (Invoice)

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

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

eummmnn,
.

No SIM & 12:02 PM % le
= . No SIM = @ 10:05 AM ¥4 No SIM & @ 10:05 AM B4
Approvals 4 Invoice Approvals 4
e LT e T T PP T P PP PO PETPTEYPTTPETPETTPTTYEY R
e 1 IS— $1.22000
H Submitted by Terry Brown Fri 05/01
REPORT APPROVALS
sfds $49.50
Submitted by Terry Brown Thu 05/21
Terry T Brown $1,000.00
Product X Launch Fri 05/22 WG $200.00
Submitted by Terry Brown Thu 05/28
@ Expenses Terry T Brown $833.00
List of your expenses allocation testing Thu 05721 1646 $400.00
Submitted by Terry Brown Mon 06/08
) Expense Reports Terry T Brown $333.00
Rey nd submit your S allocations testing Thu 05/21 1234 $110.00
EEmEEmREEEEEE . sammmmmEmEmnEE, -
" | Submitted by Terry Brown Wed 06/17
@ pp"?,"?f GrMEE e S Deb Kuykendall $111.00
T TIT Business Trip Tue 05/12 Sedie en ufficio $899.95
Requests Submitted by Terry Brown Wed 0812
Manage your authorizations Terry T Brown $680.46
Client Meeting Mon 05/11 9898 $100.00
R T T T PP PP \
Invoice Approvals 1) On the home screen, tap Approvals.
ST T T T 2) On the Approvals screen, tap Invoice
Invoice Submission Approvals'

(i (O] + @

Book Receipt Expense Mileage

Request Approvals

3) On the Invoice Approvals screen, tap (to
open) the desired invoice.

J

CLLLLLYS

s

No SIM = 10:05 AM a4

£ Invoice Approval

Sean Test $1'22000

Submitted by Terry Brown total amount
May 1, 2015

Summary Line items Images

Simpre Associates
1111 Fairheight Rd
Carson, Nevada US

Comments

Approval Flow
Payment Request Type
Wire Transfer - Project Policy

Request Name
Sean Test

hsspasamanysmn s s s s s s s s R s R ERs s s R s R s R AR R a R R

RITTITTTTTN

v,

e,

NNNs NS NN NS NN sESNSsENsESsEssEssSssNsEsssssEssEssEsEssEsEEs

Canmnnnnnas

aus?®

4) On the Invoice screen, on the Summary tab:
¢ Tap Comments to review or add comments.

¢+ Tap Approval Flow for the approval
information.

¢ Tap the vendor name for vendor details.

5) On the Invoice screen, on the Line Items tab, tap
the desired line item.

6) On the Item Detail screen:
¢ Review the quantity, price, image, etc.
¢ Tap Distributions to view the percentages.
7) On the Invoice screen, on the Images tab, view
the invoice image.
8) When ready, tap Approve or Send Back.
NOTE: If you send back a request, you must
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VIEW AND SUBMIT PAYMENT REQUESTS

No SIM = 12:02 PM 3 @) 4
]
No Service & 12:59 PM 100% =2 4
g < Approvals No Service = 1:11 PM 100% ) 4
£ Invoice Submission 4
Purchase Request Approvals
Sales Conference $165.23
. External Vendor Sat 07/01
Invoice Approvals
= @ ]Extpfnse‘sw . :" ............................................ g Concur me"e Q3 equim $2'51623 E
— & Invoice Submission H Office Supplies Inc. Wed 07/12 :
E m Expense Reports R 2
Review and submit your ;:",1 .............................................
B No Service = 1:12 PM 100% @) #
< Invoice Submission
Requests
Manage your authorization
. Concur mobile...
$2,516.23
Office Supplies Inc. total amount
July 12, 2017
/'r \\ Line items Images
1) On the home screen, tap Approvals. :
2) On the Approvals screen, tap Invoice lllllllllllllllllllllllllllllllllllllllllllllllllllllllllll *
Submission. Office Supplies Inc.
3) On the Invoice Submission screen, tap to 1400 N 1300 W
open the desired payment request. San Diego, CA 68951 US
4) Tap the Summary, Line Items, and Images
tabs to access and review all information.
C) When done, tap Submit. / Comments
Approval Flow
i
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SUBMIT ONE OR MORE PAYMENT REQUESTS

<

No Service 111 PM 100% 5 4

IRECLLELEELEN

Invoice Submission i (¥

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

Sales Conference $165.23
External Vendor Sat 07/01

Concur mobile Q3 equi... $2,516.23
Office Supplies Inc. Wed 07/12

No Service ¥ 1:12 PM

0 selected

Sales Conference
External Vendor

Office Supplies Inc.

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

2) Tap the desired selection circles.

3) Tap Submit.

100% =) 4

Cancel

$165.23
Sat 07/01

Concur mobile Q3 equi... $2,516.23

Wed 07/12

------------------------------------------------------------------
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PURCHASE REQUESTS (INVOICE)
Use Approvals on the home screen to approve purchase requests (if you are an approver).

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

No SIM & 12:02 PM L AC ni4
[}
e ATRT = (VPN 8:41 AM @ + o
ol < Approvals
No SIM = 2:22 PM 3
| fEPORTAPPROVALS Back Purchase Requests
Terry L Brown EETEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE .
. test H M
THes ;| B Purchase Request Approval NoSM = 2:22PM 3 -4
Pat R Davis : 4 purchase requesls to approve
: Back
@ Expenses VAT test *dassnsnssunnnssunnnsnunnnanunnnnnnnnnnnnn 2 Purchase RequeSts
Pat R Davis k: .
£ Expense Reports Client Meeting (O Fletcher, Erin $500.00
JREH = PR A v For office - Thu Sep 18
: Pat R Davis
: @ Approvals JIRA-3200 o IP00DNC0000N 00000 E0 0000 00C0000000000000000050 .
: T _ i| O Fletcher, Erin $3,000.00 |}
""""" Reqaests™™ """ = ZEEANE ! L
g Purchase Request Approvals C] Fletcher, Erin $450'00
: gfgfg - Thu Oct 9
e
(] Fletcher, Erin $50.00
gdfgdgf - Thu Oct 9
1) On the home screen, tap Approvals. \
2) On the Approvals screen, tap Purchase Request
Approvals.
3) On the Purchase Requests screen, tap Purchase Request g
Approval.
4) On the next screen, tap to open the desired payment
request.
5) On the Purchase Requests screen:
¢ View the request details (summary, images, No SIM = 2:22 PM } s
d|5tr|bUtlonsl etc.). Back Purchase Requests
+ Tap Approve or Send Back. e
NOTE: If you send back a request, you must provide a Need SAN $3,000.00
11/19/2014
comment. / Cetcher
Summary >
E Image >
€ Distributions >
4 Workflow >

--------------------------------------------------
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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.

iPhone 7 - i0S 10.3 (14E8301)
10:56 AM

iPhone 6 - 10S 10.3 (14E8301)
Carrier ¥ 11:31 AM -

[& concur =]

Carrier

Budget Legend

Budgets

® spend

MY BUDGETS
@ Approaching

Over Spend

Expenses % Pending

Marketing $100,000.00
#) Expense Reports
@ Approvals SHARED BUDGETS

R L e e LR L E L LR | Software subscriptions $0.00

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.

-
iPhone 7 - i0S 10.3 (14E8301) iPhone 7 - I0S 10.3 (14£8301)
Carrier & 10:56 AM » Carrier ¥ 10:56 AM

—
iPhone 7 - i0S 10.3 (14E8301)

Carrier ¥ 10:56 AM
Budgets < Budgets Budget Details i < Budget Details Top Spend Details
d Payment Request
= | MYBUDGETS T&E
$4,260.00
T&E $4,260.00 TOP SPEND
3 T s st A . m E ‘ Tax Services $3600.00
$5,740.00 $10,000.00 E ® Telecommunication. $1000.00
h ‘.: ‘ ® Services $550.00
Marketing $100,000.00 Other $590.00
ALL SPEND
SHARED BUDGETS ' ;
Tax.Serwces $3,600.00
Software subscriptions $0.00
e m al : Telelcommunlcatlon Equipment $1,000.00
L]
Lunch and learn $0.01 Services
TOP SPEND try $550.00
Ve
3) On the Budget Details screen, tap the Top Spend section. Telecommunication Services 85000
NOTE: The Top Spend chart reflects the overall totals for all o
products associated with the budget.
\_ Repair Services F—
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3D Touch Support - iPhone 6s and 6s Plus

For users with iPhone 6s and 6s Plus devices, the SAP Concur mobile app provides these
options for the 3D Touch.

Press the SAP Concur icon in the device's apps list, the
menu appears.

Using the menu, you can share the SAP Concur mobile
app with friends, quickly take a picture of the receipt,
create an expense manually, or view the current trip (if

any).

|'1'| Share Concur

[E] Receipt
,I_. Manual Expense

Ml Your Trips

Press an expense in the
expense list (Expenses screen),

the associated receipt appears. C——

A menu also appears so you
can add the expense to a report Add to Report

or delete it from the device.
Delete
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Concur Locate

Check-in With Location Check In or Request Safety Assistance

If your company uses Concur's messaging service, you can send [resw= 103 A

your check-in location details to your company or request Home Menu

assistance using your mobile device. Car Mileage

NOTE: While your mobile device is offline, the SAP Concur Heave Foedback

mobile app keeps and displays your previous check-in location Help

detalls- Privacy Policy
e

Check In Location

Request Safety Assistance

- Triplt

Connect to Apps

3 (w4

SETTINGS
Settings
On the Check In Location screen, you can check-in to your
current location only while your mobile device is online.
No 5IM = 1:03 AM
Home Menu
Car Mileage
Leave Feedback 17:26 5
Help < Check In Location

Last check-in at 17:23, on 28/06/2017, at 274 Broadway,
New York, NY 10012, USA

Privacy Policy

= Uiy vinicty e,
s FEEETY, £
S
H i g @ LOWER
: Check In Location § Q@ MANHATTA
*afssssssssnnnnsnnnnnnnnnns’
Request Safety Assistanc
Allow "SAP Concur” to Boro 104 West Street, New Y... o
access your location while €  vour Location o
G5 you are using the app? 6\?
. Tripht Your location may be used for travel- &
= related purposes, tracking mileage, i
location check-ins, assistance
Conneet to Apps requests and per our privacy Brookfield Place New York
statement. >
Allow SAP Concur to use your log o & TWO
SETTINGS . . - £ oVb o
Your location may be used for travel-rg Don‘t Allow = < «
Settings purposes, tracking mileage, location chg H o New York 5
assistance requests and per our privacy s Stock Exchange
You can adjust or withdraw these permig Charging Bull ©
Location Access in the app menu|
Battery. Park
........ | Q
| Agree S -7
Google

1) On the home screen, tap (upper-left corner).
2) On the menu screen, tap Check In Location.

H Check In Here

.
; . BERIOR TS WAIF BE SAR DS DAR TS YA SChesR AR E
.
.
.

3) On the Allow SAP Concur to use your location
window, tap I Agree.

4) On the Allow “SAP Concur” to access your location
while you are using the app? window, tap Allow.

5) On the Check In Location screen, tap Check In Here

o

/

Q)
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On the Request Safety Assistance screen, you can request assistance only while your mobile

device is online.

* 12:02 PM 3 ‘iul
H No SIM & 12:34 PM 7 3 @4
H No SIM = 11:03 AM
B < Request Safety Assistance
M Home Menu
z ASHWOOD NoSIM &
aw  Car Mileage = NE 20th St Cancel
Leave Feedhack pisiks NORTHWEST 2 .
BELLEVUE S ¢
3 Help rE
14th St w
z BN
II” Trips [5]  Privacy Policy 2 = |
View your trips S | WestBellevue, :
[Sargce Bellevue, WA E ETECELLLLLLLLD
Expense ST Mg YourLocation
ist of your ex| it
1 .5.. Check In Location W
yoamssssannnsssnnnnnnnnnna Bellevue Square © ® {
Expense Rel: ()  Request Safety Assistance Bellevue. NE 4th St
Review and sufly freydenbauer powntown The]
CEPTTTTTTITETTTTITTTTI T (Sisyion Pack
© HMart
APPS
Approvals Bellevue
Approveitems) iy )
7}
£
$ Requests . Connect to Apps 5
¥ Manage your a ORLAND i
Bellevue High School © T
SETTINGS £ 8
Google LR S,
e Settings
Emergency Contact Q W E
+5551234444 T
: -_— ..
H Request Assistance
: + Z
kbbbl bbbl bbbl R L L L - .

Request Safety Assistance

12:34 PM

T

ACTTTTTTIT

¢ Send My Location

g
B P T T T

S\successfully sent.

IR

1) On the home screen, tap El\

2) On the Menu screen, tap
Request Safety Assistance.

3) On the Request Safety
Assistance screen, tap the
Request Assistance.

4) In the text field, enter the
appropriate help request
message and then tap Send.

A message appears, confirming

that your request was

Location Access

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

Allow SAP Concur to use your |

Your location may be used for travel

ocation?

-related

Don't Allow

Allow “"SAP Concur” to
access your location whi
you are using the app?

Your location may be used for tra:
related purposes, tracking milea
location check-ins, assistance|
requests and per our privacy

statement.

1) On the Allow SAP Conch

to use your location?

| screen, tap either:

¢ IAgree
¢ No, Thanks

NOTE: If you tap I Agree,
the Allow "SAP Concur"
to access your location
while you are using the
app? screen appears.

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.

Privacy Policy

No, Thanks

using the app?
tap either:
¢+ Don't Allow
—or -
Allow

2) On the Allow "SAP
Concur" to access your
location while you are

screen,

/
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Access feature to select location options.

No SIM = 4:59 PM 3 ) 9:41 AM 3 100% -

Close Settings Save Location Access

Enable Mock Services x Locate ()

Expense Assistant

Save receipts to Photos

\ Drive ()

SIGN IN SETTINGS

Sign In Auto Sign In

eUNjEEEEEEEEEEEEEEEEEEEEE AR EEESEEEEEEEEEEEEESEEEEEEEEEEEEEEE

AZTTTTTTITT N

Location Access

Travel O

summmmmnn,

“adEssssEsEEsEEEEEsEEEEEEEsEEEEEsEEEEEEEEsEEEEsnmsnEnnannunnfss

CACHE

Clear out the local cache

RESET TO FACTORY DEFAULTS

Reset

SIGN OUT FRCM CONCUR MOBILE

1) On the Settings screen, tap Location Access.

2) On the Location Access screen, tap the desired
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.

1:15 PM

No SIM = 115 PM
Drive Settings ol e =
AUTO CAPTURING MODE
AUTO CAPTURING MODE
Off
off
User-Initiated
User-Initiated v
Scheduled g
Scheduled K
CONFIGURE SCHEDULED HOURS
Monday
................................................... «1| 8:00AM-5:00 PM O
Add Directly To Expenses O
Tuesday O
8:00 AM - 5:00 PM
Mileage capturing Wednesday
A s 8:00 AM - 5:00 PM 0
Enter Manually IMPROVE ACCURACY
............................................ Thursda
Use Motion On 8:00 Ava 5:00 PM o
.......................................... ‘ ey
\ 8:00 AM - 5:00 PM ()
To set Drive to track distance \
i . Saturday
aUtomalzlca”y' . 8:00 AM - 5:00 PM O
1) Tap Mileage (lower-right corner) of
the main screen.
Sunday ()
2) On the menu that appears, tap 8:00 AM - 500 PM
Enable Concur Drive.
3) On the Drive Settings screen, tap
SChedUIed. i . Add Directly To Expenses ()
4) Make the desired selections.
Drive will track distance automatically fomalica and s
during the times the user have selected. D
k / IMPROVE ACCURACY
Use Bluetooth
Use Motion On
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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.

12:02 PM

No SIM = N

View your trips

Expenses

List of your expenses

Expense Reports

Review and submit your reports

screen.

4) On the menu, tap Stop.

User-initiated mileage capturing

Approvals

Approve items anywhere, anytime
Requests

Manage your authorizations

Enter Manually

Drive Settings

To use Drive to track distance manually:
1) Tap Mileage (lower-right corner) of the main

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.

User-initiated mileage capturing

~

Enter Manually

Drive Settings

Cancel

Cancel
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Settings / Help / Feedback

SETTINGS
Use settings for the following:
e Save your user name
e Automatically sign in
e Turn on Touch ID
e Turn on Face ID
e Send an error log to SAP Concur

e Clear the cache

e Reset to the factory defaults No s = 08 PM Trs
. Close Settings Save
e Signh out
Mo SIMLE 12:02 PM 4| | NosSIM = 11:03 AM % 4 Application Name
SAP Concur
Home Menu
Version
Car Mileage 9.57.0.1805181017
Leave Feedback CONNECTION SETTINGS
Help Server URI
https://www.concursolutions.com
a Privacy Policy
SIGN IN SETTINGS
Trips
/iew your SAREY Sign In Auto Sign In
Check In Location
=¢l) Expenses

i Location Access
List of your expenses

Request Safety Assistance

Expense Reports
Review and

ubmit your reports APPS New Expense Report 0
mer - Triplt
. £ Approvals
: Approve items anywhe tim Connect to Apps Expense Assistant O
mEsEEEsEsEEssEsEEEsEEsEEsEEssEssEEsEEsEEsEEssEEEEnnal,
Requests H i )
Manade Volir suthorsations E SETTINGS E Save receipts to Photos
H Settings H
P | CACHE

Clear out the local cache

RESET TO FACTORY DEFAULTS

(i (O] + @

Book Receipt Expense Mileage

Reset

SIGN OUT FROM CONCUR MOBILE

Sign Qut
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GET HELP

Use Help on the
Menu screen to
search for help
topics or find
helpful articles.

LEAVE FEEDBACK

Use Leave
Feedback on the
Menu screen to
send feedback.

Jeo0 . beAvE FRhACK s e s s s s e e e e

RIILII
T
ol
kel

SAFETY

Check In Location

Request Safety Assistance

APPS

Triplt

Connect to Apps

Mo SIM & 11:03 AM 3 [ 4
Home Menu
Car Mileage

Cannmnnns®

SETTINGS
Settings
No SIM = 11:03 AM }
Home Menu
Car Mileage

Leave Feedback

ERl e T o LR L R e P R L e e L E LR P PLEEE

Privacy Policy

SAFETY

Check In Location

Request Safety Assistance

APPS

met - Triplt

Connect to Apps

SETTINGS

Settings

¥

Yamnanmn®

Help

earch term here...

Knowledge base

General
General
How do | update my profile details in the app?

Which mobile devices can be used with the
mobile app?

In which countries/languages is Concur for
Mobile supported?

On iPhone/iPad, do you need to allow access to
your device camera?

Can delegates use mobile?

Getting Started

How do i set up my bank information

00000 ATRT & 11:39 AM @7 oM
Cancel App feedback 9.43.0.1703221... Send

To:

Cc/Bec, From:

Subject: App feedback 9.43.0.1703221237

MobileLog.txt

Sent from my iPhone
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