Concur Quick Reference Guide

Section 1: Getting Started Section 3: Update Your Profile (Continued)

Step 1: Log on to Concur Travel & Expense Step 2: Update your Personal Information
1 | In the User Name field, enter your user name 1 On the Profile Options page, click Personal
(e.g. jdoe@lvbrands). Information.
2 | In the Password field, enter your password. 2 Click Personal Information in the middle of
3 | Click Login. the page.
3 On the Personal Information page, update
the appropriate information, and then click
Section 2: Use Home Save.
Step 1: Explore the available options Step 3: Set up Assistants/Travel Arrangers
1 | Locate Start a Report section. 1 On the Profile Options page, click
2 | Locate Upload Receipts section. Assistants/Arrangers.
3 | View the Required Approvals section. 2 Cllc_k Adc’l an Assistant to search for your
: . . assistant’s last name.
This section appears only if you are logged on
as an approver. 3 From the Assistant dropdown menu, select
4 | Locate Available Expenses section. the appropriate assistant.
5 | Locate Open Reports section 4 Select Can book travel for me.
6 | Explore the Trip Search section. Select Is my primary assistant for travel, if
necessary.
7 | Look at the My Trips section. 6 Click Save.
8 | Explore the Company Notes section. Step 4: Enter Bank Information
9 | Look at the My Tasks section. 1 | On the Profile Options page, click Bank
Information.
Section 3: Update Your Profile 3 | Onthe Bank Information page, in the
, , , Routing Number field, enter your bank’s
Change your Profile — Profile Options page routing number.
1 Click Profile at the right top of the page. 4 Bank Account Number field, enter the bank
2 On the Profile dropdown box, click Profile account number where you wish to receive
Settings your expense reimbursements.
3 On the Profile Options page, choose the 5 Re-Type Bank Account Number field, enter
appropriate item. the bank account number again.
Step 1: Change your Password 6 Account Type field, choose either Checking
- or Savings in the dropdown box.
1 On the Profile Options page, click Change
Password. 7 Active field choose Yes in the dropdown box
: and click Save.
2 In the Old Password field, enter your current
password. Step 5: Add an Expense Delegate
3 In the New Password and Re-enter New 1 On the Profile Options page, click Expense
Password fields, enter your new password. Delegates.
4 In the Password Hint field, enter a hint when 2 On the Expense Delegates page, click Add.
you have forgotten your password. 3 In the Search by Employee Name, Email
; . Address or Logon Id field, type the last name
lick Submit.
5 Click Submit of the delegate you wish to add.




Section 3: Update Your Profile (Continued)

4 From the list of matches, select the appropriate
person.

5 Select the responsibilities you wish this
delegate to perform on your behalf.

6 Click Save.

Step 6: Change Expense Preferences

1 On the Profile Options page, click Expense
Preferences.

2 In the Send Email When... section, select the
appropriate actions.

3 In the Prompt...section, select the appropriate
actions.

4 Click Save.

Step 7: Add a Company Car

1 On the Profile Options page, click Company
Car.

2 On the Company Car Registration page, click
New.

3 In the Vehicle ID field, enter the vehicle’s ID
number.

4 In the Fuel Type field, from the dropdown box
click on Company Car ID.

5 Click Preferred Car and Save.

Section 4: Make a Travel Reservation ‘

Step 1: Make a Flight Reservation
(Continued)

9 After you find the appropriate flight, click
Select.

10 | Check the Travel Policy, Rules and Penalties,
if in agreement, click Select.

11 | Click Save.

12 | Click Select Seats to review your seat
assignment. Click Close.

13 | Click Reserve Flight and Continue.

Step 2: Select a Car

1 If you specified that you need a car on the
Flight tab, you will see car results for the car
search.

2 Select the appropriate rental car, and then click

Reserve Car and Continue.

Step 3: Select a Hotel

If you selected the Find a Hotel option on the Flight
tab, the hotel results are displayed after you choose
your rental car.

1 To filter by hotel chain, click Hotel Chain, and
then select the chains you want to view.

2 Click the More Info link for a specific hotel to
find more detailed information for the hotel.

3 In When you are ready to reserve your hotel
room, click Choose Room and click Select for
the appropriate rate and hotel.

4 Review and Reserve Hotel page will appear.

Verify information is correct, and then click
Reserve Hotel and Continue.

Step 4: Complete the Booking

1 Enter your trip information in the Trip Name
and Trip Description fields.
Click Next to finalize your reservation.

3 To complete, click Purchase Tickets.

Step 1: Make a Flight Reservation
1 On the Flight tab, select one of these:
Round Trip
One Way
Multi-Segment
2 In the Departure City and Arrival City fields,
enter the cities for your travel.
3 In the Departure and Return fields, select the
appropriate dates and times.
4 If you need a car, select Pick-up/Drop-off Car
at Airport.
If you need a hotel, select Find a Hotel.
6 In the Search flights by field, select either
Price or by Schedule.
7 Click Search.
8 Select the appropriate flights and click Price
these options to view pricing.




Section 5: Cancel or Change an Airline, Car

Use Special Features (Continued)

Rental, or Hotel Reservation Itemize Nightly Lodging Expenses

If the flights are already ticketed, you should call Step 1: Itemize nightly lodging expenses

Adelman to make changes.

1 On the New Expense tab, select the Hotel

1 | On the Home page, click My Trips. expense type.

2 | Inthe Trip Library page, click the name of the 2 | Click the Transaction Date field, and then use

trip. the calendar to select the date of the

3 | From the Trip Overview page, you can: transaction.

e Print Itinerary 3 Fill out all Business Purpose and Vendor
_— fields.
e Email ltinerary
e Open in Outlook 4 In the Amount field, enter the amount spent
«  View E-Receipts on the expense.
e View Trip History Click ltemize.
e Create Template 6 On the Nightly Lodging Expenses tab in the
« Clone Trip Nlumber of Nights field, enter the nurpber of
) nights for your hotel stay (the Check-in Date
e Share Trip will be filled in once you enter the number of
e Cancel Entire Trip nights).
4 | You can cancel your trip from the Trip Library 7 In the Room Rate field, enter the amount you
page. Under Action column, click on Cancel were charged per night for the room.
Trip. 8 In the Room Tax fields, enter the amount of
each room tax that you were charged.

Section 7: Review the Report Information 9 In the Additional Charges (each night)

1 | On the Expense Report page, in the Expense Z?Ct'gn’ frcorrnn tnhe f|rs|t Etxtﬁense 'rfyr:fet

List, click any transaction to view the details. opdown menu, select the appropriate
expense type.

2 | To review information on the Report Header, .

click the Details dropdown menu, select Report 10 | In the Amount field, enter the amount of the
Header. expense.

3 | Make the appropriate changes, and click Save. 11 Repea_t ste_ps 9-10 using the second Expen_se
Type field if you have more than one recurring
additional charge.

Section 8: Use Special Features 12 | Click Save Itemizations.

Import Company Card Transaction to Your Step 2: Add remaining lodging itemizations

Expense Report 1 If the amount remaining is more than zero, on

Company card transactions (charges) are the New Itemization tab, click the Expense

automatically transferred (imported) to Concur Type dropdown arrow, and then select the

Travel & Expense dalily. appropriate expense from the dropdown list.

1 | On the Expense Report page, click Import 2 Complete all required and optional fields as

Tab. directed by your company.
2 | In the Available Expenses section, select each Click Save.
transaction that you want to match and click : L
Match button to assign to the current expense 4 Repeat steps 1-3 until the Remaining Amount
equals $0.00.
report.
You may have a travel Itinerary and/or an E-
receipt to Match before importing the AMEX
charge.
3 | Click the box next to the expense(s) to add and

click Import button.




Use Special Features (Continued)

Section 9: Add and Delete Receipts

Itemize Expenses Fax your receipts
1 | Onthe Expense Report page, click the 1 | From the Print dropdown menu, select LVB
expense type you want to itemize. Fax Receipt Cover Page.
2 | Click Itemize. 2 Click Print.
3 | On the New ltemization tab, click the E)gpense Type Fax the cover page and the receipts to the
dropdown arrow and select the appropriate expense
from the dropdown list. number on the cover page.
4 | Complete all required and optional fields as directed 4 | To vit?w the attached receipts, from .the
by your company. Receipts dropdown menu, select View
- Receipts.
Click Save. _ .
Attach scanned images of your receipts
6 | Repeat steps 3-5 until the Remaining Amount
equals $0.00. 1 | On the Expense Report page, from the
Receipts dropdown menu, select Attach
Add Attendees Receipt Images.
1 | Onthe New Expense tab, select . .
Entertainment-Other or Business Meals with 2 | Click Browse and locate the file you want to
attach.
Attendees expense type.
2 | Fill out all other required fields for this expense 4 | Click the file, and then click Open.
type as defined by your company. To attach another image, click Browse, and
3 | Inthe Amount field, enter the amount of the then repeat the process.
expense. 6 | Click Upload, and then click Close.
4 | Click Advance Search. Search for employee To view the attached receipts, from the
by typing the last name and click Search. Receipts dropdown menu, select View
5 | On the Search Results window, select the Receipts.
attendees for this expense, and click Add to Delete receipt images added by Fax or
Expense. Receipts dropdown menu
6 | To add a new attendee, click New Attendee. 1 | Onthe Expense Report page, from the
Complete the required fields, and then click Receipts dropdown menu, select Delete
Save. Receipt Images.
7 | Click Save. 2 | In the confirmation window, click Yes.
Calculate Company Car Mileage All atta_chgd_ images are Qeleted. You cannot
delete individual receipt images.
1 On the New Expense tab, select Company S— = :
Car Mileage expense type. Delete receipt images using the Available
- : Receipts window (E-Receipts or Mobile)
2 In the Transaction Date field, type the date or
use the calendar. 1 | Onthe Expense Report page, locate the
expense and hover over the Receipt Icon.
3 In the Vehicle ID and Odometer (Start) field, - - - -
will default. Enter the (End) mileage in the 2 | The receipt will come up in a separate window,
second field. click Detach From Entry.
4 In the Distance (Business) field will
automatically calculate and default. Enter any Section 10: Submit or Resubmit Expense
(Personal) mileage in second field. Reports
5 | Click Save. Submit your completed expense report
1 | On the Expense Report page, click Submit
Report (orange button).
2 | Click Submit Report (orange button).
3 | Click Submit Report (blue button).




Section 10: Submit or Resubmit Expense
Reports (Continued)

Correct and resubmit a report sent back by
your approver

1 In My Tasks or Open Reports, click the report
name (link) to open the report.

3 | Make the requested changes.
4 | Click Save.
5 | Click Submit Report.

Section 11: Print Expense Reports

Preview, print, and submit your report

1 From the Print menu, select LVB Detailed
Report.

2 | After reviewing the document, click Print.
5 | Click Close.

Section 12: Review & Approve Expense

Reports
Review and approve an expense report

1 | Click Required Approvals on the Home page.

2 | Click on the expense report to review and
approve.

3 | To review the report information, from the
Details dropdown menu, select Report Header
(under Report).

4 | To review expense entry information, click an
expense entry.

5 | Click Approve.

Send an expense report back to the
employee

Click Required Approvals on the Home page.

1 | Click on the expense report to review and
approve.

2 | Click Send Back to Employee.

3 | Enter a comment for the employee, and then
click OK.
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Welcome to Concur Travel & Expense

Concur Travel & Expense integrates expense reporting with a complete travel booking solution. This
comprehensive Web-based service provides all of the tools users need to book travel as well as create
and submit expense reports. Managers use the service to review and approve expense reports. Back-
office employees use the service to produce audit reports, ensure compliance, and deliver business
intelligence to help your company reduce its costs.

Section 1: Log on to Concur Travel & Expense

To Log on to Concur:
1. In the User Name field, enter your user name (e.g. jdoe@Ilvbrands).
2. Inthe Password field, enter your password.
3. Click Login.
NOTE:
e Log on to Concur following your company’s logon instructions.
e Your password is case sensitive.
e If you are not sure how to log on, check with your company’s administrator

Welcome

If you experience difficulty logging into the site, please click on the Forgot vour password? link
below.

CONCUR

User Name
Password
Remember user name on this computer
Login

Forgot your user name?
Forgot yvour password?

Passwords are case sensitive.




Section 2: Explore the Home Page

The Home page includes several sections that make it easy for you to navigate and find the information

you need.

NOTE: To return to the Home page from any other page, click the Concur logo on the left end of the
menu.

Administration | Help ~
Home Travel Expense Approvals Reporting App Center [ )
Profile ~
-
R + + 00 00 00
Liggett Viector Brands i i
Start a Upload Required Available Open
Hello, Report Receipts Approvals Expenses Reports
TRIP SEARCH Welcome back, Administrator.

2 O

A & = 8

DAYS
remain until
the Enhanced UL

COMPANY NOTES

UNUSED TICKETS

To view unused tickets, please click on the Unused Ticket
link during the reservation process. Review your unused
tickets and then select your flights based on lowest fare and
flight times, keeping in mind that you have an unused ticket
which might apply. At times Unused Tickets may not apply to
your trip based on fare rules applicable to the original and
new ticket and are subject to review by your travel
consultants. Unused tickets are only applied to reservations
during normal business hours, Monday — Friday.

Quick Start Guide
Quick Start Guide

* Round Trip One Way Multi-Segment

Concur Travel & Expense

Departure City &

"l like the consistency of the interface. |
like how responsive and easy it is to find

Preview Settings

things."
—Concur customer

Find an airport | Select multiple airports

Available
Expenses

Read more

Open
9 m Reports 9

Arrival City @
Find an airport | Select multiple airports
MY TASKS
Departure @
w
depart ¥ | 0%00am ¥ | x4 ¥ .
a Required
Return @ Approvals -
depart ¥ || 0500pm ¥ || x4 ¥ B

Greatl You currently have
! Pick-up/Drop-off car at airport no approvals.
I Automatically reserve this car

! Find a Hotel

I Specify airline @

Class of Service: | Economy class

ve

Search flights by Price (®) Schedule

MY TRIPS (0) >

You currently have no upcoming trips.

You currently have no

You currently have no

available expenses. active reports.



Section 2: Explore the Home Page (Continued)

Section: Description:

Start a Report This section provides a quick start to create a new expense report, or view your
existing reports. It also lists your un-submitted expense reports.

Upload Receipts This section is used to upload new receipts to the Receipt Store for future expense
reports.

Required Approvals This section displays the number of expense reports you have awaiting your review
and approval.

This section appears on Home page only if you are an Expense approver.
View Trips This section displays the number of outstanding and upcoming trips.

Available Expenses This section displays the number of available credit card charges.

Open Reports This section displays the number of open expense reports.

Administration | Help ~
A Is Reportii App Cent
pproval leporting pp Center Profile = .
-
o + + 0 00 00 00
A ector Brands
Start a Upload Required View Trips Available Open
Hello, Report Receipts Approvals Expenses Reports

R y R D s y



Section 2: Explore the Home Page (Continued)

Sections: Description

Company Notes This section displays information and links provided by your company.

My Tasks This section displays expense requiring your approval, available expenses and
active expense reports.
My Trips This section lists your outstanding and upcoming trips.

This section provides the tools you need to book a trip with any or all of these:

Flight: Use to book a flight. You can also book hotel and reserve a car at the
same time.

Trip Search:
4~ o Flight

= e Car
= o Hotel Car, Hotel, Taxi, or Rail: Use to book hotels, reserve rental cars, etc. if not
o Taxi including them while booking a flight (Flight tab).

%« Rail Check Flight Status: Use to check the status of a flight. Enter the cities, date,

(® o Check Flight Status and airline to see arrival times for the flight.

Welcome back, Administrator.

TRIP SEARCH %

"l like the consistency of the interface. |

g O

A = = §

8l

UNUSED TICKETS

To view unused tickets, please click on the Unused Ticket
link during the reservation process. Review your unused
tickets and then select your flights based con lowest fare and
flight times, keeping in mind that you have an unused ticket
which might apply. At times Unused Tickets may not apply to
your trip based on fare rules applicable to the criginal and
new ticket and are subject to review by your travel
consultants. Unused tickets are only applied to reservations
during nermal business hours, Menday — Friday.

*' Round Trip One Way Multi-Segment

DAYS

remain until
the Enhanced Ul

COMPANY NOTES I&

Quick Start Guide
Quick Start Guide

Concur Travel & Expense

Departure City €

like how responsive and easy it is to find

things."

—Concur customer

Find an airport | Select multiple airports

Arrival City @
Read more
Find an airport | Select multiple airports
MY TASKS
Departure €
depart v | D200am v |[z4 ¥ e - -
P Required Available Open
Return @ Approvals 2> Expenses 2> Reports >
depart ¥ | 0500pm ¥ | =4 ¥ s
Great! You currently have You currently have no You currently have no
Pick-up/Drop-off car at airport no approvals. available expenses. active reports.
Automatically reserve this car
Find a Hotel
Specify airline &
Class of Service: | Economy class v 8

Search flights by Price (81 Schedule

MY TRIPS (O)Q >

You currently have no upcoming trips.



Section 3: Profile

Before you use Concur T&E for the first time, update your profile. You must save your profile before
you make your first attempt to book a trip in Concur Travel and an expense report in Concur Expense.

Step 1: Update Your Personal Information

How to... Additional Information

1. Click Profile at the right  Use the profile options to set or change your personal preferences. They
top of the page. include:
e Personal Information
e Frequent-Traveler Programs
e Assistants/Arrangers
e Bank information (Banking information must be entered 5-7 days prior
to your first expense report.)

e Company Car

o E-Receipts

e Expense delegates

e Expense preferences

e Mobile Registration (Mobile Device)

2. On the Profile dropdown
box, click Profile
Settings.

3. On the Profile Options Complete these sections of your travel profile:
page, click Personal ¢ Name & Airport Security
Information e Home Address

e Work Address

e Contact Information
e Emergency Contact
e Travel Preferences
e Credit Cards

You must complete all fields marked Required (in red) to save your profile.
Verify that the first and last name fields match the ID used at the airport.

There are several Save buttons on the profile page. You only need to save
once as every Save button saves the entire profile.

Administration | Help ~

Home Travel Expense Approvals Reporting App Center [ )
Profile ~ -

Liggett Vector Brands

Profile Settings | Sign Out

A

Administer for another user...
*' | am a delegate or travel assistant

HE‘HO, Report

TRIP SEARCH Welcome back, Administrator |
| am a proxy

DAYS | am a self-assigning travel arranger
remain until v
the Enhanced Ul

Cancel Apply

C

Es
m.

A = =

UNUSED TICKETS

To view unused tickets, please click on the Unused Ticket
link during the reservation proecess. Review your unused
ti_ckets_ and then _sele_ct‘,r_our flights based on lowest far_e and




Step 1: Update Your Personal Information (continued)

CONCUR

Profile

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Expense Settings
Expense Information
Bank Information
Expense Delegates
Expense Preferences
Expense Approvers
Company Car
Favorite Attendees

Other Settings

E-Receipt Activation

System Settings

Connected Apps

Concur Connect

Change Password

Forgot Mobile Password (PIN)
Privacy Statement

Travel Vacation Reassignment

Mabile Registration
I'm Assisting...

Travel Expense

Personal Information

Approvals Reporting App Center

Change Password System Settings

Profile Options

Mabile Registration

Administration

Profile -

Travel Vacation Reassignment

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact
information.

Company Information
Your company name and business address or your
remote location address.

Credit Card Information

You can store your credit card information here so
you don't have to re-enter it each time you purchase
an item or service.

E-Receipt Activation
Enable e-receipts to automatically receive electronic
receipts from participating vendors.

Travel Vacation Reassignment
Going to be out of the office? Configure your backup
travel manager.

Expense Delegates
Delegates are employees who are allowed to
perform work on behalf of other employees.

Company Car
Company Car

Mobile Registration
Set up access to Concur on your mobile device

System Settings

Which time zone are you in? Do you prefer to use a
12 or 24-hour clock? When does your workday
start/end?

Contact Information
How can we contact you about your travel
arrangements?

Setup Travel Assistants
You can allow other people within your companies
to book trips and enter expenses for you.

Travel Preferences
Carrier, Hotel, Rental Car and other travel-related
preferences.

Bank Information
Bank Information

Expense Preferences

Select the options that define when you receive
email notifications. Prompts are pages that appear
when you select a certain action, such as Submit or
Print.

Change Password
Change your password.

Help ~



Section 3: Profile (Continued)

Step 2: Set Up Assistants & Travel Arrangers

Howto..________l Additional Information

1. Click Profile at the right top of the page. Use Assistants and Travel Arrangers to give
other Concur Travel users the ability to view and
modify your travel profile or book trips for you.

2. On the Profile dropdown box, click Profile
Settings.

3. On the Profile Options page, click
Assistants/Arrangers.

4. Click Add an Assistant to search for your
assistant’s last name.

5. Inthe Add an Assistant box, enter the Important: Your assistant must have an existing
assistant’s last name. Concur Travel account before you can add him or
her to your profile.

6. Click the Assistant from the dropdown box. The Assistant dropdown list shows any individuals
that match your search criteria.

7. Select Can book travel for me.

8. Select Is my primary assistant for travel. Use this option if you want to allow the assistant to
view, make changes to, and modify your profile.

9. Click Save.

Assistants and Travel Amangers Go to top

Please select the individuals within your organization that you would like to give permission to perform travel functions for you

Refuse Seff Assigning Assistants @
Your Assistants and Travel Arangers [+] Add an Assistant

N
| Add an Assistant - Google Chrome | (5] )

B https://www.concursolutions.com/profile/Assistant]

Add an Assistant

Please select the individuals within your organization that you would like
to give permission to perform travel functions for you.
- Assistant
Credit Cards I SSI? a0 I Go to top
Smith, John

¥ Can book travel for me

You currently have the following cf
Is my primary assistant for travel®

B “Individuals/Groups with no work phone number in =
their profile cannot be designated as primary assistant

[+] Add a Credit Card

1 for travel. 0
W [SN—=r—
N




Section 3: Profile (Continued)

Step 3: Bank Information

Additional Information

1. Click Profile at the right top of the page.

2. On the Profile dropdown box, click
Profile Settings.

3. On the Profile Options page, click Bank Information must be entered, submitted and approved
Bank Information by your bank before your first expense report can be
submitted. Normally takes 5-7 business days to complete.

Fill in your Bank’s Routing Number.

Fill in your Bank Account Number and
Re-Type Bank Account Number

6. Account Type chose in the dropdown
box Checking or Savings.

7. Active choose in the dropdown box Yes.
8. Click Save.

Bank Information

Routing Number Bank Account Number Re-Type Bank Account Number
I 0002149 I oocox0077
Bank Name Branch Location Account Type
l Checking
Status Active
Confirmed I Yes

By entering your bank account information you are authorizing direct deposit using electronic funds transfer into this account for amounts due to you. If you do not
want to authorize direct deposit then you should not enter your bank account information.

John Q. Public 20 1001 Rloluling Number is usually located between the 1§ symbols on your check and is 9
1358 Main St. digits.

Sometown, OH 98765
Account Number is usually located before the v symbel on your check and is 3-17

Pay to the order of digits

Dollars

Bank of Sometown

|} 234123987 |} 001234567851 ||+ 1001

Ly 1
L ! |
| I LI—]
Bank Bank Check Number (Do not use)
Routing Number  Account Number

Account History

Routing Number Bank Account Nu...  Account Type Activity Description Last Changed~ Changed By
Xxxxx2149 Xxxxxx 0077 Checking Confirmed The account is eligible to receive payments. 11/18/2010 07:53 PM  System, Concur
xxxxx2149 oo 0077 Checking Changed The bank account information was either created  11/18/2010 09:46 AM

or changed

10



Section 3: Profile (Continued)

Step 4: Add Expense Delegate

How to... Additional Information

1. Click Profile at the right top
of the page.

2. On the Profile dropdown
box, click Profile

Settings.

3. On the Profile Options The Expense Delegates page appears. From this page, you will give
page, click Expense other Concur Expense users the ability to prepare, submit, approve, view
Delegate. receipts, approve reports, or receive emails on your behalf.

4. Click Add and type the last As you begin to type the name, Concur Expense provides a list of users
name of the delegate in the to select from.
Search by employee name,
email address or logon id
field,

5. Click on the name of the
delegate from the dropdown
list and click Add.

6. Select the appropriate task The delegate can only perform the tasks you select. A delegate will need
checkboxes. to be an approver in order to approve reports on your behalf.

7. To add additional delegates,
repeat steps 4-7.

8. Click Save.

Expense Delegates

Delegates  Delegate For

[ g p—

Delegates are employees who are allowed to perform work on behalf of other employees.
Search by employee name, email address, employee id or legen id
Smith. John 23

Name Can Prepare Can Submit Reports Can View Receipts Receives Emails Can Approve Can Approve Temporary Receives Approval Emails

Mo records found.

Can Prepare Can Submit Reports Can View Receipts Receives Emails Can Approve Can Approve Temporary Receives Approval Emails

L Ld L L
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Section 3: Profile (Continued)

Step 5: Expense Preferences

How to... Additional Information

1. Click Profile at the right top
of the page.

2. On the Profile dropdown
box, click Profile

Settings.
3. On the Profile Options The Expense Preferences page appears. From this page, you can
page, in the Expense specify when you will receive email notifications and prompts.

Settings section, click
Expense Preferences.

4. Inthe Send email when In this section, you determine when you will receive email notifications.
section, select the applicable If you do not want to receive emails every time an AMEX credit card
checkboxes. - P X

charge hits your account, uncheck “New company card transactions
arrive”.

5. Inthe Prompt section, In this section, you determine when Expense will prompt you for further
select the applicable action.
checkboxes.

6. Click Save.

Expense Preferences
[ seve J| Concol

Select the options that define when you receive email notifications. Prompts are pages that appear when you select a
certain action, such as Submit or Print.

Send email when...

¥| The status of an expense report changes
Mew company card transactions arrive

*| Faxed receipts are successfully receved

LA expense report is submitted for approval

A card feed import completes

Prompt...

¥ For an approver when an expense report is submitted

12



Section 3: Profile (Continued)

Step 6: Add Company Car

How to... Additional Information

1. Click Profile at the right top of the page.

2. On the Profile dropdown box, click Profile
Settings

3. On the Profile Options page, in the Expense
Settings section, click Company Car.

4. On the Company Car Registration page, click
New.

5. Inthe Vehicle ID field, enter the vehicle’s ID
number.

6. In the Fuel Type field, from the dropdown box
click on Company Car ID.

7. Click Preferred Car and Save.

Company Car Registration

This page displays al the company cars that have been registered. Click New to register anocther car.
Reimbursement Method: Company Car - Variable Rates

Vehicle ID Fuel Type

Preferred Car
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Section 3: Profile (Continued)
Step 7: Enable E-Receipts

Use E-Receipts
E-receipts are an electronic version of receipt data that can be sent directly to Concur to replace

imaged paper receipts. You must opt in from your Profile before e-receipts will show in Concur
Expense.

How to... Additional Information

1. On the Home page, in the Alerts section, click The E-Receipt Activation page appears.

Sign up here.
Alerts
= fou haven't signed up to receive e-receipts. [ Sign up here
2. Click E-Receipt Activation. The E-Receipt Activation and Use Agreement will
appear.
3. Click I Accept. The e-receipts confirmation appears.

Once you have confirmed the e-receipt activation, all
of your corporate cards are included. From your
Profile, you can choose to exclude a particular card.

As you create your expense reports, you will see the
e-receipt icon next to any transactions that have an e-
receipt. You can click the icon to view the e-receipt.

14



Section 3: Profile (Continued)

Step 8: Change your Time Zone, Date Format, or Travel Emails

How to... Additional Information

1. Click Profile at the right top of the page.

2. On the Profile dropdown box, click Profile
Settings

3. On the Profile Options page, click System You can change the system and regional settings
Settings. (number, date, and time format).

4. On the System Settings page, update the
appropriate information, and then click
Save.

System Settings

Regional Settings and Language Calendar Settings

Default Language

English (United States) A

MNumber Format

100000 ¥

Placement of Currency Symbol

Start week on
Sunday v

Start Day View At
03:00 am ¥

End Day View At

Before the amount v 0300 pm ¥
MNegative Mumber Fermat Default View
100 v menth ¥
MNegative Currency Format
-100 v Other Preferences
mile/km Home Page
mile ¥ T
Date Format Rows per page
mmdddiyyyy v 25 v
Time Format
h:mm AMIPM ¥ Other Settings
Hour/Minute Separater Run in Concur Accessibility Mode €

v | 11/24/2014 11:11 am
Time zone (local time)

(UTC-05:00) Eastern Time (US & Canada) r

Email Motifications

¥| Send an email every time something is put in or removed from my approval
queue

¥ Senda daily summary of items in my queue

Let me know when one of my requests is approved or denied
Send Confirmation Emails €

Send Trip-on-Hold Reminder Emails €

Send Ticketed Travel Reminder Email @

Send Cancellation Emails €

LYY CY R Y Y

oo Lo Lo
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Section 3: Profile (Continued)

Step 9: Change Your Password

Additional Information

1. Click Profile at the right top of
the page.

2. On the Profile dropdown box,
click Profile Settings

3. On the Profile Options page,
click Change Password.

4. Inthe Old Password field, enter To change your password, you need to know your current
your current password. password.

5. Inthe New Password field,
enter your new password.

6. Verify your new password by re-
entering it in the Re-enter
Password field.

7. Enter a word or phrase in the
Password Hint field to act as a
reminder if you forget your
password, and then click
Submit.

Change Password

A password must be at least 7 characters. It can contain numbers (0-3). upper and lower case characters (A-Z, a-z). and
symbaols (such as *%"@#). It cannot contain spaces. Alfields are required.

Note: Passwords are case sensitive.

This will change your password for all Concur products.

Old Password Mew Password Re-enter MNew Password

Passweord Hint (we will email this to you if y ou forget your password)
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Section 4: Make a Travel Reservation

Step 1: Make a Flight Reservation

How to... Additional Information

1. Onthe Home page, click the Flight tab  If you have a car, hotel, taxi, or rail to book without airfare, use the
at the left side of the page under the corresponding tabs.
Trip Search section.

2. Select one of the following types of e Round Trip
flight options: e One Way
e Multi-Segment

3. Inthe Departure City and Arrival City = When you type in a city, airport name, or airport code, Concur Travel will
fields, enter the cities for your travel. automatically search for a match.

4. Click in the Departure and Return date  You can also select the appropriate Departure and Return times and date
fields, and then select the appropriate range. Concur Travel searches before and after the time you select.
dates from the calendar.

5. If you need a car, select the Pick- Depending on your company’s configuration, you can automatically
up/Drop-off car at Airport reserve a car, allowing you to bypass viewing the car results. After
checkbox. you select a vendor and car type, a car is automatically added to

your reservation.

If you need an off-airport car or have other special requests, you can
skip this step and add a car from the Itinerary page.

6. If you need a hotel, select the Find  You can choose to search for the hotel by:
a Hotel checkbox. e Airport

e Address

e Company Location

o Reference Point / Zip Code (a city or neighborhood)

If you are staying at more than one hotel during your trip or do not

need a hotel for the entire length of your stay, you can skip this step

and add a hotel from the Itinerary page.

7. Inthe Search flights by section, Select Price to find fares in Coach/Economy.
select either Price or Schedule. Select Schedule to locate flights by departure times.
8. Click Search. To filter the results, select a column, row, or cell in the grid directly
above the list of flights. The results will then show flights with the
number of stops, airline, or both.
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Step 1: Make a Flight Reservation (Continued)

TRIP SEARCH

A =5 == 8 0O

UHUSED TICKETS

To view unused tickets, please click on the Unused Ticket
link during the reservation process. Review your unused
tickets and then select your flights based on lowest fare and
flight times, keeping in mind that you have an unused ticket
which might apply. At times Unused Tickets may not apply to
your trip based on fare rules applic able to the criginal and
new ticket and are subject to review by your travel
consultants. Unused tickets are only applied to reservations
during nermal business hours, Monday — Friday .

Flight Search

'* Round Trip '~/ One Way "' Multi-Segment

Departure City &

RDU - Raleigh Durham Intl Arpt - Raleigh/Durham, NC |
Find an airport | Select multiple ainports

Arrival City @

|Atianta, GA - Hartsfield Intl Arpt |
Find an airport | Select multiple airports

Departure €
011192015 || depart v |[09:00am v || =4 ¥

b

Find hotels within |5 | Distance Units| mies v | of
L Airport " Address

' Company Location '® peference Point / Zip Code

Reference Point / Zip Code
(e.g. "Statue of Liberty’, "90210" or ‘Alexandria, VA’

Alanta, GA |

L with names containing: |

OJ Specify airline &
Class nfServi[:e:| Economy class ¥ |ﬂ

Search flights by () Price (#) Schedule

Or, tell us in your words what you want to do

e.g. flight from JFK to Paris on Tuesday |m
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Step 1: Make a Flight Reservation (Continued)

How to... Additional Information

9. Click on Starting From: $ to
choose the flights for both
Outbound and Return.

10. Click Price these Options This will give you the cost of the flight for Round Trip.

Raleigh, NC To Atlanta, GA Print / Emall

Trip Summary Mon, Jan 19 - Wed, Jan 21
N Hide matrix
| Select Flights
> A —
Reund Trip All = e
ROU - ATL 6 rasults Delta Southwest
Outbound: Mon, 01/192015
Retun: Wed, 01/21/2015 :?:::Tt‘: 4 results 1 rasults
Select a Car Remove 1stop 1 results
1 results
Days: 2
ATL - Terminal 1 Baggage Fee Policies Show fare display legend
Pick-up: Mon, 01/19/2015 Shop by Fares | Shop by Schedule Sorted By: | Depart - Earliest v
Drop-off: Wed, 01/21/2015
Cutbound || Return
Select a Hotel Remove Raleigh, NC - Mon, Jan 19
mrae Displaying: 6 out of 22 results. @
Atlanta, GA Carrier Depart Arrive Stops Class SeatMap
gﬂ:ﬁtg’utwl‘{%duhgfgzﬁs ) A Delta #1456 RDU cg00om = ATL Economy
Starting FN\ 1z
$414.2 1h33m; McDonnell Douglas MD-80; (Sabre)
) B2 Southwest #4228 RDU oe3sam = ATL 08:05am 0 Economy
Starting From:
$188.20 1h 30m; (Southwest)
Change Flight Search v
) A Delta #1452 RDU 0710am ¥ ATL 08:57 am 0 Economy [\ ]
QOutbound - Mon, Jan 19 ~ Starting From:
$414.20 0; (Sabre
[ ] ®
05:30 AM - 12:45 PM B2 RDU BWI Ecanomy
o Fam L s=o1 RBWI O 115 am =% AT A1ISam 0 Eemeeree
® L Starting From: | &= awi ATL Econom
07:33 AM - 05:12 PM $196.70
4h 50m; {Southwe:
Display Setti
splay Settings - ) A Delta #1137 RDU m-> AL 0 Economy
Hide Propeller Planes Starting From:
$414.20 1h 43m; Boeing 757-200; (Sabre]
Airport Filters A R Gt .
) A Delta #2313 RDU 09:4d am =) ATL m 0 Economy
Starting From:
Departure $414.20 1h 31m; Boeing 757-200; (Sabre
¥ RDU - Raleigh, NG
Arrival Displaying: 6 out of 22 res
#| ATL - Aflanta, GA

Connecting Airport Filters v
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Step 1: Make a Flight Reservation (Continued)

How to... Additional Information

11. Click Price these options
button to get a final price for
the flight(s).

Raleigh, NC To Atlanta, GA Print / Emai
Mon, Jan 19 - Wed, Jan 21
Hide matrix

~ === [ A )
" Y = A [ =
A i ) B
20 results American Multiple Delta us United Southwest
Airlines Carriers Alrways
Nonstop - - 6 results - - 1 results
7 results
1 stop 7 results 4 results 3 results 4 results 2 results 2 results
22 results
Show fare display legend

11 Baggage Fee Policies
Shop by Fares || Shop by Schedule Sorted By: | Depart - Earliest ¥

Chosen Carriers

Qutbound

A Delta #1456 RDU 06:00am = ATL 0733am 0 Economy
Stal;:llj‘% IE::"OH‘I: Ir 33 minutes; McDonnell Douglas MD-90; (Sabre)
Return
A Delta #1077 ATL RDU 03:12pm 0 Economy
Stag:‘lj‘% l;:;fm: 1 hour 22 minutes; McDonnell Douglas MD-90; (Sabre)
Price these opfions
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Step 1: Make a Flight Reservation (Continued)

How to... Additional Information

12. Click Select button to start Policy information appears next to the Select button. The Select buttons
the reservation process. are color coded as:
e A green Reserve button indicates the fare is within policy.
e Avyellow Reserve indicates the fare is outside of policy. If you
select this fare, you must enter additional information.

When you click Reserve to select a fare, Concur Travel & Expense
automatically selects the corresponding frequent flier program, if available.
You can also select a different program from the list at the bottom of the

screen.

i Print / Email
Raleigh, NC To Atlanta, GA :
Mon, Jan 19 - Wed, Jan 21

Hide matrix
F pu— .
" - = | . A
54 r:sults Southwest us Multiple United American Delta
Airways Carriers Airlines
MNonstop 188.20 _ _ _ _ 414.20
17 results 1 results 16 results
1 stop 196.70 199.20 21770 249,20 266,70
37 results 5 results 9 results 5 results 2 results 16 results
i Baggage Fee Policies Show fare display legend
Compare List
Price Carrier Depart Arrive Stops Duration
$414.20 RDU 05:00om =¥ ATL 07:33 am 0 1h 33m
Delta
A ATL 0L50pm =% RDU 03:12 pm o 1h Z2Zm
35“5%&' 2 = Maore like this + Show details s
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Step 1: Make a Flight Reservation (Continued)

How to... Additional Information

13. Click Select button Verify Travel Policy and Fare Rules, if all are acceptable, click Select.

Raleigh, NC To Atlanta, GA Print / Email
Mon, Jan 19 - Wed, Jan 21

Hide matrix

| ) .
Al [ ] %‘ a (Y é
54 r:sults Southwest us Multiple United American Delta
Airways Carriers Airlines
Monstop 188.20 - . . - 414,20
17 results 1 results 16 results
1stop 196.70 199.20 21770 248.20 266.70 _
37 results 5 results 9 results 5 results 2 results 16 results
i Baggage Fee Policies Show fare display legend
Compare List
Price Carrier Depart Arrive Stops Duration
Outbound flight: Raleigh, NC (RDU) - Atlanta, GA (ATL) Mon, Jan 19
A Delta Raleigh Durham Intl Ar... (RDU) Hartsfield Intl Arpt (ATL)
== #1456 Depart: Monday, 06:00 am Arrive: Monday, 07:33 am
3 : 1 Economy: H McDonnell Douglas MD-90
Return flight: Atlanta, GA (ATL) - Raleigh, NC (RDU) Wed, Jan 21
A Delta Hartsfield Intl Arpt (ATL) Raleigh Durham Intl Ar... (RDU)
== #1077 Depart: Wednesday, 01:50 pm Arrive: Wednesday, 03:12 pm
5 Ect y: L McDonnell D MD-90
Travel Policy
Air Fare is greater than the least cost logical airfare plus 200,00 dollars
Delta - (Sabre)
Ticket non-refundable - penalties may apply
Change fee likely applies (plus fare difference, see fare rules)
E-Ticketing Available
Your company credit card will be used to purchase this trip. u :
de deta %\
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Step 1: Make a Flight Reservation (Continued)

How to... Additional Information

14. Click Please Choose a Review and select an appropriate choice and click Save.
Reason dropdown box.

Travel Policy Violation X

This flight is not in compliance with the following travel rule(s):
Air Fare is greater than the least cost logical airfare plus 200.00 dollars

Please choose the reason for selecting this travel eption. If more than ene reason applies, choose the most
applicable. This reason applies to this entire trip.

-- Please Choose a Reason — v

%

Please explain why you have chesen this flight. NOTE: We will leg flights which you did not take.

£33
A

The selected fare was: 5414 20
The least cost logical fare was:$188.20
Chosen:

Cost: $414.20

Outbound Flight

A DELTA 1456 Raleigh Durham 01192015 Hartsfield Intl 01/19/2015 Douglas
Intl Arpt (RDU)  6:00 AM Arpt (ATL) T33AM MD-30

Return Flight:

A DELTA 1077 Hartsfield Intl 01/21/2015 Raleigh Durham  01/21/2015 Douglas
Arpt (ATL) 150 PM  Intl Arpt (RDU)  312PM MD-80

Least cost lonical fare




Step 1: Make a Flight Reservation (Continued)

How to... Additional Information

15. Click Select Seats to
review or change your
seat.

Review and Reserve Flight

REVIEW FLIGHTS

Outbound flight: Raleigh, NC (RDU) - Atlanta, GA (ATL) Mon, Jan 19

A Delta Raleigh Durham Intl Ar... (RDU) Hartsfield Intl Arpt (ATL)
= #1456 Depart: Monday, Arrive: Monday. 07:33 am

0 Duratio:

Return flight: Atlanta, GA (ATL) - Raleigh, NC (RDU) Wed, Jan 21

A Delta Hartsfield Intl Arpt (ATL) Raleigh Durham Intl Ar... (RDU)
2 #077 Depart: Wednesday, 01:50 pm Arrive: Wednesday, 03:12 pm

MD-20

S 0 Duration: 1h 22m

my: L McDonnell

ENTER TRAVELER INFORMATION

Ensure all traveler information below is corect. @

PRIMARY TRAVELER Edit | Review all
Name: Kimberly Michelle Howe Phone: (919) 990-3515 | khowe@ivbrands.com ¥

Frequent Flyer Programs Add a Program
For Delta

No Program selected ¥

SEAT ASSIGNMENT

Make your trip more enjoyable by selecting your seats now. Otherwise, Concur will request them for you.

Select Seals

REVIEW PRICE SUMMARY
Description Fare Taxes and Fees Charges
Airfare $359.07 $55.13 541420
Total Estimated Cost : $414.20 USD
Total Due Now: $414.20 USD

METHOD OF PAYMENT

This purchase will be charged to your company directly

ACCEPT FARE RULES AND RESTRICTIONS

This is a Non-Refundable Ticket

Customers holding NON-REFUNDABLE type tickets may USUALLY cancel their joumey. and reuse these tickets to any destination in the carrier's
system. within one year following the DATE OF ISSUE (READ THE FARE RULES to be certain this applies). Reservations MUST be cancelled by
the intended {original) departure day, or tickets will be void and have NO value for future use. These rules apply to DOMESTIC ticketing only

Flease review the rules and restrictions listed below.

When you purchase your ticket, you agree to these rules and resirictions.

Please note that the most restrictive set of rules below applies to your entire itinerary.

Click Fare to view Rules [Raleigh - Atlanta] [Atlanta - Raleigh]

ADELTA Raleinh . Atflanta ~

By completing this booking. you agree to the fare rules and restrictions and hazardous goods policy

m Reserve Flight and Continue
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Step 1: Make a Flight Reservation (Continued)

How to... Additional Information

16. To change your seat, click Point to a seat to view the seat number.
the seat you prefer.

17. Once you have made your After you select your seat for a flight, you can either click Change Seat or
seat selection, click Close. select the next flight in your reservation. Concur Travel will prompt you to
save your new seat selection.

18. Review the search results, A code for seats appears at the bottom of the page, showing which seats
and then click the Seat Map  are available, occupied, or considered preferential. The bottom right corner

) E i shows the number of available seats by class of service for this flight.
icon next to the flight to

view the available seats.

19. Select any Available Seat by  Select Preferential seats, if you have preferred status on the selected
clicking the seat icon. W] airline. Your frequent flyer number must be in your Concur Travel profile. If
you select a preferential seat and this information is not in Concur Travel,
your seat request might not be honored.

ADELTA

Delta Flight: 1456 McDonnell Douglas MD-90
Raleigh Durham Intl Arpt (RDU) - Hartsfield Intl Arpt (ATL)
01192015

[0 Available seat [ Qccupied seat Ml Preferential seat: B Exit row
M Leave vacant or assign last seat ¥ Selected Seat
Preferential seating is not generally available for discounted fares, or travelers without higher levels of

frequent flyer status @
Seat assignment is subject to change up until time of departure
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Step 1: Make a Flight Reservation (Continued)

How to... Additional Information

20. Click Reserve Flight and Review all information before reserving flight(s).
Continue

Review and Reserve Flight

REVIEW FLIGHTS

Outbound flight: Raleigh, NC (RDU) - Atlanta, GA (ATL) Mon, Jan 19

A Delta Raleigh Durham Intl Ar... (RDU) Hartsfield Intl Arpt (ATL)
== #1456 Depart: Monday, 06:00 am Arrive: Monday, 07:33 am

: 0 Dura

ny: H - McDonnell Douglas MD-90

Returnflight: Atlanta, GA (ATL) - Raleigh, NC (RDU) Wed, Jan 21

A Delta Hartsfield Intl Arpt (ATL) Raleigh Durham Intl Ar... (RDU)
= #1077 Depart: Wednesday, 01:50 pm Arrive: Wednesday, 03:12 pm

MD-90

: 0 Duration: 1h 22m  Economy: L McDonnell Do

ENTER TRAVELER INFORMATION

Ensure all traveler information below is correct. @

PRIMARY TRAVELER Edit | Review all

Name: Kimberly Michelle Howe Phone: (919) 3390-3515 | khowe@ivbrands.com v

Frequent Flyer Programs Add a Program
For Delta

Mo Program selected v

SEAT ASSIGNMENT

Make your trip more enjoyable by selecting your seats now. Otherwise, Concur will request them for you

Select Seats

REVIEW PRICE SUMMARY
Description Fare Taxes and Fees Charges
Airfare $359.07 $55.13 $414.20
Total Estimated Cost : $414.20 USD
Total Due Now: $414.20 USD

METHOD OF PAYMENT

This purchase will be charged to your company directly

ACCEPT FARE RULES AND RESTRICTIONS

This is a Non-Refundable Ticket

Customers holding NON-REFUNDABLE type tickets may USUALLY cancel their journey, and reuse these tickets to any destination in the carrier's
system, within one year following the DATE OF ISSUE (READ THE FARE RULES to be certain this applies). Reservations MUST be cancelled by
the intended (original) departure day, or tickets will be void and have NO value for future use. These rules apply to DOMESTIC ticketing only

Please review the rules and restrictions listed below.

When you purchase your ticket, you agree to these rules and restrictions

Please note that the most restrictive set of rules below applies to your entire itinerary.

Click Fare to view Rules [Raleigh - Atlanta] [Atlanta - Raleigh]

ADELTA -

Ralsinh . Atlanta

By completing this booking, you agree to the fare rules and restrictions and hazardous goods policy

Reserve Flight and Continue
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Section 4: Make a Travel Reservation (Continued)

Step 2: Select a Rental Car

How to... Additional Information

1. If you selected Pick Up/Drop off Car at If you click Automatically reserve this car, Concur Travel
airport on the Flight tab, you will see the & Expense will add your car and then display your hotel
results for the car search. results.

You can sort the car results to help find your selection.

Yellow diamonds indicate preferred vendors and your
preferred car type will be selected automatically.

2. Select the appropriate rental car by clicking If you would like to wait on renting a car, click Skip.

Select.
Trios Pick up: (ATL) on Mon, Jan 19 07:33 AM L BiET
O SOk Return: Wed, Jan 21 01:50 PM
. Hide matrix
Flights Reserved
Round Trip Al =) =] e -l i - il g e
46 results Economy Car | Compact Car | Intermediate Car | Standard Car | Full-size Car | Premium Car | Luxury Car | MiniVan | Intermediate SUV | St
RDU - ATL
Outbound: Mon, 01/19/2015
Return: Wed, 01/21/2015 :?0:-2 56.00 57.00 59.00 60.00 63.00 73.00 - 86.00 86.00
=
\#=f) SelectaCar 56,00 57.0 50, ' 7 :
T a2
ATL - Terminal " . - - . e .
2 4,02 92 1 81 7572 5. 572
Pick-up: Mon, 01/19/2015 Ao
Drop-off: Wed, 01/21/2015 w051 . N . 1026 "
»
Select a Hotel Remove  pigpiaying: 46 out of 46 resuits. < Previous 12345 Next>> | A
:“i"n‘; ZGA Sorted By: | Policy - Mest Compliant ¥
Check-in: Mon, 01/19/2015
Check-out: Wed, 01/21/2015 Economy Car (33bre) & & &
$56.00 per day At warssn e 25
Corporate rate Total cost $225.83 =T
3 :
Total Estimated Cost ~
Compact Car (Sabre) $ & ¢ o B ed  more info
ok 41&82%
Total uUsbD $57.00 per day ,.K.J.,g_
414.20 Corporate rate =
m— ‘u
Change Car Search ~ =
Intermediate Car (Sabre) $ O O
Car Display Filters ~
$59.00 per day . SN =3
Uniimited miles Corporate rate :_sza's 8‘3 §":_.
Air conditioning e’
Hybrid =]
Car Transmission ~
T Economy Car (Sabre) &
Manual
$56.00 per day _gpr‘.
Corparate rate W
=
Premium Car (5abre) @ ¢ 3 Haiiora]
$73.00 per day o
Corporate rate
ury €
2l

Total cost: Rates and total cost do not include charges for optional services such as fuel and insurance waivers. These and any additional fees or
surcharges may be applied at the time of rental. Any currency conversien is based on the exchange rate for that day. The final price at the time of
rental may be different

socu | e |
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Step 2: Select a Rental Car (continue)

How to... Additional Information

3. Review and Reserve Car page will
appear. Verify information is correct, and
then click Reserve Car and Continue.

Review and Reserve Car

REVIEW RENTAL CAR

National Car Rental Location Details

Type Pick-up Drop-off
Economy Car Airport Terminal Airport Terminal
Features ATL: Atlanta ATL: Atlanta

07:33 am Mon, 01/19/2015 01:50 pm Wed, 01/21/2015

PROVIDE RENTAL CAR PREFERENCES

Your preferences and comments will be passed to the rental car agency.
Comments (30 character max)

Include in-car GPS system Include skirack

ENTER DRIVER INFORMATION

Ensure the name below matches the [.D. you have with you on the day of pick-up. @

DRIVER Edit | Review all
Name: Kimberly Michelle Howe Phone: (319) 990-3515 | khowe@bvbrands.com ¥

Rental Car Agency Program Add a Program

Mo Program selected ¥

REVIEW PRICE SUMMARY

Description Daily Rate Dates Total
National Car Rental $56.00 Jan 19 - Jan 21 $112.00
Total Estimated Cost : $225.83 USD*
Total Due Now: $0.00 USD{

* Does not include additienal fees incurred during time of travel.
1 Remaining amount due at rental locaticn.

Reserve Car and Continue
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Section 4: Make a Travel Reservation (Continued)

Step 3: Select a Hotel

Howto.. il Additional Information

1. If you selected the Find a Hotel You can sort the list of hotels by Preference, Price, Chain,
option on the Flight tab, the hotel Rating, Distance and Policy.
results are displayed after you
choose your rental car.

2. Click the More Info link for a specific
hotel to find more detailed
information for the hotel.

3. When you are ready to reserve your Next to each Reserve button, a description, rate details, and
hotel room, click Choose Room and cancellation policy is available The Reserve buttons are color
click Select for the appropriate rate coded as follows:
and hotel.

¢ A green Reserve button indicates the hotel rate is
within policy.

o Avyellow Reserve button indicates the hotel rate is
outside of policy. If you select this rate, you must enter
additional information.

¢ Ared Reserve button indicates the hotel rate is
outside of policy. If you select this rate, you must enter
additional information and wait for manager approval.
The trip will not be ticketed until it is approved.

You will see a notification if a hotel is outside of policy. You
can view the type of rate and room, as well as other
information that is available from the agency system.

After clicking the Reserve button, the Hotel confirmation page
appears.

4. If you would like to wait on booking a
hotel, click Skip.
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Step 3: Select a Hotel (Continued)

Hide Map Print / Email

Trip Summary ) © ® | Automatic - = ENREE N
v o { | = \
= \ I\ :
Flights Reserved & N\ A\ Georgia Institute of Technology =l \‘u
] ™ ‘%3 GEORGIA TECH | | 5 t
Round Trip 3 1hiSLNE \ S Crantes
RDU - ATL —— i Y, | A \ o PGRE(NV‘;UOD A
0 8 ‘ — fors) P Leon Ave
Outbound: Mon, 01/19/2015 === A {78} e8] 'fglce leLeonAve.
Retum: Wed, 01/21/2015 8 = “@A¥ i L \
) \ d- T YN cal
¥ \ \ 9 P H &
Select a Hotel i\ Encus. || Tt Lo o R § 5 \ Seon
\ £
Nights: 2 \ 4 3 H
¥ 3
Check-in: Mon, 01/19/2015 R : ;
Check-out: Wed, 01/21/2015 \ Joseph.E Boone Blvd NW (;;\ ]
| T Medical o
Centey  OLD FOURTH WARD 2
===

ASHINGTON PARK

EAGAN HOMES

Total Estimated Cost AL/ Martin Luther King Jr Dr NW.
{25 z Morris
5 usb | |/ 2 Brown
B aa20| | 2 ok cole
—jap | [:sbsbing Atlanta
Total University =
41420 | View map legend
Sorted By:\ Policy - Most Compliant ¥ With names containing: 5 ‘
Change Search v
[EExpand All Details
Price A Displaying: 75 out of 75 results. <<Previous | Page:1 of 8 | Next>> | All
‘ .‘ 1. Savannah Suites Pine St
$45 - $2,500
’ 140 Pine StNE Trom
Atlanta, GA 30308 $46
Display Settings A Qedlord e, D
©0.42 miles | view map rate this hotel
|| E-Receipt Enabled
more info | compare choose room »
Neighborhood ~
2. Crowne Plaza Midtown
|- Ansiey Park (1) 590 W Peachtree St NW * %k from
|| atiantic Station (1) Atlanta, GA 30308 $ 1 07
O Bedtord Pine (1) §0.28 miles | view map
. rate this hotel
|| Broskwood (1)
| Cifton Community (2)
O Downtown " more info | compare hide rooms
Ll georgia Tech (1) <
$1 07 Radius Travel - One Queen Size Bed Nonsmoking 220 Sqft Classic Room With One Queen Bed Flexible Workspace Brand New 42 Inch Flat -
Hotel chain A Screen (Rate Code: OQNWTT) (Sabre) |:|
$1 07 Radius Key Hotel Program 250 - lhg Rewards Club Benus Points One Queen Size Bed Nonsmoking 220 Sqft Classic Room With One Queen Bed
® Chain O Superchain Flexible Workspace Brand New 42 Inch Flat Screen (Rate Code: OQNRNE) (Sabre)
Y .. .. RadiusKey Holel Program 250 - Ihg Rewards Club Bonus Points Standard Reom Spacious Rm W The Bed Type Assianed Based Upon Availablity Al
[ Country nn (1) h
e : h-
ecl esel
3. Best Western Plus Inn at the Pea...
it 330 W Pe from
Hotel Amenities ~ achtree StNW * kK
Atlanta, GA 30308-3517 $1 1 6
N Downtown
[ Breakfast (31) Q0.25 miles | viewmap rate this hotel
|| Broadband Internet (43) D
[ Business center (47} more info | compare choose room »
‘Conventien center (0)
- Dry cleaning (49) 4. Hyatt Place Atlanta/Downtown
|| Fitness center (47)
Game room (1) - 330 Peachtree StNE * k% from
Hotel amenities may change over time and ?;If:m'ﬁ?cﬁ?:ﬁm“ Homes $ 1 3
mg‘:’:‘m’;‘:';:g w;‘ all hotels have provided Q0.19 miles | viewmap rate this hotel
E:‘E—RecewptEnanled more info | compare choose room »
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Step 3: Select a Hotel (Continued)

owto. [l Additional Information

5. Review and Reserve Hotel page will appear. Review Hotel Room:
Verify information is correct, and then click e Room Preferences
Reserve Hotel and Continue. e Price Summary

e Cancellation Policy

Review and Reserve Hotel

REVIEW HOTEL ROOM

Crowne Plaza Midtown
Radius Travel - One Queen Size Bed Monsmoking 220 Sqft Classic Room With One Queen Bed Flexible Workspace Brand New 42 Inch Flat Screen
2 Nights | 1 Guest*

Check-in Check-out Address Phone
Maonday, January 19, 2015 Wednesday, January 21, 2015 590 W Peachtree St NW 404-877-3000
Atlanta, Georgia 30308
United States of America

*We reserve every hotel room for 1 guest only, regardless of the number of actual travelers sharing the room. The primary traveler's name is attached to the reservation for hotel
check-in

PROVIDE HOTEL ROOM PREFERENCES

Your preferences and comments will be passed to the hotel.

Comments (30 character max)

Request foam pillowrs Request rollavray bed Request crib

ENTER HOTEL GUEST INFORMATION

Ensure the name below matches the |.D. shown on the day of check-in. @

HOTEL GUEST Edit | Review all
Name: Kimberly Michelle Howe Phone: (919) 990-3515 | khowe@ivbrands.com ¥

Hotel Program Add a Program

Ho Program selected ¥

REVIEW PRICE SUMMARY
Description Nightly rate Dates Total
Crowne Plaza Midtown $107.10 Jan 19 - Jan 21 $214.20
Total Estimated Cost : $214.20 USD*
Total Due Now: $0.00 USDt

* Does not include taxes or additional fees incurred during time of stay
1 Remaining amount due at hotel location.

SELECT A METHOD OF PAYMENT

The credit card you select will be held to confirm your reservation. You wil not be charged in full until your hetel stay.

There are no credi cards defined. ¥ Add credit card

* Indicates credit card is a company card

ACCEPT RATE DETAILS AND CANCELLATION POLICY

Please review the rate details and cancellation policy provided by the hotel

. G2
Crowne Plaza Midtown crowne pLAZA

Please review the rate rules and restrictions before continuing.
The hotel provided the following information:

RATE: USD 107.10
TOTAL RATE: 245.48 USD
EXTRA PERSON: $10.00

| agree to the above rate rules, restrictions, and cancelation policy.

m Reserve Hotel and Continue
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Section 4: Make a Travel Reservation (Continued)

Step 4: Complete the Reservation

Lhowto.. [l Additional information

1. Review the details of the reservation on From the Trip Details page, you can add or make
the Travel Details page, and then click changes to the car, hotel as well as change the dates of
Next. the flight.

2. On the Trip Booking Information page, The trip name and description data are for your record
enter your trip information in the Trip keeping.
Name and Trip Description fields.

3. Click Next.

Trip Booking Information

The trip name and description are for your recerd keeping convenience.

Trip Name Trip Description (cptional)
This will appear in your upcoming trip list. Used to identify the trip purpose

Trip frem Raleigh to Atlanta

Send a copy of the confirmation to: €@

Send my email confirmation as
#'HTML "' Plain-text

Do you wish to request an American Airlines upgrade using your elite status? Are you satisfied with your current seat selection? [Required]
Yes v Yes, I'm satisfied with my seats. v

You may HOLD this reservation until: 12/23/2014 11:55 pm Eastern

Please enter information about this trip then press Mext to finalize your reservation. If you close at this point your reservation may be cancelled.
HNote: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

T I T S
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Step 4: Complete the Reservation (Continued)

Additional Information

4. Review the details of the reservation on the
Travel Details page, and then click Next.

5. On the Trip Booking Information page, enter
your trip information in the Trip Name and Trip

Description fields.
6. Click Next.

7. On the Trip Confirmation page, click Purchase

Tickets to finalize your trip.
Trip Confirmation

To COMPLETE BOOKING, plesse press the "Purchass Ticket” Button afer reviewing this page.
To CANCEL. press the Cancel buttan

Trip Overvie
from Raleigh to Atlanta
19 2015

Created: Dec 22, 2014, Kimberly Howe (Modified: Dec 22, 2014)

gent by 1212372014 11:55 PM Eastern

9 Flight  Raleigh, NC (RDU) to Atlanta, GA (ATL)
Delta 1456

Departure: 06:00 AM Confifmation: GEVBRY
ot 19 Contemedy Smer: Contirmed

Distance: 356 miks

L
@) Flight  Atlanta, GA (ATL)to Raleigh, NC (RDU)
Delta 1077

Departure: 01:50 PM Confirmation: GEVBPY
Seat: 30 Stwhus. Confirmed

Distace 356 s
Ticke
R —
L
Total Estimated Cost

Air View Fars Rulss
. $358.07 USD

$55.13 USD

$414.20
Restrictions

Quets NONREFIPENALTY APPLIES

TICKET NOT YET ISSUED. AIRFARE QUOTED IN ITINERARY IS NOT GUARANTEED UNTIL TICKETS ARE 15 SUED.

Almost dans... Pleass confirm this itinerary

e =l = =l

From the Trip Details page, you can add or make
changes to the car, hotel as well as change the
dates of the flight.

The trip name and description data are for your
record keeping.



Section 5: Cancel or Change an Airline, Car Rental,
or Hotel Reservation

How to... Additional Information

1. On the Home page, click My
Trips.

2. On the Trip Library page, Flight changes are available for e-tickets that include a single carrier.
click the name of the trip you

If the trip is already ticketed but has not occurred, you can change the
want to change.

time of the flight if an even exchange is available or the ticket is
refundable. Your change options will be with the same airline and routing.

3. On the Trip Overview page, From the Trip Overview page, you can:
select the action you want to e Print ltinerary
take for the trip. e Email ltinerary
Note: You can cancel your trip ° O.pen In Outl(?ok
from the Trip Library page. Under » View E-Receipts
Action column, click on Cancel » View Trip History
Trip. e Create Template
e Clone Trip
e Share Trip

Cancel Entire Trip

| want to... Trip Name: Trip from Raleigh to San Diego (Edi Add to your Itinerary

Print Itinerary .

e — Start Date: Jan 12, 2015 @ Car e Hotel
Open in Outlook End Date: Jan 15, 2015

View E-Receipts . .

Y — Created: Oct 17, 2014, S

Create Template Description: San Diego Field Visit Edi

Clone Trip

Sl.oall.z TII.Ii N Agency Record Locator: LWZDC

Cancel Enfire Trip Ticket Number(s): 00175014276
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Section 6: Create a New Expense Report

Step 1: Create a New Report

Howto.. il Additional information

1. On the Home page, click Start a Report.

2. Complete all required fields (those with the red
bar at the left edge of the field) and the optional
fields as directed by your company.

3. Click Next. The Expense Report page appears.
Administration ~ | Help ~
Home Travel Expense Approvals Reporting ~ App Center Profile ~ .
-
IH\(I)IHI + + UD DD DD UD
e e Start a Upload Required View Trips Available Open
Hello, Kimberly Report Receipts Approvals Expenses Reports

Administration ~ | Help ~

CONCUR Travel Expense Approvals Reporting ~ App Center

Profile ~ &

Manage Expenses Process Reports

Create a New Expense Report
Report Header

Report Name Report Date Policy Business Purpose Comment

127222014

m Gancel
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Section 6: Create a New Expense Report (Continued)

Step 2: Add a Company Card Transaction to the New Expense Report

Company card transactions are automatically imported into Expense for you — ready to be added to an expense
report. Your company determines how frequently new card transactions appear.

Howto.. il Additional information

1. On the Expense Report page, click the Import The Available Expenses pane appears. You can
button. combine trip data from Concur Travel (ltinerary),
corporate card data (AMEX charge), and e-receipt

data.

[RFconcur | Tave

Expense  Approvals  Reporing ~  App Center

Administration ~ | Help ~

Profile ~ @

Manage Expenses Process Reports

K Howe 122214

Import  Details * Receipts * Print v

Amount

New Expense

Expense Requested

Expense |

Adding New Expense

Cellular Phone

Parking
All Expense Types

Car Expense
Company Car Maintenance
Company Car Mileage
Company Car Personal Trip =300
Company Car Storage
Company Car Wash
Gasoline
Parking
Personal Car Company Use
Tols
Communications
Cellular Phone
Fax
Internet
Fhone
ConferencesiMeetings
AudioMVisual Communications
Catering
Conference Room Fees
Presentation Material

TOTAL AMOUNT

$0.00

TOTAL REQUESTED

$0.00
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Personal Car Company Use

Company Car Wash

Entertainment
Entertainment-Other
HR
HR Recruitment
Individual Meals
Breakfast
Business Meal with Attendees
Dinner
Lunch
Lodging
Hotel
Other
AMEX Rewards Point (Personal)
Dues
Employee Relations
Incidentals
Office Supplies
Postage
Professional Fees
Public Relations

Avallable Receipts

Business Meal with Attendees

wOther

Subscriptions
Personal Expenses

Personal Expense
POS

POS - In-Transit (Archway)

POS-Storage Rep/DM
Tradeshow

Tradeshow Fees
Training

Training & Seminars
Transportation

Airfare

Airline Fees

Car Rental

Subway

Taxi

Train



Step 2: Add a Company Card Transaction to the New Expense Report
(Continued)

2. Inthe Available Expenses section, select each
transaction that you want to match and click
Match button.

You must match the AMEX charge, itinerary and/or
e-receipt to the same expense. Refer to Section 16:
Matching AMEX, E-Receipt and Itinerary, pages
62-63 for more details.

3. Click the box next to the expense(s) to add and
click Import tab. In the Import dropdown
choose To Current Report.

The expense appears on the left side of the page,
with all applicable icons (i.e. AMEX Corporate card,
itinerary, and e-receipts).

Available Expenses

D Expense Detail Expense Source % Date « Amount
' HAMPTON INN, Slidell, Louisiana Hotel e % 01/05/2015 $353.20
HAMPTON INN Hotel @ % 01/05/2015 $310.00
' HANMPTON INM, Slidell, Louisiana Hotel

e % 01052015
Undefined e

E To Current Report |
To New Report % )

O

JERSEY MKE'S 5047 ATLANTA, GA 011272015

Step 3: Add an Out-of-Pocket Expense to the Expense Report

owto.. Il Additional information

1. Click New Expense.

2. Click +New Expense section, select the
appropriate expense type or in the Expense
field type in the appropriate expense type.

The page refreshes, displaying the required and
optional fields for the selected expense type.

Administration ~ | Help ~
[BcoNCUR | Tavel | Expese  Approvals  Reporting v App Center ®
Profile ~
-
Manage Expenses Process Reports
I import Details * Receipts * Print *
[0 =5 B vewr « | HewExpense Available Receipts
[] | Dater Expense Amount Requested
Adding New Expense Expense| | h
@ Recently Used Expense Types
Celular Phone Personal Car Company Use Business Meal with Attendees
Parking Company Car Wash
All Expense Types
Car Expense: Entertainment. Other
Company Car Maintenance Entertainment-Other Subscriptions
Company Car Mieage HR Personal Expenses
Company Car Persenal Trip =300 HR Recruitment Personal Expense
Company Car Storage: Individual Meals roS
ZD‘"D""V Car Wash Breakfast POS - In-Transit (srchway)
P"k“ ne Business Meal with Attendees POS-Storage Rep/DM
arkin
9 Dinner Tradeshow
Personal Car Company Use Lunch
Tl o Tradeshow Fees
odging
Communications Training
Celuar Phone Hotel Training & Seminars
Fax Other Transportation
Internet AME Rewards Point (Personal) Airfare
Phone Dues Airline Fees
ConferencesiMestings Employee Relations Car Rental
Incidentals Subwiay
Audio/Visual Communic atiens
Office Supplies Taxi
Catering
Fostage Train
Conference Room Fees
o tation Material Professional Fees
resen Public Relations
TOTAL AMOUNT TOTAL REQUESTED
$0.00 $0.00
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Step 3: Add an Out-of-Pocket Expense to the Expense Report (Continued)

owto. [l Additional Information

3.

Complete all required fields (those with the red

bar at the left edge of the field). Out-of-Pocket
expenses will have a Payment Type “Cash.”

Click Save.

Mew Expense
Expense Type
| Company Car Wash

Vendor Mame
| Mr. C's Car Wash

Amount
I 8.00 usD

Transaction Date

I 121112014

City

Raleigh, Morth Carolina

Comment

Company Car monthly wash.

38

For different types of expenses, such as hotel or
company car mileage, refer to Section 8: Using
Special Features, pages 40-49.

The expense appears on the left side of the page.

Available Receipts
Business Purpose
| 08. General Administratic

Payment Type

|Ca'sh

A

m [ ltemize ] [ Attach Receipt ] [ Cancel ]
y



Section 7: Review and Edit an Expense Report
You should review and edit (if necessary) your reports and all expenses, including company card

transactions, for accuracy before submitting your expense report.
Step 1: Review the Report Information

Additional Information

On the Expense Report page, in the Expense
List, click any transaction to view the details.

2. To review information on the Report Header,
click the Details dropdown menu, select Report
Header.

3. Make the appropriate changes, and then click

Save.

Step 2: Review the Exceptions

1. On the Expense Report page, click Show

Exceptions.

2. Click the exception that you want to review.

The expense details appear on the right side of the
page.
The Report Header page has the Report Name,

Report Date and Comment fields for the expense
report.

Additional Information

The Exceptions pane opens, which displays all
exceptions (flags or errors) for the expense report. In
this pane, you can select an exception to view the
expense details.

The expense details appear on the right side of the
page.

Date
12112014

Amount Exception
$126.00 B A brief description must be entered in the comments field

Expense

Cellular Phene

| | | viewr & | MewExpense

Date~ Expense Amount Requested

Expense

Adding New Expense

1211172014 Cellular Phone $126.00 $126.00

Verizon Wireless, Raleigh, Morth

3. Make the appropriate changes, and then click
Save.
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Available Receipts
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Section 7: Review and Edit an Expense Report (Continued)

Step 3: Edit Multiple Expenses

Howto.. il Additional information

1. On the Expense Report page, in the Expenses The multiple expense options box appears. When
List, select the checkbox for the expenses that you select more than one expense, you will have the
you want to update. ability to delete, allocate, or edit the expenses at the

same time.

2. Select the action you would like to perform for If you choose to Edit the selected expenses, you will
the expenses. be prompted for all of the field(s) that you can

update.

KHowe 122214

=+ MNew Expense =+ Quick Expenses Import Details ~ Receipts * Print =
penses N EEED e «

2
Date~ Expense Amount Requested You have selected multiple expenses. What would you like to do?

12112014 Cellular Phone $120.00 $120.00 1. Delete the selected expenses
Verizen Wireless, Raleigh, North 2. Allocate the selected expenses

& m

7| 1211172014 Company Car Wash S8.00 s8.00 3. Edit one or more fields for the selected expenses
Mr. C's Car Wash, Raleigh, Nortt

Section 8: Use Special Features

Itemize Nightly Lodging Expenses

A hotel bill typically contains a variety of expenses including room fees, taxes, parking, meals, valet,
telephone charges, and personal items. These expenses must be itemized so that they can be
accounted for correctly in the Finance General Ledger. Concur Travel & Expense gives you the tools to
quickly itemize your lodging-related expenses.

Step 1: Verify Auto-ltemized Hotel Expenses

The Hotel Auto-Itemization feature automatically itemizes any card transactions that have hotel folio
data or an e-receipt from a hotel vendor. Your company determines if your hotel expenses are
automatically itemized. If not, you can manually itemize your hotel expenses as described in Step 2
below.

The result of hotel auto-itemization is similar to what you see if you manually itemize the hotel expense.
Concur Travel & Expense itemizes the hotel expense based on predetermined mapping. Examples of
the itemizations you will see on your expense report are: parking, meals, and internet access. You can
update the auto-itemized expenses and itemize any remaining balance as described in Step 3 below.
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Itemize Nightly Lodging Expenses (Continued)

Step 2: Create and Itemize a Lodging Expense

Howto.. il Additional information

1.
2.

Click New Expense.

On the New Expense tab, select the lodging

expense type.

Complete the required fields on the page as

usual.

Click Itemize.

Mew Expense
Expense Type
I Hotel

Vendor

I Marriott Hotels

Amount
I 254.00 UsD

Transaction Date

I 1211/2014

City

Raleigh, North Carelina

Comment

The New Expense tab appears.

The expense appears on the left side of the page
and the Nightly Lodging Expenses tab appears.

Available Receipts
Business Purpose
I 06. LVE Meetings & Conl

Payment Type
I AMEX

[ Itr:l"i:eEL[ Attach Receipt ] [ Cancel l
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Step 2: Create and Itemize a Lodging Expense (Continued)

5. On the Nightly Lodging Expenses tab, in the The number of nights appears automatically.
Check-in Date field, type the date or use the
calendar.

6. Inthe Room Rate field, enter the amount that
you were charged per night for the room.

7. Inthe Room Tax fields, enter the amount of
each room tax that you were charged.

8. Inthe Additional Charges (each night)
section, from the first Expense Type dropdown
menu, select the appropriate expense type.

9. Inthe Amount field, enter the amount of the System will show the charge for each night.
expense.

Expense || Mightly Lodging Expenses Available Receipts

Check-in Date Check-out Date Mumber of Mights

I 121072014 I 1211172014 | 1

Recurring Charges (each night)

Reoom Rate Room Tax

I 198.00 28.00

Other Room Tax 1 Other Room Tax 2
10.00 13.00

Room rate and taxes will be shown as separate expenses
Additional Charges (each night)

Expense Amount
Internet 5.00
Expense Amount

Choose an expense type

Save lHemizafions
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Itemize Nightly Lodging Expenses (Continued)

Step 2: Create and Itemize a Lodging Expense (Continued)

Howto.. il Additional information

10. Repeat steps 8-9 using the second Expense
Type field if you have more than one recurring
additional charge.

11. Click Save Itemizations. If there is a remaining amount to be itemized, the
remaining amount is displayed and the New
Itemization tab appears.

Step 3: Itemize the Remaining Balance

owto.. il Additional information

1. If the amount remaining is more than zero, on The page refreshes, displaying the required and
the New Itemization tab, click the Expense optional fields for the selected expense type.
Type dropdown arrow, and then select the
appropriate expense from the dropdown list.

2. Complete all required and optional fields as
directed by your company.
3. Click Save. The expense appears on the left side of the page

and the remaining amount equals zero.

4. Repeat steps 1-3 until the Remaining Amount
equals $0.00.

Exceptions x

Expense Date Amount  Exception

Hotel 1211172014 $192.00 QTne itemization amounts do not add up to the expense amount.

Expenses | | | | | Viewr « | Mew ltemization Available Receipts

Date v Expense Amount Requested

N 121112014 Hotel $192.00 $163.00
0 o Embassy Suites, Raleigh, North |

Total Amount: $192.00 | temized: $163.00 | Remaining: $29.00

Expense Type

Choose an expense type
‘ The itemiz ation amounts do not add up to the expense amount. |

Adding New ltemization
12/10/2014 Internet 5.00 $5.00
12/10/2014 Hotel $125.00 $125.00

12102014 Hotel Tax £33.00 £33.00
TOTAL AMOUNT TOTAL REQUESTED F—
$163.00 $163.00 [ save |
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Section 8: Use Special Features (Continued)

Add Attendees

For some expense types, such as business meals or entertainment, your company might require that
you list the attendees who were present at these events.

Howto.. il Additional Information

1. Click New Expense.

2. Onthe New Expense tab, select
an Entertainment, or Business
Meals expense type.

3. Complete all required fields
except the attendee information.

New Expenze

Expense Type

Transaction Date

The New Expense tab appears.

Your company defines the expense type names that apply to
entertaining clients, customers, or group business meals that include
employees.

In the attendee area, your name automatically appears as an
attendee with the full amount of the expense. As you add attendees
to the expense, the expense amount is distributed over all
attendees.

Available Receipts

Business Purpose

Busginess Meal with Atten I 12M6/2014 I 05. LB Meetings & Confe
Vendor Name City Payment Type
I Capital City Chop House Cash
Amount Comment
I 55.00 usoD Finance meeting.
Attendees € Attendees: 1 | Attendee Total: $95.00 | Remaining: $0.00

Attendee Name

Howe, Kimberhy

s

Mew Attendee | Advanced Search Search Recently Used

Attendee Title Company Attendee Type Amount
Finance Employee 595.00
| temize | | Attach Receipt | | Cancel
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Add Attendees (Continued)

Howio.. [l Additional Information

4.

Click Advance Search.

On the Search Results window, select the
attendee and click Add to Expense.

To add a new attendee to the expense, click
New Attendee. Complete the required
information, and then click Save.

Click Save.

Search Attendees

Search for employees. Type in the last name and click
Search.

Add a business guest. If you have entered the business
guest name in the past, search by clicking Favorites.

The expense appears on the left side of the page.

Search Attendees || Favorites || Recently Used || Attendee Groups

Choose an Atftendee Type

Employee

Last Name First Name

Anson

y

Attendee Title

Search Results %
Email Address | Attendee Hame Attendee Title Company Attendee Type
nanson@ivbran... ANSON, NICHOLAS P. Finance Employee
& < Page 1|of1 > A (] Displaying 1 - 1 of 1
New Atftendee Add to Expense |:| Close
Add Attendee x

Attendee Type
Business Guest

First Mame
I John

Company

Audit Inc.

Lazt Name

Doe

Aftendee Title
IAud'rtor

Save Cancel

Save & Add Another
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Section 8: Use Special Features (Continued)

Itemize Expenses

Use the Itemize feature to account for expenses that include both business and personal items or to

make sure that each of your expenses is billed to the correct department in your organization.
bowto [ Adional informtion

1. On the Expense Report page, click the The page refreshes, displaying the required and
expense you want to itemize. optional fields for the selected expense type.
2. Click Itemize. The expense appears on the left side of the page.

The New Itemization tab appears which displays
the total amount, itemized amount, and remaining

amount.

3. On the New Itemization tab, click the Expense The page refreshes, displaying the required and
Type dropdown arrow, and then select the optional fields for the selected expense type.
appropriate expense.

New Expense Available Receipts
Expense Type Transaction Date Buginess Purpose
COffice Supplies 1201151201 4 I 08. General Administration
Vendor Name City Payment Type
I Staples Raleigh, North Carolina AMEX
Amount Comment
I 62.00 uso

‘ ltemize | ‘ Attach Receipt ‘ | Cancel
[
ha\%
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Itemize Expenses (Continued)

Howto.. [l Additional Information

4. Click Save. The itemized item appears in the expense list and
the totals are adjusted accordingly.

5. Repeat steps 3-5 until the Remaining Amount As you click Save for each item, the remaining total
equals $0.00. changes accordingly.

Expenses l:l l:l I:l View & | New temization Available Receipts

Date » Expense Amount Requested
Total Amount: $52.00 | temized: $0.00 | Remaining: $62.00
121172014 Office Supplies $62.00 $62.00
OO Staples, Raleigh, North Carolina Expense Type Transaction Date Business Purpose % %
Addfﬂg New lfemization I Postage I 12111712014 I 08. General Administratior|
‘Vendor Name I} City Payment Type
Staples AMEX
Amount Comment
I 1175 Stamps for maiing letters to =
customers. i

TOTAL AMOUNT TOTAL REQUESTED

$62.00 $62.00 %

Expenses 220 228 BT vew - < | new emzaton Avalable Receipts

Date = Expense Amount Requested
Total Amount: $52.00 | temized: $11.75| Remaining: $50.25
WO 121112014 Office Supplies $62.00 $11.75
Q Q o Staples, Raleigh, North Carolina % Expense Type Transaction Date Business Purpose %
o & Presentation Material 121172014 08. General Administration
Adding New Itemization —
12112014 Postage $11.75 $11.75 JEndoat e = EZILELAR
D Staples AMEX
Amount Comment
40.00 Letters printed for mailing.

TOTAL AMOUNT TOTAL REQUESTED Save

$11.75 $11.75

-l
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Itemize Expenses (Continued)

Expenses IR v «
O Date v Expense Amaunt Requested
[ v 121112014 Office Supplies 262.00 55175
8@ O e Staples, Raleigh, North Carolina
| Adding New ltemization %
O 12112014 Postage 21175 21175
I:‘ 121172014 Presentation Material $40.00 540.00
TOTAL REQUESTED
$51.75
Expenses 222 A 2 view - <
(] Date = Expense Amount Requested
Adding New Expense
[~ 1211152014 Office Supplies $62.00 $62.00
Q& Stavies, Raleign, Nortn Carolina h
[} 121112014 Postage 51175 51
O 1211172014 Presentation Material $40.00 $40.00
O 120112014 Office Supplies 510.25 510.25
TOTAL AMOUNT ITAL REQUESTED

$62.00

$62.00

New temization |

Available Receipts

Total Amount: $52.00 | ltemized: $51.75 | Remaining: §10.25

Expense Type
Office Supplies .

Vendor Name

Transaction Date
121112014

Business Purpose L&
IOS GeneralAdm\mstratm% A

Staples ‘

Payment Type
AMEX ~

Amount
10.25

Comment

Pens and tape.

N

New Expense

Awvailable Recsipts

—

To create & new expense, click the appropriste expense type below or type the expense type in the field above. To edit an existing
expense, click the expense on the left side of the page.

Office Supplies

Company Car Wash
All Expense Types

Car Expense
Company Car

@ Recently Used Expense Types

Hotel

Personal Car Company Use

Entertainment

Other

Company Car Mileage
Company Car Personal Trip »300
Company Car Storage
Company Car Wash
Gasoline
Parking
Personal Car Company Use
Tolls

‘Communications
Cellular Phone
Fax
Internet
Phone

ConferencesiMeetings
Audio/Visual Communications
Catering

Conference Room Fees

HR
HR Recruitment
Individual Meals

Breakfast

Business Meal with Attendees

Dinner

Lunch
Lodging

Hotel
Other

AMEX Rewards Point (Personal)

Dues

Employee Relations.
Incidentals

Office Supplies
Postage

Cellular Phone

..Other

Subscriptions
Personal Expenses

Personal Expense
POS

POS - In-Transit (Archway)

POS-Storage Rep/DM
Tradeshow

Tradeshow Fees
Training

Training & Seminars
Transportation

Airfare

Airline Fees

Car Rental

Subway

Taxi

Train

m

48



Section 8: Use Special Features (Continued)

Company Car Mileage

Howto.. il Additional information

1.
2.

Click New Expense.

On the New Expense tab, select Company Car

Mileage expense type.

In the Transaction Date field, type the date or
use the calendar.

In the Vehicle ID and Odometer (Start) field,
will default. Enter the (End) mileage in the
second field.

In the Distance (Business) field will
automatically calculate and default. Enter any
(Personal) mileage in second field.

Click Save.

MNew Expense

View Reimbursement Rates

Expense Type Date
I Company Car Mileage I 12/22/2014
“ehicle ID Cdometer (Start - End)
I defd56 I 15068
I 16102
Total Distance : Amount Distance (Business
I 1034 |: I84€~

I185

The New Expense tab appears.

Company Car must be set up prior in your Profile —
Company Car.

Vehicle ID will default based on your Profile —
Company Car information. Odometer (Start) field,
you will need to enter the number of miles the first
time you enter the expense type.

The Mileage Calculator helps you to determine
mileage between locations.
The expense appears on the left side of the page.

Available Receipts

Descripticn

MNumber of Passengers
0

Distance to Date:
0

=
Mileage Calculator

m [ Attach Receipt l [ Cancel l




Section 9: Attach and Delete Receipts

Fax or Attach Scanned Receipt Images
With Concur Imaging, you can fax your receipts or you can attach scanned images of your receipts.

Fax Receipt Images

owto.. il Additional information

1. From the Print dropdown menu, select LVB Fax The fax cover page appears.
Receipt Cover Page.
2. Click Print.

3. Faxthe cover page and the receipts to the
number on the cover page.

= MNew Expense =+ CQuick Expenses Import Details - Receipts - Print =
LVB Fax Receipt Cover Page
PEMSES | J Corr By LVE Detailed Report

Date~ Expense Amount Reqlcswa
4. To view the faxed receipts, from the Receipts After you have checked receipts for the first time,
dropdown menu, select Check Receipts. you will see two different options on the Receipts

menu: View Receipts in New Window and View
Receipts in Current Window.

=+ Mew Expense =+ Cuick Expenses Import Details - Receipts - Print =
Receipts Required

o omos | | |

View Receipts in new window

Date ~ Expense Amoy ) . ) \ )
View Receipts in current window

Sl e B Attach Receipt Images

12/22/2014 Company Car Mileage 0 View Available Receipts
WY A el

12/22/2014 Cellular Phone §55 Delete Receipt Images
ATET Wireless
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Section 9: Attach and Delete Receipts (Continued)

Attach Scanned Receipt Images

owto.. il Additional information

1. On the Expense Report page, from the The Attach Files window appears.
Receipts dropdown menu, select Attach
Receipt Images.

= MNew Expense i = Quick Expenses Import Details » Receipts - Print -

Receipts Required
CAPENSEs :] E View Receipts in new window

Date * Expense Amoy . . . .
] View Receipts in current window

Adding New Expense

Attach Receipt Images

1272212014 Company Car Mileage 0 \ \ \
[ pany g View Available Receipts
] 1202242014 Cellular Phone 555 Delete Receipt Images
™ ATET Wireless

2. Click Browse, and then locate the file you want
to attach.

3. Click the file, and then click Open. The selected file appears in the Files Selected for
Uploading section of the window.

4. To attach another image, click Browse, and
then repeat the process.

5. Click Upload, and then click Close. To remove receipt (file) before Upload, click
Remove.
Fatala)l = -4
Receipt Upload and Attach
%ou may attach scanned images.
You currently do not have any expenses reqguiring receipts. %ou may choose up to 10 files to attach to the report.
For best results, scan images in black & white with a resoluticn of 300 DPI or lower.
Click Browse and select a .png, .jpa, jpedq, pdf, html, .tif or Liff fie for upload. 5 MB limit per file.
Files Selected for uploading: Browse... :]
Mo files selected
Close
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Attach Scanned Receipt Images (Continued)

Receipt Upload and Attach

“ou may attach scanned images.

Files Selected for uploading:

DOC111.pdf

“ou currently do not have any expenses requiring receipts. You may choose up to 10 files to attach to the report.

For best results, scan images in black & white with a resolution of 300 DPI or lower.

Click Browse and select a .png, .jpg, jpeqg, pdf, .html, .tif or .tiff file for upload. 5 MB limit per file.

Browse... Upload

Remove %
ly

Close

Delete Receipt Images added by Fax or Receipts dropdown menu

owto.. Il additional information

1. On the Expense Report page, from the
Receipts dropdown menu, select Delete
Receipt Images.

2. In the confirmation window, click Yes.

A confirmation window appears.

When you select the Delete Receipt Images option,
all attached images are deleted. You cannot delete
individual receipt images.

=+ Mew Expense =+ CQuick Expenses Import Details »
Expenses (move ~ B De
] Date * Expense Amol
Adding New Expense
|:| 1272212014 Company Car Mileage 0
] 12/22/2014 Cellular Phone 355
™ ATET Wireless
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Receipts - Print -

Receipts Required

View Receipts in new window
View Receipts in current window
Attach Receipt Images

View Available Receipts

Delete Receipt Images



Section 9: Attach and Delete Receipts (Continued)

Delete Receipt Images added by using the Available Receipts window
(E-Receipts or Mobile)

Howto.. il Additional information

1. On the Expense Report page, locate the
expense and hover over the Receipt Icon.

2. The receipt will come up in a separate When you detach a receipt, the receipt automatically
window, click Detach From Entry. sent back in to your Available Receipts window.
1202212014 Cellular Phone 355.00

O ATET Wireless
R

s

Section 10: Submit and Re-submit Expense Reports

Submit Your Completed Expense Report

If the approver wants you to make changes to your expense report, you will be notified by email and the
report will be sent back to you. The expense report will need to be re-submitted with the changes you
make and go through the approval process again.

Howto.. Il Additional information

1. On the Expense Report page, click Submit The Final Review window appears. If receipts are
Report (orange button). needed, the system will list all expenses requiring
receipts.
Click Submit Report (orange button). The Approval Flow window appears.

Click Submit Report (blue button).

Delete Report

Final Review = %

Report Submit Confirmation

Are you sure you want to submit this report?
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Submit Your Completed Expense Report (Continued)

Approval Flow for Report: K Howe 122214

Manager Approval:

Submit Report Cancel
N
AL

Correct and Re-submit a Report Sent Back by Your Approver

If your approver requires changes or additional information, they will return your expense report.

The returned report appears in the My Tasks or Open Reports section of the Home page, along with a
comment from your approver.

Howto.. [l Additional Information

1. In My Tasks and Open Reports, click the The Expense Report page appears.
report name (link) to open the report.

Make the requested changes.
Click Save.
4. Click Submit Report.

MY TASKS

m Required Approvals = m Available Expenses = m Open Reports -

12/22 K Howe 122214
$55.00 Returned

Greatl You currently have no approvals. You currently have no available
EXPENSES.
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Section 11: Print Expense Reports

owto.. il Additional information

1. From the Print menu, select LVB Detailed The two print options:
Report. e For a fax cover page to use with Concur
Imaging for faxing in receipt(s), select Fax
Receipt Cover Page.
e For a detailed copy of the expense report,
select Detail Report.

2. Click Print.
3. Click Close.
= MNew Expense =+ CQuick Expenses Import Details - Receipts - Print =
S LVEB FaxIReceipt Cover Page
Expenses | J cor I LVE Detailed Report
Date~ Expense Amount Reqlcswa

Section 12: Review and Approve Expense Reports

As an approver, you can approve an expense report “as is”; send an expense report back to the
employee to modify and re-submit; or adjust the authorized amount of one or more “Out of Pocket”
expenses to comply with company policy and then approve the expense report for the lowered amount.

Review and Approve an Expense Report
All reports awaiting your review and approval appear in the Required Approval section of Home page.

owo. [l Additional Information

1. Click Required Approvals on the Home page.

2. Click on the expense report to review and The Expense Report page appears.
approve.
3. To review the report information, from the The Report Header page appears. Click Cancel on
Details dropdown menu, select Report Header the Report Header page.
(under Report).
4. To review expense entry information, click an The expense entry details appear on the right side of
expense entry. the page.
5. When ready to approve, click Approve. The report moves to the next step in the workflow.
+ 01 01
Upload Required View Trips
Receipts Approvals

Send Back io Employee

A
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Section 12: Review and Approve Expense Reports

Send an Expense Report Back to the Employee

All reports awaiting your review and approval appear in the Required Approval section of the Home
page.

owto.. il Additional information

1. Click Required Approvals on the Home page

2. Click on the expense report to review and The Expense Report page appears
approve.
Click Send Back to Employee. The Send Back Report box appears.
Enter a comment for the employee, and then The report is returned to the employee.
click OK.

s o rore

y

Send Back Report X

Comment History

Date: Ertered By Comment Text

Add comments to this report to et the emplovee know why you asked them to resubmit the
report, Once you click OK, the report will be returned to the employee.

Comment
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Section 13: Action Icons

(o]}

bH

Description

Airfare: Click to view your airfare booking information.

Attendees: Indicates that an expense entry has associated attendees.

Car Rental: Click to view booking information for your car rental.

Credit Card Transaction: Indicates that an expense entry was from a credit card
transaction.

Comments: Indicates that an expense entry has comments associated with it.

E-Receipt: Indicates that an e-receipt was imported for this entry.

Exceptions: Indicates that an expense entry needs to be updated to meet requirements.

0000000

Lodging: Click to view your lodging booking information.

Receipt: Receipt image is required.

|

Seat map: Click to view the flight seat map.

Yellow Diamond: Indicates a company preferred vendor.
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Section 14: Expense Types and Descriptions

The following expense types are as they appear in Concur Expense; the descriptions are to aid in

consistent expense classifications.

Expense Types

Description

Airfare

Airline flights (include tips)

Airline Fees

Airline baggage fees, inflight meals, etc.

AMEX Rewards Points (Personal)

AMEX Rewards Points program — bought by the user for personal use.
Charges will be treated the same as Personal Expense category. For
AMEX late fees or delinquency fees use Personal Expense.

Audio/Visual Communications

Cost for sound system, presentation screen, micro-phone, etc. for a
meeting or conference

Breakfast, Lunch and Dinner

Individual meals for the employee only; see Business Meal for meals
including more than one person.

Business Meal with Attendees

Any meal with guest (employees, client or customer) with no
entertainment

Car Rental

Car rentals

Catering

Outside restaurant or caterer provides food/beverages for a meeting or
a conference

Cellular Phone

Cell phones charges (family members are excluded)

Company Car Maintenance

Maintenance, tune ups, and auto accessories

Company Car Personal Trip >300

Company car driven on a personal trip over 300 miles round trip; must
have Manager’'s Approval before the trip.

Company Car Storage

Storage of a company car during a vacant position/echelon.

Company Car Wash

Car wash for company car

Conference Room Fees

Meeting space fees

Dues

Memberships (job related)

Employee Relations

Flowers, greeting cards, and employee incentives

Entertainment-Other

Business function with entertainment; i.e. golf fees, sports tickets,
theater, concerts, etc. (includes meals at entertainment events)

Fax Fax charges (not including home fax lines)
Gasoline Gas for rental or personal cars with business use
Hotel Hotel room charges; all hotel charges must be itemized

Incidental (rarely used)

Expenses that do not fit another category

Internet

Internet charges for home office, hotel, etc.

Office Supplies

Supplies needed for the job; i.e. paper, pens, staples, ink, etc. For
printer toner, please send a request through Help Desk.

Parking

Any cost incurred due to parking (i.e. Airport, Hotel, etc.)

Personal Expense (unusual
circumstances only)

Personal Items charged on your AMEX Corporate card or for AMEX
late fees or delinquency fees. For AMEX Rewards Points Program
annual fee use AMEX Rewards Points category.

Personal Use of Co. Car

Personal use of a company vehicle

Phone Phone charges, other than cell phone (excludes home phones)
POS-Storage Rep/DM POS storage facility charges
Postage US Postal, FedEx charges, including shipping material
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Section 14: Expense Types and Descriptions (Continued)

Expense Types

Description

Presentation Material

Presentations, flyers, etc. prepared and copied/bound, etc. for
customer or potential customers

Professional Fees

Charges associated with outside service provider (consultants,
meeting planner, POS merchandisers, lawyers, etc.)

Public Relations

Promotional items given to Customers (potential customers)

Subscription

Magazines, Newspapers — (job related)

Taxi Includes tips given to taxi drivers
Tolls Highway tolls, bridge tolls, etc.
Tradeshows LVB — Morrisville Office Use Only

Training and Seminars

Business seminars or training related to an employee’s position

Company Car Storage

Storage of a company car during a vacant position/echelon.
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Section 15: Business Purpose and Descriptions

Business Purpose dropdown list selection should reflect the type of category and purpose for the
business expense. The following is a helpful guide concerning expense categories, but there is room
for interpretation and judgment, (i.e. Presentation Material could be more appropriate under LVB
Meetings & Conferences than General Administration, Business Meals may be more appropriate under
Customer Relations Meeting & Conferences) and should be explained in the Comments field:

meeting, strategy meeting, etc.

Business Purpose Description (Typical) Category
Existing Chain HQ Sales call on a chain store carrying LVB e Airfare
Call products. Includes existing sales e CarRental
maintenance and upsell calls. Includes e Hotel
planning and preparation for call (including * Meals (Breakfast, Lunch or
presentation materials, etc.). Dinner) _
e Business Meals with Attendees
Prospective Chain HQ (Sales call on a chain store not carrying LVB e Parking
Call products. Includes all calls until chain takes e Taxi
first brand. Includes planning and preparation | ® Tolls
for call (including presentation materials, etc.).
Chain Store Reviews / |Chain store reviews by chain or retail
Set Ups personnel. Also includes new, expanded or
refreshed store set ups.
Retail Route Retail sales route execution for: routed
Execution priority stores, routed or un-routed opportunity
stores, and retail chain HQ calls.
Work Withs / Behinds |Includes all review activities, whether working
with, behind or any other planned or
unplanned similar performance review
activity.
LVB Meetings & Attended by LVB personnel only, e.g. region e Audio/Visual Communications
Conferences sales meeting, region director annual e Catering
(Comments Required) e Conference Room Fees

Customer Relations
Meeting &
Conferences
(Comments Required)

Attended by customers and LVB personnel.
Can be presented by customer or LVB.
Primarily related to enhancing the customer
relation. Includes sporting events, golf
outings, customer vendor conference, etc.

Public Relations
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Section 15: Business Purpose and Descriptions (Continued)

Business Purpose

Description

(Typical) Category

General
Administration
(Comments Required)

Includes those costs not specifically
identifiable with a category otherwise
identified in the category dropdown list.
Includes such items as: gasoline, cell phone,
internet, office supplies, dues and
subscriptions, company car maintenance, etc.
If such items are specifically related to a
category in the dropdown list, then that
category should be selected.

Company Car Maintenance
Company Car Wash
Cellular Phone

Dues

Employee Relations

Fax (unless at a hotel)
Internet (unless at a hotel)
Office Supplies
POS-Storage Rep/DM
Phone (unless at a hotel)
Presentation Material
Postage

Professional Fees
Subscriptions

Training &
Development
(Comments Required)

Includes all professional development
activities, e.g. formal training and
development classes, self-study training and
development, internal training and
development, and training conducted by LVB
personnel for new employees.

Training and Seminars

Tradeshows
(Comments Required)

Includes customer and vendor tradeshows, as
well as those sponsored by a third party, e.g.
NACS.

Tradeshow Fees category

Other (Comments
Required)

Includes anything that does not logically fall
into one of the other specific categories.

AMEX Rewards Points
(Personal)

Company Car Personal Trip
>300

Incidentals

Personal Expense
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Section 16: Matching AMEX, E-Receipt and Itinerary

Expenses incurred for travel (air, hotel and car rental) sometimes must be matched before importing into an
expense report. This is due to information being downloaded into your Concur Expense account from various
aspects of the Concur T&E system. By matching your AMEX charge, Itinerary and E-Receipt before importing in
to your expense report, it gives a complete picture of the expense and your receipt is already attached. Based on
the situation, not all expenses will have all three items and may only have one or two items.

You will notice expense items already in your Available Expenses. Each expense line contains an Icon(s).
Icons are very important when processing an expense report.

Icons:

6- AMEX Charge — Information is downloaded from AMEX
Itinerary — Information filtered from Concur Travel

e- Air
e' - Hotel

Q. Car Rental
— E-Receipt — Information comes from the Vendor & Expense Travel
Step 1: Click the appropriate boxes and click Match.

Avallable Expenses

|:| Expense Detail Expense Source Date « Amount
' HAMPTON INN, Slidell, Louisiana Hotel e, 01/05/2015 %£353.20
HAMPTOMN INN Hotel @ 01/05/2015 $310.00
EI%HAMPTDN INN, Slidell, Louisiana Hotel e 01/05/2015 £353.20
[] JERSEY MKE'S 5047 ATLANTA, GA Undefined e 0111212015 58.79

Step 2: Now, your expense has matched to one expense line and ready to be imported, click Import.

Avallable Expenses

|:| Expense Detail Expense Source I} Date = Amount
. HAMPTON INN, Slidel, Louisiana Hotel e @ e, 01/05/2015 $353.20
|:| JERSEY MKE'S 5047 ATLANTA, GA Undefined e k 011202015 53.79
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Section 16: Matching AMEX, E-Receipt and Itinerary (Continued)

Step 3: Your expense has been imported into your expense report and ready to be updated.

¥DEenses m View * &« | Expense || Mightly Lodging Expenses

Available Receipts

|:| Date~ Expense Amount Requested
(@] 0142015 Company Car Mileage 50.00 50.00 Expense Type Transaction Date Business Purpose
Hotel I 01/05/2015 Il
01/05/2015 Hotel $353.20 $353.20 endor Cy Payment Type
e Hampton Inns, Slidell, Louisiana
Hampten nns Slidel, Louigiana AMEX

Amount Comment
I 353.20 uso

TOTAL AMOUNT TOTAL REQUESTED

$3532.20 $353 20 temize || Attach Receipt H Cancal
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Section: 17 Airfare and Airline Fees

Airline charges consist of Airfare and Airline Fees (Baggage and Upgrade fees). You will not receive an AMEX
charge for any Airline fees download in Concur. All AMEX Airline charges (including airfares, baggage fees and
upgrades) are swiped to our Corporate AMEX account, which show $0 on an individual's AMEX statement.
Concur does not recognize $0 dollars and therefore Airfare and Airline fees will never show in Concur as an
AMEX charge.

1.) Check the appropriate Airline charge. Notice you only have an E-Receipt and G Itinerary.

Avallable Expenses X
Alcards [ N | ol e | e | e

|:| Expense Detail Expense Source Date « Amount

[] us airways Philadelphia, PA Airfare 4] 1111312014 $482.20

2.) Click “Import” button.

Available Expenses X
All Cards E| m Delete

|:| Expense Detail Expense Source h Date Amount

US Airways Philadelphia, PA Airfare @ 11132014 5482.20

3.) A Pop-up Window will appear indicating a credit card charge is not matched, and there will never be an
AMEX charge available to match. For Airfare and Airline Fees only, click “Yes” button.

Smart Expenses bt

You have selected one or more items that have not been
matched with their credit card charges because the charges are
not yet available. Do you want to import these items anyway?
Click Yes to import or Mo to cancel import.

64



Section: 17 Airfare and Airline Fees (Continued)

4.) Your Airline charge will appear in the expense report to be processed. Check the box beside the Airfare
charge to begin processing. Note: Airfare and Airline Fees are the only expense types you will use the

payment type “Company Paid”.

Expenses View & | Expense | E-Receipt

ate & pense moun equeste:

Dat Ex Amount Requested

11132014 Airfare 548220 548220 . | ExpenseType
g €y U Arways, Phiadelphia, Pennsy I Airfare

Business Purpose
‘ Wissing required field: Business Purpose.

Vendor

U.S. Airways

City
Philadelphia, Pennsylvania
E| | Amount
43220 usD

TOTAL AMOUNT TOTAL REQUESTED

s 48220 $ 48220
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Avallable Receipts

Transaction Date
11132014

Ticket Number
77505754
Airline Travel Service Code

Select one

Payment Type
Company Paid

Comment %

B o [ ceoreen ||

Cancel




Section 18: Personal Expenses Charged to Company AMEX Card

Our Reimbursable Business Expenses Policy, #2676, states that “Amex Corporate credit card use is restricted to
Company business purposes only; the AMEX Corporate credit card is not for personal use”.

However, if you inadvertently use your Company AMEX card for a personal expense, you must use the Personal
Expense category and will be billed directly, by LVB, for the expense.

Note: Expense types AMEX Rewards Points and Company Car Personal Trip > 300 are treated as personal expense
and will be included on the LVB monthly statement (see next page for LVB Monthly Statements).

For Approvers:

If a portion of an AMEX transaction includes Personal Expense, you must send the expense report back to the
employee with comments to itemize. The employee must itemize both the business expense portion (i.e. office
supplies, cell phone, postage, etc.) and the personal expense portion for the AMEX transaction. Most expense
types can be itemized.

Note: The AMEX transaction amount must not be adjusted by the approver, as this will affect the amount paid
directly to AMEX by Concur.

Mew Expense Available Receipts
Expense Type Tranzaction Date Business Purpose
Office Supplies 121172014 08. General Administration
Vendor Name City Payment Type
I Staples Raleigh, Morth Carolina AMEX
Amaount Comment %
I 62.00 uso

| ltemize | | Attach Receipt | | Cancel
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Section 19: LVB Monthly Statement (Personal Expenses)

You will receive a statement if you have an expense report with any of the following expense types:
e Personal Expense,
e AMEX Rewards Points, and
e Company Car Personal Trip >300.

LVB will mail monthly statements at the end of each month. You will be billed monthly for all personal items and
expected to pay the monthly statement balance in full.

To remit a check directly to:
Liggett Vector Brands
Attn: Marsha Schneider

PO Box 2010
Morrisville, NC 27560

Explanation of areas on the LVB Monthly Statement

The monthly statement specifies the transaction date, expense report name and the expense type (category).

A Liggett Vector Brands LLC STATEMENT
& B 500 Paramount Flany, Suite 250 Tiska
9 F. 0. BoseZ0 10

Marrisville, MG 27850 Juby 27, 2012

Account Humber

DOE292D

Term

DUE UFPOM RECEIPT

FLEA SE MAKE CHECK FAYAELE TO :

IOHN DOE LIGGETT VECTOR BRANDS

1234 MAIN STREET MAIL CHECK TO :

ATLANT &, GA 30303 LIGGETT VECTOR BRANDS
ATTN : M2 RSHY SCHNEIDER
PO B0 2010

MORRISVILLE , NC 27360
FAGE 1 of 1

L] or—
Reference TranDate Type Expense Report Title* Amount Balince
1040483T &1 WA12 Irorcice 62812 IDOE - AMEYX FEWARDS POINT (FERS CHAL) 7500 7500
1042483T 20012 Iimecice 62212 IDOE - FERSON AL EXFENSE 1220 1229
1032483T ?11%012 Invoace D’?lSl%DOE- PERSONAL'%E QOF COCAR prck=r =82

Transaction Date Expense Report  Expense Type (Category)
$111.71
Current 1to20 21 to B0 E1 to 90 Cheer 290
14.74 11174 nm 000 0.0
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Section 20: Look up Previous Expense Reports

In Concur, you can view old expense reports referenced on an LVB Monthly Statement:

1. Click Expense tab, Open Reports or Open Reports (My Tasks).

Administration | Help ~

Home Travel Expense Approvals Reporting App Center ®
Profile - -

1 QO + + 00 00 00

Liggett Vector Brands ] ]
Start a Upload Required Available Open
Hello, Report Receipts Approvals Expenses Reports

A

TRIP SEARCH

Welcome back, Administrator.
"| like the consistency of the interface. |

- & DAYS like how res i it i
-_ [ ] ponsive and easy it is to find
4 & = & 8 O 81 remain until

the Enhanced UL —Concur customer

UMUSED TICKETS
To view unused tickets, please click on the Unused Ticket Preview Settings

link during the reservation process. Review your unused
tickets and then select your flights based on lowest fare and
flight times, keeping in mind that you have an unused ticket

which might apply. At times Unused Tickets may not apply to COM PANY NOTES
your trip based on fare rules applicable to the criginal and
new ticket and are subject to review by your travel
consultants. Unused tickets are only applied to reservations
during normal business hours, Monday — Friday. Quick Start Guide
Quick Start Guide

things."

* Round Trip One Way Multi-Segment
Concur Travel & Expense
Departure City @

Find an airport | Select multiple airports
Arrival City @

Read more

Find an airport | Select multiple airports MY TAS KS
Departure @

. b
depart v || 0900am v [j+4 ¥ Required Available Open
Return @ Approvals 2 Expenses 2 Reports >
b

depart ¥ | 0500pm ¥ | x4 ¥ %
Great! You currently have You currently have no You currently have n
'/ Pick-up/Drop-off car at airport no approvals. available expenses. active reports.
) Automatically reserve this car
! Find a Hotel

) Specify airline @

Class of Service: | Economy class L]

Search flights by Price (8) Schedule

MY TRIPS (0) >

You currently have no upcoming trips.
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Section 20: Look up Previous Expense Reports (Continued)

2. Click Report Library.

Administration + | Help

CONCUR Travel Expense Approvals Reporting - App Center 9

Profile - -~

Manage Expenses Process Reports

| »

Active Reports Reportfran >

+

Create New
Report

There are no Active Expense Reports.
Click Create New Report to create a new report.

m

3. Click View tab and in the dropdown box, click All Reports.

Administration ~ | Help =

CONCUR Travel Expense Approvals Reporting + App Center [ )
Profile ~ -~

Manage Expenses Process Reports

& Expense Home

All Reports I

Unsubmitted Reports Comments Status Payment Status Report Date Total Requested A..
Active Reports Approved Payment Confirmed 08/04/2013 54210 54210
Recent Reports Approved Payment Confirmed 08/01/2013 56.94 3594
i Pending Reports uke Inn Approved Payment Confirmed 05/08/2012 521.08 521.09
Approved 2 t Confirmed 09/26/2011 534.41 53441
[ approved Reports pprov ayment Confirm
Approved Payment Confirmed 0811072011 $65.00 $65.00
= Processed Reports
Approved Payment Confirmed 071292011 $10.00 $10.00
Paid Reports Approved Payment Confirmed 06/23/2011 531.62 53162
Payment Confirmed Reports | setup Approved Payment Confirmed 11/28/2010 547.50 547.50
@ All Reports s. Miles Approved Payment Confirmed 111872010 533.00 538.00

o travel off site to run test on v...

- Reports for this Month
Reports for last Month
Reports for this Quarter
Reports for last Quarter
Reports for this Year

Reports for last Year
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Appendix

Action [CONS .....cooiiiiii 57
Airfare and Airline Fees Expenses............ 64-65
Approve an Expense Report.........cccccoevveennnnn. 55
Assistants & Travel Arrangers..............coouvveeen. 9
Attach Scanned Receipt Images............... 51-52
Attendees .........oooeiiiiiiii 44-45
Auto-ltemized Hotel Expenses....................... 40
Available Expenses section ..........ccccceveveennn.. 37
Business Purposes and Descriptions........ 60-61
Cancel a Reservation............cccccevvvviviinnnenn. 34
Company Car Mileage ........cccccoevvvveiiiinceneen... 49
Change a Reservation ...........ccccccvvviiiiinnnnnn. 34
Company Card Transaction...................... 36-37
Correct an Expense Report ..........ccccvvveeeenn. 54
Create a New Expense Report page.............. 35
Credit Card Transaction................. 36-37, 62-63
Edit
EXPENSES ..covvnieiiiiieee 39-40
Multiple EXpenses ........cccceevveeviieeeiiinianneenn. 40
EXceptions......cccooveviiiiiie e, 39
Expense Delegates page......ccccoeevvvvevierennnnnn. 11
Expense Preferences.........cccccceeeiviiiiiieeinnnnnnn. 12
Expense Reports
Action [CONS ...oovveiiiiiiei 57
F Y o] o] o )Y/ 1o Vo PSR 55
Business Purpose ........cccceeveeeeivieiiiinnnnn. 60-61
Company Card Transaction........ 36-37, 62-63
[O70] 1 =Tox (] o N 56
Creating a New Report............cevvviiiiiiininnns 35
Editing ... 39
Editing Multiple Expenses ...........cccccvvveeenn. 40
EXpense TYPES ..coevvvevvvieiiiiiieieeeeeeeeeas 58-59
Matching ......oeeeviiiiiiiicceeeeeee, 37, 62-63
Out-of-Pocket Expense..........cccccceeeee... 37-38
Printing.....oooooo 55
Receipts.....oovvii 50-53
Resubmitting ... 54
Reviewing ... 39
Reviewing as Approver ..........ccccceeeeennn. 55-56
Reviewing Exceptions ...........cccceeeeiiieeeenn. 39
Sending Back to the Employee .................. 56
SubMIttiNg ....vvveviiiiieii 53-54
Expense Types and Descriptions.............. 58-59
Fax Receipt Cover Page...........cccccveeeeeennnnnns 50
Fax Receipt Images..........cccccvvvviviiiiinniniinnnnns 50
Flight Reservation.............ccccccvvviiiiiinnnnnnes 17-26
Flight tab.........uueiiiie 17
Home page...........uuuvevmimmimiiiiiiiiiiiiiiiiiiiiiiiee 4-6
Available Exenses section.............ccccceuuneen. 5
Company Notes section ..........cccccceeeeeeeeienns 6

My Tasks section ..........ccccvvvviiiiiiiiiiiiiinnnnnn. 6

My Trips Section ........cccoeeeiiiiiiiiiiieie e, 6
Open Reports section..........ccccovveeeiviiiiinnnnnnn. 5
Required Approvals section.............ccccc..... 5
Start a Report section..........ccccooeeviiiiiiiinnnnnn. 5
Trip Search section............cccc........... 6, 17-18
Upload Receipts section..........ccccccoeevnees 5
View Trips Section........cccoevvviiiiivviiiieeeeie, 5
Hotel EXpenses...........ccuvvvveeiiiiiiiiiiiiiinnn. 41-43
Hotel Reservation..........ccccccooiiiiiiiiiiiinnnnnn. 29-31
Import dropdown menu ...............coouvvvueeennn... 37
Itemize
EXPENSE ..ovveiiiiieeee e 46-48
Itemizing Remaining Balance .................... 43
Nightly Lodging Expenses .................... 40-43
Personal EXpenses........cc.ccevvvvevviiiineeeennn, 68
Itinerary page ... 34
Lodging EXpenses.........ccccevveieeviiiineeeennnn. 41-43
oo o] o [N 3
Look up Previous Expense Reports ......... 68-69
Matching ......ccoovvvviiieii e, 37, 62-63
Monthly Statements (Personal Expenses)..... 67
My Trips section..........ooovvviiiiiieeeiieiinn. 6, 34
New Expense
Air Fare and Air Fees...........ccooeeviinnnnnn. 64-65
Company Card Transaction.................. 36-37
Lodging EXpense............uevvevvvevineninnnnns 40-43
Out-of-Pocket .......ccoeeeeeeeieeee 37-38
Personal EXpenses........ccccevvvvvviiieviiineeens 66
New Expense Report feature ........................ 35
Out-of-Pocket Expense...........cccccceeeeee. 37-38
PassWord .......cooveevieieeeeeee e 3,16
Personal EXpenses .........ccccevvveevvviiiiiiinneeennn, 66
Personal Information ..., 7-8
Previous Expense Reports.........cccceeeee. 68-69
Print dropdown menu .........cccooeoeviiiiiiiiieneee, 55
Print Expense Reports ...........ccccooeeeieieeeeenn. 55
Profile. ... 7-16
Assistants & Travel Arrangers...................... 9
Banking Information............................. 10
Calendar Settings..........ccccoviiiiinnnn. 15
Changing Password.............ccccccoeeiiniinnnnen. 16
Company Car ......coooeeeeeeiiieeeeeeeeeeeee 13
E-ReCeIptS.....uviiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiie 14
Expense Delegate ............evvvviiiiiiiiiinnnnnne 11
Expense Preferences .........ccccccvvvvevninnnnnnns 12
LanQuage ..........eeeeveeeeieiriiiiiiiiiiiiiniiniiniannees 15
TIME ZONE ..covveiiiii e 15
Travel Emails.........ooooeveeiiiiiii 15
Updating Personal Information.................. 7-8
Profile Option page ......ccccceeviieeiiiieiiiieeeee, 7-8



Receipts
Attach Scanned Images ........................ 51-52
FaxImages ........cccoooii 50
Delete Receipts.......ccoevvveiiiiiceeiiiiiiinn, 52-53
Receipts dropdown menu ......................... 50-52
Remaining Balance (Itemizing) ...................... 43
Rental Car Reservation.............cccccvvennnee. 27-28
Report Exceptions ............ooovviieeiiieeiiceiiinn, 39
Required Approval section.................... 5, 55-56
Reservation
Cancelling ......coooveeeiicieiiecee e, 34
Changing.......uuueeueiiieiiiiiiiiiiiiiiiiiieeeees 34
Completing.........euueeiiiiieiiiiiiiiiiis 32-33
Flight ..o, 17-26
Hotel ..., 29-31
Rental Car.......cccceeeveiieiiiiiiceee e 27-28
Reserve buttons
Flight ..o, 21
[ (0] 1= 29
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Resubmit an Expense Report...........cccoeen. 54
Review an Expense Report (Approver) .... 55-56

Seats, selecting.........cceeeiiiiiiiii 24-25
Send an Expense Report Back ..................... 56
Send email when section .............cccccvvvnnnnne. 11
Special Features
Attendees ... 44-45
Company Car Mileage .........ccccoeeevvvvvinnnnnnn. 49
Itemizing EXpenses............cccvvvvvviiiennnnes 46-48
Itemizing Nightly Lodging Expenses ..... 40-43
Start a Report section............cccccceeeeeeiiiniinn, 35
Submit an Expense Report....................... 53-54
Travel Arranger ..... ... 9
Travel Assistant............ccooiiiiiii. 9
Travel Reservation ............cccccceiiiiiiiiien. 17-33
Trip Library page.........ccccccceiiimiiiiiiiiiiinnns 34
Trip Overview page ...........ceuvveeiiieeeeeeeeenennnnnn. 34
Unmatched Charges section ......................... 37
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