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

Cencur
receipts

Cencur
expenses

Cencur
approvals

Trip from Seattle to San...
Tue Jul 15 - Thu Jul 17 2014
Ticketed

You can check your itinerary, enter out-of-pocket expenses real-time, and take a picture of the

Pat Sample
Minneapolis to Fort Myers
Tue May 13 - Thu May 15 2014

b 1 vy 11

Undefined

Jul 24, 2014
Office Warehouse

$68.23

Car Rental $201.77
Jul 24, 2014 =
Budget

Room Rate
Jul 24, 2014
Holiday Inn

$474.72
=

Dinner
Jul 24, 2014
Cafe Monte

$45.76

Undefined $68.23

associated receipt. If you are an approver, you can approve trips.

Mar 14, 2014
11:29 AM

~ Mar 14, 2014
W 11:29 AM

Mar 14, 2014
1:29 AM
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User Roles and Permissions

Users with the Travel Wizard User role/permission have access to the Travel-related features.
Users with the Expense User role/permission have access to the Expense-related features.

Registration

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

e You can download the app directly from the Windows Phone app store or you can use this
page to request that a link be sent to your device.

e« When you log in to the app, you can use the same login credentials that you use for the
web version of Concur or you can create a PIN on this page and then use it to log in.

My Concur Request Travel Expense Central Reconciliation Invoice Purchase Request Reporting Locate Administration Profile App

Personal Information  Change Password  System Settings  Mobile Registration  Travel Vacation Reassignment

My Profile

Your Information Capture your receipts
Personal Information
Compomey Wikxmatin and manage your travel
Contact Information

on the go!

Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs

Assistants/Arrangers

Request Settings Review your login details Download the app
Request Information
Request Delegates Login Information

(0.
R Username: cc@RandomVerbs.com @
Request Approvers .
Password: Use the same password you use to log in to -

Favorite Attendees
Concur for Web. If you don't know your

Expense Settings

password, you may reset your password or Or send a link to your device - enter your email address
Expense Information create a mobile PIN or mobile phone number (including country code for
Expense Delegates non-US numbers) and we will send you a link to get the
Expense Preferences aom:
Expense Approvers PP:
Favorite Attendees |cc@RandomVerbs.com

IC Cards

Logging On to Concur
Once you have

downloaded the Concur
@ C' Concur app from the Windows C'ncur

Phone app store, locate

@ e Internet Explorer the Concur icon. Start the
application and log in with Comeur User Name

i rfiiiitiial I
X Settings web credentials.

Concur Password or PIN
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Swipe left or right to navigate between the main screens.

Cencur

approvals

Pat Sample
Minneapolis to Fort Myers
Tue May 13 - Thu May 15 2014

Trip from Seattle to San...
Tue Jul 15 - Thu Jul 17 2014
Ticketed

P 111 {11

Cencur Cencur
expenses receipts
Undefined $68‘23 = Mar 14, 2014
JOqufi‘:\fV?rihouse - n:29 AM
Car Rental $201.77
Jul 24, 2014 =
Budget Mar 14, 2014
Room Rate $474.72 i 11:29 AM
Jul 24, 2014 = 3
Holiday Inn
Dinner $45.76 Mar 14, 2014
Jul 24, 2014 = 11:29 AM
Cafe Maonte
Undefined

$682§

View an Itinerary

On the trips screen, tap a trip to view
the itinerary. Tap each segment to
view the details.

Trip from Seattle to San... ®
Tue Jul 15 - Thu Jul 17 2014 :

Ticketed i

Trip from Seattle to Dallas
Tue Jul 22 - Thu Jul 24 2014

6:45 Seattle to Dallas ‘
AM  Alaska Airlines 662
Terminal -- o

>

12:30 Budget R
PM  Dpallas Ft Worth Intl
Dallas, US

)]

F
U
.
.
.
Cy
.
Y
ey
.
Y
.
.
.
.

Check Holiday Inn Expres...
In 1521 Inwood Road
Dallas, Texas 75247

1:25 Dallas to Seattle
PM  Alaska Airlines 661
Terminal E

X

Seattle to Dallas

Flight Alaska Airlines 662
Confirm # HECYXE

Depart Seattle

6:45 Tue Jul 22
AM  SEA Term Gate --

Arrive Dallas

12:30 Tue Jul 22
PM  DFW Term Budget

Flight Status
FLIGHT STATUS|

Class & Seat Nur|
Class: ECONOM

¢" '
Flight Dugaffion #

3 hours*45 minutq

f 1:]
& PM
Distance v

1657 miles _ R
Pickup'Locatiory

Aircraft |-¢BFW) Dallas F
Boeing 737-900
Status
.Staus Confirmed
‘| confirmed
Total Rate
$128.95
Daily Rate
$31.00

Confirm # 39040050US0

Holiday Inn Express Hot...

Confirm # 65297265

Check In
Tue Jul 22

Check Out
Thu Jul 24

Phone
214-493-8144

Map Address
1521 Inwood Road, Dallas, Texas

Status
Confirmed

Daily Rate
$135.00

Total Rate
$300.58
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Approve a Trip

If you are a trip approver, tap the desired trip. Tap each segment to view the details. When
ready, tap approve or reject.

Ce.ncur

d pprovals Minneapolis to Fort Myers

Pat Sample Tue May 13 - Thu May 15 2014
Minneapolis to Fort Myers
Tue May 13 - Thu May 15 2014

X 9:04 Minneapolis/St. Paul. ..
AM ' Delta 2245
Terminal TERMINAL 1- LI

é 1:28 Hertz
PM  Fort Myers Regional South...
Fort Myers, US

e Check Courtyard Fort Mye. ..
In 4455 Metro Parkway
Fort Myers, Florida 33916

x 2:08 Fort Myers to Minnea...
PM  Deita 2245

@ e Terminal --
©® ®

approve reject

What is the reason for rejecting this item?

If you have any comments you would like to add
(for reporting only), please type them below.
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View Agency Information

You can access your agency information, such as hours, phone
numbers, and web site information.

Trip from Seattle to San...
Tue Jul 15 - Thu Jul 17 2014
Ticketed

Trip from Seattle to Dallas .
Tue Jul 22 - Thu Jul 24 2014 .."
Ticketed s

agency info

refresh

settings

sign out

Agency Info

Agency Name
Concur Travel

Daytime Message
Agency Hours:

* Monday - Friday 6:00 am -
10:00 pm EST

» Saturday: 9:00 am - 5:00
pm CST

Phone: 888-662-6248

* Press '1' for Cligbook
Technical Support

* Press '2' for Assistance
from a Travel Associate

After-Hours Service:

Press '2'
and Follow Instructions on Voice
Prompt
Please provide our agents with
this code - Psuedo City Code:
AC4|

Daytime Phone
444 .444 4545

Night Phone
555.555.5959

View Expenses

On the expenses screen:

Cencur

expenses

« Mobile expenses: You can create, edit, and view mobile Car Rental $201,71
expenses. gﬂdz;tzom =
« Card charges: You can view your card charges (with the Room Rate $474.72
& icon). If you are allowed to edit card charges on the web Jul 24, 2014 =
version of Concur, then you can do the same here. Holiday Inn
Dinner $45.76
Jul 24, 2014 =
Cafe Monte
Breakfast $9.65
Jul 23, 2014
Starbucks
Car Rental $218.17

@
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Create a Mobile Expense

On the expenses screen, tap ) to create a

mobile expense.

Cencur

EXPENSES

Car Rental $201.77
Jul 24, 2014 =
Budget

Room Rate $474.72
Jul 24, 2014 =
Holiday Inn

Dinner $45.76
Jul 24, 2014 =
Cafe Monte K
Breakfast $9.65
Jul 23, 2014
Starbucks “"’

Car Rental $218.17

@

CHOOSE DATE

location

Most Recently Used

Sanibel, Florida
London, UNITED KINGDOM 01

Minneapolis, Minnesota January
other

10th of Ramadan City, EGYPT
150 Mile House, British Colum
6th October, EGYPT
Aabenraa, DENMARK

Aach, GERMANY

Aachen, GERMANY

Aaheim, NORWAY

21

22

23

Thursday

24

PAS

expense

expense type*
amount*

currency™

US, Dollar

October 23, 2013

location

cancel

expense type

currency Most Recently Used

Office Supplies

Room Rate

Most Recently Usd Car Rental

US, Dollar Dinner

UK, Pound Sterling | - o mmunications

Euro
Internet Access
other :
Entertainment

Afghanistan, Afgha

Business Meal (attendees)
Albania, Lek

Entertainment-Other
Algeria, Dinar

Angola, Kwanza LOdgmg
Argentina, Peso
Armenia, Dram

Aruba, Florin

® ®

search
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Then, to add a receipt image, sweep to the receipt screen. Tap .

receipt re“cneipt

No receipt attachec No receipt attached. Tap Camera
button to attach a 1 button to attach a receipt.

Attach via Photo Album

Attach from Receipt Store

Then, take a picture of the receipt, select an image in your photo album, or - as shown here -
select an image from the receipt store.

expense details

receipt store receipt

Oct 21, 2013

Oct 16, 2013

Oct 14, 2013

Jul 23, 2013
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