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What's New in TTE — March 2014

Section 1: Delegate Can Email Receipts to the Receipt Store

Overview

Any delegate with a verified Receipt Store email address can send receipt images to the Receipt Store on
behalf of a user (delegator). The user can later access those images in his/her Receipt Store repository
and attach them to an expense report.

What the Delegate Sees

The delegate follows these steps.

NOTE: This process only works if the delegate is sending images for one of his/her designated users.

P To send receipt images to the user's Receipt Store repository:
1. Prepare the email and attach or embed the receipt image.
2. Type the email address of the user (delegator) in the Subject line.

3. Send the email.

-
Lo . . e A2d4amain.com - Message (HTML) l o= ﬁ
The email is addressed to Receipt Store -

(receipts@concur.com). .. atText — Review > @

il ch@| ( ) Attach File ¥ Follow Up ~
...and the delegate types the verified email ﬁ “f"f

address of the delegator in the Subject: line. y Athpch Item - ¥ High Importance

ddress Check

= —_— Book MNames L&k Signature ~ § LowImportance
Clipboard Basic Text Names Inclyde Tags «| Zoom
To.. ts "
. 9: receipts@concur.com The delegate then attaches a
=1 . receipt and sends the email to
Send - Receipt Store.
k Subject: delegator_email@domain.com
Attached: |y CafeBistroReceipt.png (20 KB]
_ _ _ : ) i)
TIP: You can email receipts to receipts @concur.com as well as myinbox@concursolutions.com.

The system:

e Confirms that both the delegate and the user (delegator) have verified Receipt Store email
addresses

e Confirms that a delegate-to-delegator relationship exists
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Then:
e If both verification steps are found to be true, the image is added to the user's repository.

e If there is no valid relation between the delegate and delegator, the image is added to the
delegate's repository.

o If the delegate does not have a verified email address, the email is discarded.

What the Traveler Sees

Once the image appears on the user's Receipt Store repository, the traveler can attach the image as
usual.

Section 2: Report Name is Editable Post-Submit for Processors and
Approvers

Overview

Prior to this release, the Report Name field of an expense report would become read-only once the
report was submitted. In the December release, the Report Name field can now be edited by processors
and approvers with Modify permissions to the field after the report has been submitted. This
enhancement allows them to make changes to the Report Name field while they have the report in their
gueue. It does not allow them to make any other field changes post-Submit, or allow the
processor/approver to make any changes to the report after approval.

The following screen shot is frm an Approver opening an Expense Report Header from an Expense

Report in their Approval Queue. You can see the Report name field is NOT grayed out and can be
changed.

Report header for: Travel 2/15 to 28 Sl

Report Date Report Mame Nip Twpe Policy
02/ 14 ITrave| 2/15t0 23 -State Travel State of Georgia Expense Policy 1 ~
Trip Start Date jag o S NEETES Purpose of Trip Comment
02f15/2014 02/28/2014 Mormal weekly travel
Employee Mame Report Key Report Currency Receipts Recejved
Arnald, Sherry 53762 1S, Dollar Yes ~
Submit Date Approval Status Payrnent Status “endor ID
03042014 Subrnitted & Pending Approval Mot Paid 0000073362
Special Activity
Requests
Request Mame Request ID Cancelled Request Total Amount Approved Amount Remaining
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Section 3: Profile — New Jump to List

Overview

A new Jump To list has been added to the personal information page in Profile. The personal information
page is long — it contains the user's name, address, contact info, travel preferences, credit card, etc. —
and this new option makes it much easier and quicker for the user to navigate.

BENEFIT

The new list assists the user in navigating a long page with many sections.

What the User Sees

When the user clicks Profile > Personal Information, the personal information page appears. The new
Jump To list is at the top of the page.

CONCUR

My Concur Request  Travel Expense Reporting Administration Profile

Personal Information Change Passuward  Systern Settings  Mobile Registration

iy Profile I
Y Jurmp To! | Persaonal Infarmation ¥ Choaose
Your Information I cr;onal Information
To editff Home Address tlect @ name from the
Personal Information search B Work Address
Cormpany Information —— Lontact Infa,
Contact Information Email Addresses
) Dizabled| Emergency Conta srrors in these fields,
Email Addresses Travel Preference s
Emergency Conkact Fields ma - Ajr Travel Preferences our profile,
: - Hotel Preferences
Credit Cards - i_ar Rental Preferences
Travel Settings |- Frequent-Traweler Pragrams
International Trawvel: Passports and YWisas
Travel Preferences Importal |
_ Your Ma SFFistants that the first, middle
Int.%ﬂ.-'f.":l.c'_nal Tra""lfl— i gty Loredit Cardi_ e Al B vt i endifi

The user clicks the list, clicks an option then clicks Choose.
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CONCUR

My Concur  Request Travel Expense  Reporting  Administration | Profil

Personal Information  Change Password  Systern Settings Mobile Registration

My Profile
Y Jump Tar | Email Addresses ¥ Chooaose

Fersonal Information
To edit | Home Address lect a name fromn

Personal Infarmation search bl wWork &ddress

Compary Information Contact Infa.
Ernail &dc

Conkact Information -

_ Disabled | Emergency Contact srrors in these fi
Email Addresses Trawvel Preferences
Fields ma - Ajr Travel Preferences
" - Hotel Preferences

el Caels - iCar Rental Preferences
Travel Settings - Frequent-Traveler Programs
International Trawvel: Passparts and Wisas
Assistants : ;
that the first, mi
Credit Cards t’

Your Information

Ernergency Conkack our profile,

Importa

Travel Preferences
Your Ma

Igternational Trayvel

The user is then quickly directed to the desired section of the page

Email Addresses

Flease add at least one email address.

p Howw do Tadd an email address?
P Travel Arrangers f Delegates

P Wity should Twerify oy email address?
P Hiovww dio Dwerify my email address?

Section 4: Expense Approver: View Report Approved as Delegate

Overview

Currently, when a delegate — working on behalf of an approver — approves a report and then later wants
to view that report, the delegate has to again be working on behalf of that same approver. That is, the
approved report appears in the approver's list of approved reports, but not in the delegate's list of

approved reports.
With this release, the approved report appears in both places.

Based on a new site setting, the delegate approver can see all reports he/she approved — all in one place.
When the delegate approver views the list of reports he/she approved — all approved reports appear,
including those approved while working as a delegate.
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BENEFIT

This feature provides easier access to approved reports for the delegate approver.

What the Delegate Approver Sees

In this example, Chris Collins is working as a delegate for Pat Davis. Chris approves the report from Terry
Brown for a trip to Portland.

K‘Nelcome, Chris Collins [ You are administering for: Pat R Davis ])

CONCUR

My Concur Request Travel Expense Central Reconciliation Invoice Purchase Request Reporting

View Reports  Mew Expense Report  View Receipt Store  Approve Reports  View Cash Advances MNew Cash Advance  Appro

Repaort List

Reports Pending your Approval (1)
View -

Report Name v Begins With v

|:| Report Type Employee Name Report Name Comments
Trip to Portland

Ol Expense Brown, Terry training

Later, Chris Collins — working as himself; not as a delegate — views the reports he has approved. Terry
Brown's report appears in Chris's list of approved reports, even though he approved the report on behalf
of Pat Davis.

i N

Qelcome_ Chris Collins [ You are administering for: Yourself ] )

CONCUR

My Concur Request Travel Expense Central Reconciliation Invoice Purchase Request Reporting Locate

View Reports  Mew Expense Report  View Receipt Store  Approve Reports  Process Reports  View Cash Advances  MNew Cash Advance

Report List

All Reports you Approved
View -
Report Name ~ Begins With b Go

|:| Report Type Employee Name Report Name Comments Status

Trip to Portland

training Approved & In Accounti..,

D Expense Brown, Terry
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Section 5: Expense: Message for Auto-Created Expense Entries

Overview

There are cases when expenses are created automatically by Concur. With this release, the auto-
generated entries display in bold so the user knows which items to review.

BENEFIT

This feature provides the notification for the user to review auto-created expense entries for accuracy.

What the User Sees

The auto-created entries appear in bold. Best practice is for the user to open and review the entries.

My Concur  Travel | Expense | Profile

View Reports  MNew Expense Report  View Receipt Store

March Expenses (2014-03-03)

® New Expense ® Quick Expenses Import Details - Receipts - Print -

= View = | % New Expense

Expense Amount Requested

Expense | /

Adding New Expense
E To create a new expense, click the appropriate expense fype below

. 03/03/2014 Dinner
i Steak House, Bellevue $55.00 $55.00 o Recently Used Expense Types
— 03/30/2013 Lunch Dinner
5 BARNES 8 NOBLE &: $24.00 £24.00
All Expense Types
...... 11/30/2012
T tunch $14.32 $14.32
- RED ROBIN #134 Business Promotions Company Car Expense Meal
— 11/30/2012 | Lunch { e Compa ny Car Maintenance  Bre
D RED ROBIN #134 $14.32 $14.32 - H - -
rade Shows Company Car O D
Communications Company Car Wash Lu
Cellular Phone Entertainment Othe

Section 6: Cash Advance Admin: Send Back to Employee, New
Buttons and Fields on Cash Advance Details Window

New Send Back to Employee Option

Overview
With this release, the Do Not Issue button has been replaced with the Send Back to Employee button

so the admin can return the cash advance request to the user — for example, to change the amount or to
provide more information.
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BENEFIT

This feature allows the user to provide the requested information (for example) and submit again —
instead of having to create another request.

What the Cash Advance Admin Sees

The new Send Back to Employee button appears on the Employee Balance tab, the Cash Advances
tab, and the Cash Advance Details window.

My Concur  Request

Company Admin  Report Admin
Budget Admin

Travel

Expense  Central Reconciliation

Web Services App Center Listings Localization Tool

Cash Advance Admin

Invoice

Purchase Request Reporting Locate = Administration | Profile = App Center

Travel Points Configuration Request Admin  Expense Admin  Expense Tools Invoice Admin

Expense Tools
Employee Balance Cash Advances
Payment Manager
Manitor Batches Find cash advances where: Cash Advance Name v | Begins with 1 m
Monitor Payees And belong to Group: * Al Groups I Can Access A
Configure Batches
Cash Advance Status: Pending Issuance i
Expense Tools
Company Card
§ Cash Advances
Cash Advance Admin — —
Attendee Admin Issue Send Back to
Job Management
Commuter Pass Admin Cash Advance N... Employee Name Purpose Email Address Amou... Start Date End Date Starting Balance
Commuter Pass Import Admin Trip to New York  Collins, Chris L. cc@Rainbows.com $200.00 02/23/2014 02/25/2014

New Buttons on the Cash Advance Details Window

Overview

When the Cash Advance admin clicks a cash advance, the Cash Advance Details window
appears. Currently, the Issue button does not appear in the Cash Advance Details
window — the admin must return to the previous page in order to take action. With this
release, the Issue button appears on the Cash Advance Details window, along with the
new Send Back to Employee button.

BENEFIT

Without having to return to the previous page to take action, the Cash Advance admin's processing steps
are streamlined.

What the Cash Advance Admin Sees

The Issue button appears in the Cash Advance Details window.
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Cash Advance Details: Trip to New York X

Employee Name: Collins, Chris

My Cash Advance Name Cash Advance Amount Purpose Travel Start Date
Trip to New York |2rm.uu IUSD X 02/24/2014
Travel End Date Account Code Comment Request Date
02/26/2014 10799 02/20/2014

Comments History = Expenses | Audit Tral

Date Entered By Comment Text

Save ‘ Issue ' Send Back to Employee Cancel

New Fields for Cash Advance Admin

Overview

Recently, new cash advance fields were exposed and added by default to the cash advance request
form. With this release, those fields will be available on the Cash Advance admin issuance form as well.

BENEFIT

Without having to return to the previous page to edit a field, the Cash Advance admin's processing steps
are streamlined.
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