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Overview

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

maps and directions from your current location.

Feature List

In Travel, you can:
¢ View your itinerary

e Search for and book flight, hotel, rental car, and
Amtrak

e Check your flight status using FlightTrack

e Check airport services/features with GateGuru
e Access Taxi Magic (available to US clients)

e Access MetrO (ground transportation)

e Map locations, obtain driving directions, view
vendor details

e View travel agency contact information

In Expense, you can:

¢ Add, edit, and delete out-of-pocket expenses

¢ Capture and upload receipt images

« View and edit downloaded card transactions

¢ Add attendees and itemizations to expenses

e Attach expenses to an expense report

¢ Create, edit, delete, and submit expense reports

¢ Approve or reject expense reports (if you are an
approver)

¢ Access Taxi Magic (available to US clients)

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

In Locate & Alert, you can:
Check in

User Roles and Permissions

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

Users with the Travel Request approver role can approve travel requests.

Users of Locate & Alert can check-in.

Registration

If you have any of the roles listed above, Mobile Registration appears on the Profile menu in the

web version of Concur.

Welcame To Coneur for Mobile l 1) Cl’eate your mObI|e PIN F

2) To obtain the app, go to the App Store -
Use these search terms: Concur, Concur
Mobile, Cligbook, travel, expense, hotel,
receipt, hotel booking, business travel,
expense report

3) Click Learn more... to view demos and

it you mAt ertar your Uer Mame snd 5 Mobile PIN, Yaur Uiser Name i3 lesrybacwn Geomgone.com. ¥ yau ha
T4, aniber 3 FIS pamich can Incuds letars, numbers, o chers susch 31 15, or & but na spAG

i special charscts paceil in the fialds

\access other information. j“ T ———
X D App Store
Invoice Settings [TerryBeownerarsganecam | [ el Bowesa tior_)
Trvecien [rformataon Learr oF
Irvsicn Delogates
vl eaberancas
Irvvcice Approvers
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Log On . ATET 7T 11:41 AM =

[ ]
Once you have downloaded the Concur app, locate the Concur icon on Travel
your application menu. Start the application and log in with your mobile il Trips N
PIN. The Concur home screen appears. It provides your main menu, 0 active, 2 upcoming
shows your Travel and Expense options, and more. Q, Book Travel N
Book a Hotel, Car, and more
- Quick Expense
Trl pS E} Capture expenpse and receipt ’
— Reports
il ATET 5 11:42 AM = View ltineraries = . unfubmmed report(s) >
) ) . ) == Expenses >
To view information about your trips, select 0 corporate card transaction(s)
Trips on the home screen.
Trip from Seattle to Atlanta
Mon'seR 262011 Th Sep 20201 Select the desired trip. Then, select the trip
Trip from Seattle to Philadelphia segments to see the details. T —TT =
Mon Oct 03 2011 - Thu Oct 06 2011
Trip Details  Seattle to Los Angeles
il ATET = 11:42 AM =
TrisList Trip from Seattle... + Seattle to Los Angeles
Confirm # KCZYMU
Trip from Seattle to Atlanta LR LR .
Mon Sep 26 - Thu Sep 29 D-epart SEA T -Ar"ve
6:00 Seattle to Los Angeles Mon Sep 26 Mon Sep 26
AM Alaska Airlines 454 ® » | Terminal -- Terminal 3
Terminal -- Gate -- 7| Gate -- Gate --
= 10:20 Los Angeles to Atlanta Flight Status
AM Alaska Airlines 6019 -ti
Terminal 5 Gate - WL ATZT % 11:43 AM ® Scheduled On-time
" " - : - Class / Seat
= 52y Fotprea ————— RSB  Class: ECONOMY Seat: 28A
Intermediate - . Enterprise Aircraft
Check Hyatt Place Atlanta Airpor... ﬁ Confirm # 98652314{ 739
=y In 3415 Norman Berry Dr Pickup: M 9 i
East Point Georgia 30344 Hyatt Place Atlanta A | R:mﬁ',gz Tr?; S‘?eerfz: 4 Confirm #
C— onfirm # HY005963087 KCZYMU
e T Check In: Mon Sep 26 Pickup Location
6:00 Atlanta to Seattle ; )
BT A fiilica 740 7Ch§k Oiut- Tfu Sfp 23 (ATL) Hartsfield Intl Arpt Atlan: Flight Duration
Terminal S Gate -- Confirm # 2 Hours and 35 Minute(s)
paated Ao 0 68-8484 986523148COUNT Airport
dress (SEA) Seattle Tacoma Intl Arpt, WA
3415 Norman Berry Dr East Point]  status
Confirmed Reservation Status
Status Rate Confirmed
Confirmed $215.89 Meal
Confirm # Daily Rate F
HY0059630871 $53.99 Flight Tracker i
Daily Rate Rate Type Track your flight
$119.00 D
Cancel Policy Body Type Scheduled Arrival
CANCEL BY 4 PM DAY OF ARRI | Car Mon Sep 26 8:35 AM
Vendor Transmission Arrive
Hyatt Automatic transmission (LAX) Los Angeles Intl, CA
Hotel Name Air Condition Terminal Gate
Hyatt Place Atlanta Airport-N¢  Air conditioning Terminal 3 Gate --

Last updated Aug 16, 201
Cancel Hotel =0 /= om d Last updated Aug 16, 2011 6:40:45 PM | Fjight Status -2t Updated Aug 16, 2011 C

6:40:45 PM
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FLIGHT INFORMATION

Access additional information from the

flight screen.

wil. AT&T 11:49 AM

Tip Details - Seattle to San Franc...

Seattle to San Francisco
Confirm # SDK1BM

United 220

Depart SEA

Mon Sep 19
Terminal --

Arrive SFO

Mon Sep 19
Terminal 3
Gate -- Gate --

Flight Status
® Scheduled On-time

Class / Seat
_ Class: ECONOMY Seat: 24A

Aircraft

Airbus 320

Confirm #

SDK1BM

Flight Duration
2 Hours and 4 Minute(s)

Airport

Reservation Status
Confirmed

Web Site
www.united.com

Flight Tracker
Track your flight

Scheduled Arrival
Mon Sep 19 1:36 PM

Arrive

Terminal Gate
Terminal 3 Gate --

Last updated Aug 16, 2011

Flight Status 6:49:25 PM

4| Page

(SFO) San Francisco Intl Arpt, CA

.—
(SEA) Seattle Tacoma Intl Arpt, WA

]

11:49 AM =

uill AT&T =

Done FI Ight Status
Airline
United 220

Flight Status
® Scheduled On-time

Flight Tracker
Track your flight

Departure Information
Airport
(SEA) Seattle Tacoma Intl Arpt, WA

Flight Duration
2 Hours and 4 Minute(s)

Arrival Information

Arrive

(SFO) San Francisco Intl Arpt, CA

Scheduled Arrival
Mon Sep 19 1:36 PM

Terminal Gate
Terminal 3 Gate --

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

Top In-App Purchases >

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

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

“Brilliant.” — New York Times

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

TeamWorks Travel & Expense

State of Georgia

[iPod = iz 1:40 PM |

W 47 Ratings @

Top In-App Purchases >

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

GateGuru - Revolutionizing the Airport Experience
Since 2009.

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

il ATET 11:51 AM =

bone  Web site for United
UNITED
Check-in

Flight status
My reservations

Flight availability

Mileage Plus® summary

Flight notifications

More
Continental mobile

©2011 United Airines
Powered by Kony Solutions

Version Date: 07/30/14




Book a Flight

Book Hotel

Book Car

Book Rail

Book Air

Cancel

If this feature is available
to you, select ON for
Refundable Only so only
refundable flights appear in
the search results.

Py
-

il AT&T

All Nonstop Reserve

Flight Details

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

Departure

A'a American 2046

SEA Mon 6:00 AM DFWMon 11:45 AM
3h 45m / Stops: 0 / Economy (N)

Returning

A American 1017

DFWFri 9.45PM  SEA Sat 12:05 AM
4h 20m / Stops: 0/ Economy (N)

Total Price

$508.60

Card
Demo Visa

rkkmkimiain] 4 4 4

5|Page

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

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

1) Enter the departure and
arrival locations along with the
other search criteria.

2) Complete all other required
fields and questions.

3) Select Search.

Book Air

Concur Search

Round Trip

Departure City
Seattle Tacoma Intl Arpt, Seattle,...

Arrival City
Dallas Ft Worth Intl, Dallas, TX (D...

Departure Date
Mon, Feb 13 6:30 AM

Return Date

Fri, Feb 17 8:00 PM

Class of Service
Economy

Refundable Only ) OFF )

6) Complete all other
required fields and
questions.

7) Select Reserve.

5) Select
the flight.

P

AEEEEEEEEEEsEEEEEEEEEEEEEEEEEEEEES

TeamWorks Travel

<

Note the following:

e Airfare is paid directly by the
state on the AirPlus card. There
is no out of pocket.

e If you have one or more

frequent flyer programs, they
will appear on this screen so you
can choose.

& Expense
State of Georgia

The search results are
displayed by the
number of stops and
then carrier.

uil. ATET = 1:41 PM ="

Book Air Results Summary

(SEA) Seattle, WA to (DFW) Dallas, TX
Feb 13,2012 - Feb 17, 2012
See All (224 results) Starting
224 results $274.40 7
Nonstop
A American Starting
6 regults $508.60
= Allronstops © 4) Select
6 requits .
the carrier.
- Mu1tiple Carriers Starting
96 r§sults $274.40
Aa Ameerican Starting
60 r¢sults $488.41 7
v
il ATET = 1:46 PM ==

Results Summary Al Nonstop

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

A% American
SEA Mon 7:25 AM
h 55m / 0 Stops

FW Fri 9:45 PM
h 20m / 0 Stops

DFWMon 1:20 PM
$508.60 »

SEA Sat 12:05 AM

American
SEA Mon 6:00 AM
3h 45m / 0 Stops

DFWFri 9:45 PM
4h 20m/ 0 Stops

DFWMon 11:45 AM
$508.60 »

SEA Sat 12:05 AM

A% American
SEA Mon 8:45 AM
3h 45m / O Stops

DFWFri 8:15 PM
4h 20m / 0 Stops

DFWNMon 2:30 PM
$508.60 ¥

SEA Fri 10:35 PM

6 results by Fare Price

TTTTTTTT
o

Change the sort order. i

FETT T
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Book a Rental Car

To search for and book rental cars:

NOTE: If you add a car from the itinerary, the airport and pick-

On the home screen, select Book Travel and then Book Car

From an itinerary, select (at the top of the itinerary
screen) to access the menu and then select Book Car

up/drop-off dates are pre-populated.

6|Page

11:53 AM =

il ATET =

Concur Car Rental Search
f Location >
Dallas, TX, USA
Pick-up Date 3
Sun Sep 18, 2011
Pick-up Time 3
9:00 AM
Drop-off Date >
Mon Sep 19, 2011
Drop-off Time 3
9:00 AM
Car Type N
N
1) Enter the location, dates, and
times along with the other search
criteria.
2) Complete all other required
fields and questions.

3) Select Search. /

wil. AT&T T

Reserve

Car Details

Select Car

Advantage
Pick-up: Sun Sep 18, 2011
Drop-off: Mon Sep 19, 2011

Card
Corporate Card

Phone

5) Complete all other
required fields and
questions.

6) Select Reserve.

Map Address
DALLAS LOVE FIELD Al

R O — —— s

Hertz and Enterprise are under contract with the
state and are direct billed to your agency. There is
no out of pocket for rental from them.

TeamWorks Travel
State of Georgia

& Expense

Book Hotel

Book Car

Book Rail

Book Air

4) Select a car.

wil. ATET =

Select Car

Car Rental

Cars near Dallas, TX, USA
Sun Sep 18, 2011 - Mon Sep 19, 2011
SADVANTAGE |
Economy Car $16.64
Automatic transmission per day
Compact Car $16.64 3
Automatic transmission per day
Intermediate Car $17.48
Automatic transmission per day
Standard Car $18.00 ,
Automatic transmission per day
Full-size Car $18.27
Automatic transmission per day

38 Results

Select to change the sort order.

Sort by Preferred Vendors

Sort by Vendor Names

Sort by Price

Cancel

Version Date: 07/30/14




Book a Hotel
To search for and book hotel:

¢ On the home screen, select Book Travel and then Book Hotel

e From an itinerary, select (at the top of the itinerary screen)
to access the menu and then select Book Hotel Book Hotel
NOTE: If you add a hotel from the itinerary, the airport and check- Book Car
in/check-out dates are pre-populated. -
wl_ ATET & 11:55 AM = Book Rail

Concur Search

il ATET 7 11:57 AM = Book Air

Location Select Hotel
9
Dallas, TX, USA Sheraton Dallas Hotel s-‘?ﬂamﬂgi Cancel
: 400 N Olive St 159.00
Check-
Thes Now 37 5094 b Dallas, TX 75201 191 mi”
Check-out J g Highland 2 om Best Western Cit
4 | i r VP...
Fri Nov 18, 2011 1 B ek i Rofk s
K Best Western Cityplace Inn|
Find hotels within ] " i M Streets_-2kewosd 41‘22151 Cfn?:: Exp?vydyp i
- E il S Dallas, TX 75204
/ L2 Vista p, Not Praferred
5
1) En_ter the SearCh 1 Dallas Coronado Hills/ FEES
criteria. Hollywood ﬁtonwm )
Heights Parking IParking/™
2) Complete all Qoo ===l 6) Review the
allas e A - -
other required fields = S Haskai e Wity a150 North central | CaNCellation policy.
and questions. 304 South Dallas/ \
% Fair Park Dallas
3) Select Search. @
) @ . Tazos
& us
| CANCELLATION POLICY
Mast accurate cancel ime refurned upon
booking. To redisplay
4) Review the map. cancel time, please see HOV display.
If you have additional questions, please
------ STV R YIS T = tact our Best
wi ATET 7 11: Western Travel Agent Hotline - 1-800-334-
7234,
Hotels near Dallas, TX, USA selectHotel  Select Room :S;E'ou i ATET = =

Thu Nov 17, 2011 - Fri Nov 18, 2011

Best Western Citypla... Starting: :
4150 N Central Expwy $79.99, l" b ‘é;ﬁgs'“ &e;;rzall]fxpwy © WA BESEWesteH CIVDIACE,

Dallas, TX 75204 1.39 mi -+ 4150 N Central Expwy
.\ Not Preferred '_’f'_:'%';
La Quinta Inn Dallas... Starting:

Dallas, TX 75204
4440 N Central Expwy $99.00, Best Available Rate*no F : _
aws Dallas, Restrictions 1 King Bed Smok $79.99 » On-Sif Best Available Rate*no Restrictions 1 King

iRl . : Bad Smok Whispd Micfrg Safe Wrkdsk
5) Select a hotel. Whispd Micfrg Safe Wrkdsk Cof... Charg| | Cofmkr Full Breakfast

Sherator Busini

400 N OIS ST 15000 Best Available Rate*no Phone 5
Dallas, TX 75201 1.91 mi> Restrictions 1 King Bed Nsmk $79.99 > (214) 827-6080

Handcp Whispd Micfrg Safe Co...

select Room Book Room Reserve
Best Western Cityplac... vea

Americas Best Value... Starting: ) . Map Address
3243 Merrifield Ave $35.99 Best Available Rate’n 4150 N Central Expwy

. Restrictions 1 King Be
Dallas, TX 75223 1.91 mi
Handcp Rolnshwr Whi 7) Select a room.

1L
0

Check-in

e Marriott City Center Stating: Best Available Rate*no Thu Nov 17, 2011
[ 13 Results sorted by Preferred Vendors Restrictions 1 King Bed Nsmk $79.99 >
Sofabed Whispd Micfrg Safe Wr... Chackaout
“ 8) Complete all other

required fields and
questions.

9) Select Reserve.

Personal credit cards are used to book Hotels in TTE.
You may use any form of payment when you check out
of the hotel; it does not have to be the credit card you

S R

7|Page TeamWorks Travel & Expense Version Date: 07/30/14
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MORE INFORMATION ABOUT HOTELS

On the Select Hotel screen... On the reservation screen...

il AT&T 7 11:55 AM = il ATET 7 12:12 PM =

Hotel Select Hotel Map Trip Details - Sheraton Dallas Hotel

Hotels near Dallas, TX, USA Sheraton Dallas Hotel
Thu Nov 17, 2011 - Fri Nov 18, 2011 : Confirm # C635135524
Best Western Citypla... Starting: Sort by Preferred Vendors : g:‘:ect g;:l';l_l\'llov 11?8
4150 N Central Expwy $79.99> : : . MMM Check Out: FriNov18
Dallas, TX 75204 1.39 mi : Sort by Vendor Names : Phone
H : >
La Quinta Inn Dallas. Starting: _o{"" ¢ : 214-922-8000
ui H0 - H
4440 N Central Expwy $99.g0; : Sort by Price : Map Address >
Dallas, TX 75206 1,.8'mi : : 400 N Olive St Dallas, Texas, 75201
L R : Sort by Distance :
Sheraton Dallas Hotel ,»* Starting: : :
400 N Olive St " $150.00 : . : Status
- Dallas, TX 75201 ,o*" 191 mi® : Sort by Rating : Confirmed
".’ : : Confirm #
Americas Be'st Value... Starting: H H
| 3243 Mtrifield Ave $35.99, | i Cancel : C635135524
&% Dallgs! TX 75223 1.91 mi : : Daily Rate
$159.00

Last updated Aug 16, 2011 c

Cancel Hotel 7:12:44 PM

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

Cancel the hotel, if necessary. i.

Please Confirm

Shortcut for Car and Hotel e : View Agency Contact
When you book a flight, you can i Information

easily add a car or hotel. .
On the Trips screen, access

the menu and select Travel
! Agency Info.

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

2) Select OK.

Select an Action

Reservation Confirmed
Add Car

Flight has been confirmed.

s

Refresh Data

Travel Agency Info

Cancel
3) Select Add Car

or Add Hotel.

8|Page TeamWorks Travel & Expense Version Date: 07/30/14
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11:36 AM B 75% =k

il AT&T 3G

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

Concur Trips

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

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

Trip from Seattle t
Mon Sep 19 2011 - Thu S4

NOTE: Since Taxi Magic is available only in the
United States, the Taxi Magic option will Egi%g;%g*g%ﬂgg
appear on the Travel Apps menu for users

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

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

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

Expenses and Expense Reports

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

Select Expenses on the home screen to access the Expenses Travel
screen. On the Expenses screen, you can: Il Trips 3

0 active, 2 upcoming

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

Book a Hotel, Car, and more

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

Exvpense
EAPCTIoC

- o % Quick Expense s
and itemizations), create the expense from an open expense Capture expense and receipt
report. & Reports ,

. L . . 6 unsubmitted report(s)
« View and make minimal edits to card charges, which appear Jrebmed reperts

with the &8 icon. Note the following: & Expenses

0 corporate card transaction(s)

¢+ To make more extensive edits, edit the
transaction once it is attached to an expense
report.

Concur Expenses 15

Lunch $15.24
- . Apr 1, 2011 >
+ If you are allowed to delete card transactions in St utiie - Boiic iR
the web version of Expense, then you can delete
Breakfast $15.26
them here, too. May 16, 2011 N

e Attach expenses - both Quick Expenses and card S
Breakfast $§7.25
charges - to an expense report. Jun 23, 2011 >

NOTE: The E icon indicates that there is a receipt image
attached.

9|Page TeamWorks Travel & Expense Version Date: 07/30/14
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List of Reports (the Active Reports Screen)

u_ AT&T = 11:41 AM
Select Reports on the home screen to access the Active Reports >
screen. Travel

Il Trips

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

On the Active Reports screen, you can:
e Review the report status
e Delete a report
e Create a new report
e Access your expense reports so you can:
¢+ View and edit the report summary (report header)
¢+ View and attach receipt images

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

+ View, edit, and delete expenses

¢+ Submit your report

il ATET = 12:26 PM

Active Re... RepOl’t
Sales Training $1,713.18
Jun 28, 2011 EA

Not Submitted

© Report Summary

E Receipts

Room Rate $823.81
Jun 23, 2011 =
Residence Inns, Sacramento,...

Car Rental $375.35
Jun 23, 2011 e

Enterprise, Smithfield, North...

Business Meal (attendees) $153.62
Jun 22, 2011 A
The Steak House, Omaha,...

Airfare $360.40
May 27, 2011 —
Alaska Airlines

Submit Your Report

When ready, select Submit.
Submit.

10| Page TeamWorks Travel & Expense Version Date: 07/30/14
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If you are allowed to select an
approver before submitting an
expense report, then you will be
prompted to do so when you select

0 active, 2 upcoming

Q, Book Travel

Book a Hotel, Car, and more

Evnens

5 Quick Expense
Capture expense and receipt
pi P P

(D

g Reports

6 unsubmitted report(s)

== Expenses
0 corporate card transaction(s)

uil. ATET & 12:26 PM =
P

concur  Active Reports

WHISUUHIILCW i puits

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

Sales Training $1,713.18
ot Submitted A >

Jun 28, 2011

Sales Meeting $152.63
Not Submitted >
Jun 28, 2011

Report on 5/28/2011 $34.43
Not Submitted >
May 28, 2011

Mileage Report $0.00
Not Submitted >
May 28, 2011




Create a Quick Expense

To add a more intricate
expense (car mileage/
kilometers, attendees,
itemizations), add the

To add a simple expense:

e Use the on the top of the Expenses screen

-or- expense to an open
e Use Quick Expense on the home screen (shown below) report.
... ATET 7 11:41 AM = il AT&T = 12:28 PM =t
Concur  Quick Expense il ATET = 12:28 PM =

Travel B Receipt % Concur Expenses
il Trips N eceip
0 active, 2 upcoming Lunch $15.24
Apr 1, 2011 >
Q, Book Travel > Date > Starbucks - Seattle WASHIN
Book a Hotel, Car, and more Tue Aug 16, 2011
Expense | Breakfast $15.26
T Type * ’ May 16, 2011 >
? Quick Expense > Breakfast Starbucks - Redmond, WA
Capture expense and receipt
R rt Currency * " Breakfast $7.25
eports » Jun 23, 2011 >
. US Dollar e
8 unsubmitted report(s) Star bucks - Bellevue, Washi...
a— Amount *
== Expenses . > > Breakfast $18.21
0 corporate card transaction(s) 15.25 Jun 30, 2011 >
Vendor " Cafe Bistro - Seattle, WA
- Starbuck:
1) Select Quick Expense. arpucks . Breakfast $15.25
—— Aug 16, 2011 >
> Starbucks - Redmond, Was..
2) Enter the required information ‘ When done, the new I

and attach the receipt image.
3) Select Save.

expense appears on the
Expenses screen.

Delete an Expense from the Expenses Screen

You can delete Quick Expenses from the Expenses screen. NOTE: Meals Per Diem are added via
the Travel Allowance Wizard and are not entered as an actual cost expense.

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

delete them here, too. il ATET = 12:31 PM =
il ATET 12:31 PM =
. Concur Expenses Cancel
Concur EXDEHSBS
Lunch $15.24
Lunch $15.24 & |ror 1, 2011
Apr 1, 2011 > Starbucks - Seattle WASHING...
Starbucks - Seattle WASHIN...
Breakfast $7.25
Breakfast $7.25 Lun 23, 2011
Jun 23, 2011 > Star bucks - Bellevue, Washin. ..
Star bucks - Bellevue, Washi..
Breakfast $18.21
. $18.21 Jun 30, 2011
1) Select Edit. ] > (Cafe Bistro - Seattle, WA 4
— A\ s 2) The expenses can
Breakfast 15.25 ;
now be selected usin
Breakfast $15.28 Aug 16, 2011 —~ g
Aug 16, 2011 > Starbucks - Redmond, Washin the '/ to the left of
Starbucks - Redmond, Was, each expense. Select
the desired expenses.
3) Select Delete.

Delete (1)

|'_‘» Add 1o Report

11 |Page TeamWorks Travel & Expense Version Date: 07/30/14
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Attach Expenses (from the Expenses Screen) to a Report

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

wil. ATET = 12:28 PM =

Concur

Expenses

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

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

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

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

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

L‘» Add to Report

1) Select Add
to Report.

wil. ATET 12:28 PM =

Concur Cancel

Expenses

ILunch
Apr 1, 2011
Starbucks - Seattle WASHING...

$15.24

|Breakfast
May 16, 2011
Starbucks - Redmond, WA

$15.26

@

|Breakfast
Jun 23, 2011
Star bucks - Bellevue, Washin...

$7.25

|Breakfast $18.21
Jun 30, 2011

Cafe Bistro - Seattle, WA

Breakfast $15.25

Aug 16, 2011

Starbucks - Redmond, Washin...

Select All

Add to Report (1,

2) The expenses can now be

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

3) Select Add to Report.

12 | Page
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4) Either:

e To create a new report,
select Il at the top of
the screen - or -

e Select from existing
reports

uil. AT&T = 12:29 PM

Expenses  Select Report +
Pick a report from the list below to add your
expenses to. Or add to a new report by
tapping the '+' button above.

2011

Trip to Bellingham $78.98
Jul 1, 2011

Sales Meeting $152.63
Jun 28, 2011

Sales Training $1,713.18
Jun 28, 2011

Report on 5/28/2011 $34.43

May 28, 2011

NOTE: Most agencies
enter Meals Per Diem
and not actual expense
meals. Please use the
Travel Allowance wizard
to do this.

Travel

& Expense

R R AR AN RN NN RN NEREAENEREAENEREAEEEREEEE,

il AT&T =

Active Re... Create Report

Report Name * >
8/16/11 Report

Report Id

Policy * 3
US Expense Policy

Report Date >
Tue Aug 16, 2011

Business Purpose * >
Report Currency

US, Dollar

Receipts Received | OFF
Approval Status

Not Submitted

Comment ?
Travel Requests >

12:26 PM ==

The expenses appear on the
new or existing report.

[l ATET & 12:30 PM =
Concur Report +
8/16/11 Report $15.26
Aug 16, 2011
Not Submitted
© Report Summary
B Receipts
Breakfast $15.26
May 16, 2011
Starbucks, Redmond, Washi...
ST T T T

Version Date: 07/30/14




Add a Personal Car Mileage Expense 4) Select correct Vehicle

ID

5) Create the expense.
Complete the fields on
the Add Car Mileage

You can add Personal car mileage expenses.
There are two ways to add a personal car mileage expense:

e From the home screen (Method #1 below)

screen.
e From an open report (Method #2 below) \6) Select Save. /
uil. AT&T = 12:31 PM =]
E— Select Hepor‘t + wil ATET 12:32 PM

concur  Add Car Mileage
Pick a report from the list below to add your
expenses to. Or add to a new report by
tapping the '+' button above.

Expense Type
Personal Car Mileage

AUy £Vl i

8/16/11 Report

Transaction Date *

$15.26 >

Receipts

Aug 16, 2011

Jul £uvii

Tue Aug 16, 2011

City *
Redmond, Washington

. Trip to Bellingham $78.98
Car Mileage Jul 1, 2011 Purpose of the Trip *
Jun 2011 Training
Attendee Sales Meeting $152.63 | e Eocaitons
Jun 28, 2011
- Redmond
Location Check-In Sales Training $1,713.18 To Location *
Jun 28, 2011
Seattle

May 20 5

Method #1: 34.43 i

1) On the home screen,
select to access

3) Create a new report
or select an existing

US Dollar

Payment Type

the menu. report. Cash

2) Select Car Mileage. Amount
6.88
Distance *
17

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

2) Select Add New
Expense.

Import Expenses

Add New Expense

Cancel

a

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

name.)

.

Receipt Status *
Mo receipt

wil AT&T 7 12:33 PM e

Concur Report

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

© Report Summary

B Receipts

Personal Car Mileage $6.88
Aug 16, 2011
Redmond, Washington

Expense calculates
the amount based on

the distance and rate.

The expense appears
on the report.

Breakfast $15.26
May 16, 2011
Starbucks, Redmond, Washi...

13| Page TeamWorks Travel & Expense Version Date: 07/30/14
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Add a Company Car Expense

Add company car expense just like any other expense.

i AT&T 3G 1:17 PM D 46% =
Report Add Expense Save
E Receipt
Expense Type * s
Company Car Use
Transaction Date * N
Tue Sep 18, 2012

1) Open a report, select to access the menu.
2) Select Add New Expense.

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

View and Edit an Expense on an Expense Report

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

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

i AT&T 3G 11:40 AM R 73% =B
Active Re... Report
Sales Meeting $152.63
Jun 28, 2011

Not Submitted

© Report Summary

E Receipts

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

1) Open the report and
open the expense.

5152.6y

14| Page

mi.. ATET 3G

Report  Expense Details

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

TeamWorks

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

Itemize
4 Attendees
Currency *
B Receipt Us, Dollar
Payment Type *
Expense Type * s Cash
Business Meal (attendees)
Amount *
Transaction Date * . 152.63
Thu Jun 30, 2011 )
Receipt Status *
Business Purpose * N No receipt
contracts
Comment
Enter Vendor Name >
Salesforce Opportunity
City * >
Seattle, Washington
Salesforce Event
Currency *
llar >
= alla T T Personal Expense (do not =
reimburse)
Custom 01
Travel & Expense Version Date: 07/30/14
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Itemize an Expense on an Expense Report

A ) A ) Active Re... Repor‘[
You can itemize an expense if the expense is attached to an expense
report. Hotel expenses MUST be itemized. Sales Training $1,713.18
wil_ATRT 5 12:37 PM = etzs A gA
e Not Submitted
Report Expense Details
E
Xpense i Lt $823.81 ﬂ Report Summary
Jun 23, 2011 =
Check-in Date * 5 Residence Inns, Sacramento, California E Receipts
Fri Aug 12, 2011
‘ ® & Itemize
Check-out Date * 3 Room Rate $823.81
: Jun 23, 2011 = A
Tue Aug 16, 2011 E Reosipt Residence Inns, Sacramento,... ==
Number Of Nights N Car Rental $375.35
4 A\ Itemizations are required for this entry. Jun 23, 2011 =
Enterprise, Smithfield, North...
Business Meal (attendees) $153.62
Room Rate * > Expense Type * s Jun 222044 A
175.00 Room Rate
1) Open the report and
Room Tax 3) Enter the dates Transaction Daja open the expense.
=20 and rates, and Thudun 23,28 5y select Itemize.
complete the

Additional C| remaining fields.

4) Select Save.

Expense Type

Amount i  The remaining amount :
0.00 2 i equals zero. :
wtll ATET & 12:41 PM P [anarer = 12:41 PM :
Expense Type > ltemizations [temization : Expense... [|temizations :
E Aug 15, 2011 - Residence In... E
Amount N Currency : :
0.00 US, Dollar Room Tax $25.00
| . Aug 15, 2011 - Residence In... H
Itemized: $0.00 S || Room Rate $17500 | :
Remaining: $823.81 IBCP : Aug 14, 2011 - Residence In... :
Amount * " Room Tax $25.00
23.81 : Aug 14, 2011 - Residence In... E
will ATET 2 12:40 PM = H B
L —— : : || Room Rate $175.00 | :
Expense... Itemizations Receipt Status * N : Aug 13, 2011 - Residence In... :
No receipt : :
| P Room Tax $25.00
: Aug 13, 2011 - Residence In... :
Room Rate $175.00 " I B :
Aug 15, 2011 - Residence In... omment > ! || Room Rate $175.00 ||
: Aug 12, 2011 - Residence In... :
Room Tax $25.00 Personal Expense (do not E H
Aug 15, 2011 - Residence In... reimburse) | OFF : Itemized: $823.81 :
: Remaining: $0.00 H
Room Rate $175.00 - : :
AU914, 2011 - Residence In... Itemlzed $80000 e NN SN NS NSNS NSNS EEEEEEEEEEEEEEEEEEEEEEEEEnnEnnl
Remaining: $23.81
Room Tax $25.00

Aug 14, 2011 - Residence In... ] o
6) Itemize the remaining amount.

Room Rate $175.00
Aug 13, 2011 - Residence In... 7) Select Save.

Room Tax $25.00

Aug 13, 2011 - Residence In... "4

Room Rate $175.00 5) Concur creates expenses for each day and indicates if there is a

ltemized: $800.00
Remaining: $23.81

remaining amount to be itemized. If there is a remaining amount, select
to add the itemizations for the remaining amount.
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Add Attendees to an Expense on an Expense Report

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

certain expense types require attendees.) You can:

e Select from the iPhone contacts list

e Enter attendee information manually

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

and select an attendee group; search and select from your
agency’s attendee list; search and select from an external

source (like Salesforce)

GETTING STARTED

1) Open the report and
open the expense.

il ATET 2 12:42 PM (=]
Active Re... Report +
Sales Training $1,713.18
Jun 28, 2011 A
Not Submitted
© Report Summary
Receipts
Room Rate $823.81
Jun 23, 2011 =]
Residence Inns, Sacramento,...
Car Rental $375.35
Jun 23, 2011 e
Enterprise, Smithfield, North...
Business Meal (attendees) $153.62
Jun 22, 2011 L
The Steak House, Omaha,...
Airfare $360.40
May 27, 2011 = A
Alaska Airlines

12:43 PM ="

Expense Details S

il AT&T 7

Report

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

$153.62
A

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

il ATET 2 12:46 PM =

Expense Details  Attendees

Timothy Cleese 76.81
Verbslayer - Business Guest
Travis Clemmons 76.81

Verbslayer - Business Guest

% Itemize

2) Select Attendees.

& Attendees \

B Receipt
A\ Missing required fields: Attendees
Expense Type *

Business Meal (attendees)

Transaction Date *

Select from Contact

Add Attendee Manually

Search for Attendee

4) Select the
desired method.

Cancel

16 |Page
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3) Select Add
Attendee.

wil. ATET 7

Expense Details  Attendees

No Attendees

Add Attendee

If the expense
already has i
attendees, they
are listed here.

Version Date: 07/30/14




ADD ATTENDEE - CONTACTS

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

[asst. ATET = 12:45 PM = wal ATET % 12:45 PM

4 .Graups

Attendees Attendee

= 3 Attendee Type * >
Ray g Business Guest
D
Rebecca E Last Name * >
G
Klm Reed i First Name >
s Robert
Jesse Riseen L obe
Select from Contact m
River's Edge Inn : Attendee Title >
Add Attendee Manually &
Robert z Company >
T
Search for Attendee Elise Rogers y
w
X 3) Enter the required
1) Select Select 2) Select the attendee attendee information.
from Contact. from your contact list. 4) Select Save.

ADD ATTENDEE - MANUALLY

You can add an attendee by manually entering the appropriate information.

wil. AT&T T

Attendees Attendee

Attendee Type *
Business Guest

Last Name * >

First Name >

Select from Contact Attendee Title ’
Add Attendee Manually Company »

Search for Attendee

2) Enter the required
attendee information.

3) Select Save.

1) Select Add L
Attendee Manually.
17 | Page TeamWorks Travel & Expense Version Date: 07/30/14
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ADD ATTENDEE - SEARCH

You can search for:

e Attendees in your Favorite Attendees list

e Attendee groups

e Attendees in your agency’s attendee list

e Attendees from an external source (like Salesforce)

Add Attendee via Bump

Select from Contact

Add Attendee Manually

Search for Attendee

Cancel

For favorites or groups:
1) Select Search for

Attendee.

—

. ATET 3G (+

Attendees

Search for Attendee

10:27 AM
Search for Attendee

wil. ATET =

Attendees

Quick Search

Cleveland Assoc Attendee Grou

Cleese Teresa

LenDev

@ 90% b

P

2) Using Quick Search, type
part of the attendee’s last
name or the attendee group
name.

3) Select the correct attendee
or group from the search

\results.

J

18 | Page
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4:07 PM - 90% &

For your agency’s attendee list or
attendees from an external source
(like Salesforce):

1) Select Search for Attendee.

Quick Search Advanced Search

wil ATET =

Attendee Search...

Search for...

Harold Andressen LenDev

10:28 AM
Search for Att...

:'
Advanced Search

wil. ATET = @ 89% b

Attendees Search

Quick Search

Attendee Type *

Business Guest >
Last Name s
Andr

2) Using Advanced Search, select
the appropriate attendee type (or
external source, if available).

3) Enter the search criteria.

4) Select Search.

5) Select the correct attendee from
\ the search results. /

Travel & Expense Version Date: 07/30/14
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ADDITIONAL ATTENDEE FEATURES

If your company is using these attendee-related features in the web Gl ATETEIC G s 3:02.EM
version of Concur, then they are also available in the mobile app: Attendee  Attendee Amount *

69 % ==

e You may or may not be able to view the attendee amounts — the |/
portion of an expense that is allotted to each attendee. 154.83]

e You may or may not be able to edit attendee amounts — the/
portion of the expense that is allotted to each attendee.

e« You may or may not be able to add a new attendee until you
have searched through your favorites.

ul.. ATET 3G (= 3:01 PM

atendee  Attendee Count *

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

e You may or may not be able to enter a "count” /

of unnamed attendees. For example, assume

you gave a holiday gift basket to a doctor's

office that has 10 employees. Instead of listing

all employees by name, you can enter the count of
10.

wi__ ATE&T 3G

v

e You may or may not be able to enter @
"No Shows" which more accurately
divides the expense amount
among the actual participants. (Your field may be

#4-=
named something other than No Shows.)
j ABC
Sample, Pat 83.25
Asst 1%
ABC
Business Guest
REMOVE AN ATTENDEE FROM AN EXPENSE Gavronski, Lisa 83.25

To remove an attendee from an expense, swipe the

This Employee
attendee name; the Delete button appears.

i ATET 3G 11:04 AM O 999 . ATET 3G 11:04 AM @ 98% Eh

Expense Details  Allendees Expense Details  Attendees

No Shows 0.00
0
Swipe to delete Swipe to delete
Sample, Pat 83.25 Sample, Pat 83.25
Dir 1y Dir 1%
ABC Company ABC Company
Business Guest Business Guest
Samnla Pat A3 25 Sample, Pat 83.25
Asst
1 Delete
an,"'*ﬂlw) *iln) ABC -
I" Business Guest
Gavronski, Lisa 83.25 Gavronski, Lisa 83.25
1% 1%
This Employee This Employee
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Remove an Expense from an Expense Report
To remove an expense from an expense report, swipe the expense; the Delete button appears.

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

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

Active Re... Active Re...

Report Report

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

View and Edit the Report Summary (Report Header)

You can view and edit the
report header information.

wil ATET 7T 12:47 PM =t

Active Re...

Report

Sales Meeting
Jun 28, 2011
Not Submitted

© Report Summary

E Receipts

Business Meal (attendees) $152.63
Jun 30, 2011

Seattle, Washington

1) Open the report.

2) Select Report
Summary.

20| Page
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Report Report Summary

Sales Meeting
Jun 28, 2011
Not Submitted

Report Name *
Sales Meeting

Report Id
79A2874C1DDE47A2B343

Policy
US Expense Policy

Report Date
Tue Jun 28, 2011

Business Purpose *
Vendor visits

Report Currency
US, Dollar

Receipts Received

TN ~— T T

$152.63

OFF |

(T 7 T T

Receipts Received OFF

Approval Status
Not Submitted

Comment >

Travel Requests >

Company

Amount Due Employee
152.63

Total Paid by Company
152.63
Employee

Amount Owed Company
0.00

3) Make the desired

changes.

4) Select Save.

\Owed by Employee

Travel

State of Georgia

& Expense
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Create an Expense Report from the Active Reports Screen

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

wil ATET =

il ATAT

Concur Active Reports

Active Re... Create Report

Trip to Bellingham $78.98 Report Name * 5
Not Submitted > 8/16/11 Report
Jul 1, 2011 . .
— 2) Complete the required fields.
Sales Training $1,713.18 Report Id
Not Submitted A’ 3) Select Save.
Jun 28, 2011
. Policy * 4) Then, add expenses from the
Sales Meeting $152.63 N US Expense Policy expense list or create new
Jun 28, 2011 expenses as described
Report Date .
Report on 5/28/2011 $34.43 Tue Aug 16, 2011 previously.
Not Submitted >
May 28, 2011
Mileage Report $0.00 Business Purpose * >
Not Submitted >
May 28, 2011 Report Currency
US, Dollar
Receipts Received I OFF ]

1) Select the .

Approval Status

Not Submitted
Comment >
Travel Requests >

Delete an Expense Report from _

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

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

wil. ATET = 12:49 PM =

Any other type of expense is truly

ull. ATET T 12:49 PM ot
deleted. (This is consistent with ¥

concur  Active Reports

the web version of Expense. e L EC S EROLS Unsubmitted Reports
P ) 8/16/11 Report $22.14 8/16/11 Report $22.14
Nat Submitted > Mot Submitted >
Aug 16, 2011 Aug 16, 2011
Trip to Bellingham $78.98 Trip to Bellingham $78.98
Not Submitted > Not Submitted >
Jul 1, 2011 Jul 1, 2011
Sales Training $1,713.18 Sales Training $1,713.18
Not Submitted A Not Submitted A’
Jun 28, 2011 Jun 28, 2011
Sales Meeting $152.63 Sales Meeting $152.63
Mot Submitted > Mot Submitted >
Jun 28, 2011 Jun 28, 2011
Report on 5/28/2011 $34.43 Report on 5/28/2011 $34.4
Nog Submitted > Not Submitted @
ﬁ"‘. i]'.? "I. Q |'I'I; May 28, 2011
wwage Repol $0.00 Mileage Report $0.00
Not Submitted > Not Submitted >
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Work with Receipts

The " icon indicates that a receipt is required.

wi__ ATE&T 3G 10:20 AM

Expense Details 1) Open the expense, and _
then select Receipt. Expense Details  Receipt -+

il ATAT 3G 11:43 AM 3 72% =m

Report

Meals Entertainment with... $€
Dec 9, 2011 0L
ABC

B itemize 2) Select Attach Receipt.

v

A Attendees E
14 4 4l

E Receipt o

No Receipt

Attach Receipt

A Missing required field: Other Attendees. If
these fields are not present here, please
enter them using Concur web applicati...

Receipt image required

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

the phone's Photo Album, or
select from the Receipt Store.

Cancel

UPLOAD TO THE RECEIPT STORE

2) Select to upload.

Concur Receipt Store + Attach via Camera

Upload your receipts to the receipt

store. Then open a report or entry and Attach via Photo Album

attach the receipt.

Receipts

Fri May 27 2011 16:15

Car Mileage \

Attendee e .
Select an image
Location Check-In i to view it.

1) On the home screen, select

-
to access the menu, and

= Last updated Aug 16, 2011 12:50:19 PM C
then select Receipts.
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Approvers

Approve Expense Reports (for the Expense Approver)

Approvals >

1 report(s) to approve

wil ATET = 12:51 PM =t

Concur AppI’O\Ie Repor‘ts

Brown, Terry L $1,543.09
Axitinib Speaker Program

Jun 30, 2011

1) Open the report.

il ATET = 12:51 PM

Approve... Report Entries

Brown, Terry L
Axitinib Speaker Program

© Report Summary

B Receipts

Entertainment-Other
Jun 30, 2011
New York-Bronx, New York

Send Back Approve

$1,543.09

4) Select Approve or Send Back.
If you send a report back, you must

provide a comment.

Depending on your configuration,
you may be able to bypass any
remaining approvers and send
the expense report directly to
Accounting Review.

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

Select one of these:

Additional approver required
Approve report

Cancel

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

e Select Approve report to approve the report and send it

directly to Accounting Review.

e Select Cancel to return to the previous screen (with the Send

Back and Approve options).
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Select Approvals on the home screen to
access the Approve Reports screen.

il ATET 12:51 PM =

Report Report Summary

Brown, Terry L $1,543.09

Axitinib Speaker Program

Report Name
Axitinib Speaker Program

Report Id
A225664A582F4CF18B88

Poliyl 2y Review the report

US Ex
summary (header).
Employ
Brown, Terry
Report Date
wil. ATET 7 12:51 PM (==

Report Expense Details

Entertainment-Other $1,543.09

Jun 30, 2011
New York-Bronx, New York

A View Attendees

B Receipt

Expense Type
Entertainment-Other

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

any), and receipts (if any).

07/30/14
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Approve Requests (for the Request Approver)

i Travel Requests s Select Travel Requests on the home screen
4 travel request(s) to approve to access the Travel Requests screen.
Carrier & 10:47 AM (==

Done Travel Requests

nevER, WiLllaM $830.00
Tue May 15 - Random r... ,__ A

2) Review the ]
summary (header).

nevER, WiLllamMm

Back Travel Requests
Wed May 16 - TR Appro...

[ 1) Open the request. ]

Never, WilliAM $333.00
nevER, WiLllaM $633.49 Thu Jun 7
Wed May 16 - Trip from __. 1y ABC Trip
nevER, WiLllaM $2,782.58 Request Id
Wed May 23 - Euro Trip ’_- A 36T3
nevER, WiLllam $333-00 Request Name
Wed May 23 - trip to ABC PL ABC Trip
Request Palicy
Default Request Policy
wil ATET = 12:15 PM @ 96 % b s
-] tart Date
Back Travel Requests Tue Jun 12, 2012
NENCEARINAN RSSO il ATET = 12:16 PM ® 9% ==
Thu Jun 7
ABC Trip Back Travel Requests
0 / Air Ticket $333.00
Summary > Tue Jun 12
el fv Allocations >
Air Ticket $333.00 Outbound
Tue Jun 12 =
From
Expected Expenses Minneapolis St Paul Intl, Minne...
To
Seattle Tacoma Intl Arpt, Washi...
4) Select Approve or Send 3) Review the segments
Back. and expected expenses.

If you send the travel request
back to the employee, you
must provide a comment.
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Miscellaneous

Use Locate & Alert

If your company uses Concur's Locate & Alert service, you can check
in via the iPhone.

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

Receipts
car Mllaage mi.. AT&T 3G 3:52 PM 100% =8
— Location CheckIn  Location Check In
Location Check In m Smone
(=}
&
B
Cancel E
@ Current Location
10608 Kiawah Dr, Eden Prairie, MN
2
i Jreemeriaie gl e
wl_. ATE&T 3G 3:52 PM 100%, == g L
Reeh;fv?'ebﬂlgsrl
concur Location Check In '
Check in with your current lecation for assistance 44 5
Fark "%}
Current Location * )J §0Q3]_§ke %% 3
Eden Prairie, MN
un_AT&T 3G (~ 10:10 AM 39% W b
Ti h t 1 1 Il 10:09
Days Remaining at Location * ).~ —_—
Not Sure Location ch... Days Remaining at...
1 Hour v
Immediate Assistance |
1 Da
Required m: y
2 Days
3 Days
Comment > 4 Days
5 Days
Check In 6 Days
\ At Least 1 Week
2) On the Location Check In screen: At Least 1 Month
- Select your current location
- Select the number of days remaining at that location
- Indicate whether immediate assistance is required
- Enter a comment, if desired
\3) Select Check In. /
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Save Login ID and Auto Login

w_ ATET 5 11:41 AM

= u__ ATET = 10:50 85% =t
. Cancel Settings
Travel Login Settings
[[7] Trips >
0 active, 2 upcoming Save User Name m\l
Q, Book Travel >
Book a Hotel, Car, and more Auto Login m\,
§% Quick Expense > Log
Capture expense and receipt
Reports Send Log
= 6 ungubmit‘ted report(s) ? \
2) Select Auto Login to have Concur log in
1) Select m to access Settings. automatically when you open the app.
. 3) Select Save User Name to have Concur
remember and then provide your ID at login.
NOTE: You must select Save User Name in
order to use auto login. A
4
Turn off Twitter i ATET 3G 11:51 AM 3 70% =
w_ AT&T & 11:41 AM = Cancel Settings Save
@
— Save User Name m
|-| Trips >

0 active, 2 upcoming

Q, Book Travel

Book a Hotel, Car, and more

Auto Login m

Log

& Quick Expense

Capture expense and receipt

E Reports
6 unsubmitted report(s)

Send L
2) Change Show .

Twitter to OFF.
>

\

1) Select ﬂ to access Settings. ]

Clear out the local cache
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