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Revision Histor
‘ Date ‘ Revision Notes/Comments

May 26, 2022 Updated Add Attendees - Typical Process > Import Attendees section

January 26, 2022 Removed the Bulk Edit of Multiple Expenses section in the Company Bill
Statements section.

January 13, 2022 Updated the copyright year; no other changes; cover date not updated

November 16, 2021 Added a new NextGen UI section to the e-Bunsho Timestamp section that

features a table that explains the differences in the Legacy UI versus the
NextGen UI for handling expense entries with a timestamp image (specifically,
before and after expense report submission).

Updates also reflect the latest UI changes that affect e-Bunsho.

October 28, 2021 Updated receipt icons.

June 24, 2021 Added information about being able to redirect funds to a credit card when
creating an expense report.

April 15, 2021 Clarified text related to the receipt image area of an expense.

April 13, 2021 Added information about report numbers to the New Report and New Expenses
-The Basics > Expense Reports section.

March 29, 2021 Minor edit. No cover date change.

March 24, 2021 Updated Add Allocation image in the Add New Allocation section.

March 20, 2021 Added the Company Bill Statements section.

Removed the Default Search Option per Attendee Type and Uploaded Image
Messaging sections. Minor edits throughout.

August 17, 2020 Added the Import Attendees section.

June 2, 2020 Replaced term "NextGen Expense" with "NextGen UI" or "the NextGen UI for
Concur Expense" for accurate product branding.

Also made a number of updates to the Attendees section to reflect the current
Attendees functionality in the NextGen UI for Concur Expense.

Added information about the following:
e Default Search Option per Attendee Type
¢ New expense type category
e Personal expenses
e Uploaded image messaging
e Travel allowance menu itinerary management
e Accessibility for screen readers in lists
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‘ DE]] ‘ Revision Notes/Comments

May 5, 2020 Added information about the following:

e Copying attendees linked to a request
e Creating new attendee groups

e E-receipts may not be enough to satisfy receipt
requirements and that the user may need to manually
attach a receipt image to satisfy these requirements

e How to quickly access the report header

e The tooltip that appears if the title of the report overflows on
an expense report tile

e The sortable attendee functionality

e The requirement - that to perform a search for attendees -
users will need to first fill in the First Name and Last Name
fields on the advanced attendee search page

¢ A note warning the user - attempting to create multiple
itemizations - that it may take several minutes to create
these itemizations

March 13, 2020 Updated information about enhancements to the Add Attendees window for
creating new attendees.

Added more information to the Search for Other Attendees section.

February 13, 2020 Updated the copyright; no other changes; cover date not updated

January 31, 2020 Removed Receipt Digitalization section.

December 19, 2019 Added a Receipt Digitalization section.

December 6, 2019 Added information about the Delete Report function moved to the trash can
icon

August 6, 2019 Added:

e New screen sampled for adding new attendees

« Note that one receipt image for multiple expense on the same report is
available to Professional Edition only

March 14, 2019 Added information about deleting allocation favorites

March 6, 2019 Added information about the enhancements to:
¢ Allocations
« Expense report page links (for attendees, allocations, etc.)

December 27, 2018 Formatting change; no other content change; no change to the cover date
December 9, 2018 Added Cash Advance
November 28, 2018 Added:

e Trip-based Expense Assistant
« Add Expense button on the report page

November 26, 2018 Added updates throughout
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‘ Date ‘ Revision Notes/Comments

October 5, 2018 Added:

e Sponsored Guest

« Using one receipt image for multiple expense on the same report
e Online end-user Help

e One-Click from Travel to Expense

e Travel Diary

« Receipt image not required

« Save and Add Another button

September 20, 2018 Added note about language change

June 13, 2018 Added information about eBunsho (timestamped receipts) for Japan

May 29, 2018 Added
e Missing Receipt Declaration icon
e Note about personal card via web connection

May 4, 2018 Added information about Travel Allowance and Expense Assistant
April 13, 2018 Updated as per the April 4 release for NextGen Expense

March 12, 2018 Updated as per the March 7 and March 9 release for NextGen Expense
February 20, 2018 Updates throughout

September 28, 2017 Initial publication
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NextGen UI for Concur Expense - End Users

Section 1: Overview

SAP Concur is pleased to announce the Next Generation Expense User Interface
(NextGen UI) for Concur Expense - a new interface for Concur Expense end users.
NextGen UI for Concur Expense provides an intuitive, integrated, efficient
experience. The following pages describe the enhancements.

In this Guide

In this guide, the current user interface is called the existing UI. The Next Generation
user interface for Concur Expense is called NextGen UL

Affected Users
The NextGen UI for Concur Expense affects end-user pages and processes. It does
not affect:

e Pages and processes used by approvers or processors, even if the expense
report being viewed by the approver or processor was created by a Concur
Expense user in the NextGen UI

e Profile

e Tools or configuration pages

One Profile Change

When using the NextGen UI for Concur Expense, if you change your default language
in Profile, you must sign out and then sign back in for the change to take place.

Screen Samples and Features

Remember, Concur Expense features are configurable by your company so the fields,
layout, options, etc. shown in this guide may differ from those chosen by your
company.

NextGen UI for Concur Expense — End User 1
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Section 2: Welcome Screen

When users first enter the NextGen UI for Concur Expense, a Welcome screen
appears.

Welcome to the new Concur Expense

submit your expense reports quickly!
‘/ We've improved the look and feel of the expense report

\/ We've given you more room to work

v/ We've made it easier to access the features you need

2 NextGen UI for Concur Expense - End User
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Section 3: Manage Expenses Page

When you click the Expense tab, the Manage Expenses page appears.

SAP Concur

Manage Expenses View Transacbons

Manage Expenses

REPORT LIBRARY visw. Aclive Repurls w

NOT SUBMITTED 03008 SUBMITTED 030018
Seattle Sales Meetings Ay February Account
Management
9 -
$0.00 $/47.06

Create New Report

Submitied & Pending Approval

AVAILABLE EXPENSES View: I Expenses =

| Receipt  Payment Type Expense Type Vendor Detalls
Fending Card Transsclion Hotel Choice
]
O Visa Taxi Uber Technologies
O 5 v Hotel Hyatt Hotels
O Vise Breakfast Daily Grill

AVAILABLE RECEIPTS

’ $514,13
Etta’s _
B e e re
Upload Receipt Image BATTR00E
SERVER: ANNIZ
SMB linit peer file: ABLE 19

Gri% 786N

Ftias Dinner jpg

Date »

04/11/2018

03/09/2018

03/09/2018

03/09/2018

Amount

§0.00
Estimated

$56.00

$614.13

$24.00

It looks very much like the existing user interface. It has three sections - all of which

are described on the following pages:
e Report Library
e Available Expenses

e Available Receipts

NextGen UI for Concur Expense — End User
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Report Library Section

At the top of the Manage Expenses page is the Report Library section.

Existing UI

In the existing UI, your active reports are automatically visible. To see other reports,
click Report Library.

Administration v | Help +
CONCUR Travel Expense Approvals App Center Links - .
Profile ~ -~

Manage Expenses View Transactions Process Reports

Manage Expenses

ACTIVE REPORTS

""""""""""""""
Trip to New York Feb. expenses
03/09/2017
+
$763.58 $100.00

Create New Report

Submitted & Pending Approval

AVAILABLE EXPENSES

In the library, click View to access other reports.

Manage Expenses  View Transactions  Process Reports

 Manage Expenses

Reports for last 90 Days

Report Name ReportID Comments staws Payment Status Report Date Total | Requested Amo...
= Fen. expenses G561D0IDEOEAEIAIIFC Submited & Pending Approval - Not Pat oazanon? s100.00 $100.00
TP 1o New York GAD2EFACCIGEACFCRETT Not Submities Not Pat oanaro1? sr6158 $T6358

® February Expenses SOFE1SF42017470801A  Thanks! Everything looks good now Approved Extracted for Payment 030772017 §71243 7124
Dacember Expenses TFOBERIEGIBI40CEDC2 Approved Extracted for Payment 1202802016 6000 56000

NOTE:In the existing UI, you can copy and delete selected reports from this page.
In the NextGen UI for Concur Expense, those tasks are completed from within a
report, as detailed later in this guide.

4 NextGen UI for Concur Expense - End User
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NextGen UI

In the NextGen UI for Concur Expense, your active reports and the library are
combined so all reports are available on one page. The active reports appear by
default, but you can easily view other reports.

SAP Concur @ Travel Expense Approvals App Center Links +

Manage Expenses

View Transactions

Manage Expenses

REPORT LIBRARY View: Active Reports w

Create New Report

©
$0.00

Seattle Sales Meetings

NOT SUBMITTED 03/09/2018 SUBMITTED 03/09/2018

A\ February Account
Management

$747.76

Submitted & Pending Approval

Administration~ | Help~

Profile ~ o
-

NOTE: If the report name or text is too long for the report tile, an ellipsis appears on

the tile. When you click on the ellipsis, a tooltip appears with the full text.

SUBMITTED 06/12/2019

‘
| 4\ October Business

%
1
| $1.00

Conference Report for @

| bmitted & Pending App
| BigfirstNameBigfirstName, Big

SUBMITTED 06/12/2019

| 4\ October Business

| Submitted & Pending Approval
| BigfirstNameBigfirstName, BigMiddl...

Conference Report for

October Bus¥.\>ss Conference Report
for Sales team visit to SF from Oct 1 to

Oct 5

From the View list, select one of the predefined options or define a custom date

range.

Manage Expenses

Manage Expenses
'

View Transactions

Create New R¢port Last Year

Date Range

. | | J

J

~
REPORT LIBRARY/| View Active Reporis w
‘,4é I
Sent for Payment (90 Days)
eting: A\ February Account
Last 90 Days Management
0 This Year $747 76

Submitted & Pending Approval

NextGen UI for Concur Expense — End User
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For example, select This Year. The reports from this year appear.

Manage Expenses View Transactions

Manage Expenses

REPORT LIBRARY] View: This Year v

Create New Report

Report Name Status Report Date + Amount  Requested
Seattle Sales Meetings .
s A e Not Submitted 03/09/2018 $0.00 $0.00

February Account Management . .
ID: 03717B0BB3FE4360B7EE Submitted & Pending Approval 02/06/2018 $747.76  $747.76

To sort, click the column headings.

Manage Expenses View Transactions

Manage Expenses

REPORT LIBRARY View: This Year v

Create New Report

Report Name smus@ Report Date Amount  Requested
Seattle Sales Meetings q g
e of Submitted 03/09/2018 $0.00 $0.00

February Account Management . .
D- 03717B0BB3FE4360B7EE Submitted & Pending Approval 02/06/2018 $747.76 $747.76

To return to the active reports, select Active Reports in the View list.

Manage Expenses View Transactions

Manage Expepses

REPORT LIBRARY/| View: Active Reports v{b

Sent for Payment (90 Days)
petings A\ February Account
Last 90 Days Management
0 This Year $747 76
Create New R¢port Last Year .
Date Range
I Submitted & Pending Approval
. J
T

Available Expenses Section

The Available Expenses section is located in the middle of the Manage Expenses
page.

Existing UI

In the existing UI, the Available Expenses section looks like this.

6 NextGen UI for Concur Expense - End User
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AVAILABLE EXPENSES

AllCards  [v]

Expense Detail Transaction Category Source Date a Amount
Choice San Franscisco, CA Hotel 04/11/2017 $779.00
Starbucks Bellevue, WA Lunch 04/18/2017 $12.55
Marriott Hotels Hotel @ 04/18/2017 0 $323.00

NOTE:In the existing UI, you can use the Available Expenses section to "unmatch"
expenses that were matched in error. In NextGen Expense, you can unmatch (now
called "Separate") using the Expense Source page, as described on the following
pages.

NextGen UI

In the NextGen UI for Concur Expense, there are a few changes to this table:

AVAILABLE EXPENSES View: AllExpenses

[1 Receipt Payment Type Expense Type Vendor Details Date v Amount

$0.00

(] Pending Card Transactiorn Hotel Choice 04/11/2018 "
] " e Visa Taxi Uber Technologies 03/09/2018 $56.00
O Visa Hotel Hyatt Hotels 03/09/2018 $614.13
] Visa Breakfast Daily Grill 03/09/2018 $24.00

e The Receipt column has been added to help you easily scan the list for items
needing a receipt. You can sort (by clicking the column heading) to bring
these to the top for action. The thumbnail image in the Receipt column
indicates that the expense has an image attached.

e The Source column has been replaced with the Payment Type column to
help you quickly scan for the expenses that have card information attached
(so they are ready to be submitted) and which are still waiting for additional
source information to arrive.

e In the Amount column, Estimated appears for hotel and car itinerary
amounts. Estimated indicates that the actual amount is unknown, since the
itinerary likely does not include other taxes, fees, etc. that will appear in the
final card charge.

NextGen UI for Concur Expense — End User 7
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To filter the results, select an option in the View list.

AVAILABLE EXPENSES View Al Exgenses v []:j
v All Expenses
All Card Charges
AmEX
[] Receipt Payment Type Visa pe Vendor Details Date v Amount
— $0.00
O Pending Card Tr4 (sactmn Hotel J Choice 04/11/2018 Esl‘lma’[e 5
O EI Visa Taxi Uber Technologies 03/09/2018 $56.00
O Visa Hotel Hyatt Hotels 03/09/2018 $614.13
O Visa Breakfast Daily Grill 03/09/2018 $24.00

NOTE: The options that appear in the View list are configurable by your company,
so your list may be different from the one shown above.

To view a receipt image, click the image in the Receipt column.

q $779.00
CHOICE

HOTELS Visa - 1111

CHoice 04/11/2018 3:05 PM
433 Hotel Street

San Fransacisco CA US 84080 Tax Invoice.
123-456-1999 Tax ID: 12321213

1234 Main St
Dallas TX US 75001
Receipt: 6343430

Checkein Dally Rate Number of Guests
April 7, 2018 $170.00 1

Check-out Room Number Total Nights
April 11, 2018 1601 3

Date Deseription Type Amount
0410712018 Room Rate ROOMRATE $170.00
Hatel Room Tax Tax $18.00

04/0712018 Internet FEE $5.99

To view the expense source(s), click anywhere in the row — other than the check
box or receipt image.

This sample shows the Expense Source page for an expense with an e-receipt.

NOTE: E-Receipts may not be enough to satisfy your company's receipt
requirements and you may need to manually attach a receipt image to satisfy these
requirements.

NextGen UI for Concur Expense - End User
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Expense Source
Choice | April 11,2018 | $779.00

Source Vendor Date Amount

E-Receipt Choice 04/11/2018 $779.00

{ $779.00

CHOICE

HOTELS Visa-1111

CHolce 04/11/2018 3:05 PM

433 Hote| Street
San Fransacisco CA US 94080 Tax Invoice
123-456-1999 Tax ID: 123-21213

1234 Main St
Dallas TX US 75001
Receipt: 6343430

Check-in Daily Rate Number of Guests
April 7, 2018 $170.00 1

Check-out Room Number Total Nights
April 11, 2018 1601 3

Date Description Type Amount
04/07/2018 Room Rate ROOMAATE $170.00

Hote| Room Tax Tax $18.00

This sample shows a card charge without a receipt image.

Expense Source
Daily Grill | March 9, 2018 | $24.00

Source Vendor Date

Daily Grill
Seattle, WA

E $24.00

Visa 1111

Visa 1111 03/09/2018

Card Charge

Daily Grill Transaction Date

March 9, 2018

Seattle, WA 08007

Posted Date
March 9, 2018

Billing Date
March 9, 2018

Reference Number Description
2576799926 Test transaction

NextGen UI for Concur Expense — End User 9
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This sample shows a card charge and an e-receipt.

Expense Source
Hyatt Hotels | March 9, 2018 | $614.13

Source Vendor Date Amount

Hyatt on Olive 8

W Visa 1111 Seattle, WA

03/00/2018 §614.13

v E-Receipt

Something doesn't belong? Separate these items to create individual expenses. Separate

Close

Other options available in the Available Expenses section:

AVAILABLE EXPENSES View: Al Expenses v

o
[] Receipt Payment Type | seatt Sales Meetings }'ype Vendor Details Date v Amount
O Pending Card Transactiq N Report ‘ Choice 0411112018 L lo00

| ~ E| Visa Taxi Uber Technologies 03/09/2018 $56.00
O Visa Hotel Hyatt Hotels 03/09/2018 $614.13
O Visa Breakfast Daily Grill 03/09/2018 $24.00

If you select at least one expense check box, then the Delete and Move
to buttons become available. Using Move to, you can move the selected
expense(s) to an existing report (in this case, named Seattle Sales
Meetings) or to a new report.

If you select at least two expense check boxes and if the selected
expenses are from different sources (for example, credit card and e-
receipt) and if the selected expenses can be matched, then the Combine
Expenses button becomes available.

As mentioned previously, you use the Expense Source page to "unmatch”
expenses - now called Separate - that were matched in error.

NextGen UI for Concur Expense - End User
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Expense Source X
Hyatt Hotels | March 9, 2018 | $614.13

Source Vendor Date Amount

Hyatt on Olive 8

Visa 1111 Seattle, WA

03/09/2018 $614.13

E-Receipt

(Somelhing doesn't belong? Separate these items to create individual expenses. Separate)

Close

e In the existing UI, the user clicked Refresh to collect card data if they
connected Concur Expense to their personal credit card via a web
connection. That option is not available in the NextGen UI for Concur
Expense. Instead, the card transitions are automatically refreshed when
the user accesses the Manage Expenses page.

Available Receipts Section

The Available Receipts section is located at the bottom of the Manage Expenses

page.

Existing UI

In the existing UI, the Available Receipts section looks like this.

fmmmmmsssssssssssssssssE—————

o T b=~ Ca%ésare Y Beslee
= T 100 wesl S Ave (gt 2
+ COEFEE 5 62 (/ _’i,g/ Saatte WA 95025 G
= DANISH (2 6.2 el
Upload New Receipt CUFFEE MUG .52 @ 5)@.-,')7 206.555..212 002017 £35PW
TAX 1.89 Ll o7 gt > Wl
Click here or drag & drop files to upload },’;’, ‘\;\‘ ?,;;[Em]:"m"

new receipt images. b LERLL \4‘.\‘—_;"((.* - G4 TR
-y ’ e

AVAILABLE RECEIPTS

Q] Delete (a} Delete (a} Delete

CAFFEINE PLANE]

THEMKC YA 2H0USE FLET 40
September 26 2011 1 SALAD EWTREF dais
CaffeinePlanetReceipt.png CafeBistroReceipt.png LeBistro2017 jpg
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NextGen UI

In the NextGen UI for Concur Expense, the look-and-feel is similar.

AVAILABLE RECEIPTS

i
Upload Receipt Image 02712016
SERVER: ANNIZ
5MB limit per file 1ABLE 29 e ienar Py -
W e et

G4 7861 :
Ettas Dinner jpg Hyatt_Seattle png

Click a receipt image to view it. You can zoom, rotate, and delete the image.

03/07/2018
SERVER: ANNIE
TABLE: 39

CHK 7963

2 HOUSE FILET $64.00
1 SALAD ENTREE $18.00
2 CHOCOLATE MOUSSE $26.73
2ITALIAN SODA $11.27

Entry Mode: Swiped
Card Number: XXXXXXXXXXXX 1111
Card Expiration: Xx/xx
Card Type: VISA
Subtotal: $120.00
Tax: $10.00
Amount Due: $130.00

Section 4: New Report and New Expenses — The Basics

Just as before, typically when you create a new expense report, you start with the
general report-specific page (also known as the report header) and then move to the
expense page to add the expenses and attach any required receipt images. Though
this basic process has not changed, the pages are more streamlined and easier to
manage. In virtually all cases, when working with expenses:

e The fields are larger and easier to navigate.
Required fields are now marked with a red asterisk instead of a red band
at the left edge of the field.
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New Expense Report

Existing UI

In the existing UI, the Create a New Expense Report page looks like this.

Administration ~ | Help +

CONCUR  Travel ~ Expense  Approvals  AppCenter  Links v .

Profile ~

Manage Expenses View Transactions Process Reports

Create a New Expense Report

Report Header

Report Name Report Date Policy Business Purpose Comment Company
| saes 1w 04032017 | Ausirata Expense Repor | [meeting win LenDev awision of A Anybiz (10)
Anybiz v

In the NextGen UI for Concur Expense, the header page is called Create New
Report. The fields are larger and easier to navigate.

Create New Report x
* Indicates required field
Report Name * Policy * Report Date
Sales Meeting US Expense Policy j F | 02/19/2018
Business Purpose * @ Comment

Meeting with LenDey|

Cangel Create Report

NOTE:The fields that appear on this page are configurable by your company, so
your Create New Report page may be different from the one shown here.

Complete the fields and move to the next page.
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New Expense

Existing UI

In the existing UI, after completing the general report (header) page, the expense
page appears.

Administration ~ | Help ~
CONCUR Requests Travel Expense Invoice Approvals Reporting ~ =~ .
Profile ~ -
Manage Expenses View Transactions Cash Advances ~ Budget Insight Central Reconciliation + Processor +
Trip to Dallas Ea—
=+ New Expense =+ Quick Expenses Import Expenses ~ Details ~ Receipts +
Expenses Viewr & | NewExpense Available Receipis
O Date v Expense Type Amount Requested
Adding New Expense P ype
Choose an expense type ~
TOTAL AMOUNT TOTAL REQUESTED
$0.00 $0.00

NOTE:You can access the report header by clicking on the report name.

NextGen UI

In the NextGen UI for Concur Expense, the report page is cleaner and has fewer
"sections" — making the page easier to navigate.

Manage Expenses View Transactions Cash Advances Process Reports

Sales Meeting $0.00 @

Not Submitted

Report Details w Print/Share w Manage Receipts w

Add Expense

Receipt  Payment Type Expense Type Vendor Details Date  Requested

No Expenses
Add expenses to this report to submit for reimbursement.
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NOTE: You can access the report header by clicking on the report name.

CREATE AN EXPENSE — TYPICAL PROCESS

To get started, click Add Expense. The Add Expense window appears; all of the
options for adding expenses to the report are available in this window. The default
choice is to add items from your Available Expenses library, to encourage you to use
those expenses first before creating a new expense - which helps reduce duplicate
entries.

Add Expense

2 +

Available Expenses Create New Expense

[0 Payment Type Expense Type  Vendor Details Date = Amount

[] cash Room Rate COURTYARD BY MARRIOTT  10/24/2018 $298.11

$1,145.00

[]  Pending Card Transaction ~ Room Rate Marriott Hotels 11/16/2018 Fstimatod

In the Add Expense window:

e To add Available Expenses, select the desired expenses and then click
Add To Report.

e To create a new expense, click Create New Expense. This process is
shown below.
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In the following example, we will assume you clicked Create New Expense.

Add Expense

2 +
Available Expense Create New Expe@

Search for an expense type

~ Recently Used
Breakfast
Internet
Lunch
Hotel
Airfare
 Communications
Cellular Phone
Internet

Local Phone

After you click Create New Expense, click the desired expense type.

NOTE:In the search box at the top of the list, you can enter all or part of an expense
type name. The list of available expense types shown will be filtered to show only

those with matching text.

Add Expense

2 +

Available Expenses Create New Expense

break

~ Recently Used
Breakfast

* Individual Meals
Breakfast
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When you click the desired expense type, the New Expense page appears.

Manage Expenses Processor~

New Expense Cance

Details Itemizations Hide Receipt [5]

® Allocate

* Indicates required field

Expense Type *

Breakfast ~

Transaction Date * Business Purpose

MM/DD/YYYY

Enter Vendor Name City of Purchase

(G4

Payment Type *

Cash ﬂ

Transaction Amount * Currency *

1\

US, Dollar v Attach Receipt Image

[] Personal Expense (do not reimburse)

Comment

m Save and Add Another Cancel

NOTE: The fields that appear on this page are configurable by your company, so
yours may be different from the one shown here.

On the Details tab, the expense fields are on the left and the receipt image area is
on the right. Click Attach Receipt Image to attach a receipt to the expense - by
selecting from the receipt images in your Available Receipts library or by uploading a
new image.

NOTE:If a receipt is not required for the specialized expense types handling mileage
and daily allowances, then the receipt area is hidden by default. To display the
receipt area so that a receipt may be added, click Show Receipt.
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New Expense Cancel

Details Itemizations Hide Receipt E]

@ Allocate Receipt CFDi

* Indicates required field

Expense Type *

Breakfast g

Transaction Date * Business Purpose

E | MM/DD/YYYY

Enter Vendor Name City
GINA?’S BISTRO

- 1910 ADDRESS STREET
NEW YORK., NEW YORK

Payment Type *

Cash j
Transaction Amount * Currency * BREHK F ﬂ S T 1 5 . 2 0
US, Dollar v COFFEE 5.99
TAX 2.35

Receipt Status *

You can attach the image first and then read the receipt image to easily complete
the fields on the left. When done, click Save Expense (or Save and Add Another

to quickly add another expense).

Once expenses have been saved, the expense report looks like this:

Sales Meeting $39.17 @
Not Submitted
Report Details v Print/Share w Manage Receipts v
Add Expense
[0 Receipt PaymentType Expense Type Vendor Details Date v Requested
O Gash Breakfast NG;??\?,EIS'E vork 0211372018 $2354
O .'." " cash Office Supplies Offce Warenouse 02132018  $15.63
$39.17

NOTE: On this sample report, receipt images were added manually while creating the
expense entry; the image appears in the Receipt column. If the expense does not

yet have an image, then the *icon appears in the Receipt column. You can click
the T to add the receipt image - without having to open the expense entry.

If a receipt is not required, for example, for a mileage expense, then the + icon
does not appear.

Report Details w  PrinUShare w  Manage Receipts w
Add Expense

Alerts Receipt '\ Payment Type Expense Type Vendor Details Date v Amount Requested

Poiple 06/052018  $544.00 $50.00

Cash Business Meals - Meetings )
Bellevus, Washington

06/05/2018 $8.18 $8.18

Cash Mileage (personal car only

$58.18 $58.18
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When you click Submit Report, the report totals appear. The top section
summarizes the overall movement of funds projected for this expense report,
providing a quick view of the expected (prior to submission) or actual payments.

Report Totals

Company Pays
$39.17

Employee

Employee Pays
$0.00

Company

Amount Total:
33917

Due Employee:
§39.17

Owed Company:
$0.00

Requested Amount:
$39.17

Total Paid By Company:
$39.17

Total Owed By Employee:
$0.00

Cancel Submit Report

In the existing UI, the report totals appear after you finished submitting the report.
In the NextGen UI for Concur Expense, if adjustments are required, you can easily
return to the report, make the changes, and then submit the report.

EXPENSE-LEVEL ALERTS AND EXCEPTIONS

If there are any issues when you save the expense (such as a missing required
receipt image, a blank required field, or over-limit expense), an alert appears.

O Aerts: 1 v
o -
Sales Meeting $39.17 @ Copy Report
Not Submitted
Report Details w  PrinUShare ¥ Manage Receipts v
Alerts  Receipt Payment Type Expense Type Vendor Details Date ~ Requested
— P Denabenns Gina's Bistro

Aniagnnao eno £a

Click the down-pointing arrow (right side of the message); the area expands to show

the alert details.

O Aers: 1

exPeNsE | Office Supplies | $15.63

@ wmissing required field: Transaction Date. View

Sales Meeting $39.17 @

Not Submitted

Report Details w  Print/Share w  Manage Receipts v
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The alert message appears along with a View link. Click View to access the field
with the issue.

0 Alerts: 1 ~

EXPENSE | Office Supplies | $15.63

0 Missing required field: Transaction Dgte. VF.-._

Sales Meeting $39.

Not Submitted

=

Report Details w  PrinVShare w  Manage Receipts w

The expense appears.

O Aers: 1 ~

0 Missing required field: Transaction Date.

“ Office Supplies/Software $15.63 Cancel
Office Warehouse
Details ltemizations Hide Receipt [F]
@ Allocate

* Indicates required field

Expense Type *

‘ Office Supplies/Software ‘ v ‘

@ Transaction Date * Business Purpose
| & | MMDDIYYYY } \ |

Correct the issue and then click Save Expense. When all issues are resolved, the
Success! message appears.

Q Success! You have cleared all alerts on this report.

Sales Meeting $39.17 @

Not Submitted

Report Details w Print/Share » Manage Receipts w

NOTE: When editing expenses, you can click the "next" and "previous" buttons to
navigate between expenses.

Office Supplies/Software $15.63 i

Office Warehouse

EXPENSE LIST

A Refer to the Additional Information in the Expense List section in this guide to
see how alerts appear in the expense list.
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NEwW EXPENSE TYPE CATEGORY

In the NextGen UI for Concur Expense, and for Professional Edition only, if an
expense type is set without any parent expense type by the admin it will be
displayed under a new category called Uncategorized. This change is being made to
display the visual difference between the parent expense types and children expense
types because a user can only choose children expense types to create expenses.

Add Expense

3 +

Available Expenses Create New Expense

o

“ Uncategorized
Laurgty
Siaterals
Macelasesus

SemnE Ferd

PERSONAL EXPENSES

In the NextGen UI for Concur Expense, personal expenses cannot be itemized. If an
expense is marked as personal and if the user clicks on the Itemization tab of the
Expense Details page, then the user sees the below message.

Alert x

0 Personal expenses cannot be temized
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Personal expenses cannot have attendees. If an expense is marked as personal and
if user clicks on the Attendees link on the Expense Details page, then user sees

below message.

Alert X

0 Personal expenses cannot have attendees

If an expense has attendee, allocation, or itemization information added and if the
user selects personal on the Expense Details page then user sees below message.
Selecting Mark as Personal Expense will delete all information related to
attendees, allocations, and itemizations.

Confirm x

Marking this expense as a personal expense will cause added
information, such as attendeas, allocations, and itemizations,

to be deleted

Cancel Mark as Personal Expense

Expense Reports List

REPORT NUMBERS

The report number is a 6-character identifier for an expense report. It has been
added to the report list (table view) and may optionally be added to report headers

and printed reports.

This unique identifier makes identifying and tracking specific expense reports easier
for users, approvers, and processors.
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The report number displays in the table view of the report list on the Manage

Expenses page.

Manage Expenses

REPORT LIBRARY view Last Year +

Report Name ¥ Status Report Date  Report Date Range Amount Requested
April Expenses Payment Confirmed 04/01/2020 $50.00 $50.00

ID: 46C181A208D63398ESEG
August Expenses Payment Confirmed  08/05/2020 $50.00 $50.00
No: ABR4SH / ID: 33C1B1AZ0BD4438B846C
February Expenses Payment Confirmed 02/20/2020 $50.00 $50.00
MNo: G4TRS6F / ID: 8TERK455N6B5B5BEBS
January Expenses Payment Confirmed 02/20/2020 $50.00 $50.00
MNo: JUTES5AT / ID: 456B67TBTB4HB3JENTNSG
July Expenses Payment Confirmed 07/03/2020 $50.00 $50.00
No: EB4R3W / 1D: 1K3COVBBESSCEDTTDEY
July Expenses Payment Confirmed 07/03/2020 $50.00 $50.00
No: H3RTSB / ID: 5677J5H3GZHWUDSCIES
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Section 5: Additional Information in the Expense List

Alerts
The user clicks the alert icon in the Alerts column to see the description. The user
can click View to jump to the affected field/entry.
O Aerts: 4 v
. & .
Sales Trip $235.42 fi Submit Report
Not Submitted
Report Details v Manage Receipts w
Add Expense
Alerts Receipt Payment Type Expense Type a Vendor Details Date Requested
Business Meals (Attendees) Cafe Monte
o iBce Attendees (3) Seattle, Washington 01/11/2019 $45.76
Alerts X Office Depot $165.50
Bellevue, Washington 01/11/2019 Itemized
@ Missing required field: Business Purpose. View
A Transactions must have receipts attached. View 0111112019 $24.16
$235.42
O Aerts: 4 v
. & 3
Sales Trip $235.42 f Submit Report
Not Submitted
Report Details w Manage Receipts w
Add Expense
Alerts  Receipt Payment Type Expense Type Vendor Details Date Requested
Business Meals (Attendees) Cafe Monte
0 IBCP Attendees (3) Seattle, Washington 01/11/2019 $45.76
; Office Depot $165.50
& Cash Materials Bellevue, Washington 01/11/2019 Itemized
Alerts X 01/11/2019 $24.16
[{3 This |Iem|zed‘entry has sub-entries with one or more $235.42
exceptions. View
A\ Transactions must have receipts attached. View
24
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Comments

The user clicks the comments icon in the Alerts column to view the expense

comments.
Sales Trip $235.42 fi
Not Submitted

Report Details w Manage Receipts w

Add Expense

Alerts Receipt Payment Type Expense Type Vendor Details Date Requested
Business Meals (Attendees

& IBCP o ) UL 01112019 $45.76
Attendees (3) Seattle, Washington

A Cash Materials Oiicolepcs ot12019  $16550

Bellevue, Washington Itemized

= Cash Miscellaneous 01/11/2019 $24.16

Comment X $235.42

83 This is a comment

Card Payment Type

The user clicks the text (link) in the Payment Type column to view card transaction
information.

Sales Trip $235.42

Not Submitted

Report Details w Manage Receipts v

Add Expense

Alerts  Receipt Payment Type Expense Type « Vendor Details Date Requested
Business Meals (Attendees) Cafe Monte
0 mep Attendees (3) Seattle, Washington 01/11/2019 $45.76
Payment Information X
A ovtzore 316550
&| E $45.76 011112019 $24.16
IBCP 1111 $235.42
Card Charge )
Cafe Monte Transaction Date
January 11, 2019
Seattle, WA
Posted Date
January 11, 2019
Billing Date
Processor Privacy Statemen January 11, 2019
Travel Policy
Service Status (North Amerig
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Attendees

The user clicks the Attendees link in the Expense Type column to view the
attendees. The user can click View Attendees to jump to the Attendees page.

Sales Trip $235.42 @

Not Submitted

Report Details w  Manage Receipts w

Add Expense

Alerts Receipt Payment Type Expense Type « Vendor Details Date Requested
Business Meals (Attendees
(1] IBCP sl J K M 01112019 $45.76
Alttendees (3) Seattle, Washington
Attendees: 3 X ot 01/11/2019 $165.50
ashington Itemized
Attendee Total Average Per Person
$45.76 $15.00 01/11/2019 $24.16
Attendee Type Attendee Count Amount Per Type $235.42
| Business Guest 2 $30.51
This Employee 1 $15.25

View Attendees SAP concur

Itemized

The Itemized label appears in the Requested column for expenses that have been
itemized.

Sales Trip $235.42 i

Not Submitted

Report Details w Manage Receipts v

Add Expense

Alerts Receipt Payment Type Expense Type « Vendor Details Date Requested
™
& Cash Materials ijvig?&?mngm 01/11/2019 ﬂfﬁig
=] Cash Miscellaneous 01/11/2019 $24.16
$235.42
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Reservation

The user clicks the Reservation link in the Expense Type column to view the linked
Travel itinerary. The user can click View Full Itinerary to jump to the actual

itinerary.
1 H -
Fusion - San Diego $244.65 & Ready For Review
Not Filed
Report Details w PrinVShare w Manage Receipts w
Add Expense
[l Receipt Payment Type Expense Type Vendor Details Date v Requested
o = 3 Airfare Alaska Airlines /
2 cashy Reservation Seattle, Washington 02072019 $24120
Airfare ek 02/07/2019 $345
ington
Fusion - San Diego
View Full ltinerary $244.65
Trip Description: Trip Date: 03/11/2019 - 03/15/2019

X Flight Information

SAP Concur

SAP

Carrier Code Flight Number Departure Date
AS 412 03/11/2019 7:50 AM
Processor Privacy ¢
Service Status (Nor' Departure City Arrival City
SEA SAN
X Flight Information © Copyright 2019 - SAP Concur - All Rights Reserved
Carrier Code Flight Number Departure Date
AS 415 03/15/2019 11:35 AM
Departure City Arrival City
SAN SEA

Allocated

The user clicks the Allocated link in the Requested column to view the allocations.
The user can click View Allocation to jump to the Allocate page.

) . - Breech Lounge $12.13
E] AMER 1452 IndIVIduaI L‘JnCh New York, New York 07f0512018 Allocated
Ld VISA 4567 Taxi Allocated x
Total Allocated
D AMEX 14321 Individual Dinner $12.13
Code Percentage
Concur Technologies, Inc. - Cost Center - R&D - UX 50
Goncur Technologies, Inc. - Gost Genter - Dev - Expense 50
View Allocation
e > e S
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Section 6: Additional Receipt Image Information

Use One Receipt Image More than Once on the Same Report

In the NextGen UI for Concur Expense, users can attach one receipt image to more
than one expense on the same expense report.

NOTE: This feature is available only in the NextGen UI for Concur Expense; it is not
available in the existing UI. In addition, it is available only for the Professional
Edition.

To use a receipt image more than once, the user completes the first expense as
usual and attaches the receipt image. For any other expense that the user wants to
associate with the receipt image, while creating the expense entry, the user:

1. Completes the expense as usual.

2. Clicks Attach Receipt Image as usual. The Attach Receipt window
appears.

Attach Receipt x

Select a receipt image or reuse one from this report:

Available Receipts Receipts in Report

/T\

Upload Receipt
Image

S5MB limit per file
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3. Clicks the Receipts in Report tab.

Attach Receipt

Select a receipt image or reuse one from this report:

Available Receipts Receipts in Report®

SPECIALTY TRAINING
508 NE STH
SEATTLE WA S812S

TRATNING CLASE 1998 .66
HNATERIALS 268 .08

TOTAL: s12¢8.08

LEARNING TD BE THE BEST E

4. Clicks the desired image and then clicks Attach.

NOTE: The process is the same if the user attaches receipt images on the report

page. For the second and subsequent expense entries, the user can select the
desired image from the Receipts in Report tab.

Report Details w  Print/Share v Manage Receipts w

Add Expense

[[] Receipt Payment Type Expense Type

o [ 2 cash Miscellaneous
O E}@ Cash Trade Shows
Configuration

The company's Expense Admin can turn this feature on for the company.

NOTE: This feature is available only in the NextGen UI for Concur Expense; it is not
available in the existing UI.

| Refer to the Expense: Site Settings Setup Guide for more information.
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Show/Hide Receipt Image

While completing expenses, you can show or hide the receipt image.

Manage Expenses  View Transaclions  Cash Advancess  Processors

Breakfast $23.54 &

02/02/2018 | Gina's Bistro

Details Itemizations
Allocate )
* Indicates required field }-) C
Expense Type *
anag fiew Trans: s G ances»  Processorv
Breakfast Manage Expenses  View Transaction: Cash Advance: rocessor
Transaction Date * -
msacn0ae” | Bregkfast $23.54 &
02/02/2018| 02/02/2018 | Gina's Bistro
Business Purpose : ;
Details Itemizations
Breakfast before
Vendor Name Allocate
| * Indicales required field
Gina's Bistro Expense Type * Transaction Dale *
Breakfast ~ E= | 02/02/2018
City *
Business Purpose Vendor Name
Breakfast before meeting Gina's Bistro
City * Payment Type *
@ » | New York, New York Cash e
Transaction Amount * Currency *

Section 7: Additional Menus on the Expense Report

These menus appear on the

expense report. Sales Trip $39.17

Not Submitted
NOTE: The options in these

lists are Conﬁgura ble by your Report Details T Print/Share Manage Receipts T
company sO yours may be 1

different from what is shown Report ¢ . r\-1anage*Attachments
here. Report Header Detailed Report Missing Receipt Declaration
Report Totals Receipt Report Expense Type
Note the following: Report Timeline Fax Receipt Cover Page
« On the Report Audit Trail Allocation Report Breakfast

Details menu, Allocation Summary

most options Linked Add-ons Office Supplies

should be the Manage Cash Advances

same as your
current menu. The
Report Timeline option shows approval flow and comments.

e On the Print/Share menu, the options should be the same as your
current menu.

e On the Manage Receipts menu, Missing Receipt Affidavit has been
changed to Missing Receipt Declaration. Use Manage Attachments to
attach report-level images and view all images.
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On the expense report, the icon for the Missing Receipt Declaration appears in
the Receipt column as shown below.

Report Details w  Print/Share +  Manage Receipts w
Alerts Receipt Payment Type Expense Type Vendor Details
é (SEES jlas ili?e-lraan):i. Ohio
= Cash Client Meal (Meals where clients are present) Hﬁfﬂhi:cgﬁo

Section 8: Attendees

In the NextGen UI for Concur Expense, attendees are no longer managed on the
request's Expenses tab. Attendees are managed on a separate page, the

Attendees page, providing more workspace for attendees and making the
experience cleaner and less confusing.

Existing UI

In the existing UI, the Attendees section looks like this on the Expense tab.

[rip to Dallas
+n
Expenses Lo T ] R
s | ExowmnTon Amoun | s "
04050017 Business Meal (stiendees) 26024 2020 el _
e A e []  [osnsaon
P
<) [z =
e D Anenaees: 4 | Auenaee Towi: $240.24 | Remaining: $0.00
=3 [oeor |
teen o At e proer
soon
oo e s
\\\\\ e soce
a0 e nm

In the NextGen UI for Concur Expense, attendees are added and managed on the
Attendees page.

You can access the Attendees page by clicking the Attendees link on the New
Expense, edit expected expense, and Expected Expenses pages. The Attendees

link only appears for expense types that your company has defined as requiring
attendees.
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Add Attendees - Typical Process

Complete the expense and then click Attendees on the New Expense page.

NOTE: Just like the existing UI, the Attendees link appears only for the expense
types that your company has defined as requiring attendees.

New Expense

Details

Expense Type *

Transaction Date *

B | MM/DD/YYYY

Enter Vendor Name

Payment Type *
Cash

Transaction Amount *

ltemizations

& Attendees (0@ @ Allocate

Business Meals (Attendees)

* Indicates required field

Business Purpose *

City *
@ -

Currency *

Hide Receipt E

Receipt CFDi

Cattleman's Steakhouse
100 Rancho Del Gato
Dallas Texas

April 5 2017

Prime Rib smM ..vvvviiiriinninnnns
Prime Rib Ig
Prime Rib Ig

Dessert 975

The Attendees page appears.

Attendees X
Business Meal (attendees) $100.00
Attendees: 1
Attendee Name a Employee ID Attendee Type Amount
Collins, Chris cci@concur.com Employse $100.00
Cancel

From the Attendees page you can add and remove attendees from the expected

expense.
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You can sort attendees on the Attendees page by clicking the sort arrow next to the

Attendee Name column.

Attendees

Business Meal (attendees) $15.00

Attendees: 2

Attendee Name « ployee Group -
X b

While viewing attendees on the Attendees page, you can select some or all of the

attendees to create a reusable attendee group.

After selecting attendees, you can click Create Group to create an attendee group.

Attendees

Business Meal (attendees) $15.00

Attendees: 2

‘ + Attendee Name a Employee Group - Company Code

Em|

If Concur Request is connected to the report and if attendees are added for a request

line item, you can copy these attendees from the linked request entry.
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Click Copy from Request to copy attendees from the linked request entry.

Attendees
Business Meals (Attendees) € 200.00
Amount Attendees: 1
€ 200.00 €200.00
=B ===
Attendee Name o Altendee Title Company Attendee Type  Custom 01 Custom 02
TA, User This Employee  RAD M

NOTE: The attendee options are configurable by your company so yours may be
different from what is shown here.

To add an attendee to an expense, click Add. The Add Attendees window appears;
all of the options for adding attendees to the expense are available in this window.

Add Attendees

)

Recent Attendees

[] Attendee Name

Attendees

Attendee Title

9,
&

Attendee Groups

Company

+

No Shows

Attendee Type

[] James, Travis

[ Davis, Katherine

CEQ

CFO

LenDev

LenDev

Business Guest

Business Guest

Search All Attendee History

You can choose from recent attendees, add a new attendee, choose from attendee
groups (and Favorites), or identify no-shows (if your configuration allows).
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NOTE: To prevent duplicate attendees from being added to the expense, attendees
who are already on the expense display in read-only, italicized text and cannot be
selected (checked).

Add Attendees X
] oY
D ) -’
Recent Attendees Attendees Attendee Groups
Attendee Name » Attendee Title Company Attendee Type Employee ID -
Doe, Jane Employee 112410

C Smith, John Employee 112345 )

‘ »

Search All Attendee History
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CHOOSE FROM RECENTLY USED ATTENDEES

A good place to start is with the Recent Attendees tab. Select the check box for the
desired attendee(s) and then click Add to List. The selected attendees will be added

to the expected expense.

Add Attendees

?
Y S &
Recent Attendees Attendees Attendee Groups
Attendee Name Attendee Title Company
| James, Travis CEO LenDev
| ] Davis, Katherine CFO LenDev

Search All Attendee History

-+

No Shows

Attendee Type

Business Guest

Business Guest

Add to List

At the bottom of the Recent Attendees tab is the Search All Attendee History
link. Click the link to see all attendees you have ever used - regardless of whether

they are in your favorites.
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CHOOSE FROM YOUR FAVORITES

To search for an attendee that you have designated as a favorite (in Profile) but who

is not available on the Recent Attendees page, click Attendee Groups. The first
group is Favorites. Click Favorites. The Favorites dialog appears.

Add Attendees

Recent Attendees Attendees Attendee Groups

9 s &

No Shows

Favorites

Start typing to filter the list below

Attendee Name &

Charlston, Trace

Collins, Chris

Davis, Katherine

Henderson, Jill

James, Travis

O oo ooio

Roberts, William

Attendee Title

Sales manager

CFO

Clo

CEOQ

VP Sales

Company

LenDev

LenDev

LenDev

LenDev

LenDev

Attendee Type

Business Guest

This Employee

Business Guest

Business Guest

Business Guest

Business Guest

Cancel

Select the check box for the desired attendee(s) and then click Add to List.

SEARCH FOR OTHER ATTENDEES

In the following example, assume that you want to add an attendee who is not

available on the Recent Attendees tab or in Favorites. The first step is to search for

the desired attendee.
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Click the Attendees tab to search an attendee.

Add Attendees X
L]
9 S &
Recent Attendees Attendees Attendee Groups
Business Guest v
More Search Options Can't find an attendee? Create New Attendee
Close

NOTE: The Attendees tab can display two types of search, the simple search or the
advanced search.

In the Professional edition of Concur Expense, the attendee type configuration
determines whether the simple search, advanced search, or both are displayed for
the selected attendee type.

In the Standard edition of Concur Expense, the simple search is displayed by default,
and you can click the More Search Options link to display the advanced search.

You can type characters in the search field to search for an attendee and the results
will appear in the list.

Add Attendees X
2
) e &
Recent Attendees Attendees Attendee Groups
Employee v Al
More Search Options Allen, Neal
Almeida, Sanjay
il
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You can click on More Search Options to enter additional criteria using the
advanced search fields.

Add Attendees x
9
9 S &
Recent Attendees Attendees Attendee Groups
* Required field
Attendee Type * Last Name First Name
Business Guest v
Country Attendee Title Company
UNITED STATES v
Fewer Search Options Can't find an attendee? Create New Attendee
Close Reset ‘ m

NOTE: When you are performing a search on the advanced attendee search page,
and the attendee type is associated with the SYSEMP Attendee Type Code, such as
Employee, you need to fill out the First Name and/or Last Name fields on the
search page.

Also, for this attendee type you will see the Include inactive employees check
box. Select (enable) this check box if you want to include inactive employees in your
attendee search results.

The Fewer Search Options link takes you back to the simple search fields. You can
click Reset to clear any previous search criteria.
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If you are performing a simple search, select the appropriate attendee type, begin
entering the attendee name, and then click the attendee name to add it to the
expected expense.

Add Attendees x
]
© I &
Recent Attendees Attendees Attendee Groups

‘ Business Guest v| ‘WJ_' ‘

More Search Options ‘ Wright, Chris Jh"] ‘

Close

If you are performing an advanced search, select the appropriate attendee type, and
enter the search term(s) (for example, the first few letters of the attendee's last
name), and then click the Search button.

Add Attendees x
2
3 ) &
Recent Attendees Attendees Attendee Groups

* Required field

Attendee Type * Last Name
‘ Business Guest v | Wright |
First Name Attendse Title

Company

State

Total Amount ¥TD

Fewer Search Options

Can't find an attendee? Create New Attendee
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When you are performing an advanced search, after clicking Search, the search
results appear on the Attendees tab with the search criteria displayed at the top of

the search results.

Select the check box for the desired attendee and then click the Add to List button.

| @ Wright, Chris Coo

Add Attendees X
L]
S e &
Recent Attendees Attendees Attendee Groups
Search Criteria: Business Guest, Wright Can't find an attendee?
Modify Search Create New Attendze
#| Attendee Name Attendee Title Company Attendee Type
West End Industries Business Guest

3

Close Add to List

NOTE:If you do not find the desired attendee in the results, click the Modify
Search link to modify your search criteria and try again.

CREATE NEW ATTENDEE

If you want to create a new attendee manually (and if you are allowed to do so by

your company's configuration), click the Attendees tab, and then click the Create

New Attendee link.

The simple search's "No Results" message includes a Create New Attendee link.

More Search Options

Add Attendees
9
) S &
Recent Attendees Attendees Attendee Groups
Business Guest v smi

No Results. Ensure the spelling and attendee type are correct.

Can't find an attendee?(Create New Attendee
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The advanced search's "No Results" message also includes the Create New
Attendee link.

Add Attendees X
9
) S &
Recent Attendees Attendees Attendee Groups

o No Results. Ensure the spelling and attendee type are correct.

Can't find an attendee® Create New Attendee

* Required field

Attendee Type * Last Name First Name
Business Guest v Godrigue Ayes
Attendee Title Company
Fewer Search Options Can't find an attendee? Create New Attendee

And the advanced search's "Can't find an attendee" message also includes the
Create New Attendee link.

Search For Attendee X
Search Criteria: Business Guest, Smith Can't find an attendee? Create New Auen@

Modify Search

Attendee Name Attendee Title Company Attendee Type
Smitha, X Business Guest
4
Close

IMPORT ATTENDEES

In the Professional Edition of NextGen UI for Concur Expense, the personal attendee
import is now available. To use the personal attendee import, the personal attendee
import must be configured for your organization in Concur Expense.

42

NextGen UI for Concur Expense - End User
Last Revised: May 26, 2022
© 2004 - 2022 SAP Concur All rights reserved.




The personal attendee import benefits users who must list a large humber of
attendees - up to 500 attendees - for example, for seminars or department
functions. The attendees import uses a Microsoft Excel spreadsheet template to
import attendees into an expense.

NOTE: Concur Expense supports up to 500 attendees per expense. This limit is due
to a combination of configuration elements for the expense detail form, the
attendee type, and related attendee form. Because of the constraints of these
configuration elements, expenses with more than 500 attendees may or may
not function correctly. SAP cannot guarantee that any list of attendees
greater than 500 will import successfully to Concur Expense. Attempting to
import more than 500 attendees could result in issues opening the expense
report or an individual expense item.

When the personal attendee import is configured for your organization, the Import
Attendees tab is displayed in the Add Attendees dialog.

Add Attendees x
\J
0 ) & 2J
Recent Attendees Attendees Attendee Groups Import Attendees

The attendees import feature requires Microsoft Excel

Don't have the spreadsheet
template?

If you don't already have the
spreadshaet template, click the link
o below to download it. You'll use this
template to import attendees.

Upload Spreadsheet

xls format only Download the template

Close

P To import attendees into an expected expense:

1. Complete the expense and then click the Attendees link on the New
Expense page.

To add an attendee to an existing expense, on the expense details page, click
the Attendees link.

The Attendees page appears.
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3.

NOTE: The Attendees link appears only for the expense types that your
company has defined as requiring attendees.

Click Add.

Clicking Add opens Add Attendees dialog. If your company allows you to
import attendees, the Import Attendees tab is available.

Click the Import Attendees tab.

Add Attendees x
L)
Y S & 2]
Recent Attendees Attendees Attendee Groups Import Attendees

The attendees import feature requires Microsoft Excel

Don't have the spreadsheet

template?

If you don't already have the

spreadsheet template, click the link

O below to download it. You'll use this
template to import attendees.

Upload Spreadsheet

xls format only Download the template

Close

Attendees are imported using a Microsoft Excel spreadsheet created using the
attendee spreadsheet template, which is formatted with the attendee fields.

NOTE: The attendee import only supports the Excel .xls file format.

If you have already downloaded and populated the attendee import template
Excel spreadsheet, click Upload Spreadsheet.

Select the Excel spreadsheet, and then click Open.

If you need to create an Excel spreadsheet using the attendee import
template, click Download the template.

Clicking Download the template downloads the
AttendeeIlmportTemplate.xls attendee import template file.

¢+ Save the AttendeelmportTemplate.xls file to your computer or network.
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*

Open the AttendeelmportTemplate.xls file in Microsoft Excel.
Enter the attendee records (up to and not over 500 attendees).
Save your changes to the attendee import spreadsheet.

Click Browse.

On the Import Attendees tab, click Upload Spreadsheet.

Select the attendee import spreadsheet, and then click Open.

6. Once the attendee import spreadsheet is successfully uploaded, click Next.

When an Excel spreadsheet is successfully uploaded, a tile containing the
spreadsheet file name and a green circle with a check mark appears on the
Import Attendees tab.

Add Attendees
L
9 S & 3
Recent Attendees Attendees Attendee Groups Import Attendees

The attendees import feature requires Microsoft Excel

Don't have the spreadsheet
template?

If you don't already have the
spreadsheet template, click the link

0 ° below to download it. You'll use this

template to import attendees.

Upload Spreadsheet
xls format only Download the template
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7.

Clicking Next opens the Import Attendees dialog with the attendee
information from the Excel spreadsheet displayed.

“ Go Back

Import Attendees

Attendee
Row  Type

1 Business
Guest

2 Business
Guest

3 Business
Guest

4 Business
Guest

o

Business
Guest

6 Business
Guest

Last
Name

Diaz

Shea

Pete

Brown

Clark

Nate

First
Name

Keith

Marra

Ko

Susan

Emilia

Sean

Attendee
Title

VP

SVP

VP

Director

VP

Director

The following attendees were included on the spreadsheet. Click Next to continue.

Company,

Institution/Practice, Project
Company State 1D
Microsoft WA

Microsoft WA

Amazon WA

Amazon WA
PharmaTech WA
PharmaTech WA

Entries: 6

Recipient
External  Type/Profes:
ID Designation

Review the information for accuracy.

If the information is correct, click Next.

If the information is not correct, click Cancel, correct the attendee
information in the Excel spreadsheet, and then import the updated

spreadsheet.
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When you click Next, Concur Expense checks for required fields. If it finds
missing required fields, a message appears, indicating that the listed

attendee(s) cannot be imported.

Import Attendees

“ Go Back

The following attendees cannot be imported:
Row Attendee  Last First
# Alerts Type Name Name

8 (1] Businass
Guest

Attendee
Title

Director

Added: 1 Skipped: 6 Cannot import: 1 Duplicates: 0

Company,
Institution/Practice,
Company

Google

State

M A

WA

Rec
Project  External  Typi
ID ID Des
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Click the red circle in the Alerts column for an attendee to view the reason
for the attendee error.

Import Attendees x
€ Go Back
The following attendees cannot be imported: Added: T Skipped: 0 Cannot import: 1 Duplicates: 0
Company, Rec
Row Attendee Last First Attendee  Institution/Practice, Project  Extermal  Typs
# Alert B Company State 1D ID Des
Error ® -

W

8 ector Google WA

% Missing required field: Last Name.

8. If you want to correct the attendees with errors, click Cancel, correct the
attendee information in the Excel spreadsheet, and then import the updated
spreadsheet.

If you want to continue, click Next.

In the next step, the system checks for possible duplicate attendees by
comparing the attendees on the worksheet to attendees already in the
system. If the import identifies possible duplicate attendees, a list of possible
duplicate attendees is displayed in the Import Attendees section of the
dialog. Duplicate attendees in the attendee import are resolved one attendee
at a time.
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Import Attendees

€ Go Back

()

Duplicate Attendees

Import Attendees

Attendee Name

jean, plerre

jean, pierre

jean, pierre

jean, pierre

jean, pierre

Possible duplicates were found for the following attendees. Select an attendee in the imported Attendee
list and choose whether to use an existing attendee entry or continue importing the attendee as a new
entry. Clicking "Next" will skip all remaining duplicate attendees and they will not be imported

Attendee Title Company

mr

mr

mr

mr

Added: 1 Skipped: 16 Cannot import: 0 Duplicates: 26

Attendee Type

Business Guest

Business Guest

Business Guest

Business Guest

Business Guest

el m

9. Select an attendee in the Import Attendees list, and then click the View

Duplicates button.

Duplicate Attendees

View Duplicates

Import Attendeas

Attendee Name

jean, piarra
jean, piarra
jean, pierma
jean, pierra

jean, pierre

The Duplicate Attendees dialog opens. The possible duplicate attendees
associated with the selected attendee are displayed.
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10. Either select the attendee in the Imported Attendee list to continue
importing the attendee as a new attendee or select one of the existing
attendees in the Duplicates list, and then click the Use Selected Attendee

button.

Duplicate Attendees

Imported Attendes

Attendes Name

jean, pierms

Duplicates

Attendee Narme
jean, pierrea
{ jean, plerme
O j@an, piema
{ jean, pierrs

[ jean, piema

Select whether to use an existing attendee entry or continue importing the attendee as a new entry.

Attendee Title

mr

Attendee Title

mr

Company Attendes Type

Business Guest

Company Attendes Type

Business Guest
Business Guest
Business Guest
Business Guast

Business Guest

Cancel( Use Selected Attendee )
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After selecting the Use Selected Attendee button, if there are additional
possible duplicate attendees in the attendee import, you are returned to the
list of possible duplicate attendees, and the Added and Duplicate totals are
updated.

Import Attendees [Z]

€ Go Back

Possible duplicates were found for the following attendees. Select an attendee in the Imported Attendee Added: 2 )Skipped: 16 Cannot import: O Duplicates: 25

list and choose whether to use an existing attendee entry or continue importing the attendee as a new
entry. Clicking "Next" will skip all remaining duplicate attendees and they will not be imported

Duplicate Attendees

Import Attendees
Attendee Name Attendee Title Company Attendee Type
jean, plerre mr Business Guest
jean, plerre mr Business Guest
jean, pierre mr Business Guest
@ jean, pierre mr Business Guest
jean, pierre mr Business Guest

Gancel m

11. Repeat the process for the remaining duplicate attendees that you want to
resolve, and then click Next.

If you click Next without resolving the remaining duplicate attendees, the
remaining attendees in the import that have been identified as possible
duplicates will not be imported.

When you click Next, the Skip Duplicate Attendees? message appears.

X

Skip Duplicate Attendees?

By skipping the remaining duplicate attendees they will not be
added to the expense.

Cancel Skip Duplicate Attendees

Click the Skip Duplicate Attendees button to continue.
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After clicking Next or Skip Duplicate Attendees, the final dialog appears,
showing the number of attendees imported, number of attendees skipped, the
number of attendees that could not be imported, and the number of duplicate
attendees resolved.

Import Attendees (¥

° Success! Below are the results for importing attendees.

Aftendees added to the attendee list for your expense 5]
Attendees skipped - already listed for your expense 0
Aftendees that could not be imported - data errors 1
Duplicates attendees resolved 4]

12. Click Close.

The attendees are imported into the expected expense.

Manage Duplicate Attendees

When you attempt to add a new attendee and click Create Attendee (as described
above), Concur Expense immediately searches for duplicates. If Concur Expense
finds a duplicate attendee, you are prompted to use the duplicate or to add the new
attendee if, in fact, they are not the same person.
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Duplicate Attendees Found

New Attendee

Kerry Craig

Business Guest

Modify Attendee Continue Adding New Attendee
Duplicates
Attendee Name Attendee Title Company Attendee Type
() Craig, Kerry CFO LenDev Business Guest
Cancel

Expense List

[

see how attendees appear in the expense list.

Section 9: Hotel/Lodging Ite

mizations

Like attendees, itemizations are managed on a separate page.

Existing UI

In the existing UI, the Nightly Lod

ging Expenses tab looks like this.

{ 4 MNewExpense | ImportExpenses  Defails*  Receipls®  Print~
Exceptions
Expense Type | Date Amount | Exception
Hotel 031072017 $614.13 /A This expense requires a receipt
Hotel 03/10/2017 $614.13 o Iltemizations are required for this entry.
Expenses [Move + | B2 vew- Expense || Nightly L@ng Expenses
[0 |pater Expense Type Amount Requested Checkdin Date Check-out Date: Number of Nights
[] 04052017 Business Meal (attendees) $240.24 $240.24 03102017
Y Calleman’s Steakhouse, Dallas, T [
v 03102017 Hotel $614.13 $614.13 Recurring Charges (each night)
Room Rate Room Tax
This expense requires a receipt
Itemizations are required for this entry. Other Room Tax 1 Other Room Tax 2
[] Combine room rate and taxes into a single entry
Additional Charges (each night)
Expense Type Amount
Choose an expense type <2
Expense Type Amount
Choose an expense type | v
TOTAL AMOUNT TOTAL REQUESTED)
$854.37 $854 37\ J

Refer to the Additional Information in the Expense List section in this guide to
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NextGen UI

Itemize - Typical Process

Two new fields are added to the main hotel expense entry page: Check-in Date
and Check-out Date. You must fill in these fields, which are used in the itemization

process. Complete the expense and then click Itemizations.

New Expe
Details Item\zalions® Hide Receipt E
® Allocate Receipt CFDi

* Indicates required field
Expense Type *

Room Rate ~

Check-in Date *
03/07/2018

Check-out Date * Nights:
E= | 03/10/2018 3

Transaction Date *

03/10/2018

Business Purpose

Wendor *

Search for Vendor ~

$614.13

Visa- 1111

03/08/2018 3:05 PM

Checkin Daily Fate Number of Guests
March &, 2018 #7015 1

Check-out Foom Humber Total Nights
March s, 2018 :

If you started the expense with a card charge or e-receipt (from the Available
Expenses list), the itemizations may have been created automatically, depending on
the hotel charge details provided by the vendor. If not, follow the steps below.

Click Create Itemization.

Room Rate $614.13 @

03/10/2018 | Hyatt Hotels

Create I(emizaﬁor'

Create itemizations for the items on your receipt

No ltemizations

Details ltemizations Hide Receipt E
Amount Itemized © Remaining Receipt CFDi
$614.13 $0.00 $614.13

$614.13

visa- 1111

03/09/2018 3:05 PM

Checkin Dally Fate

Mumber of Guests
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Click the desired expense type, in this case, Room Rate.

Room Rate $614.13 @

03/10/2018 | Hyatt Hotels

Details [temizations

Amount Itemized © Remaining

Receipt

Cancel

CFDi

$614.13 $0.00 $614.13

New ltemization
* Indicates required field
Expense Type *

Search for an expense type ~

Recently Used A
Room Rate @
Business Meal ttendees)

ClientMeals Check-in

March 6, 2018
Client Meals Tax
ClientBreakfast ot
ClientDinner

ClientLunch
Communications

Local Phone

Long Distance

Online Fees
Entertainment

Business Meals (Attendees) v
Enteriainment-Other

$614.13

visa- 1111

03/08/2018 3:05 PM

Daily Rate
$170.15

Humber of Guests

Foem Number Total Hights

16801

Hide Receipt E

Enter the daily room rate and taxes and click Save Itemization. The check-in and
check-out dates from the main hotel expense are used here to define the dates that

require a recurring itemization.

Room Rate $614.13 @
03/10/2018 | Hyatt Hotels

CFDi

Details Itemizations
Amount ltemized © Remaining Receipt
$614.13 $0.00 $614.13
New ltemization
Expense Type *
Room Rate v

Entry Type: Recurring ltemization w

03/07/2018 - 0310/2018 (Nights: 3)

Your hotel room rate was: P
March 6, 2018
The Same Every Night Not the Same

Check-out
March 9, 2018

Room Rate (per
night) *

17015

ancel

Room Tax (per night)
2857

x 2 (per night) Tax 3 (per night)

$614.13

Visa- 1111

03/08/2018 3:05 PM

Daily Fate
$170.158

Mumber of Guests

Room Number

Total Nights
1601 3

Hide Receipt E

NOTE: This example uses the entry type of Recurring Itemization and the The Same
Every Night tab. The other options are described later in this section.
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The itemizations appear along with any remaining balance.

-
Room Rate $614.13 @
03/10/2018 | Hyatt Hotels
Details ltemizations
Amount Itemized
$614.13 $596.16
[0 Dates Expense Type
O 03/07/2018 Room Tax
O 03/07/2018 Room Rate
O 03/08/2018 Room Rate
[0 03/08/2018 Room Tax
[0 03/09/2018 Room Rate
[0 03/09/2018 Room Tax

O Remaining

Receipt

Hide Receipt E

CFDi

$17.97

Amount
$28.57
$170.15
$170.15

$28 57 caucten

March 6, 2018

$170.15 Checkout

March 9, 2018

$28.57

$614.13

visa- 1111

03/09/2018 3:05 PM

Dally Fate Humber of Guests
#7015 1

Foem Number Total Nights
16801 3

If there is a remaining balance, click Create Itemization and select the expense
type for the remaining amount, in this case, Internet (5.97 USD for each of the 3

nights).

Room Rate $614.13 i
03/10/2018 | Hyatt Hotels

Details Itemizations
Amount ltemized
$614.13 $596.16

New ltemization

Expense Type *

Internet
03/07/2018 - 03/10/2018 (Nights: 3)

Recurring Every Night
Business Purpose

after-hours work

Transaction Amount ™

599

Currency *

@ Remsining Receipt

Hide Receipt E

CFDi

$17.97

* Indicates required field

~

Cheekein
March 6, 2018

Cheek-out
March 8, 2018

$614.13

Visa- 1111

03/08/2018 3:05 PM

Daily Rate Number of Guests
$170.15 1

Reoom Number Total Nights

NOTE: Click the Recurring Every Night check box to repeat the itemization, saving
you from manually creating the same itemization for each night. In this case, instead
of entering $17.97, the expense is a recurring $5.99 charge.

Complete the expense and then click Save Itemization.
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An alert appears until the entire amount is itemized. A one-time success message
appears when you clear all the alerts on the expense and the remaining amount is

0.00).

Details

Amount

$614.13

Create Itemization

Date =

03/07/2018
03/07/2018
03/07/2018
03/08/2018

03/08/2018

O o o o oo

Itemizations

ltemized

$614.13

Expense Type

Room Tax

Room Rate

Incidentals

Room Rate

Room Tax

° Success! You have cleared all alerts on this expense.

Room Rate $614.13 i@

03/10/2018 | Hyatt Hotels

© Remaining

$0.00

Amount
$28.57
$170.15
$5.99
$170.15

$28.57

Receipt

Hide Receipt E

CFDi

Checkein
March 6, 2018

Check-out
March 8, 2018

$614.13

visa- 1111

03/09/2018 3:05 PM

Daly Fate Humber of Guests
#7018 1

Room Number
181

Total Nights
0 3

EXPENSE LIST

B Refer to the Additional Information in the Expense List section in this guide to
see how itemizations appear in the expense list.
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"Not the Same" Tab

If the nightly rates are different, use the Not the Same tab to define the rates for
each date of the hotel stay.

Hotel $420.00 @

02/09/2018
Details Itemizations
Amount Itemized [1] Remaining
$420.00 $0.00 $420.00

New ltemization
Expense Type *

Hotel | ~ |

Entry Type: Recurring ltemization w

02/06/2018 - 02/09/2018 (Nights: 3)

Your hotsl room rate was: ("

The Same Every Night ‘ Not the Same th |
Date Room Rate * Room Tax Tax Tax 3
02/06/2018 | [ | [ | [ | |
oo [ | |
awas [ | | |

(Amounts in USD)

Save Itemization Cancel
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Use Entry Type

Generally, the entry type is Recurring Itemization, which you use to define nightly

rates, fees, and taxes.

Details Itemizations

Amount

$420.00

Itemized

$0.00

New ltemization
Expense Type *

O remaining

$420.00

" Hotel

Entry Type: Recurring ltemization E

02/06/2018 Recurring ltemization ‘

Single ltemization

TOT MOt TOOTT Tate was.

‘ The Same Every Night ‘

Not the Same ‘

Room Rate (per
night) *

Room Tax (per night)  Tax 2 (per night)

Tax 3 (per night)

(Amounts in USD)

Save ltemization Cancel

You can use Single Itemization to
define one-time charges, like
deposit amounts, or to enter a
missed itemization from a hotel
stay that was automatically
itemized on your behalf from
detailed e-receipt information.

Details

Amount

$420.00

Itemized

$0.00

New ltemization

Expense Type *

ltemizations

(1] Remaining

$420.00

* Indicates required field

Hotel

‘V‘

Entry Type: Single Itemization w

Transaction Date *

| & | 0210912018

Business Purpose

Transaction Amount *

Currency *

US, Dollar
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Section 10: Allocations

You can allocate a single expense or several expenses at the same time.

NOTE: The allocation options are configurable by your company so your Allocate

page may be different from the one below.

Allocate an Individual Expense

To allocate an individual expense, open the expense and then click Allocate.

New Expense

Details Itemizations

@ Allocqje Receipt
* Indicates required field

Hide Receipt E

CFDi

Expense Type *

Breakfast v

Transaction Date * Business Purpose

E | MM/DD/YYYY

Enter Vendor Name City
G -

Payment Type *

Cash ﬂ

The Allocate page appears.

Allocate
Expenses: 1 $215.00

Percent Amount

Amount Allocated $215.00

$215.00 100%
Defauit Allocation

Code

RD

No Allocations

@ Remaining $0.00

0%

Percent %

100

This expense is assigned to your default allocation shown above. Click the allocate button to allocate part of all of this expense differently

>

Cance‘ m
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On the "blank" Allocate page, a default allocation appears. It is a reminder to you
that any amount that you do not allocate is automatically charged to your default
allocation, for example, to your own department. In this example, the default
allocation code (user's cost center) is RD.

Allocate x
Expenses: 1 $215.00

Percent Amount ‘

Amount

$215.00

Allocated $215 00 @ Remaining $0.00

100% 0%

Default Allocation

Code Percent %

RD 100

Choose Percent or Amount

On the top of the page, click Percent or Amount, if your configuration allows.

Allocate x
Expenses: 1 $215.00

Percent Amount }

Amount

$215.00

Allocated $215.00 Remaining $0 00

100% 0%

Default Allocation

Code Percent %

RD 100

L. TSRS, AU, AU (TN .. AR e

Add a New Allocation

To add a new allocation, click Add. The Add Allocation window appears.

Add Allocation

+ *

New Allocation Favorite Allocations

* Indicates required field
Department (1] Project (2]

[Y ~ | (RD) R&D ] [Y ~ ‘ Search by Text ]

Canoe' “
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On the New Allocation tab, select or enter the appropriate information for each
field. Click Save. The allocation is added to the list and the entire allocation amount
(100%) is added to the newly added allocation.

In this example, assume that Account Management is responsible for the entire cost
of the expense.

Default Allocation

Code Percent %

RD 0
[0 Department Project Code = Percent %
[] Account Management ACCT 100

In this example, assume that Account Management is responsible for half and your
department is responsible for the remaining half. Adjust the Account Management
percentage to 50%; the default row (your cost center) automatically adjusts to
assume the remaining 50%.

Default Allocation
Code Percent %
RD 50
“
[0 Department Project Code = Percent %
[0 Account Management ACCT 50

In this example, assume that Account Management is responsible for half and Sales
is responsible for the remaining half. None of the expense is to be charged to your
cost center.

Default Allocation

Code Percent %

RD 0

==

[0 Department Project Code a Percent %
p: )

[0 Account Management ACCT 50

[] Sales SALES 50
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Add as many allocations as desired. Depending on your configuration, you may be

able to adjust percentages/amounts.

Remove an Allocation

To remove an allocation, select the check box for the desired allocation and click

Remove.

Work With Favorites

Add to Favorites

If you have a particular set of allocations that you use a lot, save them as a favorite.

Default Allocation
Code Percent %
RD 0
s
[0 Department Project Code ~ Percent %
[0 Account Management ACCT 50
[1 Sales SALES 50
When you click Save as Favorite, the Save as Favorite window appears.
Save as Favorite X
Favorite Name
Acct Mgmt/Sales 50 each
Enter a name and click Save.
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Use a Favorite

To use a favorite allocation, click Add and then click Favorite Allocations.

Add Allocation

+ *

New Allocation Favorite Allocations

O  Acct Mgmt/Sales 50 each

Click the radio button for the favorite and then click Replace Allocations.

The allocation is applied.

Default Allocation

Code Percent %

RD 0
[0 Department Project Code = Percent %

[0 Account Management ACCT 50
[1 Sales SALES 50

Delete a Favorite

To delete a favorite allocation, click Add and then click Favorite Allocations.

Add Allocation

+ *

New Allocation Favorite Allocations

| ® Favoy’esales

Cancel Replace Allocations

64 NextGen UI for Concur Expense - End User
Last Revised: May 26, 2022
© 2004 - 2022 SAP Concur All rights reserved.



Click the name (link) of the desired favorite. This page appears, showing details of

the favorite.

Favorite sales

Name

Code

Percent

Sales - Sales Support - EMEA

Development - Program Mgmt - North America

SALE-SUPP-EMEA

DEV-PM-NAM

50%

50%

Click Delete Favorite.

Allocate Multiple Expenses

When you select one or more expenses on the expense report, the Allocate button

becomes available. Click Allocate.

Close Delete Favorite Replace Allocations

Test $230.62

Not Submitted

Report Details w Print/Share w

Add Expense

Manage Receipts w

Al I ocate

Copy Report Submit Report

Receipt Payment Type Expense Type Vendor Details Date v Requested
= Cach Business Meal (attendees) 0212812019 $215.00
: asl Altandees (1) Bellevue, Washington i
Cafe Libre
Cash Lunch Bl W ashigan 02/28/2019 $15.62
$230.62
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Note that the amount on the Allocate page includes only the selected expenses.

Allocate
Expenses: 2 $230.62

Percent Amount

Amount Allocated $230 62 @ Remaining $0.00

$230.62 100% 0%
Default Allocation

Code Parcant %

RD 100

No Allocations

These expenses are assigned to your default allocation shown above. Click the allocate button to allocate part of all of these expenses differently

Create the allocations, favorites, etc. as shown in Allocate an Individual Expense
above.

Expense List

A Refer to the Additional Information in the Expense List section in this guide to
see how allocations appear in the expense list.

Section 11: Travel Allowance

The user experience with Travel Allowance is very similar to the existing UL. The
main difference is that the user indicates whether they are requesting Travel
Allowance reimbursement on the Create New Report (header) page instead of a
prompt window.

/\ IMPORTANT: Be aware that Travel Allowance feature is highly configurable. The
user may have fixed allowances (commonly known as "per diem" or "daily
allowance") or many other options. NextGen Expense does not change that.
Users will see the same fields, check boxes, and options in NextGen Expense as
they see in the existing UI but perhaps in a slightly different layout.

Also, because of the many different configuration options, be aware that the
example shown below will likely not match your organization's Travel Allowance
configuration.
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Create an Itinerary and Expense Report

Just like the existing UI, Concur Expense determines if the user is eligible to be
reimbursed using the Travel Allowance feature. In the existing UI, a message similar
to this can be configured to appear.

Travel Allowances X

9 Will this trip include daily allowances?

Yes No

In the NextGen UI for Concur Expense, in this example, the Claim Travel
Allowance section appears on the Create New Report page.

Create New Report

* Indicates required field

Report Name * Policy *
Travel Allowance US Expense Policy j
Report Date © Business Purpose * @
04/3012018 ]
Comment
i N
Claim Travel Allowance

Will this trip include daily allowances?

() Yes, | want to claim Travel Allowance

® No, | do not want to claim Travel Allowance

Cancel Create Report
(. /

The user completes the fields as appropriate. In this example, the "no" option is
selected by default in the Claim Travel Allowance section. If the report will not be

used for Travel Allowance reimbursement, the user keeps the "no" option and clicks
Create Report.
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However, if the report will be used for Travel Allowance reimbursement, the user
selects Yes, I want to claim Travel Allowance. The Create Report button
changes to Next; the user clicks Next.

Create New Report X

* Indicates required field

Report Name * Policy *
Travel Allowance US Expense Policy j
Report Date © Business Purpose * @
04/30/2018 ]
Comment
4 N\

Claim Travel Allowance

Will this trip include daily allowances?

® Yes, | want to claim Travel Allowance

(O No, | do not want to claim Travel Allowance

Next: Create report and add itinerary details for your travel allowances

| ~/

NOTE: Whether the "yes" option is selected by default, the "no" option is selected by
default, and whether the Claim Travel Allowance section appears at all is
configurable.
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On the next page, the user completes the itinerary and clicks Next, just as if using

the existing UI.

Travel Allowances For Report: Travel Allowance 0x
o Edit Itinerary 2 Avsilable Itineraries 3 ) Expenses & Adjustments
Itinerary Info
Itinerary Name
l Travel Allowance ‘
e e
[ | ceparturecity | Armival City Arrival Rate Location | Departure City
. I Seattle, Washington |
Seaftle, Washington Dallas, Texas DALLAS COUNTY, US-TX, US
D5/0572018 06:00 AM D5/06/2018 12:30 PM Date Time
Dallas, Texas Seatile, Washington KING COUNTY, US-Wa, US I ‘| I |
D05/11/2018 07:20 AM DSM11/2018 11:00 AM
Arrival City
Date Time
I = | |
Save
Go to Single Day ltineraries Mes Cancel

On the next page, the user may select an additional itinerary (if desired) and clicks

Next, just as if using the existing UI.

Travel Allowances For Report: Travel Allowance

1 Create New ltinerary o Avsilable ltineraries (@) Expenses & Adjustments

[ )
Assigned Itineraries

Dallas, Texas D5/11/2018 D7:20 AM Seattle, Washington

051172018 11:00 AM

| Departure City Date and Time & Amrival City Date and Time Arrival Rate Location
e Itinerary: Travel Allowance
Seatile, Washington DS5/08/2018 D3:00 AM Daligs, Texas DS/052018 12:30 PM DALLAS COUNTY, US-TX, US

KING COUNTY, US-Wa, US

Available Itineraries

| Current ltineraries | v |

| Departure city | Date and Time » Amival City

Date and Time

Arrival Rate Location

e Itinerary: TA demo of delete report

03/05/2018 D3:00 AM
03/08/2018 D4:00 PM

Seatile, Washington Los Angeles, Califomnia

Los Angeles, California Seattle, Washington

@ ltinerary: Test GSA

03/05/2013 11:00 AM
03/03/2013 08:00 PM

LOS ANGELES COUNTY, US-C...
KING COUNTY, US-Wa, US

D03/25/2018 12:00 PM
03/27/2012 DE:00 PM

Austin, Texas Brownwood, Texas

Brownwood, Texas Austin, Texas

032572018 04:00 PM
03/2712018 03:00 PM

HARRIS COUNTY, US-TX, US
TRAWIS GOUNTY, US-TX_ US
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On the next page, the user makes adjustments and clicks Create Expenses, just as
if using the existing UI.

Travel Allowances For Report: Travel Allowance 0O x

1) Create New Itinerary 2 Available Itinsrariss o Expenses & Adjustments

Show dates from | ||:‘ to || m

Exclude | All (| | | Date/Location | Breakfast Provided Lunch Provided Dinner Provided Allowance
gsa’un:f E]Ilias a ] | 166 25

. e B B B

5 e o o B

] 0S1112018 B - - seas

Dallas, Texas

Create Expenses Cancel

The Travel Allowance entries appear on the expense report.

Administration~ | Help~

SAP Concur @ Requests Travel Expense Invoice Approvals App Center Links ~ ®

Profile ~

Manage Expenses View Transactions Cash Advances

Travel Allowance $587.50@ Copy Report

Not Submitted

Report Details w Manage Receipts w

Add Expense

[(] Receipt Payment Type Expense Type Vendor Details Date v Requested
O @ Cash Fixed Meals Dallas, Texas 05/08/2018 §53.25
O i Cash Fixed Lodging Dallas, Texas 05/08/2018 $113.00
| Cash Fixed Meals Dallas, Texas 05/09/2018 §71.00
o | E Cash Fixed Lodging Dallas, Texas 05/09/2018 $113.00
O Cash Fixed Meals Dallas, Texas 05/10/2018 §71.00
o @ Cash Fixed Lodging Dellas, Texas 051072018 $113.00
i T A Civad b8oal ACM4mns ecoac
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Depending on the configuration, the user may have to provide receipts, manually
create additional expenses, select card charges, etc.

Travel Allowance Menu Itinerary Management

When the user has travel allowance, Manage Travel Allowance displays on a new
Travel Allowance menu.

Trip to Bellevue € 720.00 @

Not Submitted

m - cary TGP m

- . . M . o{ v Truee v

Section 12:

Expense Assistant

Calendar-Based and Trip-Based Expense Reports

First, to use the Expense Assistant feature, the company enables the feature (as
defined in the configuration information later in this section) and allows its users to:

Use the calendar-based process: Expense Assistant automatically
creates a calendar-based (monthly) expense report as the user's expenses
flow into Concur Expense.

Use the trip-based process: Expense Assistant automatically creates an
expense report based on a specific trip booked in Concur Travel and then

populates the expense report with the client's expenses incurred between
the trip's start and end dates.

Both: Choose between the calendar-based and trip-based process (but
not both)

Neither: Not use the feature

Then, each user individually enables it (if desired) as described below.
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Enable Expense Assistant

If the company has enabled Expense Assistant, there are several ways for an
individual user to enable it:

¢ Available travel segment: If the user has at least one unexpensed
travel segment (itinerary) in the Available Expenses section of the
Manage Expenses page, the Expense Assistant page appears.

+ If the admin configured Expense Assistant for only trip-based expense
reports, the Expense Assistant page appears as shown below.

Expense Assistant

Trip-based reports for you

When Expense Assistant is on, Concur will put the incoming

expenses from your trip into one report for you. All you'll need to Tt
do is review and submit. The best part? You can start using it today.

If you are ready to start using Expense Assistant, click Get Started.

The user clicks Get Started.
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+ If the admin configured Expense Assistant for only calendar-based
expense reports, the Expense Assistant page appears as shown below.

Expense Assistant

Reports built for you

When Expense Assistant is on, Concur will put your incoming
expenses directly into your monthly expense report. All you'll need
to do is review and submit. The best part? You can start using it
today.

If you are ready to start using Expense Assistant, click Get Started.

Ma, Thanks

The user clicks Get Started.
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If the admin configured Expense Assistant for trip-based or calendar-
based expense reports, the Expense Assistant page appears as shown
below.
Expense Assistant
Turn on Expense Assistant to have your reports built for you. All you'll need to do is review and submit. Choose the type
you want to use and get started today!
Calendar-based reports
Your incoming expenses will flow directly into your expense ’ .
reports based on the calendar month. Tl I
I
Trip-based reports 9 . ;
Your incoming expenses will flow directly into your expense _ .
reports based on the the trip start and end date. -
If you are ready to start using Expense Assistant, click Get Started.
The user makes the desired choice and clicks Get Started.

No available travel segment: If the user does not currently have any
available expenses or an unexpensed travel segment (itinerary), they will
see the following message in the Available Expenses section.

AVAILABLE EXPENSES

[] Expense Detail Transaction Category

o Enable Expense Aszsistant and these expenszes will be placed on a report for you. _Learn More
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The user clicks Learn More.

e Profile: The user can enable Expense Assistant at any time in Profile. The
user clicks Profile > Profile Settings > Expense Preferences (left
menu) and then selects By Month or By Trip from the Expense Assistant
using this method list.

Expense Preferences
[ seve ]| concs |

Select the options that define when you receive email notifications. Prompts are pages that appear when you selec|

Send email when...

The status of an expense report changes
Mew company card transactions arrive
Faxed receipts are successfully received

An expense report is submitted for approval

Prompt...

For an approver when an expense report is submitted

Sign me up for...

Expense Assistant using this method: ~ By Month
By Trip
None
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Disable Expense Assistant

The user can disable Expense Assistant two ways:

Manage Expenses: On the Manage Expenses page, the user clicks
Turn Off Expense Assistant below the report library.

Manage Expenses

REPORT LIBRARY View: Active Reports w

&

Create New Report

When expense items come in, they will be placed in a new report. Turn off Expense Assistant

Profile: The user clicks Profile > Profile Settings > Expense
Preferences (left menu) and then selects None from the Expense
Assistant using this method list.

Expense Preferences
£33 £33

Select the options that define when you receive email notifications. Prompts are pages that appear when you seleci

Send email when...

The status of an expense report changes
New company card transactions arrive
Faxed receipts are successfully received

An expense report is submitted for approval

Prompt...

For an approver when an expense report is submitted

Sign me up for...

Expense Assistant using this methad:| ~ By Month
By Trip
None
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Section 13: Cash Advance

Existing UI

In the existing UI, the Expense > Cash Advance menu is used to create and view
cash advances.

SAP Concur . Requests Travel Expense Invoice Approvals

Central

Cash Advances « Budget Insight

Manage Expenses View Transaction:

Cash Advance List

Active Cash Advances

View Cash Advances @

New Cash Advance

[[] cash Advance Name | Purpose Stat

[ ] cash for Canada Trip Penc
Pat

[ ] Cash for Paris Trip 155U¢]

To view, click Expense > Cash Advances > View Cash Advances. Select the
desired cash advance. The information appears.

Use the View menu to view active cash advances, issued cash advances, etc.

Administration ~ | Help ~
SAP Concur E Requests Travel Expense Invoice Approvals Reporting ~ App Center Links « o
Profile ~
-
Manage Expenses View Transactions Cash Advances - Budget Insight Central Reconciliation ~ Processor +
Cash Advance List Y BB )
q New Cash Advance
Active Cash Advan
Cash for Canada Trip x

Cash Advance Name rposs

[_| cashfor Canada Trip ‘
Dotails | Comments History || Audit Trail || Approval Flow | Documents

[] Cashfor Paris Trip

Cash for Canada Trip

MNama Cash Advance Amount Purpose Requestad Disbursemant Date

CA-PS2 )
= Cash for Caneda Trip 20000 CAD |
[ ] ca-ps1 L=

Gancel
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To create a new cash advance, click Expense > Cash Advances > New Cash
Advance or click New Cash Advance on the Cash Advance List page.

Administration = | Help ~

SAP Concur [¢] Requests Travel Expense Invoice  Approvals Reporting ~ App Center Links + — °
T -

Manage Expenses View Transactions Cash Advances ~ Budget Insight Central Reconciliation Processor -

Cash Advance List o Cash Advanser

Active Cash Advances

[] Cash Advance Name [ Purpose

New Cash Advance

New Cash Advance

T Gaeh for Ganada Trp Nefails | Approval Flow | Documents

["] Cash for Paris Trip

e - Name Cash Advance Amount Purpese Cash Advance Comment
sh for Canada Trip
R usn |~
e —1 — 15 ) |
[] cA-PS1 Requested Disbursemont Dats

Submit Cancal

NextGen UI

In the NextGen UI for Concur Expense, click Expense > Cash Advances. The Cash
Advances page appears.

Administration~ | Help~

SAP Concur @ Requests Travel Expense Invoice Approvals Reporting~ App Center .
-

Profile -

Manage Expenses View Transactions Budget Insight Central Reconciliation « Processor =

Cash Advances

View: Active Cash Advances w

NOT SUBMITTED 10/17/2018 SUBMITTED 10/17/2018 ISSUED 09/14/2017
Cash for Canada Trip Cash for Canada Trip CA-PS1
o Amount Amount Amount Balance
Request Cash Advance CAD 200.00 CAD 200.00 AUD 604.64 | $763.59
Not Submitted Pending Approval
Pat Davis
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To view a cash advance, click the desired cash advance.

Administration~ | Help~

SAP Concur @

Requests  Travel | Expense  Inwoice  Approvals  Reporting~  AppCenter  Links~

Profile = &

Manage Expenses  View Transactions Cash Advances  Budget Insight  Cenlral Reconciliation =

Processor

Cash Advances

View: Active Cash Advances w

NOT SUBMITTED 101712018 SUBMITTED 1011712018 ISSUED 09142017
Cash for Canada Trip Cash for Canada Trip CA-PS1
0 Amount @ Amount Amount Balance
REQUEST Cash Advance CAD 200.00 CAD 200.00 AUD 604.64 | $763.59
i
Cash for Canada Trip Cancel
10/17/2018
ISSUED Cash Advance Timeline  Manage Attachments
Details Expenses
CA-PS2
: * Indicates required field
Name * Cash Advance Amount * Currency *
| Cash for Canada Trip ‘ 200.00 Search for Currency | ~ |

Purpose Requested Disbursement Date

T s

MM/DD/YYYY |

Cash Advance Comment

Use the View list to view active cash advances, issued cash advances, etc.

Manage Expenses View Transactions Cash Advances Budget Insight C

Cash Advances

View: Active Cash Advances w

© Active Cash Advancss. NOT SUBMITTED 1011712

Pending Cash Advances

Approved Cash Advances Cash for Canada Trip
Sent Back Cash Advances Amount

f Issued Cash Advances CAD 200.00
Cancelled Cash Advances Not Submitted

Completed Cash Advances
All Cash Advances

ISSUED 09/14/2017

ISSUED 10/17/2

CA-PS2

I Y . Y

Cash for Paris Trip

Aot | Bt
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To create a new cash advance, on the Cash Advance List page, click Request
Cash Advance.

Manage Expenses  View Transactions ~ Cash Advances  Budgstinsight  Central Reconciiation=  Processor~

Cash Advances

View: Active Cash Advances w

NOT SUBMITTED 101772018 SUBMITTED 10/117/2018

@ Cash for Canada Trip Cash for Canada Trip CA-PS1

ﬁ Amount Amount Amount Balance

Request Cash Advance CAD 200.00 CAD 200.00 AUD 604.64 | $763.50

New Cash Advance < ([N

Cash Advance Timeline  Manage Aftachments

ISSUED
Details Xpenses

CAPS2
* Indicates required fisld

Amount | Balance Name * Cash Advance Amount * Currency *

$476.78 | $453.78 —_—

‘ | Search for Currency ‘ v ‘

Purpose Requested Disbursement Date

& | MM/DDAYYYY

Cash Advance Comment

Request a Cash Advance - Typical Process
P To request a cash advance:

1. On the Cash Advances page, click Request Cash Advance. The New Cash
Advance page appears.

New Cash Advance B mm

Cash Advance Timeline  Manage Attachments

Details Expe
* Indicates required field

Name * Cash Advance Amount * Currency *

| ‘ | ‘ Search for Currency | N ‘

Purpase Requested Dishursement Date

| | B | MM/DDYYYY |

Cash Advance Comment

NOTE: The fields that appear on this page are configurable by your company,
so your New Cash Advance page may be different from the one
shown here.
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2. Complete the fields on the page as directed by your company. Use the
Manage Attachments link to add attachments, if applicable.

Cash to Trip to Canada Ol oo | swme |

Cash Advance Timeline Manage Attachments

Details Expenses
* Indicates required field
Name * Cash Advance Amount * Currency *
[Cash to Trip to Canada ] [ 100.00 ] [ Canada, Dollar ‘ v |
Purpose Requested Disbursement Date

12/13/2018 ]

~ [

Cash Advance Comment

3. Click Submit.

Manage Expenses View Transactions Cash Advances Budget Insight Central Recon|

Cash Advances

View: Active Cash Advances v

SUBMITTED 12/10/2018

Cash to Trip to Canada

o Amount
Request Cash Advance CAD 100.00

Pending Approval
Pat Davis
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Once submitted, the request goes through an approval process and then on
to the Cash Advance administrator for issuing. The company then distributes
the cash according to its internal process.

Manage Expenses View Transactions Cash Advances Budget Insight Central Recon|

Cash Advances

View: Active Cash Advances w

ISSUED 12/10/2018

Cash to Trip to Canada

o Amount ‘ Balance
Request Cash Advance CAD 100.00 | $75.07 |

Account for a Cash Advance
P To account for a cash advance on an expense report:

1. On the expense report, click either:
¢+ The View link in the top banner.

+ Report Details > Manage Cash Advances
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Either way, the Cash Advances page appears.

Manage Expenses ~ View Transacions  Cash Advances  Budget Insight  Central Recondiliation=  Processor
0 There are cash advances available to add to this repo X
. 9

Trip to Canada $0.00 @ Submit Report
Not Submitted
Report Details w Manage Receipts w

Report

Report Header

Report Totals Expense Type Vendor Details Date Requested

Report Timeline

Audit Trail

et e Cash Advances X
Report Payments.
Available: 1
Linked Add-ons
Manage Cash Advances
Cash Advance Name Forelgn Amount Exchange Rate Amount Balance
No Cash Advances Linked
Add cash advances to this report to submit for reimbursement
Available Cash Advances x
[0 Ccash Advance Name = Date Issued Foreign Amount Exchange Rate Amount Balance
[0 Cashto Trip to Canada 1211072018 CAD 100.00 $0.75071693 $75.07 §75.07
Cancel

2. In the Cash Advances page, either:
¢+ Use a cash advance that appears on the page

+ Click Add. The Available Cash Advances page appears.
e Select the desired cash advance.
e Click Add to Report.

Section 14: Company Bill Statements

Company Bill Statements has been updated with a new look and the purchasing card
owner now has gained visibility and clarity on tasks that need to be performed. While
the user interface (UI) has been improved with new elements and messaging, the
basic functionality of creating and submitting Company Bill Statement reports
remains the same.
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Company Bill Statements includes the following enhancements:

e Manual creation of a statement report from Available Expenses

e Reduced number of unassigned purchase card transactions displaying in
Available Expenses (including when an expense type is undefined)

e Improved visibility of unassigned purchase card transactions using a new All
Expenses filter in Available Expenses, which includes the display of all

purchase cards

e Clarified messaging to inform users when selections cannot be moved to a

single report

e The ability for delegates and proxy roles to view the statement report

Available Expenses

Existing UI

In the existing UI for Available Expenses, users cannot view expenses related to
purchase card transactions when the A/l Corporate and Personal Cards filter is
selected by default. Users must select the All Purchasing Cards filter to view

purchase card expenses.

AVAILABLE EXPENSES

{ All Corporal

ersonal Cards nse Betail

| All Purchasing ¢

rvn ops and Salvage Yards

| All IC Cards

iging — Hotels, Motels, Resort

omated Fuel Dispensers

Purchasing Card  Video Tape Rental Stores
Purchasing Card  Hertz
Purchasing Card  Lodging - Hotels, Motels, Resort

Purchasing Card  Miscellaneous Apparel and Acc

Expense Type

Undefined

Hotel

Fuel

Undefined

Car Rental

Hotel

Undefined

Source

1)

D (

O

00

D

D (

Date Amount
10/06/2020 €833.06
10/06/2020 € 866.18
10/08/2020 €111.05
10/09/2020 € 740.66
10/09/2020 €588.33
10/10/2020 € 665.56
10/11/2020 € 84530
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NextGen UI

In Available Expenses section, a new All Expenses filter is selected by default and
displays all expenses, including purchase card transactions. Users can also view all
purchasing cards by selecting the All Purchase Cards filter. If there are multiple CBS
cards, we recommend that users filter per card to process the transaction.

AVAILABLE EXPENSES  View w

[ + All Expenses
All Corporate and Personal Cards
All Purchase Cards
B cps 7704
CBS-T7774

[ Receipt Payment Type Vendor Details Date ¥ Amount

Good Burger

O IBCP Dinl cBs- 7684 N, 03/02/2021 uUsD 8.15
IBCP - 3456
o IBCP Miscellaneous COVID-19 Testeenter 03/02/2021 USD 47.11
New York, New York
m] CBS Airfare AIR JAMAICA 11/03/2020 EUR 899.91
m] CBS Car Rental ALPHA RENT-A-CAR 11/01/2020 EUR 379.91
O CBS Printing/Photocopying/Stationery Miscellaneous Publishing and Pri 11/01/2020 CZK 58.91

NOTE: Any expenses that are Undefined or not listed as an expense type on the
purchasing card policy will still be automatically added to a statement report
based on the posted date or billing date of the transaction. These expenses
will no longer remain as orphaned transactions.

NOTE: While these purchase card transactions should automatically be assigned to a
statement report, if a user moves an expense off a statement report, it will
then display in Available Expenses as an Undefined in the Expense Type
column.

Users can identify CBS transactions in the Payment Type column.

AVAILABLE EXPENSES View Al Expenses ¥

[] | Receipt Payment Type Expense Type Vendor Details Date ¥ Amount

o IBCP Dinner Good Burger 03/02/2021 USD 8.15
New York, New York

] IBCP Miscellaneous COVID-19 Testconter 03/02/2021 USD 47.11
New York, New York

[m] CBS Airfare AIR JAMAICA 11/03/2020 EUR 899.91

[m] CBS Car Rental ALPHA RENT-A-CAR 11/01/2020 EUR 379.91

] CBS Printing/Photocopying/Stationery Miscellaneous Publishing and Pri 11/01/2020 CZK 58.91

)
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Clarified Messaging When Creating Reports or Moving Transactions

Move Update Message

EXISTING UI

In the existing UI, users attempting to move multiple expenses to a report that do
not belong together see an exception display on the report. The exception note asks
the user to delete the transaction identified as an exception from the report and to
add the expense to another report.

Manage Expenses  View Transactions.

CBS NEW UI'TEST 11/02 - 11/08:2 7774 e

All Clear

NEXTGEN UI

In the NextGen UI, a new Move Update message displays when a user attempts to
move multiple expenses that should not be included together on a single report. This
message helps save users time when creating reports by blocking the addition of
expenses that should not be included on the same report.

Move Update

o One or more of the selected expenses did not match the
statement period or card account for this Statement Report so
those expenses were not moved.

The following are examples of when the Move Update message displays:

e If a user attempts to add expenses from two different purchasing cards to a
statement report, the message displays. In this instance, a report is still
created for one of the expenses. The user will then need to select the expense
from the other purchase card and create a new report for it.

e If a user attempts to add expenses that do not belong in the same statement
period, the message displays. A statement report is still created and the
expenses for that statement period are added to the report. The user will then
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need to select the expenses for the other statement period and create
another statement report.

Alert Message on Move to New Report

A new Alert message displays when a user attempts to create a report with
expenses from a purchase card and a corporate card.

Alert X

o A new report could not be created because the selected

expenses need to be added to multiple report types. To create a
new Expense Report select only expenses from an individual
source, like your corporate credit card. To create a new
Statement Report select only expenses from a purchase card
that is assigned to a company billed statement program.

In this instance, a report will not be created because the system does not know
whether the user is intending to create a regular expense report or a statement
report. The user will need to return to Available Expenses and refine expense
selections in order to create a report.

Add Expenses to a Statement Report

In the NextGen UI for Concur Expense, users can add purchasing expenses to a
report once the statement report is open.

NOTE:It is not possible to add an expense to the statement report by manual entry.
The user must select from a list of available purchasing card transactions.

Manage Expenses View Transactions

CBS NEW UI TEST 02/01 - 02/07 7794 CZK 1,243.67

Not Submitted

Report Details » Print w Manage Receipts ¥ Travel Allowance ¥

Add Expense

[] Receipt Payment Type Expense Type Vendor Details Date ¥ Amount Requested

gas station
New York, New York

O CBS Fuel 02/02/2021 USD 57.86 CZK 1,243.67

CZK 1,243.67 CZK 1,243.67
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When the user clicks Add Expense, an Add Expense page appears listing all
available puchasing card transactions. Other expenses will not display here.

Add Expense X

Payment Type Expense Type Vendor Details Date ¥ Amount

cBS Office Equipment/Hardware hardware store 02/02/2021 USD 142 42
New York, New York

Displayed expenses: 1, Total: 1

Close Add To Report

Select the check box for the purchasing expense you want to add to the report, then
click Add To Report.

The purchasing expense now displays on the statement report.

CBS NEW UI TEST 02/01 - 02/07 7794 CZK 4,304.92

Not Submitted

Report Details Print w Manage Receipts ¥ Travel Allowance ¥

Add Expense

O Receipt Payment Type Expense Type Vendor Details Date ¥ Amount Requested

gas station
New York. New York

O CBS Fuel 02/02/2021 USD 57.86 CZK1,243.67

‘ 0 CcBS Office Equipment/Hardware hardware store 02/02/2021 USD 14242 CZK3,06125
New York, New York

CZK 4,304.92 CZK 4,304.92

If user clicks Add Expense and there are no purchasing card transactions fitting to
the Statement Report (same account and period), the Add Expense page appears

with a message stating: No Expenses. When expenses come in, they will be added to
this list.
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Add Expense

No Expenses
When expenses come in, they will be added to this list.

Close

NOTE:In the existing UI, buttons were simply greyed out (unavailable) for actions a
user could not perform. The user did not receive an on-screen message with the
reason why the action could not be performed. In the NextGen UI for Concur
Expense, all buttons display as active (available) for users. If the user clicks a button
and the action is not possible, a message displays indicating why the user cannot
complete the task.

Manage Expenses View Transactions

Submit Report

Bb

CBS NEW UI TEST 02/01 - 02/07 7794 CZK 4,304.92

Not Submitted

Report Details ¥ Print ¥ Manage Receipts ¥ Travel Allowance ¥

= Receipt Payment Type Expense Type ‘Vendor Details Date ¥ Amount Requested

gas station
New York, New York

] CBS Fuel 02/02/2021 USD 57.86 CZK 1,243.67

cBS Office Equipment/Hardware WG DERE 02/02/2021 USD 14242 CZK 306125
New York, New York

CZK 4,304.92 CZK 4,304.92

Section 15: Other Features

Requests

Approved requests cannot be added to the report header (when a user is creating
the report). Once the report has been created, a request can be added from the
expense report page.
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e-Bunsho Timestamp

The e-Bunsho Timestamp feature allows clients in Japan to maintain legal compliance
to use images in lieu of paper receipts, per the e-Bunsho regulations.

On an expense, timestamp successful:

= ) Lunch ¥6,580 @ Ganon

2021/10/13
Details Itemizations Hide Receipt [5]
® Allocate @ TIMESTAMPED ©

* Required field

Expense Type *

[ Lunch ‘ v l
Transaction Date * Business Purpose

(202171013 ’ @ | |
Enter Vendor Name Country

[ | [ sapan Py ‘ v |
City of Purchase Payment Type *

(o~ | [om ]
Amount * Currency

!y 6,580 ‘ Japan, Yen

Tax Posted Amount

Calculate Tax

Receipt Status *

‘ Receipt 4 |
ARELOIL_F¥RE
[ Personal Expense (do not reimburse) ‘ l
NAFLO2_2H
A F L O3_BfT ARAZLO04_F—1 BOD4F34D75DC3B2FBESS... Uploaded:2021/10/12
202111013 ] @ | |
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On an expense, timestamp successful, additional information:

> ) Lunch ¥6,580 @

2021/10/13

Details Itemizations

@ Allocate

Expense Type *

* Required field

' Lunch

Tranzaction Date *

Business Purpose

2021110113 ’ =

\

Enter Vendor Name

Country

l' \

\: JAPAN (JP)

City of Purchase

Payment Type *

Calculate Tax

[0 Personal Expense (do not reimburse)

‘v S v ‘ ‘ Cash
Amount * Currency
‘ 6,580 ‘ Japan, Yen

Tax Posted Amount

Receipt Status *

‘ Receipt

ARELOITHRE

=

HRELO02_ 28

#Z5Lo02_BfF HAFLO04_F—1
(2021710113 I

AR5 LO5S_EB# HRAELOB_YR

\v ‘ ‘ None Selected
ARELOT_ESYRE (1] AR LOSIESEYR b

& TIMESTAMPED

Timestamp: 2021/10/12 06:05pm
Image Size: 4032x3024
Color Depth: 24 bit

)

BOD4F34D75DC2B2FBESS....

i

Hide Receipt [5]

Uploaded:2021/10/12
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On an expense, timestamp failed:

< (=) Taxi ¥3,000 i Cancel

2021/10/12
Details Itemizations Hide Receipt [
@ Allocate A TIMESTAMP: FAILED =

* Required field

Expense Type *

Image Size: 191x280

‘ Taxi ‘ v ‘ Color Depth: 24 bit
Transaction Date * Business Purpose (
(202111012 ‘ \ \ ’
Enter Vendor Name Country
\ | [sapanp) ‘ v |
City of Purchase Payment Type *

& v ‘ ‘ Cash v ‘
Amount * Currency
‘ 3,000 ‘ Japan, Yen

C.TAX Amount in JPY ¥

Calculate Tax ‘ 273 ‘

Receipt Status *

‘ No Receipt v ‘

[ Personal Expense (do not reimburse) ‘ ‘

On an expense report, add to an expense:

Attach Receipt

Image Formats: .jpg. .pdf. .tif, or .bmp. Requirements: 200dpi or higher. 24 bit color (3.88 mega-pixel or higher for
smartphones)

B9D4F34D75DC3B2FBES... B9D4F34D75DC3B2FBES. ..
Uploaded: 2021/10/12 17:41 Uploaded: 2021/10/12 17:30

©

Upload Receipt

Image

5MB limit per file g Ax. - | a4

44 wnmopazen 24 tens0an

Attach View

seikyup01 - 3 €'~ (5).png Image from iOS (1).jpg Receiptl.jpg
Uploaded: 2021/6/12 7:02 Uploaded: 2020/12/16 1:10 Uploaded: 2020/12/2 21:50
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On the Manage Expenses page, section:

AVAILABLE RECEIPTS

mage Formats: .jpg, .pdf, .tif, or .bmp. Requirements: 200dpi or higher, 24 bit color (3

y=  OF

% 4t 2wee403A 381
B 2 oA
¥ yaasu

. sARw
B A

BOD4F24D75DC3B2FBES8355FCD18

E 2 C
= e A i - g0 2
e 4  3E . ahkpa""
1 i ne #3 =&
o S
B oot 3 <5 I 8 8 ':g. 314 $asn
25 L . ¥ b L R Hars o
N 59 2025094 281 B g; LR AL LR
C . &Amw ysasQ = ¢
o 28" ygaRom Ll

8)iPg

388 mega-pixel or higher for smartphones;

k
i

LELEH ]

S80H

L

FEERS]
L2225

GB2ERZ

L Y5ABETT h
SROM

Differences in behavior

There are differences in behavior between the Legacy UI and NextGen UI in terms of
handling expense entries with a timestamp image. Once the expense report is
submitted, users will no longer be able to detach the image, delete or move the

expense entry from a report in NextGen UI.

‘ H Legacy UI NextGen UI
Before Submit | After Submit Before Submit After Submit
Delete entry X X 4 X
Move entry 4 V4 V4 X
Detach Image X X V4 X

Travel Diary

Australia and New Zealand require that companies pay a fringe benefits tax (FBT) on
certain kinds of expenses that employees claim. In some cases, the user is required

to complete a Travel Diary.

The Travel Diary is no longer on the report header. Instead, if a Travel Diary is

required, an alert appears on the expense report. The user can access the Travel
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Diary by clicking View in the alert (depending on configuration) or Report Details
> Travel Diary.

A\ Alerts: 1

REPORT

A\ You must create a travel diary if there are travel related expenses in this rs

Travel Diary $0.00 @

Not Submitted

Manage Receipts »

Report
Report Header
Report Totals Expense Type Vendor Details Date  Requested

Report Timeline

Audit Trail
No Expenses

Report Payments Add expenses to this report to submit for reimbursement.

Linked Add-ons

Manage Cash Advances
Travel Diary {.J

The Travel Diary page appears.

Travel Diary

Activity Location Activity Purpose

[ J

Start Date Start Time End Date End Time
[| MM!DD,’YYYY] [ 12:00 AM ] [ | MIWDD{YYYY] { 12:00 AM J

Cancel Add To List
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Sponsored Guest

Sponsored Guest user is now available in the NextGen UI for Concur Expense. When
the guest creates an expense report, the Sponsor field is available on the report

Create New Report x
* Indicales 1equired lisld
Report Namo * Folicy * Roport Dato
‘ US Expense Policy v E  10/052018
Rusiness Purpose * @ Projact-custi? [1] Project Phase-custi3 (2]

Comment

Claim Travel Allowance

a

(OYes, L want 1o claim Travel Alowancs
@ Mo, | do not want to claim Travel Allowance

‘ Y + | Search by Text

Sponsor *

Brown, Terry: 10/5/2018-10/19/2018
Caollins, Chris: 10/5/2018-10/19/2018 {b

Selct if your report includes travel and you require allowances for Isdging, meals.
of als

Caneel Create Report

One-Click Expense from Concur Travel

For customers with Concur Travel and Concur Expense, the user can click the
Expense link in the Action column of the Upcoming Trips tab on the Travel page
to create an expense report from that trip in Concur Expense.

Help ~
[« CONCUR Travel Expense vals Center
C SO S
-
Travel Trip Library Templates Tools
TRIP SEARCH Travel Alerts
© Tripit creates a schedule with all your travel details in one place, accessible on Android or IPhone.
..' Booking for myself | Book for a guest Simply connect your Concur account to Triplt. (e GLEe SR Net right now
4 o2 = e B Company Notes | Upcoming Trips | Trips Awalting Approval ~ Remave Trips
Mixed Flight/Train Search Policy for Expense Reports | US Expense Policy %
Round Trip Qn Way | Wutti Gy Trip Name/Description Status Start Date End Date f Action \
Fi Trip for Source medals (DEMOO1) -
‘ 'ﬂm? , Generated THp Description for Tp for Source modals Ticketed 01/11/2017 0111372017 Expense
! i .
Findanaipod | Select mulliple airpors Deme Trip (DEMOQ3) N E
i Generated Trip Description for Demo Trip Ticketed 01/22/2017 0172472017 Expense
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End-User Online Help

When a user clicks Help > Expense Help, the NextGen UI for Concur Expense End
User Help appears.

Reporting ~ App Center Links =

SAP Concur Requests Travel Expense Invoice Approvals Training

Travel Help

SAP Concur + 74 13

Authorization Purcl

Expense Help

Requests

Hello, Terry

SAP Concur [C] NextGen Expense End User Help
TRIP SEARCH

@ >

&, Booking for myself | Book
Hh 2 = 8

Mixed Flight/Train Search
Resources for NextGen Expense Users - Professional

Kound Trip One Way Editien

Using Online Help

Using Online Help

Access Online Help

Legal Notice

Fidaiss|  ® Expense Processor
Navigate through Help topics

¥ Profile

Administration ~ | [Help ~

From @ bE U
|_ eparture city, ai train station pense Hser To access online Help, hover the mouse pointer over the Help menu (upper-right corner of th|

Finddan @ > Delegate then click the appropriate link from the menu that appears. Online help opens on its awn tab.|
e » Expense Approver Concur, close the help tab or click the Coneur tab.

Accessibility for Screen Readers in Lists

A blank (empty) option in a list component has been updated for screen readers to

announce the correct content. This is applicable for all the list menus.

i il il Madng S

= e g b

B Pay—ac Type ®

| T
Cash
Compary Paid

Fending Card Transaction

96

NextGen UI for Concur Expense - End User

Last Revised: May 26, 2022

© 2004 - 2022 SAP Concur All rights reserved.



Redirect Funds to a Credit Card

If configured for your company, this feature allows Individually Billed/Company Paid
(IBCP) cards to be paid directly when the employee is expected to pay the card
provider for personal charges. This is done from Report Details > Report Totals.

Report Totals x
A\ Alerts: 1 v
Company Pays Employee Pays
$400.00 $354.00 $0.00
Employee Card (IBCP) Company

Request to move money owed to you to a credit card. 0

Report totals will update when the redirect funds request is approved.

f/Ft_edirect Funds to Card * \ Redirect Funds Amount *
‘ None Selected v ‘ ‘
None Selected Max Amount: 400 USD
IBCF - 6666
IBCF - 7777 Due Employee: Owed Company:
U~ —¥  $400.00 $0.00
Amount Due (IBCP):
$354.00
-
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Section 16: Delete Reports and Expenses

Delete a Report

With the report open, click the i icon.

Sales Meeting $893.54 8 )

Not Submitted

Report Details w Print w  Manage Receipts w»

Add Expense

[[] Alerts Receipt Payment Type Expense Type Vendor Details Date v Requested
- B Hyatt Hotels

O ) Cash Hotel Dallas, Texas 03/10/2018 $614.13

O : Cash Breakfast 02/13/2018 $23.54

This message appears.

Confirm Delete %

This report will be permanently deleted along with all manually

A created expenses within it. Any itemizations, allocations,
attendees, or travel allowances associated with these expenses
will also be permanently deleted.

Expenses from outside sources that cannot be deleted, such as
e-receipts or corporate card transactions, will be moved to
Available Expenses.

Do Mot Delete

Click Delete. Items that came from your Available Expenses (card charges, e-
receipts) are moved back to your Available Expenses. Manually created expenses are
deleted and cannot be recovered.
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Delete an Expense that Originated from Available Expenses

For an expense that came from Available Expenses (card charges, e-receipts),
when you "delete" - the expense is not really deleted; it is moved back to Available
Expenses.

With the report open, select the desired expense(s) and click Delete. This message
appears.

Confirm Delete x

outside sources that cannot be deleted, such as e-receipts or
corporate card transactions, will be moved to Available
Expenses.

i These expenses will be permanently deleted. Expenses from

Do Not Delete

The expense is moved back to the Available Expenses section of the Manage
Expenses page.

Delete a Manually Created Expense

For a manually created expense, you can:

e Delete with the expense open

e Delete with the report open

From the Expense

Open the report and the expense. Click the I icon.

Breakfast $23.54 # |
02/13/2018 | Gina's Bistro
Details Itemizations Hide Receipt [F]
Allocate
* Indicates required field
Expense Type * @
Breakfast v
Transaction Date *
E | 02/13/2018
Business Purpose G I NR ? S B I STRO
Breakfast before the meeting 1919 ADDRESS STREET
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This message appears.

Confirm Delete X

f This expense will be permanently deleted.

Do Not Delete

The expense is permanently deleted; there is no "undo."

From the Report

With the report open, select the desired expense(s) and click Delete.

Sales Meeting $893.54 i

Not Submitted

Report Details w  Print w  Managg Recej

Add Expense Allocate

[8] Alerts Receipt Payment Type Expense Type Vendor Details Date v Requested

O | Cash Hotel Hyatt Hotels 0310/2018  $614.13
: Dallas, Texas

~ |j Cash Breakfast 02/13/2018 $23.54

This message appears.

Confirm Delete X

These expenses will be permanently deleted. Expenses from

A outside sources that cannot be deleted, such as e-receipts or
corporate card transactions, will be moved to Available
Expenses.

Do Not Delete

The expense is permanently deleted; there is no "undo."
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