Mobile App User Guide
Concur Expense

This guide describes the

Applies to these mobile devices:

current version, which ~ Yes:  iPhone
is shown on the No: iPad
"Introduction" guide. No: Android

Concur, then it is not available in the mobile app.

IMPORTANT: Be aware that your company's configuration may not allow for all of the features
described here. Generally, if a feature is not available in your configuration of the web version of SAP

Concur Expense simplifies creating expense
reports. For example, creating expense reports
is simplified when charges from credit cards,
select suppliers, and receipt photos pre-
populate in Concur Expense.

Concur Expense provides the following
services:

Automatically categorizes and map
expenses based on receipt.

Streamlines expense management.
Enforces policy compliance.
Reimburse employees faster.

14:01 a =8
E_\l.",* Q ms
SAP Concur

(@) Drive Enable

Mileage capturing

You're all done!
Enjoy your day.
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Please Note:

e The SAP Concur app for iOS and Android supports universal links, i.e. links that navigate
directly to the app if it is installed or to the website if not.

e Such links are included in notification emails from SAP Concur related to the
expense report changes.

e Universal link support for customers own use is currently not supported.

e Some security solutions may block the links embedded into email from opening the app
directly. The proper exceptions for the security policy should be configured for SAP
Concur universal link URLs (pattern to match: https://*.concursolutions.com/*). Known
cases are:

« MDM/MAM policy that prescribes to open any link tapped in Outlook mobile
app only in specified browser.

e Outlook mail server phishing protection that wraps all link embedded into e-
mails to open the safety check service first.
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Concur Expense

Expense List (Expenses Screen)

Screen(s) ‘ Description/Action

On the home screen, tap Expense and toggle to Expenses to access
14:09 wil o @ your list of expenses. Use the All Expenses screen to:

Select All Cificis o Add, view, edit, and delete mobile expenses. Mobile expenses are
designed to be quick and easy.
All Expenses

Reports Expenses

+ To make more extensive features like itemizations and
attendees, either:

@ @ CelurPhone  200,00USS — Add the mobile expense to an expense report by selecting

36,5.2023 Move To Report then edit.

— Create the expense on an open expense report and then
edit.

— For car mileage/kilometers expenses, tap Expenses on the
home screen. An option will appear Create a Mileage
Expense.

« View and make minimal edits to card transactions, which 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.

« View e-receipts, which can be edited once attached to a report.

« Attach expenses - mobile expenses, e-receipts, and card
Wi 6 R Selts transactions - to a new or existing expense report.

Mobile App User Guide Concur Expense
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Expense Report Lists
Screen(s) Description/Action

14:44 wi .- 14:05 4 il = On the home screen, tap Expense to
access the list of expenses and toggle to
Reports. On the Reports screen, you

Expense Expense can view up to 100 expense reports in
Reports Expenses Reports Expenses each of the Reports main screen or
= i35 History tabs. On the Reports screen,
8,11, 2022 you can:

Not Submittec ~ Test 0,00 USS . ) )
© Aen B 1652 e View unsubmitted, submitted, and

Not Subitted returned reports
Test 179,11 €

o 1202 e Create a new report
o o Copy reports

Test 1,23¢€ X

8. 11. 2022 e Delete unsubmitted reports

-y « View red Alert and yellow Warning
signs on reports flagged for

s 9.00€ exceptions

e View the name, status, date and
amount of each report

Test 1,23 €
i NOTE: All active reports are separated
Gkt into Unsubmitted, Submitted, and
Other sections. Within each category,
the reports are sorted by report date.

: 0
@

14:09 w o You can open an existing expense report
and:

e View and edit the report summary
(report header)

ExpenT Select @)
e View and attach receipt images

Reports| Reports History L0

Cellular Phone 200,00 USS
16. 5. 2023

e View, add, import, match, edit (add
attendees and itemizations), and
remove expenses

e Submit your report
To access the Reports History tab, tap

the icon at the top right hand
corner:

e View reports that have been
approved and sent for payment

e View red Alert and yellow Warning
signs on reports flagged for
exceptions

o Copy reports

: 0
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Create a Mobile Expense
b Description/Action

1405 e 14:04 4 il = & To create a mobile expense:
Select Al Cance ¢ On the home screen, tap Expense
on the bottom bar. This will
Take Photo @ .
All Expenses Exp: ° redirect to the Expense screen.
Reports Expenses i Upload Photo [Z]
e Then, toggle to Expenses.
P Ceuular Phone 200,00 US$ Upload File ¢ This will display the All Expenses
i > Add Receipt g E
screen. Tap and select the
Create Manual D expense type to create a Manual
BXpense Expense.
Create Mileage @ Then:

Expense
When I

1) On the Expense screen, fill in the
Create New Report @

fields and make the desired selections.
2) Tap the receipt icon.

3) Take a picture of the receipt or grab
an existing image from Upload Photo,
Upload File or Choose Available
Receipt.

4) Tap Save.

NOTE: For more information on how to
work with receipts, refer to the Receipt

Move To Re| Del S H
Viove To Report elete : user gLIIde.
oely S NOTI_E: You cannot create a Japan
g ; Public Transportation expense
E nse R .
SR Sculpt outside of an expense report.
T et s
foontin ta woleg Mt Bt
Add Receipt
Take Photo
Upload Photo
Upload File
Choose Available Receipt
Cancel
Mobile App User Guide Concur Expense
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Description/Action

14. 6. 2023

Receipt

Receipt
31. 3. 2023

- Receipt
S S 313 2023

Reraint

S}

14:09 T | 14:04 9 al = 8
Select All Cancel
All Expenses EXp(  TakePhoto ©
Reports i Upload Photo %]
© o Cellular Phone 200,00 US$ Upload File @
16. 5. 2023
> Add Receipt g
Create Manual ®
Expense
Create Mileage
Expense @
When I
Create New Report @
Py
Move To Report Delete &
—
14149 al = .
Expe 7
Re¢ Upload Photo %)
Ex Upload File @ CNY¥
r 2 v Add Receipt =M
Take Photo ©
i E CN¥
™ »  Upload Photo ]
E
4 Upload File @
Expense 10,00 CN¥

To see the full functionality for creating
expenses, the Add Receipt can be
dropped down to reveal more options.

To access this:

e On the home screen, tap Expense
on the bottom bar. This will
redirect to the Expense screen.

e Then, toggle to Expenses.
This will display the All Expenses

screen. Tap E and select the
expense type to create a Manual
Expense.

A drop down will reveal more options:

« Take Photo opens the camera to
take a photo of a receipt directly.

« Upload Photo opens the photo
gallery on your device to upload a
photo of a saved receipt.

« Upload File allows you to select a
file on the mobile device.

Mobile App User Guide
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Delete a Single Mobile Expense

A8 e To delete one or more mobile expenses
N from the Expenses screen:

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

Reports xpenses
= = 2) Tap Delete.

Delete  Move NOTE: You can also delete a mobile
expense in the web version of SAP
Concur.

Phone 200,00 USS$

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

)

Mobile App User Guide Concur Expense
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Using Delegate Function to Create an Expense

NOTE: GRDC users with Expenselt, can still act on behalf of another user in Expenselt,
but will not be able to create, edit or delete manual expenses.

Screen(s)
14:01 wizw ﬁ To Create an Expense While Using
Sapg ol@ the Delegate Function:
Profil D T . .
SAP Concur e e 1) Tap the initials in the top right
corner, to open the Profile page.
- MB Then tap Act as Another User. A
2 Misags capturing Ensble list of potential delegates will appear.
MileageMWS BugBash Once the user you wish to act on
Concur Connect-13 Mobile QA behalf Of |S Selected, |t Wl“ be
You're all done! indicated by a green banner. You will
Enjoy your day ® Actas Another User } > also be directed to the Expenses
Screen.
® Help
(@ Leave Feedback
Settings >
2 Triplt
¥ Connect to Apps
Sign Out
@ Signing out may lead to loss of unsynced data.
@ SAP Concur Dey, version 9.113.0.2305110814, All rights reserved
Close ActAs < @ +
Qs Expenses
@ PMOS regular Delegator [ @® Acting as PMOS regular Delegator ]
pmos-delegator-regular@us2
8 Long Distance 0,00 US$
@ PMOS DelegatotGRDC May 24,2023
pmos-delegator-grdc@us2
@ PMOS delegatot Fapiao B ‘L‘a‘undl/'y’h S04,95/P1EN
pmos-delegator-fapiao@us2 \’“ St
g Airline Fees 58 583,83 BND
8 vav?n ilub 60,00 USS
Ha
Local Phone 0,00 US$
. Vorun - Only for Entry 25,55 US$
8 Vorun - Only for Entry 20,00 USS
May 11, 2023
Mobile App User Guide Concur Expense
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Screen(s) Description/Action
_ 2) Tap the plus button and the

Expenselt option will appear. Tap

< @ this option and you will be able to
w select the receipt to be added as an
Expenselt =
ExPe'“[ ] expense. Once added, the selected
@ Acting as PMOS DelegatotGRDC receipt appears in the Expenses

100,01 CZK screen.

E Dinner 10,00 CN¥
. Dinner 100,00 CN¥
May 17, 2023

Using Delegate Function to Edit Expenses
Screen(s) ‘ Description/Action

14:01 wisw ﬁ To Edit an Expense While Using
Ty | the Delegate Function:
o Q i Profile Done
SAP Concur 1) Tap the Menu button and
then tap Act as Another
pones MB User. Once the user you wish
@ Mileage capturing Enable tO aCt On behalf Of IS selected,
{MilsagehTis Bhgn ash it will be indicated by a green
Concur Connect-13 Mobile QA banner. YOU Wl” a|SO be
You're all done! directed to the Expenses
Enjoy your day ® Act as Another User Screen.
® Help
(@ Leave Feedback
Settings
2 Triplt
¥ Connect to Apps
@ Sign Out
@ SAP Conc I 511(
Mobile App User Guide Concur Expense
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Screen(s) ‘ Description/Action

< ©® +
Expenses
@ Acting as PMOS regular Delegator
8 Long Distance 0,00 US$
Laundry 504,55 PLN
B vay2z20
Airline Fees 58 583,83 BND
Ma 023
8 Havana Club 60,00 US$
8 Local Phone 0,00 US$

May 17, 202

@ Vorun - Only for Entry 25,55 US$

Vorun - Only for Entry 20,00 USS

Cancel Expense

& 2 Warnings
Add Receipt
Amount
12,00 US$
Expense Type
Trade St 5
Date* 26.5.2023
Location
Vendor
Comment

2) Once on the Expenses
page, select the Expense that
needs to be edited and this will
direct you to the details of this
expense. Tap on the areas that
need to be edited. Once the
edits are made, tap Save for
the edits to be reflected.

Delegate Function to Move Expenses

Screen(s)

14:01 w =8
SAP Concur
Drive

Enable
Mileage capturing

You're all done!
Enjoy your day.

Profile Done

MB

MileageMWS BugBash
Concur Connect-13 Mobile QA

® Act as Another User

® Help

Leave Feedback

©

Settings

5 Triplt

% Connect to Apps

Sign Out
Signing out may lead to loss of unsynced data.

SAP

“oncur Dey, version 9.113.0.2305110814, Al rights reserved

Description/Action

To Edit an Expense While Using
the Delegate Function:

1) Tap the Menu button and
then tap Act as Another
User. Once the user you wish
to act on behalf of is selected,
it will be indicated by a green
banner. You will also be
directed to the Expenses
Screen.

Mobile App User Guide
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Screen(s) ‘ Description/Action

2) To move an expense to a
report, select the desired

S Expame expense. Once the expense
 Vendor opens, at the bottom of the
i T screen there is a prompt Move
RTEA ThTEaROVANA DoPRAVA. m to Report. This opens the list of
:;“2’“0“ ‘ reports and from there you can

select the report that you want
to move the expense to.

100320 1681 1189 40962
Plati pro 2 vnéjss pasma
po dobu 15 minut
Neplati v Praze (pasma p, 0
ma P,0,8
20, DOKE ww. pic cr :

vE.10% nos

Move To Report

Mobile Expense Report 202... 12,23 €

By 2.

Once the expense has been
0,26 US$ =] (o Expente Report: 19 372226 moved to the desired report, it

' ; w ill no longer appear in the
15.03.2023 Claim 4701324 € list of expenses.

N

‘ Move To Report

Comment

Create a New Expense Report
Screen(s) Description/Action

14:01 wioas 14:05 7 a8 You can create a new report:

SAPg o e i e From the home screen tap

Expense,you will be redirected to the
SAP Concur Expense Expense page. From there, you can
Roports il toggle to Reports.

Drive
Mileage capturing

Enable o While adding expenses from the

Test 0,00 US$ Expenses screen (described on the
ik following pages)
You're all done! s

Enjoy your day. To create a new report:

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

2) On the Reports screen, tap T
(upper-right corner).

©
e cllez e

Mobile App User Guide Concur Expense
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Screen(s) Description/Action
- 14195 al T 0 3) On the New Report screen:

cancel S— < Expense Report 4 eee o (S:ﬁaPn(éoeni(;uiF g;cs);/rlgdes a report name.
oA dest 100,00 US o . .
e 36. 5. 2023 ¢ Fill in the fields and make the desired
Mileage Finland Policy R .
selections.
Report Name* —ri
R i e Tap Create (upper-right corner).
Details Expenses Receipts

4) On the Report screen, enter your
neporbete 100,00 US$ expenses, attach receipts, etc. (described

24. 5. 2023 Dinner 3
16.5. 2023 on the following pages).
Comment
Org Unit 1
Org Unit 2
Org Unit 3

Org Unit 4

Org Unit 5

OrEUNit 6 rm—

Mobile App User Guide Concur Expense
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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.

Screen(s) Description/Action

14:09 ai=n — - To move expenses from the
” Expenses screen to an expense
report:
Expen s o | Expense

1) On the Expense screen tap
and choose Select.This will allow you

SHly e 200,00USS | bhone 20000uss NN to select multiple expenses to move.
e Then, slide to the left to display the
Delete and Move options.

2) Select Move.

3) The Move to... screen will appear.

Reports  Reports History (0]

Reports Expenses

4) Select the report that you wish to
move the expense to.

: 0
01}

Move to... Cancel
Test 100,00 USS
16
Not ed
Test 2 0,00 USS

F® Create New Report

Mobile App User Guide Concur Expense
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MOVE A SINGLE MOBILE EXPENSE, E-RECEIPT, OR CREDIT CARD CHARGE TO A NEW OR
EXISTING REPORT UI

Screen(s) Description/Action
- P ﬁ‘ To move a single mobile expense, e-
receipt, or credit card charge to a new or

Move to... Cancel existi ng report:

Expense . 100,00 US$ 1) On the expense that you want to
Reports Expenses ' 165 202 move, slide to the left to display the
- N— Delete and Move options.

S Testz. ooouss | | 2) Select Move.
e —— 3) The Move to... screen will appear.

4) Select the report that you wish to
move the expense to.

F® Create New Report

Create an Expense Within an Open Expense Report

Screen(s) Description/Action
18:01 wil 5 & e ol W To create an expense within an open
oy 0@ expense report:
s 1) On the home screen, tap Expense
SAP Concur Expense Reports.
o Drive ance — = 2) On the Reports screen, tap the

Mileage capturing

desired report to open it.

&

Tirdl 0,00 LSS

You're all done!
Enjoy your day.

| ©
e[ F e .

Mobile App User Guide Concur Expense
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Screen(s) Description/Action

14:15 al =0
& Expense Report sae
dest 600,00 US$
16. 5. 2023 reimbursable total
Not Submitted
Details Expenses Receipts
Dinner 100,00 US$
16 )23

Business Meal (attendees)

16. 5. 2023

500,00 USS

14:52 9 Wl s -
< Expense Report +  eee
Mobile Expense Report 2022-1...
P P 0,00 €
7.11. 2022 reimbursable total
Not Submitted
Details Expenses Receipts

Add New Expense

From Expense List

Travel Allowances

Cancel

3) On the Report screen, tap ¥
(upper-right corner) to create a new
expense.

4) On the Add to expense report
menu, tap Add New Expense.

Cancel Expense Types
Q Search
01, TRAVEL EXPENSES
Laundry
02. TRANSPORTATION
Airfare
Airline Fees

Car Rental (expected Expense)

Company Car Mileage

Fuel

Parking

Personal Car - Fixed Expenes

Personal Car Mileage

Public Transport

Taxi

Tolls/Road Charges

Train —

14:53 w T -

New Expense

Add Receipt

Amount

10,00 €cur

Expense Type*

Parking

Transaction Date*

Required Field

Business Purpose

Enter Vendor Name

City of Purchase*
Required Field

Currency*

5) On the Expense Types screen, select
the desired expense type.

6) On the New Expense screen:

« Fill in the fields and make the desired
selections.

« Tap Save (upper-right corner).

NOTE: The new report entry experience
will not appear, if:

« You add the Personal Car Mileage,
Company Car Mileage, or Japan
Public Transport expense types.

« You open expenses created via
itineraries.

e You are geographically located in
China.

e You are under a restrictive Mobile
Device Management (MDM) or Virtual
Private Network (VPN).

Mobile App User Guide
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Edit an Expense on an Expense Report
If an expense is attached to an unsubmitted expense report, you can edit almost every field.

Screen(s) Description/Action

1) On the Reports screen, tap the

14:05 9 all = 8 14:05 w =8 -
-+ < Expense Report + see deSIred report.
2) On the Report screen, tap to open
Expense L 100,00 US$ | | the desired expense.

Not Submitted

Test 0,00 USS

Details Expenses Receipts

Dinner 100,00 USS$
16. 5, 2023

-

14:10 Y 14:10 9 ol 5 8 3) On the Expense screen:
< Expense Close Expense « Make the desired changes.
= Itemize Amount e Tap °'" (upper-right corner), to
100,00 $uso view the more options menu.
& Allocate .
4) On the menu, you can tap to view the
EF Add Receipt Expenseilype” following options:
Dinner
= » Itemize
W TRt Transaction Date*
5 65 2054 e Allocate
100,00 $uso .
« Add Receipt
Custom 26 . .
e Tpes 5) Tap Save in the upper right corner.
Dinner %
Business Purpose
Test
Transaction Date*
16. 5. 2023 ?
Custom 26 > giwlelrjtiylujijolp
alsldlflolhlilk]!
Business Purpose
B z I x|clvibin|im| v [
L * 128 @ Mezernik m
State/Province > @ @
Mobile App User Guide Concur Expense
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Add a Car Mileage (or Km) Expense—-Manuall

Screen(s) Description/Action
14:01 wiwm 14:04 7 - To manually add a car mileage (or Km)
Ty 0@ expense:
: : 1) On the home screen, Expense.
SAP Concur EXpt oo @ ) r EXP
) Uplosd Photo A 2) Tap E’ and select Create Mileage
(o Prve Enable SRR : E
Mileage capturing Udoad Fée I xpense-
2 > Add Receipt ' NOTE: The Create Mileage Expense
icon only appears if your company has
You're all done! <osedigang o the Personal Car Mileage feature
Enjoy your day. ' . .
activated and when you have registered
[ Fescnmng o] a personal car on the Profile > Profile
Settings > Personal Car page. This
Create New Report (9 icon does not appear for company cars.
3) On the Move to.. screen, either tap
the desired expense report or tap
Create New Report to create a new
report.
@ D
Move to... Cancel
Q@ Alert
Mobile Expense Report 202... 28,05 €
21. 4. 2022
@ Alert
Mobile Expense Report 202... 36,80 €
N bmitted
@ Alert
Copy of LT Tuesday 2267,52€
8 0
Mobile Expense Report 20... 300,12 €
8. 3. 2022
f=® Create New Report
Mobile App User Guide Concur Expense
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Screen(s) Description/Action

- AAH I 4) On the New Report screen:
Cancel Mileage Sive e Fill in the fields and make the
Cancel New Report desired selections.
N (+) .
Policy* : E e Tap Create (upper-right corner).
Mileage Finland Policy -
{ 5) On the Add Car Mileage screen:

sl \4 « Fill in the fields and make the

@oarls desired selections.
Report Date — NOTE: SAP Concur calculates the

att .
24.5.2023 Wh, USA amount based on the distance and
the company's mileage rate.
Comment LQS ?n/gelcs .
SRR e Tap Save (upper-right corner).
g Total Distance 1134,2 miles

Org Unit 1

)educt Commute Distance
Org Unit 2

Type

Personal ar Mileage
Org Unit 3

Date
Org Unit 4
Org Unit 5
O UNILE — —

Mobile App User Guide Concur Expense

Page 18 of 64



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 Expense function , accessed through the bottom of 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.

Screen(s) Description/Action

To add a car mileage (or Km) expense

14:01 w2
ey a — using the Mileage Calculator:
:-;'; mMB -
SAP C Cancel New Report 1) On the home screen, tap the
oncur Policy? Expense button at the bottom of the
A Mileage Finland Policy home screen. Once in the Expense
v B Enable screen, tap the plus icon and then
i i select Create Mileage Expense.
2) On the Move to... screen, either:
' R t Dat . .
o » Add to an existing report by
selecting the report.
Comment - or -
« Tap Create New Report to
Org Unit 1 create a new report. Complete the
steps to create the new report.
Org Unit 2
Org Unit 3
Org Unit 4
Org Unit 5
@
— Org Unit 6 p—
g il = 8 3) On the Add Car Mileage screen,
) ) tap Add Route.
< Move to... Add Car Mileage Cancel Distance Calculator Options i
» 4)0n the Distance Calculator. On
sl this screen, in the Add Destination
AddRoute dy Add Destination field, start typing the initial location.
Gamble Mill Creek
Personal Car Mileage
Kmrr:mn' - et @ Maltoy
Thursday, October 24, 2019
Shoreline Bothell
Suquamish
! va Kﬂw‘?’ Redmond |
Bainbridge
! (305) Seattle Bellevue o
Cash n 4) @ Mercer Island @
d Newcastle
USs Dollar (o) White Center Laos)
East Renton
Surian . Tukwila Renton _ Highlands
Vashon SeaTac Cascade-Fairwood
Vashon Island, 9 3
o Maury Island, Kent L]
SAP Concur Google Covington
Use Route | 0 miles

Mobile App User Guide
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Screen(s) Description/Action

Cancel Location

Q498 Spring Street, Seattle

498 Spring St, Seattle, WA 98104, USA

14:12 w =8
Cancel Distance Calculator Options
Seattle, WA, USA
Los Angeles, CA, USA
Add Destination

Stee Spokane

f WASHINGTON

Portland

Boise
9 IDAHO,

SaltL

NEVADA

San Francisco
o

©San Jose
CRYFORNIA Las\gegas
hh\?geles "R
Go. gl San Diego o
Use Route 1134,2 miles

5) On the Location screen, select
from the list of locations. The selected
location appears on the map.

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

7) On the Location screen, select
from the list of locations. The selected
location appears on the map along
with the mileage (lower-right corner).

14:12 a =8

Cancel Mileage Save

9

WA

Go gle

Seattle
WA, USA

Los Angeles
CA, USA

Total Distance 1134,2 miles

Deduct Commute Distance

Type

Personal Car Mileage

comment

8) On the Distance Calculator
screen, you have several additional
options:

e« Tap Add Destination to add
another destination.

o Tap Options (upper-right corner)
to choose to avoid tolls or
highways.

o If an alternate route is available
(shown as a gray line), you can
select that route.

9) When done, tap Use Route. The
mileage and the reimbursement
amount appear on the Add Car
Mileage screen.
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Add/Edit/Delete an Itemization

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

Screen(s) Description/Action

100,00 $usp

Expense Type* Expense Type*
Dinner > Dinner
Transaction Date* Transaction Date*
16. 5. 2023 ? 16. 5. 2023
Custom 26 > Custom 26
Business Purpose Business Purpose
City > City
State/Province = State/Province

14:10 w o= n 14:10
£ Expense - <
= Itemize
& Allocate & Allocate
[+ Add Receipt [+ Add Receipt
fi Delete Expense ii Delete Expense

100,00 $usp

To add, edit, or delete an itemization:

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

2) On the Expense screen, tap
(upper-right corner).

3) On the menu, tap Itemize*.

4149 als @
< liemizations New Expense

Amount

,___UsD

Expense Type*
Hote

Transaction Date*

Custom 26

Business Purpose

Vendor Name

City

State/Province

Country
UNITED STATES

4) On the Hotel Itemization Wizard
screen:

o Enter the daily room rate and daily
tax rate.

e Tap Save (upper-right corner). The
itemizations appear.
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Screen(s) Description/Action

y - * - . . . _.]...
W . Ll Sl If there is a remaining balance, tap 1
< itemizations () + Close New Expense Save (upper-right corner) on the
— Itemizations screen and create the
30 APRIL 2023 ini 1
i 25,00 $usp remaining expenses, to bring the
Dinner 25,00 US$ Amount in EUR 22,48 remaining balance to zero.
‘ NOTE: To edit an itemization, tap the
il desired itemization and then make the
desired changes.
Tnsaon st To delete an itemization, swipe the
T desired itemization to the left.
Business Purpose
Enter Vendor Name
Tombstone Arizona
usb > Done
1 2 3
4 5 6
7 8 9
Itemized: 25,00 US$ - 0
Remaining: 15,17 US$
10354 i The remaining balance is brought to
- zero.
< temizations ® +
30 APRIL 2023
Cellular Phone 20 005,36 US$
30 April 2023
Itemized: 20 005,36 US$
Remaining: 0,00 USS
Mobile App User Guide Concur Expense
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MAKE ADJUSTMENTS

Screen(s) Description/Action

1 Set Segment as Personal

Nanaimoo X2

IR TV
o

SeVie
&
\Go gle )

Olvmia Yakima

Seattle, WA, USA

229,5 km

Vancouver, BC, Canada

Deduct Commute Distance

WASHINGTON

Sy

Seattle, WA, USA
229,5km

Vancouver, BC, Canada

10:27 - i - To make additional adjustments to your
Close Expense Save < Route Details [I] car mlleage'
9 — 1) On the m|_Ieage expense screen, tap
panyaver Route Details.
i SRR 2) On the Route Details screen, tap
~ 9. 3 VG [==-1 (upper-right corner) to access the
j \vm{,,;"\ menu. Using the menu, you can:
Go_gle { . : .
5‘-‘?"* - « Edit any portion of the trip
Amount : WASHINGTON - or -
8,80 €eur Sosdle v Yakina
Seattle, WA, USA « Designate part of the trip as personal
Route Details 2295 km
D Vancouver, BC, Canada
\(?hxcte Id* Deduct Commute Distance
Distance*
Distance To Date*
0
Number Of Passengers*
10:27 ey 10:28 Y 3) To edit a route:
< Route Details Cancel Set Personal ° On the menu, tap Edit Route.
4 Edit Route

« Make the desired changes, using the
same steps as when you created the
route.

4) To designate part of the trip as
personal:

e 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.
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Screen(s) Description/Action

18:12 wim 1413 7 w58 5) To deduct commute mileage:
Cancel Mileage Save Cancel Distance Calculator e On the Route Details screen, tap
0 : o Deduct Commute Distance.
; « Define the starting and ending points
7 Los Angeles, CA, USA .
{ using the map.
Unked Stalée S - One Way .
(4 e Select whether the commute is one
Conell v ; Seattie Shatars way or round trip.
s f « When done, tap Use Route. The
WA, USA Portland Route Details screen appears.
Los Angeles
CA, USA OREGON Bose o
Total Distance 1134,2 miles
Deduct Commute Distance o
Type
Personal Car Mileage San Frincisco
©San Jose
Date CALIFORNIA Las\gegas
16. 5. 2023
LosAngeles R
Sl Go gle S20Diego PH
Use Route
NT . 6) The overview of the route will appear.
Tap Save. The expense is saved to the
Cancel Mileage p p

expense report.

9

9 Unted States
Go gle ‘

Seattle
WA, USA

Los Angeles
CA, USA

Total Distance 1134,2 miles

Deduct Commute Distance

Type
Personal Car Mileage

Date
16. 5. 2023

comment

Mobile App User Guide Concur Expense

Page 24 of 64



Add/Edit/Delete Attendees
After an expense has been added to a report, you can add attendees to the expense.

Screen(s) Description/Action

14:05 wi o 1415 all 0 To add, edit, or delete attendees:
< Exfeise Report EE < Expense 1) On the Report screen, tap to open the
desired expense.
Test 100’00 US$ = Itemize -
16.5.2023 reimbursabie total 2) On the Expense screen, tap View
Attendees.
&% Allocate
Details Expenses Receipts
[+ Add Receipt
Dinner 100,00 USS
16. 5. 2023 I Delete Expense
View Attendees
Expense Type*
Business Meal (attendees) %
Transaction Date*
16. 5. 2023 >
Business Purpose
City >
Mobile App User Guide Concur Expense

Page 25 of 64



Screen(s) Description/Action

3) On the Attendees screen, tap plus

14:16 ol T 0
i e & sign (upper-right corner) to add an
" attendee.
Swipe to delete
4) On the menu, tap one of the following:
BugBash, MileageMWS$S 500,00

« Add from Calendar to import
attendees from your calendar

9:17

< Expense Details  Attendees { Attendees  Add from Calendar

Swipe to delete
Gabor, Jason 70.00

October 24 2019

Thursday, 10/24/19

Add from Calendar

Select from Contact

Add Attendee Manually

Search for Attendee

Cancel
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Screen(s) Description/Action

9:19 - « Search from Contact to select from
your smartphone contact list

o Search for Attendee > Quick
Search to search your Favorite

& Attendees  Search for Attendee

Contacts
Quick Search Advanced Search

A Attendees

John A + Search for Attendee > Advanced
B Search to search your company's list
Kate of attendees or from an external

H source (like Salesforce)

Anna e

Daniel s

David “w

A
B
c
b
E
F
o
H
i
T 4
X
L
'
N
o
P
o
R

Hank -

919 = - o Attendee to manually add the
attendee

NOTE: To edit an attendee, tap the
. desired attendee name and then make
Business Guest the desired changes.

{ Attendees Attendee

Lastiian To delete an attendee, swipe the desired
attendee to the left and then tap Delete.
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Screen(s) Description/Action

ST AT ST

[t ] e o v == Sl To add attendees to personal expenses:

Boolean Greckbas.

1) Create expense.

2) Complete expense.
3) Add attendees.
4) Add itemization:

e Set the amount of the itemization to
the total amount of the expense.

Attendees () Attendees: 1 | Attendee Total: $0.00 | Remaining: $0,

¢ Set the itemization as a personal
expense.

e Save the itemization.
¢ 5) Save the expense.

Remove an Expense From an Expense Report
You can remove an expense from an unsubmitted expense report.

Screen(s) Description/Action

14:309 . To remove an expense from an
expense report:

1) On the expense report, swipe the

Expense desired expense to the left. The
Reports Expenses Remove button appears.
pense Rep... 20 005,36 US$ 2) Tap Remove.

o NOTE: If you delete a mobile expense

or an expense created from a card

i 2IGB8RllSY transaction, it is not really deleted; it is
P moved back to the "pool" of expenses
on the Expenses screen.

Alex future 85 795,94 US$
If you delete any other type of expense
© Aten from an expense report, it is truly
deleted. (This is consistent with the
web version of Expense.)

Mobile Expense Report 2... 33,33 US$

aleksandra 0,00 US$
) bmitted

Manhila Evnanca Danart 2 22 22 11C¢
B

&
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Edit Report Header Information
You can edit the report name, date, and other company-defined fields on an unsubmitted report.

Screen(s) Description/Action

14:05 al = & 10:01 - To edit report header information:
< Expense Report 4 eee Cancel Report Save 1) On the Report screen, tap the Details
et " tab.
= 100,00 US Report Name* . _

16.5. 2023 reimbursable tota Mobile Expense Report 2023-05-05 2) On the Details tab, make the desired

Not Submitted Changes.
Report Date* .
6.5. 2023 ' 3) Tap Save (upper-right corner).
Con-Custom 13

Dinner 100,00 US$ 1.1.2017

16. 5. 2023
Policy*
US Expense Policy
Business Purpose
Report Id*
0EA12B91681B4C00A34F
City >
PMOS-2835
Con-Custom 10
Report Currency*

T . The updated details appear on the

Report screen.
< Expense Report +

Mobile Expense Report 202... 33.33 US$
’

9. 3.2023 reimbursable total
Not Submitted
Details Expenses Receipts

2 Allocation Summary

g Comments

z¥ Claim Allowances

g8 Taxation Summary

Report Name*

Mobile Expense Report 202

Report Date*

9.3.2023
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Submit an Expense Report
Screen(s) Description/Action

14:08 e To submit an expense report, on the
Report screen, tap Submit at the

& E Report o
fimie Ja bottom of the screen.
it 100,00 US$
16. 5. 2023 reimbursable total
Not Submitted
Details Expenses Receipts
Dinner 100,00 US$

16. 5. 2023

E———

Description/Action

To submit an expense report with the
Approval Flow screen:

< Approvalfiow O 1) With the report open, tap Submit.

Sample Expense Report
ET—— R The Approval Flow screen appears.

Detalls Expensos Recelpts NOTE: Your company will need to set
the necessary configurations for the
Approval Flow screen to appear and
to allow you to modify the approval
flow.

14:30 wl s .

Airfare $243.67

A 2) On the Approval Flow screen, tap
the plus sign (upper-right corner) to
add an approval step.

NOTE: When you first access the
Approval Flow screen, a message

Review Approval Flow

appears indicating that you can tap
(upper-right corner) to select and
delete approval steps.
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Screen(s) Description/Action

3) On the approvers search screen,

2:35

14:31 wl e | . . .
' enter search criteria in the search field.
Q kearch arp oy NOTE: Whil i
: ile entering the search
EM P PMARP criteria, a list of approvers appears on
pmapp@cerpm.com the approvers search screen.
LIST PMOS 4) Tap the Filter link to change the
filter.
Christophe Pepi .
e 5) On the Search by window, select
PMOS PMOS@user the desired filter to search approvers
by.
e NOTE: By default, the system
e searches for approvers via the Last
Name filter.
il 6) On the approvers search screen, tap
0 resuls o the desired approver.
QWERT YU I ©FP
Last Name v
A'SDF GHJ KL
i Email
4 Z X CVBNM &
e B Sign In
123 space search
Cancel
g
. " The selected approver appears as a
’ " user added step on the Approval
Approval Flow < Approval Flow @ g FIOW screen.
e Manager Approval NOTE: When yOU ﬁrSt add a user
SHisphciEaD added step, a message will appear
. User Added Step indicating that you can hold and drag a

user added approval step to reorder it.

Julien Million-Rousseau
Approval Level 3 Hold and drag to reorder. X

Approver Added
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Screen(s) Description/Action

7) On the Approval Flow screen, tap

and hold the desired approval step and
Approval Flow Q Search © Cancel then drag the Step upward or

Approval Lovel downward to reorder it.

xoxx@notreal.comm

When you tap on an existing approval
Manger Workflow 2 ¥ step, the approvers search screen
d appears.

The currently selected approver
appears at the top of the screen with a
frproweltevers checkmark.

NOTE: For the Authorized Approver
steps, all authorized approvers appear
by default (without searching), and
you can search within those results if

Routed by the system

desired.
Filter
Q WERTYU I ©FP
A'SDF GHJ KL
4 7Z X CVBNM &
123 space search
|
Y
A sl e e You can delete an approval step on the
¢ A - o + " A - o + Approval Flow screen. To delete an
'OV roval w v
pproe Ten i approval step on the Approval Flow
User Added Step L User Added Step ‘ screen, you can either:
Julien Million-Rousseau Julien Million-Rousseau - ) )

e« Swipe the desired approval step to
nager Approval O [aeer Approval S the left and then tap Delete on the
ristophe Pepin ristophe Pepin Delete Approver WindOW to

delete it.
_or-
Delete Approver
Are you sure you want to delete
this approver?
Mobile App User Guide Concur Expense
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Screen(s) Description/Action

14:31 aiw® e Tap @) (upper-right corner), tap
1Selected < spprovilsiow 8 & the desired approval step, then tap
Delete (lower-left corner), and
gl then tap Delete on the Delete

Christophe Pepin

Approver window that appears.

Manger Workfiow 2 ESficed dep 8) Once done reviewing and adjusting
Julien Million-Rousseau

the approval flow on the Approval
Flow screen, tap Submit.

Routed by the system

Recall an Expense Report

Screen(s) Description/Action
14:33 7 woaa 14:33 wism To recall a report:
S ¢ Eipencs Report ) 1) On the home screen, tap Expense
Reports.
Expense i Copy Report
— 5 2) On the Reports screen, from the
& Recall Report Active tab, tap the desired submitted

e report.
Subm Pending Approval ':J/ Sort by: Date
N P— 3) On the Report screen, tap ***

= this ded mepolt ¢ = Filter by (U -right
84,2023 pper-right corner).
Approved & In Accounting Review a;-z--u-z; ot anpann sy =
DK 2,20€
1.4.2023
Approved & In Accounting Review

= 3.8.23 Report 18,00 €
f\y“ﬂjr;'u{J & In Accounting Review

_ Mob Exp Rep 2023-03-02 26 578,12 €
‘ f;x.zv‘w:{evu & Pending Approval

1,23 €
A In Accounting Review
S)
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Screen(s) Description/Action

14:33 il T ® 1433 T 4) On the menu, tap Recall Report.
¢ Bipaise Report < Eiperse Report 5) On the Recall Report window, tap
Confirm.
@ Copy Report tk 8.4.23 Report 11.00 €
8.4.2023 Spproved 1ot 6) The report has been sent back to the

& Recall Report Approved & In Accounting Review em p|0yee

=l Sort by: Date

Details Expenses Receipts
= Filter by
S S B A = Personal Car Mileage 11,00 €
8.4.2023 8.4.2023
Recall Report

Are you sure you want to recall this
expense report?

Cancel Confirm

Refresh Data

Screen(s) Description/Action

G o A J—_— To refresh report data - for example,
) expenses and reports - pull down from
£ Expense Report oo T the tOp
“n Expense
”n
Lundlmg Reports Expenses
Submitted & Pending Approval
tk 8.4.23 Report 11,00 €
tk 8.4.23 Report iy 00 € 8
8.4.2023 apn"d‘ ed total Appr. n Accounting Review
Approved & In Accounting Review
DK 2,20€
Approved & In Accounting Review
Details Expenses Receipts
) 3.8.23 Report 18,00 €
Personal Car Mileage 11,00€ 8.3.2023
4.2023 Approved & In Accounting Review
Mob Exp Rep 2023-03-02 26 578,12 €
Test 1,23 €
Approved & In / Jnting Review
=)
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Screen(s) Description/Action

13:23 - -

Expense

r‘ Receipt

B Cellular Phone 200,00 US$

. Receipt
m Recelpt

- Receipt
-

To refresh expense data - for example,
expenses and reports - pull down from
the top. Once the refresh icon is cleated,
the Expense screen will be refreshed.

Delete an Unsubmitted Expense Report

14:44 wi .-
Expense
Reports Expenses
[‘  Test 1,237
179,11¢€
Test 1,23¢€
8.1
_ Test 0,00€
S 8. 11. 20:
Not d

Test 1,23 €

‘o

14:349 w s .

Expense

Reports Expenses

kpense Rep... 20 005,36 US$

Delete Copy

N-FT 2 889,79 US$
nitted

Alex future 85 795,94 US$

aleksandra 0,00 US$

Mahila Evnanca Danart 2 22 22 11C¢
S

To delete an unsubmitted expense report:

1) On the Reports screen, tap the Active
tab and then swipe the desired report to
the left. The Delete button appears.

2) Tap Delete.

NOTE: Expenses on the report that are
related to card transactions are not really
deleted - they are returned to the "pool"
of card transactions. Cash transactions
are truly deleted.
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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.)

Screen(s) Description/Action

N 2:07 PM 193 80%
( Active Reports Report +
1.18.16 Report $1,146.38
0
Report Summary
View Receipts
Allocation Summary @
Business Meals - Meetings $14.62
ar 6
Airfare $896.42
an 18, 2016 o
yal Dutc
Hotel $235.34
egas, Nevad
Send Back Approve

k¥

s ATHT W 53 R TR AN

AloCation Summarny

RED Drvisao

S1376 0

To view report-level allocations:

1) On the Report screen, tap
Allocation Summary.

2) On the Allocation Summary
screen:

« Review the information.

o Tap Report (upper-left corner) to
return to the report.
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VIEW EXPENSE-LEVEL ALLOCATIONS WITH FIORI Ul

Screen(s)
14:05 " 14:40 9 "

£ Expense Report o . .4 Expense

Test 100,00 US$ = Iltemize

’
16. 5. 2023 reimbursable total
Not Submitted i Add Attendee
4% Allocate

Details Expenses Receipts
Dinner 100,00 USS
16. 5. 2023

[] view Receipt

I Remove Expense

0,00 $usp
Amount in EUR 0,00

Expense Type*
Dinner

Transaction Date*
14. 3. 2022

Business Purpose

Enter Vendor Name

City of Purchase*

Description/Action

To view expense-level allocations:

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

LE N ]

2) On the Expense screen, tap
(upper-right corner).

14:407 -

¢ Expense
= ltemize
i Add Attendee
[] View Receipt

I Remove Expense

0,00 $usp
Amount in EUR 0,00

Expense Type*
Dinner

Transaction Date*
14. 3. 2022

Business Purpose

Enter Vendor Name

City of Purchase*

14:40 4

Allocations

3) On the menu, tap Allocate.
4) On the Allocations screen:
e Tap on the desired allocation to
view more details.

e Tap < (upper-left corner) to
return to the Report screen.
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VIEW ITEMIZATION-LEVEL ALLOCATIONS WITH FIORI Ul
Description/Action

To view itemization-level allocations:

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

Screen(s)
14:05 w o= 15:37 ol T -
< Expense Report 4+ eee < Expense eoe
Test ® The itemization amounts do not add up to the
100,00 US$ expense amount.
16. 5. 2023 reimbursable total

Not Submitted

Details Expenses Receipts
Dinner 100,00 USS
16. 5. 2023

—— e
e i o
e I
LT
o ) L

Y
<t rtlll 1
i ee il His

o 2

Amount

2,22 $uso

View Itemizations

View Attendees

Expense Type*

Business Meal (attendees)

Transaction Date*
2. 4.9023

Business Purpose

2) On the Expense screen, tap View
Itemizations*.

30 APRIL 2023

Dinner
30 April 2023
Tombstone Arizona

Itemized: 25,00 US$
Remaining: 15,17 US$

25,00 USS

18:17 ~m 3) On the Itemizations screen, tap the
15:39 ol = - desired itemization.
< Itemizations @)
4) On the Expense screen, tap View

£ Itemizations Expense

Amount

11,11 $usp

View Allocations

Ense Type*

e Shows

Transaction Date*

17.4.2023

Custom 26

Item 100

Custom 27

Business Purpose

Vendor Name

City

Allocations.
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Screen(s) Description/Action

14:40
[+ Allocations

Allocation 1

. |
()
©@

0,00€

50.0%

5) On the Allocations screen:
e Tap on the desired allocation to
view more details.

e Tap < (upper-left corner) to
return to the Report screen.

ADD/EDIT/DELETE ALLOCATIONS WITH FIORI UI

Screen(s)
14:10 a T8 14:10 w T8
£ Expense El (¢ Expense see
= ltemize = Itemize

9% Allocate
[+ Add Receipt

[i Delete Expense

100,00 $usp

Expense Type*
Dinner

Transaction Date*
16. 5. 2023

Custom 26

Business Purpose

City

State/Province

[+ Add Receipt

[i Delete Expense

100,00 $usp

Expense Type*
Dinner

Transaction Date*

16. 5. 2023 ?
Custom 26 >
Business Purpose

City >
State/Province >

Description/Action

To add, edit, or delete allocations:

1) To add allocations, on the Expense
screen:

**® (upper-right corner).
e On the menu, tap Allocate.

e Tap
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Screen(s) Description/Action

14:40 7

Allocations

New Allocation

Cancel

Percentage

50.00

Custom 01
Custom 02
Custom 03
Custom 04

Done

e On the Allocations screen, tap the
plus icon (upper-right corner) to add
additional allocations.

¢« On the New Allocation screen, you
can:

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

¢ Tap Create (upper-right corner).

2) To edit an allocation, on the
Allocations screen:

e Tap the desired allocation to open it.
¢ Make the desired changes.

16:35 7
¢

cation 1
B-0-false

Allocations

25,00 US$

50.0%

16:35 awl ..
1 Selected Cancel

25,00 USS$

Allocation 1
o 50.0%

Test-B-0-false

Deselect All

Delete

3) To delete an allocation, on the
Allocations screen:

e Swipe the desired allocation to the
left and then tap Remove.

e Tap (upper-right corner) on the
selection screen.

e Tap the desired selection circles.

e Tap Delete (lower-right corner) to
delete the selected allocations from
an expense.

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

Screen(s) Description/Action
1:08 il 46 o 14:40 = E To create itemization-level allocations:
< Expense < Allocations @ + 1) On the Expense screen, tap Allocate
B Add Attendee Ailsaaiieni 50 2) On the Allocations screen:
50.0%

e Tap the plus icon in the upper-right
corner.

&% Allocate

Er Add Receipt « Fill in the fields (if any) and make
the desired selections.

¥  Adjustments
e Tap the plus icon in the upper-right
EXpenselvRes corner to add additional allocations.

Daily Allowance

Transaction Date*
24. 2. 2024

Business Purpose
test

Enter Vendor Name

City of Purchase*
Tartu, ESTONIA

Currency*

Euro

Payment Type*
ICON

Screen(s) Description/Action
T L ane items are allocated, an Allocation
: icon appears next to the expense and at
< Expense Report =
the report level.
O 6 Errors

Copy of Ukr testing 205,19 US$

5. 2022 reimbursable

Not Submitted
Details Expenses Receipts
Dinner 24,08 USS$

ECH REPUBLIC

Business Meal (attendees) 11,11 US$
17.4.2023 [ LN
Business Meal (attendees) 50,00 US$
17 )2 5]
@ Alert

Trade Shows 70,00 US$
1. 10. 2022 ¢
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Description/Action

15:459 ol T -
+
Expense
Reports Expenses

pense Claim 2...932,74 US$

Delete Copy

ed

14:50 9 wl = =
Expense
Reports Expenses
29,10, U2
Not Submitted

Please enter a new

= report name gUss

To copy a report from an existing report:

1) On the Reports screen, swipe the
desired report to the left. The Copy
option appears.

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

_ 0,00 US$
) f Mobile Expense Report 2022-10-22
S = Cancel Confirm 3Uss
TravelAllowences 0604 15,00 US$ A,;O;;u;:,;m
4.2022
Not Submitted 17.10.2022 Claim 0,00 US$
o 17. 10. 2022
_ JRtestApr1 33,80 USS Not Submitted
=/ I
) ed
giwlelrftiyljulijolp
30.03.2022 Report 153,88 USS
alsjdlflaglh]ilk]!
Not Submitted
B z I xlclvibinim] ~ &
Paulo Android 45,00 US$
20/3:202 123 1@ Mezernik Enter
5]
\ ® 9
Y e 3) Enter the new name and tap Confirm.
The copied report appears.
Exbense 4) Make the desired changes, attach
P receipt images, etc.
Reports Expenses .
510, 2022 5) Save or submit as usual.
Not Submitted .
g The copied report appears on the
Please enter a new oUS$

B report name

f Mobile Expense Report 2022-10-22

Not Submitted
. 17.10.2022 Claim 0,00 US$
J 17. 10. 2022
Not Submitted
qiwlelrjtiylulijolp

als|dlflalhlilk]!
B z  x|clvibin|m]| - &

123 @
@

Mezernik Enter

(=)

Reports screen.
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Access the Taxation Summary Screen - iPhone

Description/Action

Screen(s)

15:45 il T -
< Expense Report -+
TravelAllowences 0604

el 15,00 US$
6.4.2022 reimbursable total

Not Submitted
Details Expenses Receipts

ga  Comments 0

- Travel Allowances

= Itineraries & Adjustments

g8 Taxation Summary

Report Name*

TravelAllowences 0604

Report Date* 5

6.4.2022

Policy* .

US Expense Policy £
Submit

—

15:47 9 wll T =

< Taxation Summary

Taxability Deductibility

There are no taxability details
for this report yet. Once expenses configured
for taxability are added to the report,
the taxability details will
show up here.

To access the Taxation
Summary screen:

1) From the Report screen,
on the Details tab, tap
Taxation Summary.

2) On the Taxation
Summary screen, tap ~

(upper-right corner) to view
the sort options.

Taxation Summary

Taxability « Date

4 Expense Type

r pi for o you o

po
Parking Sep 2, 2021
Amount MX$300.00
Non Taxable Amount MX$250.00
Taxable Amount MX$50.00

15:47 9 all T =

< Taxation Summary A

Deductibility

Taxability

There are no taxability details
for this report yet. Once expenses configured
for taxability are added to the report,
the taxability details will
show up here.

The sort by window appears
with the following options:

« Date
« Expense Type

3) On the Taxation
Summary screen, tap the
Deductibility tab.
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The Deductibility Amounts
Taxation Summary Taxation Summary W|nd0W app_ears Wlth the
total taxability amounts.
Taxability Deductibility
The deductible amount for each expense configured for 4) From the Taxation
i rapor e been proceased Fesserefes o vor Summary screen, on the
company's palicy for details.
Car Rental Sep 2, 2021 DedUCtibiIity tabl tap
(lower-left corner) to view
Amount MX$1,000.00 .
Nan Deductible Amount MX$900.00 the taxability amounts.
Deductible Amount MX$100.00 I
The Taxability Amounts
Entertainment - Lunch/Dinner Sep 9, 2021 W|nd0W appears.
Amount MX$5,000.00
Non Deductible Amount MX$4,900.00
Deductible Amount MX$100.00
Deductibility Amounts X
Total Amount MX$6,000.00
Total Non Deductible Amount MX$5,800.00
Total Deductlble MX$200.00 Total Deductible Amount MX$200.00

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

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:

o 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
. . o display base rates, company rates,
+ Location "within municipality" 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.
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CREATE FIXED ALLOWANCES

CREATE A NEW FIXED TRAVEL ALLOWANCE IN AN EXPENSE REPORT

Screen(s) Description/Action

1228 - - -m To create a new fixed travel allowance
in an expense report:

1) With a report open, on the Details
tab, tap Claim Travel Allowance (or
tap the plus icon and select Travel
Allowance).

5.06.21 Repont 0,00 € 5.06.23 Repon 0,00 €

12:30 -
Report
05.06.23 R
423 hap 0,00 €
" 203 e ratee e
St b ined
Oetant (e wes Rocopis

& Commonts

o Claim Traved Allowance

¢ Taxaton Summary
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Screen(s) Description/Action
iy e m 2) On the New Travel Allowance

screen:
St Lacuticn « Enter the itinerary name.

4, Hamiburg o e Select the Allowance Category.

Hamburg

NOTE: If you select an allowance

category - which supports the

border crossing feature - an

« additional input field will appear in
Hamburg trip segments, where a border

crossing situation is detected.

¢ Select the Trip Type.

Hamburg o Swipe Without Overnight to the
right, if there was no overnight
HAMBURG stay during the trip.

Hambung

Hambnarg

o Swipe Detailed Itinerary to the
right, to view all itinerary fields.
(In this example, the Detailed

Hambung-HArbwTE Itinerary option is enabled.)

Harm berg- Bahae nd ele

Hamburg-Mitle NOTE: Depending on which
allowance category you select, you
Hamburgsund may have the option to choose

— between the simple or detailed
itinerary mode.

If you enable the Detailed
Itinerary toggle while in simple
mode your detailed changes will be
lost. The system will then replace
your information with defaulted
values.

If you switch - from the simple
mode - back to the detailed mode,
you will need to re-enter your
details in the additional fields
again.

e On the Location screen, enter and
tap on the desired start and arrival
locations.

NOTE: When you select an
allowance category with the
German 3-month-rule
configuration, the Arrival
Location field will require the full
address to be filled out. Without
this configuration enabled, you
only need to fill out the destination
city field and the full address is not
required.
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Screen(s) Description/Action

Select Date and Time

e On the Select Date and Time
screen, tap the desired date.

e On the time window, select the
desired time and then tap Done.

Select Date and Time

June 2023 £ 2 June 2023
i : 3 4 1 2 3 a
o -] 7 8 ] w n o 6 E b - 1
12 13 1M 1% W W8 12 13
19 20 2 22 23 24 28 1w 20 13 12
2% 27 2 W 30 » 27
Time 1312 Tima
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Screen(s) Description/Action

e Enter the return trip information.
oa wil ¥ -

NOTE: The Add Destination
T,, option is only for trips with more
than one destination.

New Travel Allowance

e Repeat for each leg of the trip,
entering the exact "arrival" address
if necessary.

" @) e Review the itinerary for accuracy.

4) When done, tap Save (upper-right
corner).
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Screen(s) Description/Action

. - . - 5) On the Adjustments tab on the
Travel Allowance screen, tap the
desired daily allowance that requires
Walldor!, GERMANY Sun 11. June 14,00 € adjustment.

x Travel Allowancs LEL Adjuntments

7) On the Daily Allowance screen:

E o Make the desired adjustments.

Sun 11 June 1oee B NOTE: If the web version of SAP
Concur provides a list of options
- _— € instead of Yes/No, then the list

appears here as well.
« When done, tap Save (upper-right

Tue 13 June H4.05 €
corner).
10:00 W@ 8) On the Travel Allowance screen:
2 Expense Report i o Make any other required
adjustments.
Sales Conference 56.00 €
SNJS:mu reimbursabie total e Tap M (upper-left corner) to return
to the Report screen.
9) On the Report screen:
Details Expenses Receipts .
« Review for accuracy.
Daily Allowance 14,00 € o From the Details tab, tap Travel
13. Jun 2023 - -
Walldorf, GERMANY Allowance Itineraries &
Adjustments if changes are
Daily Allowance 28,00 € necessary
12. Jun 2023 .
Waldoth GERMANY o Finish adding expenses, receipts,
i Aaics e etc. Submit when ready.
11. Jun 2023
Walldorf, GERMANY
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CREATE A NEW FIXED TRAVEL ALLOWANCE WITH MULTIPLE DESTINATIONS IN AN EXPENSE REPORT

Screen(s) Description/Action

LFar)

T 12:30

05.06.23 Report

bt Mahimined

& Comments

e

0,00 €

Cpw et

o Claim Traved Allowance

Tavaton Summary

To create a new fixed travel allowance
with multiple destinations in an expense
report:

1) With a report open, on the Details tab,
tap Claim Travel Allowance (or Travel
Allowance Itineraries &
Adjustments).

2) On the Travel Allowance screen, tap
the plus icon (upper-right corner).

Berlin, GERMANY
Unter den Linden 67 , 10117 Berlir

Berlin, GERMANY

test 1, 123456 Berlin

Hamburg, GERMANY

Paris, FRANCE

Hamburger Str. 11, 45321 Hamburg

Place de la Concorde 42, 98765 Paris

St. Leon-Rot, GERMANY

123, 2345 St. Leon-Rot a

Waabs, GERMANY

Picard 7, 76543 Waabs

Waabs, GERMANY

Picard 7, 76543a Waabs

Walldorf, GERMANY

124, 1234 wWalldorf

i ™ 14:05 & 3) Fill in the fields and make the desired
New Travel Allowance Cancel Address “+ SeleCtlons'

e Select an Arrival Location or
Address (depending on the allowance
category).

« Fill in Start Date and Time for all
destinations

« Tap Add Destination to create
multiple destinations.
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Screen(s) ‘ Description/Action

925 il = - 4)When done, tap Save (upper-right
ncel NewTravelAllowance  [Sove] corner).

r— ©
TINERARY
Detailed ltinerary @ C
Start Location *
Hamt MAN
a1t D
u 1

Time
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Screen(s) ‘ Description/Action

13:29 ol 771
< Travel Allowance
Multiple Destinations
11. Jun 2023 - 13. Jun 2023
Daily Allowance Total 56,00 €
WALLDORF, GERMANY
Sun 11. June 14,00 €
ST. LEON-ROT, GERMANY
Mon 12. June 28,00 €
Tue 13, June 14,00 €

Edit
—

The multiple destinations appear on the
Travel Allowances screen.

NOTE: If your company has opted out of
the multiple itineraries on one expense
report feature, the option to add more
itineraries will not appear.

CREATE A NEW FIXED TRAVEL ALLOWANCE ITINERARY WITHOUT OVERNIGHT IN AN EXPENSE REPORT

Screen(s) Description/Action

09:41
Cancel

Itinerary Name *

Sales Conference

Allowance Category

Germany Statutory

without Overnight (D

TINERARY

Detailed Itinerary (1)

Start Location *
Hamburg, GERMANY

Start Date *

11. Aug 2021

(* Add Destination

Arrival Location *

124, 1234 We

Arrival Date *

11. Aug 2021

Denarture | acation *

New Travel Allowance

all ¥ =

Save

«©

Time *

9:15 AM

Walldorf, GERMANY

Time *

11:15 AM

9:25

Cance

ltinerary Name *

Sales Conference

Allowar

ce Category *

Germany Statutory

Without Overnight ()

ITINERARY

Detailed Itinerary (&

Start Location *

Hamburg, GERMANY

Start Date *

11. Aug 2021
(® Add Destination
WALLDORF, GERMANY

Arrival Location *

124, 1234 Walldorf

Arrival Date *

11. Aug 2021

Departure Location *

New Travel Allowance

ull ¥ -

Save

Time *

9:15 AM

Walldorf, GERMANY

Time *

11:15 AM

To create a new fixed travel allowance
itinerary without overnight in an
expense report:

1) On home screen, tap Expense
Reports.

2) On the Reports screen, tap the
desired expense report.

3) On the Report screen, tap the
Details tab.

4) On the Details tab, tap Claim
Travel Allowance (or Travel
Allowance Itineraries &
Adjustments).

5) On the New Travel Allowance
screen:

o Fill in the fields and make the
desired selections.

e Swipe the Without Overnight
toggle to right.
o Tap Save (upper-right corner).

NOTE: Depending on which category is
in the Allowance Category field, the
user can adjust the itinerary details.
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Screen(s) Description/Action

13:52 2@ The itinerary without overnight
appears on the Travel Allowance
4 Travel Allowance
screen.
Multiple Destinations NOTE: With the Without Overnight
11. Jun 2023 - 13. Jun 2023 . iy .
Deily Allowance Total s6.00¢ toggle enabled, the first itinerary in the
list will display the daily allowances in
Adjustments [ ey | accordance with the 24-hour rule
05,0693 REPORT showing 0.00€ for the second day.
Allowance Category Also, the Lodging Type field on the
Germany Statutory Daily Allowance screen will appear
Without Overnight again.
Yes
Hamburg, GERMANY
11. June 2023 at 13:06
124, 1234 Walldorf - Walldorf, GERMANY
11, Jun 13:06 | 12. Jun 13:06
123, 2345 5t. Leon-Rot - 5t. Leon-
Rot, GERMANY
12. Jun 13:08 | 13. Jun 13:06
Paris, FRANCE
13, June 2023 at 13:06
Mobile App User Guide Concur Expense
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CREATE A NEW FIXED TRAVEL ALLOWANCE WITH A BORDER CROSSING IN AN EXPENSE REPORT

Screen(s) Description/Action

0:25 S . To create a new fixed travel allowance
with a border crossing in an expense
Cance New Travel Allowance Save) .
report:

tinerary Name *

1) On home screen, tap Expense
Reports.

Sales Conference

Allowance Category *

Api tests with Border Crossing -> Do not touch 2) On the Reports screen, tap the
desired expense report.

;]‘:‘l‘m 3) On the Report screen, tap the
Details tab.

Without Overnight O 4) On the Details tab, tap Claim
Travel Allowance (or Travel

——— Allowance Itineraries &
Adjustments).

Start Location *

Hamburg, GERMANY 5) On the New Travel Allowance

screen:

Start Date * Time *

11. Aug 2021 9:15 AM e Select an allowance category that
I supports the border crossing
i feature.

Amival Locationiz e Fill in the fields and make the

aguenau, FRANCE . .
Haguenau, FRANG desired selections.

sy i « Tap Save (upper-right corner).
11. Aug 2021 1:15 AN

Border Crossing * Time * Z

11. Aug 2021 11:15 AM .

Departure Location *

Haguenau, FRANCE

Departure Date * Time *

13. Aug 2021 10:15 AM

(®) Add Destination

End Location *

Hamburg, GERMANY

End Date * Time *
13. Aug 2021 12:15 PM
Time * -
13. Aug 2021 12:15 PM .
Mobile App User Guide Concur Expense
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Screen(s) Description/Action

13:59 T EE
£ Travel Allowance

Haguenau, FRANCE
6. Jun 2023 - 8. Jun 2023

Daily Allowance Total 125,00 €

—

Adjustments

05.06.23 REPORT

Allowance Category

Api tests with Border Crossing -> Do not touch

Trip Type
None

Without Overnight

No

Hamburg, GERMANY

6. Jur 56

Haguenau, FRANCE
6: 08. Jun 08:56

Hamburg, GERMANY

8. June 2023 at 12:56

The border crossing itinerary appears
on the on the Itinerary tab on the
Travel Allowance screen.

NOTE: This field will not appear - on
the Itinerary tab - if you have not
traveled to another country during
your trip.

SELECT A DIFFERENT ADDRESS IN A NEW TRAVEL ALLOWANCE

Screen(s) Description/Action

09:41 oll T .
Cancel New Travel Allowance Save
Itinerary Name *

Sales Conference

Allowance Category *

Germany Statutory
Without Overnight (D

TINERARY

Detailed Itinerary (&) O

Start Location *

Hamburg, GERMANY

Start Date * Time *
9:15 AM
©) id De: jor
Arrival Location *
24,1234 Walldorf, GERMANY
Arrival Date * Time *
1. Aug 2021 11:15 AM

Departure | ocation *

14:14
Cancel

New Travel Allowance

Itinerary Name *

Sales Conference

Allowance Category *
Germany Statutory

Without Overnight (i)

ITINERARY

Detailed Itinerary (©

(O  Start Location *
Hamburg, GERMANY

Start Date * Time *

11. Jun 2023 14:13

TE

Save

Select Different Address

Edit Address

Cancel

To select a different address in a new
fixed travel allowance:

1) On home screen, tap Expense
Reports.

2) On the Reports screen, tap the
desired expense report.

3) On the Report screen, tap the
Details tab.

4) On the Details tab, tap Claim Travel
Allowance (or Travel Allowance
Itineraries & Adjustments).

5) On the New Travel Allowance
screen, tap the Arrival Location field.

6) On the menu, tap Select Different
Address.
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Screen(s) Description/Action

14:05

Address

Cancel

Q, Sea

Berlin, GERMANY

Unter den Linden 67 , 10117 Berli

Berlin, GERMANY

test 1, 123456 Berlin

Hamburg, GERMANY

Hamburger Str. 11, 45321 Hamburg

Paris, FRANCE

Place de la Concorde 42,

St. Leon-Rot, GERMANY

123, 2345 St. Leon-Rot

Waabs, GERMANY

Picard 7, 76543 Waabs

Waabs, GERMANY

Walldorf,
124, 1234

14:14
Cancel

Itinerary Name *

Sales Conference

Allowance Category *
Germany Statutory

Without Overnight (@)

ITINERARY

Detailed Itinerary (D)

Start Location *
Hamburg, GERMANY

Time *

14:13

Start Date *
11. Jun 2023

(® Add Destination

TEE

New Travel Allowance Save

Arrival Location *

123, 2345 St. Leon-Rot - St. Leon-
Rot, GERMANY

(® Add Destinatior

7) On the Address screen, tap the
desired address.

The changed address appears on the
New Travel Allowance screen.

EDIT A FIXED TRAVEL ALLOWANCE ITINERARY

Screen(s) Description/Action

13:29
4 Travel Allowance

Multiple Destinations
11. Jun 2023 - 13. Jun 2023

Daily Allowance Total

Adjustments.

WALLDORF, GERMANY

Itinerary

Sun 11. June

ST. LEON-ROT, GERMANY

Mon 12. June

Tue 13, June

=
56,00 €

14,00 €

28,00 €

14,00 €

Edit

14:06 FEE
£ Travel Allowance
_l: Edit Itinerary
B Delete Travel Allowance
Sun 11. June 14,00 €
Mon 12. June 28,00 €
Tue 13. June 14,00 €

To edit a fixed travel allowance:
1) On home screen, tap Expense.

2) On the Reports screen, tap the
desired expense report.

3) On the Report screen, tap the
Details tab.

4) On the Details tab, tap Travel
Allowance Itineraries &
Adjustments.

5) From the Travel Allowance
screen, on the Itineraries tab, tap the
desired itinerary.

6) On the Travel Allowance screen,
tap *** (upper-right corner).

7) On the menu, tap Edit Itinerary.
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Screen(s) Description/Action

14:29 =T E
Cancel Edit Itinerary

ltinerary Name *

Sales Conference

Allowance Category *
Api tests with Border Crossing -> Do not touch

Without Overnight (3

ITINERARY

Start Location *
Hamburg, GERMANY

Start Date * Time *
6. Jun 2023 13:56

(® Add Destination

Arrival Location *
Haguenau, FRANCE

Arrival Date * Time *

6. Jun 2023 16:56

Border Crossing * Time *
@

6. Jun 2023 16:56

8) On the Edit Itinerary screen:
o Edit the fields
« Make the desired selections

9) When done, tap Save (upper-right
corner).
NOTE: Depending on which category is

in the Allowance Category field, the
user can adjust the itinerary details.

EDIT A FIXED TRAVEL ALLOWANCE ITINERARY ON THE TRAVEL ALLOWANCE SCREEN

Screen(s)

15:05 FTEH
4 Travel Allowance +

Chaose the itinerary you wish to edit or delete. You
may also create a new itinerary to add to this
report.

ITINERARIES

Sales Conference
6. Jun 2023 - 8, Jun 2023

Haguenau

Sales Conference
6.Jun 2023 -18. Jun 2023 p
walldorf W

14:07 = EE
4 Travel Allowance +

Choose the itinerary you wish to edit or delete. You
may also create a new itinerary to add to this
repaort.

ITINERARIES

Sales Conference
Jun 2023 - 13, Jun 2023
Walldorf

Description/Action

To edit a fixed travel allowance on the
Travel Allowance screen:

1) On home screen, tap Expense
Reports.

2) On the Reports screen, tap the
desired expense report.

3) On the Report screen, tap the
Details tab.

4) On the Details tab, tap Travel
Allowance Itineraries &
Adjustments.

5) On the Travel Allowance screen,
swipe the desired itinerary to the left.

NOTE: This screen will only appear if
there is more than one itinerary
attached to a report.
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Screen(s) Description/Action

14:29 =T E
Cancel Edit Itinerary

ltinerary Name *

Sales Conference

Allowance Category *
Api tests with Border Crossing -> Do not touch

Without Overnight (3

ITINERARY

Start Location *
Hamburg, GERMANY

Start Date * Time *

6. Jun 2023 13:56
(® Add Destination

Arrival Location *

Haguenau, FRANCE

Arrival Date * Time *

6. Jun 2023 16:56

Border Crossing * Time *
@

6. Jun 2023 16:56

6) On the Edit Itinerary screen:
o Edit the fields
« Make the desired selections

7) When done, tap Save (upper-right
corner).
NOTE: Depending on which category is

in the Allowance Category field, the
user can adjust the itinerary details.

RESOLVE AN ALERT IN A NEW TRAVEL ALLOWANCE

Screen(s)
14:43 T&E
Cancel New Travel Allowance Save

) Ensure that the dates and times in your
itinerary are in chronological order.

Hinerary Name *

05.06.23 Report

Allowance Category *

Germany Statutory

Without Overnight (1)

ITINERARY

Detailed Itinerary (D

Start Location *
Hamburg, GERMANY

Start Date * Time *
11. Jun 2023 p. 14:42

Check Date and Time

(® Add Destinatio

Avrival Location *

Description/Action

To resolve an alert in a new fixed travel
allowance:

1) On home screen, tap Expense
Reports.

2) On the Reports screen, tap the
desired expense report.

3) On the Report screen, tap the
Details tab.

4) On the Details tab, tap Claim Travel
Allowance (or Travel Allowance
Itineraries & Adjustments).

5) On the New Travel Allowance
screen:

« Fill in the fields and make the desired
selections.

e Tap Save (upper-right corner).

After the system attempts to save the
travel allowance, an alert appears at the
top of the New Travel Allowance
screen.
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Screen(s) Description/Action

_ 1a:43 ~E 6) Tap the desired field to correct.
Cancel New Travel Allowance Save 7) On the SeleCt Date and Time
Cancel  SelettDatesnd Time  Done screen, tap the desired date, select the
D Ensuro that the dates and times in your desired time, and then tap Done (upper-
srary are in ¢l slogical order. .
June 2073 < 2 right corner).
Itinerary Name * 1
D s s s 05,0623 Report 8) When done, tap Save (upper-right
corner).
Allowance Category *
o L] 7 L ] w n Germany Statutory
12 13 MM 1S W% W 8
Without Overnight (D)
19 20 21 22 23 24 25
ITINERARY
2% 27 2B 20 30
Detailed Itinerary ®
Tirms 1312
Start Location *
Hamburg, GERMANY
Start Date * Time *
11. Jun 2023 14:42
Check Date and Time
(® Add Destinatior
Arrival Location *
13:09 @ The alert and red text no longer appear
on the New Travel Allowance screen.
'4 Travel Allowance
Walldorf, GERMANY
11. Jun 2023 - 13. Jun 2023
Daily Allowance Total 56,00 €
Sun 11. June 14,00 €
Mon 12. June 28,00 €
Tue 13. June 14,00 €
Edit
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DELETE TRAVEL ALLOWANCES

DELETE A TRAVEL ALLOWANCE FROM AN EXPENSE REPORT

Screen(s) Description/Action

15:03 Y 13:29 @ To delete a fixed travel allowance from
n ex n I .
< Expense Report + 4 Travel Allowance | | an expense eport
1 f Hiote Destinat . 1) On the Report screen, tap the
Sales Conference 181.00 € Multiple Destinations .
5. Jun 2023 reimburesble total 11. Jun 2023 - 13. Jun 2023 Details tab.
Not Submitted Daily Allowance Total 56,00 € 2) On the Details tab, tap Travel
inerary Allowance Itineraries &
: Adjustments.
Details Expenses Receipts WALLDORF, GERMANY
3) On the Travel Allowance screen,
Sun 11. June 14,00 € B .
@ Comments 0 tap (upper-right corner).
- Travel Allowance ST. LEON-ROT, GERMANY
___ltineraries & Adjustments dm
Mon 12. June 28,00 €
g5 Taxation Summary
Tue 13. June 14,00 €
Report Name*
Sales Conference
Report Id*
DDECB708728147568D31
14:06 6 15:16 @ 4) On the menu, tap Delete Travel
Allowance.
4 Travel Allowance 4 Travel Allowance
6) On the Delete Travel Allowance
£ EditItinerary Haguenau, FRANCE f
6. Jun 2023 - 8. Jun 2023 wi ndow, tap Delete.
. Daily Allowance Total 125,00 €
O Delete Travel Allowance
Sun 11. June 14,00 € Tue 06. June 36,00 €
Mon 12. June 28,00 € Wed | 1,00 €
Delete Travel Allowance
Are you sure you want to delete your
travel allowance and its itinerary "Sales
Tue 13. June 14,00 € Thu ¢ enkecnceld 00 €
Cancel | Delete |
Edit
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Screen(s) Description/Action

12:26 = 68
£ Expense Report +

05.06.23 Report

5. Jun 2023

0,00 €

reimbursable total

Not Submitted

Details Expenses Receipts

g Comments 0

gm  Claim Travel Allowance

g5 Taxation Summary

Report Name*
05.06.23 Report

Report Id*
DDECB708728147568D31

Business Purpose

Submit

7)0n the Report screen all travel
allowance expenses are gone and the
button on the Details tab is called
Claim Travel Allowance again.

DELETE A TRAVEL ALLOWANCE WITH MULTIPLE ITINERARIES

Screen(s) Description/Action

15:03 TH

& Expense Report +

Sales Conference

181,00 €

5. Jun 2023 reimbursable total

Not Submitted

Details Expenses Receipts

g Comments 0

Travel Allowance

Itineraries & Adjustments o

g5 Taxation Summary

Report Name*

Sales Conference

Report Id*
DDECB708728147568D31

15:05

kol 7d

4 Travel Allowance —+

Choose the itinerary yo
may also create a new
report

ITINERARIES

Sales Conference
6. Jun 2023 - 8. Jun 2023

Haguenau

Sales Conference
16. Jun 2023 - 18. Jun 2023

Walldorf

sh to edit or delete. You
ary to add to this

H

To delete a travel allowance from the
Travel Allowance screen:

1) On the home screen, tap Expense
Reports.

2) On Reports screen, tap the desired
expense report.

3) On the Report screen, tap the
Details tab.

4) On the Details tab, tap Travel
Allowance Itineraries &
Adjustments.

5) On the Travel Allowance screen, in
the Itineraries section, swipe the
desired itinerary to the left.

NOTE: The Travel Itineraries screen
only appears when there are multiple
itineraries are attached to the report.
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Screen(s) Description/Action

14:07 =6 15:00 & 6) Tap Delete.
4 Travel Allowance - 4 Travel Allowance } 7) On the Delete Travel Allowance
; window, tap Delete.
the itinerary you to edit or delete. You Choose the itinerary you wish to edit or delete. You
y ) create a new itinerary to add to this may also create a new itinerary to add to this
report report.
ITINERARIES ITINERARIES
Sales Conference Sales Conference
Jun 2023 - 13. Jun 2023 6. Jun 2023 - 8. Jun 2023
Walldorf Haguenau
Sales Conference
23 16. Ju
Wallde Delete Travel Allowance
Are you sure you want to delete your
travel allowance and its itinerary "Sales
Conferance "2
Cancel
15112 @ 8) The itinerary no longer appears in
the Itineraries section of the Travel
< Travel Allowance -

Allowance screen.
Choose the itinerary you wish to edit or delete. You
may also create a new itinerary to add to this
report.

ITINERARIES

Sales Conference
6. Jun 2023 - 8. Jun 2023
Haguenau
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Expense Approvals

Use Approvals on the home screen to view, approve, or send back expense reports (if you are a report

approver or cost objects approver).

NOTE: 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. 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.

Approve an Expense Report

Screen(s)

Description/Action

26. 5. 2023

14:22 all ¥ -
¢ Report Approval
27.05.23 Claim

858,18 US$

5. 2023 reimbursable tota

Submitted by Never Williams
Details Expenses Receipts

Breakfast 858,18 US$

14:22 oll T .

< Report Approval

27.05.23 Claim 858,18 US$

27. 5. 2023 reimbursable total
Submitted by Never Williams

Approver Receipts

Cance!
qgiwlelrjtiylulijolp

als|diflaglhlilk]!
B Z I xlclvibinim| " &

123 @ Mezernik Enter

@
=)

To approve an expense report:

1) On the home screen, tap
Approvals.

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

3) On the Report Approval screen,
tap Approve.

4) On the Approve Report box, enter
the desired comment.

5) Tap Approve.
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Send Back an Expense Report
Screen(s) Description/Action

14:22 will ¥ =
4 Report Approval
27.05.23 Claim
05.2 858,18 US$
5.2023 reimbursable total
Submitted by Never Williams
Details Expenses Receipts
Breakfast 858,18 USS
26. 5. 2023
il

14:23 all T =
4 Report Approval
27.05.23 Claii
4 858,18 US$
27.5.2023 reimbursable total

Submitted by Never Williams

Send Back Report
[ You are sending back the report s
"27.05.23 Claim" for 858,18 US$

Break | B USS
26.5.2

giwilefrjtiylulijolp

alsldlflaglhlilk]!

B z | xlclvib|in|m] > &

Mezernik Enter

123 @

To send back an expense report:

1) On the home screen, tap
Approvals.

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

3) On the Report Approval screen,
tap Send Back.

4) In the Send Back Report box,
enter the desired comment.

5) Tap Send Back.

Review and Approve an Expense as a Cost Object Approver

Screen(s)

g Comments
g Taxation Summary

Report Name*
27.05.23 Claim

Report Date*
27.5.2023

Con-Custom 13
1.1.2017

Policy*
US Expense Policy

Send Back

14:23 all ¥ -
& Report Approval
27.05.23 Cl
A 858,18 US$
5.2023 reimbursable total
Submitted by Never Williams
Expenses Receipts

14:22 wll -
(4 Report Approval
27.05.23 Claim
858,18 US$
.5, 2023 reimbursable tota
Submitted by Never Williams
Details Expenses Receipts
Breakfast 858,18 US$
26.5. 2023

‘ Description/Action

To review and approve an expense as
a Cost Object Approver:

1) On the home screen, tap
Approvals.

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

3) On the Report Approval screen,
tap the Details tab.

4) When ready to approve an expense,
tap Approve.
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