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13/ Approvals ! Create a Mobile EXPENSe ........ccoevvirviiieiieieniinieaieens 12
Apprave fiems anywhers, anytime ! Delete an Expense from the Expenses Screen ............ 12

Create a New Expense Report ......ccvevviiiiiiiniinnnnnnnns 13

Move Expenses from the Expenses Screen to an Expense

P REPOrt.. 14

+ Create an Expense with an Open Expense Report ...... 14

Recelpt Expense i Add a Car Mileage (or Kilometer) EXpense ................. 15

Edit an Expense on an Expense Report...........coevuvvnne. 15

You can use Concur on your I Ttemize @n EXPENSE.....ccccviviiiiiiiiiiiiiiiiieeeiieieeeeeeeeees 16
smartphone to assist with your i Add Attendees to an EXPENSE ..........ceeevveveeeeeeeeeennnn, 17
Expense, Travel, Invoice, and Request |  Attach RECEIPLS.............eevevevreceeeenrerereseseieseeeenns 18
needs. Because you are using your { View RECEIPt StOre IMAGES .. veereeeeeeeeeeeeeeeseeeaeeeaenn 18
smartphone, you can access your Remove an Expense from an Expense Report............. 19
information in a cab, in a meeting, at Edit Report Header Information...........ccvvvviiiiiennnnn. 19
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not available or is too cumbersome. i Refresh Data

......................................................... 20
You can check your itinerary; book a Delete an Unsubmitted Expense Report.............ovuvuens 20
flight, rental car, Amtrak, or hotel; get { APProvals ........eeeeeeeeeeeeeememeeeeeeeeeneeeeeeeeesesesesnnnnnnn 21
directions from your current 10CatION.  f  THPS ...coccveveeeeeeieeeece e 21
You can enter out-of-pocket expenses EXPENSE REPOMS .. ivuiiiieiiieiieeieee e ee e e e e e 22
real-time and take a picture of the D REQUESES wevveeiieeeeiieeitiee e e e e e e ettt e e e 23
associated receipt; create, submit, i Payment Requests (INVOICE) .....eevveeerveeereeeireeaeeairens 24
and check the status of your expense Purchase Requests (INVOICE)..........vvvueeeeeeeeereervrnnnnnns 24
reports. If you are an approver, you Settings ...ccciiiiir 25
can approve expense reports,
requests, and payment requests
(Invoice). S :
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Download

The Mobile Registration link appears on the Profile menu in the web version of Concur. Two

reasons to use this page:

e You can download the app or you can use this page to request a link.

e« When you log in to the app, depending on your company's configuration, you can use the
same login credentials that you use for the web version of Concur, you can use Single
Sign On (known as SSO), or you can use a PIN (mobile-only password) that you created
with this page. (If your company uses SSO, this page will be slightly different.)

Travel

[} concur

Requests

Expense

Profile Personal Information Change Password

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Sponsored Guest Users
Emergency Contact
Credit Cards

on the go!

Travel Settings

Travel Preferences
Intenational Travel
Frequent-Traveler Programs
Assistants/Arrangers

Request Settings

Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Aftendees

Login Information

Expense Settings

Review your login details

Username: @ @i iamiam e oo

Password: Use the same password you use to log in to Concur for
Web. If you don't know your password, you may reset your
password or create a mobile PIN

| Help ~

Administration ~

Invoice Approvals Reporting ~ App Center .

Profile ~
-

System Settings Mobile Registration Mobile Devices Travel Vacation Reassignment

Mobile Registration

Capture your receipts
and manage your travel

Download the app

000

Or send a link to your device - enter your email address or mobile phone
number (including country code for non-US numbers) and we will send
you a link to get the app:

Expense Information R
Log In
No SIM & 4:52 PM ¥
. . ¢ Back Sign In
Tap in your device apps T — —

list. Then, on the Sign In
screen, enter your work email
or your Concur (web version)
user name. Tap Continue. On
the next screen, enter your
password and tap Sign In to
Concur.

Tap fyour

company uses SSO to access
Concur for Mobile.

The home screen provides access to your trips,
expenses, expense reports, approvals, and more.

£ Back

CONCUR

_ e

Continue

4:14 PM Y =Y

= [« concur =]

Sign in to Concur
Comp

Forgot d?

View your trips

Expenses

List of your expenses

Expense Reports

Review and submit your reports

Approvals

Approve items anywhere, anytime
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Permissions

The options that appear on the home screen vary depending on the user's permissions. Users
with the Travel Wizard User permission have access to the Travel-related features. Users with
the Expense User permission have access to the Expense-related features. Approvers must

have the proper approver role/permission.

Trips

CYTTYTTT TN

o

View an Itinerary

If you have any trips, a counter @ is displayed in the Trips section

of the home screen.

4:14 PM

[&l conCUR

7 ) £
1) On the home screen, tap Trips. : ® i :
. . . : fips :
2) On the Trips screen, tap to open the desired trip. : View your trips :
3 Ta each se ment to See the details. "llllllllllllllllllllllllllllllllllllllllll.
) P g €5 Expenses
List of your expenses
No SIM = 5:09 PM L.
No SIM = 5:08 PM 3 -
{ Trip Details Seattle to Portland o Expense Reports ‘
< U Trips Review and submit your reports
. Seattle to Portland
L N — Confirm # GCLOMP D soprovals
P L3 rove items anywhere, anytime
Trip from Seattle to Boston : Alaska Airlines 2329 (HORIZON AIR AS... ” ‘
Tue May 19 2015 - Thu May 21 2015 E Depart SEA Arrive PDX
Awaiti 1. :
Avproval of Request Fequired : 6:05" 6:52 A
Tue May 19 Tue May 19 |-I @ +
Terminal -- Terminal -- Book Receipt Evporas
Gate -- Gate --
No SIM = 5:09 PM 3 - ‘ .
° i | Flight Status . No SIM = 5:09 PM -
¢ Back Trip from Seattle to Boston ® Scheduled On-time ) ‘
. Class & Seat Number < Trip Details Logan Intl Arpt
Trip from Seattle to Boston Class: ECONOMY Seat: 20B _
Tue May 19 - Thu May 21 Enterprise
Agency Record Locator: XM3TXK Aircraft Confirm # 493004222COUNT Ta p here
Tue May 19 DHC8 Dash 8-400 Pickup: Tue May 19 4:13 PM ;
H ) Return: Thu May 21 12:32 PM fOI’ Images
6:05 Seattle to Portland E Confirm # - Py
AM Alaska Airlines 2329 ® QcLomp Pickup Location
Terminal - Gate-- | f e (BOS) Logan Intl Arpt No SIM = 5:10 PM P e
: PortlandtoBoston | | = .7 . . H .
7 4Ag A\:skaa.;?rlme?; 3003 S N Confirm # ( Back Holiday Inn Boston-Somerville
Terminal -- Gate -- Eljghf'ﬁuration 493004222COUNT
. T 47 Minute(s Holiday Inn Boston-Some...
Travel] =, %13 Enterprise o L Confirm # 60459594
oston Airport ;
Intermediate | e a e Tammrma [md Armt | ereoeieesseessanreeesett » Check In: Tue May 19
(SEA) Seattle Tacoma Intl Arpt, {. Status="" Check Out: Thu May 21
Check Holiday Inn Boston-S... | | et Confirmed
In 30 WashingtonSt @ Phone
Somerville Massachusetts... Rate 617-628-1000
Thu May 21 Reservation Status $121.24 Map Address
12:32 Boston to Chicago Confirmed Daily Rate 30 Washington St
PM Alaska Airlines 1046 N $39.76
Terminal B Gate -- _';_"gh:(T'a‘*‘}‘i_ N Rate T
rack your flight ate Type
3:25 Chicago to Seattle Y 9 D
PM Alaska Airlines 29 Status
Last updated Dec 22, 2014, Body Type Confirmed
Soaserm Scheduled Arrival Car Confirm #
A Tue May 19 6:52 AM Transmission 60459594
: Arrive Automatic transmission Daily Rate
: iy
H (PDX) Portland Intl Arpt, OR Air Condition $127.00
Tap here @ i Air conditioning
to refresh Terminal Total Rate
Terminal -- Gate -- Discount Code $283.72
12345 Vendor
Holiday Inn
Flight Schedules Last updated pg Hotel Name
See Alternative Flights EALE P Holiday Inn Boston-Somerville
Last updated Da;::,:go;:i Cancel Hotel Last updated Ds;::ész:,sgﬂg‘:‘i
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Book a Flight

Depending on your configuration, you may be able to search for and book a flight.
To access the Book Air menu option:

e On the home screen, tap:

(i
. (lower-left corner) - or -

¢ == (upper-left corner) and then Book Travel

e On the Trips screen, tap:

¢+ BookaTrip -or-

. + (upper-right corner)

Arrival City

Departure Date
Tue Apr 28, 8:00 AM

No SIM = 2:00 PM b BN
{ Trips Book Air Search
Departure City

Seattle Tacoma Intl Arpt, Seattle| No SIM =

Dallas Ft Worth Intl, Dallas, TX (

2:02 PM P4

< Book Air Results Summary

(SEA) Seattle, WA to (DFW) Dallas, TX
Apr 28, 2015 - Apr 30, 2015

Book Air
Book Hotel
Book Car
Book Rail

Then:
1) On the Book Air screen:

o Tap One Way or Round Trip.

o Enter the search criteria.

e Tap Search (upper-right corner).
2) On the Results Summary screen,

tap the desired carrier.

3) On the next screen, tap the desired

flight.
4) On the Flight Details screen:
o Review for accuracy.

o Fill in the fields (if any) and make

\

y

3 24

Reserve

DFW Tue 12:45 PM

SEA Thu 3:59 PM

(Refundable)

Return Date See All Starting X _
Thu Apr 30, 2:00 PM 72 resuts $1.022.20 iy o) eeleEls.
Class of Service e Tap Reserve (upper-right corne
Economy e NRDSIAD. s
e :
Refundable Only : No SIM = 2:02 PM Y
Tap Microphone to start voic "= US Airways 51 ( Back Nonstop
6 results i
. (SEA) Seattle, WA to (DFW) Dallas, TX
k_LJ ~= All Nonstops 61| Apr 28,2015 - Apr 30, 2015 No SIM = 203 PM
resuls :| £ Alaska Airlines s1,134) € Nonstop Flight Details
1 Stop | SEA Tue 7:00AM DFWTue 12:45 PM
3| Snasm/0Stops (SEA) Seattle, WA to (DFW) Dallas, TX
= Multiple Carriers g DFW Thu 1:40 PM - SEA Thu 5:59 PM Apr 28, 2015 - Apr 30, 2015
372 results #1 4h 19m /0 Stops (Refundal
',‘ (Apollo)
£ Alaska Airlines $1.4 RISFACIRE
4 results £ Alaska Airlines 658
SEA Tue 7:00 AM
3h 45m / Stops: 0 / Economy (Y)
RETURNING
£ Alaska Airlines 661
DFW Thu 1:40 PM
4h 19m / Stops: 0 / Economy (Y)
Total Price
$1,134.20
Tap here
. """" » Sort 1 results by Fare Price Card
to sort Chris test Collins **1111
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Book a Rental Car

To access the Book Car menu option:

On the home screen, tap:

()
. (lower-left corner) - or -

¢« = (upper-left corner) and then Book Travel

On the Trips screen, tap:

¢+ BookaTrip -or-

. + (upper-right corner)

To add a car to an existing
itinerary, with the

itinerary open, tap +
(upper-right corner).

Book Air
Book Hotel
Book Car
Book Rail

ﬂhen:

1) On the Car Rental screen:
o Enter the search criteria.

e Tap Search (upper-right corner).
2) On the Select Car screen, tap the desired car.
3) On the Car Details screen:

e Review for accuracy.

o Fill in the fields (if any) and make the desired selections.
k o Tap Reserve (upper-right corner).

/

No SIM = 2:18 PM b4 EmXd No SIM = 2119 PM b ENY4
< Back Car Rental Search ¢ Car Rental Select Car
Cars near Dallas Ft Worth Intl, Dallas...
i i Tue Apr 28, 2015 - Thu Apr 30, 2015
Airport Location
Dallas Ft Worth Intl, Dallas, TX (DFW) LIl
PiCk-up Date Eﬁg:c:m‘y”?r“a‘:ﬂ\“(‘.\ﬂﬂ $:’7’7(:(')19
Tue Apr 28, 12:45 PM e ransmiss perday
(Apollo)
Drop-off Date Ez Rent A Car E-Z
Thu Apr 30, 1:40 PM Economy Car $25.00
Automatic transmission per day
Car Type (Apallo)
Economy
Economy Car $25.00
Automatic transmission per day
(Apollo)
Budget Budgat
| Economy Car $34.65
: | Automatic transmission per day
: | (Apolio)
Economy Car $34.65
Automatic transmission per day
(Apolio)
Sort 20 results by Preferred Vendors.

Depending on your company's configuration, you may not be
able to book a car unless you are adding it to an existing
itinerary.

NoSIM & 2:19 PM b3 EmT

( Select Car Car Details Reserve

Budget
\.{ﬁﬁ Pick-up: Tue Apr 28, 2015
Drop-off: Thu Apr 30, 2015

Card
Chris test Collins

Phone

972-615-4400

Map Address
DALLAS/FT WORTH INTL AIRPORT

Vendor Hours

Mon: All day
Tue: All day
Wed: All day
Thu: All day
Fri: All day
Sat: All day
Sun: All day

Car Type

Economy Car, Air conditioning, Automatic transmission

Daily Rate
$34.65 per day

Version 9.17.0 - December 30 2014

Concur for Mobile — iPhone®

Page 5 of 25



Book a Hotel

To access the Book Hotel menu option: Book Air
¢ On the home screen, tap: Book Hotel
. = (lower-left corner) - or - Book Car

¢ = (upper-left corner) and then Book Travel Book Rail

e On the Trips screen, tap:

¢+ BookaTrip -or-

. + (upper-right corner)
[ ren )

o 1) On the Hotel Search screen:
« To add hotel to an existing « Enter the search criteria.

itinerary, with the itinerary

e Tap Search (upper-right corner).

open, tap | (upper-right 2) On the Select Hotel screen, tap the desired hotel.
corner). 3) On the Select Room screen, tap the desired room.
4) On the Book Room screen:
No SIM = 3:18 PM 3 - ]
, e Review for accuracy.
£ Trips Hotel Search Search . . . .
o Fill in the fields (if any) and make the desired
selections.
Location NoSIM = 818 PM » Tap Reserve.
Dallas Ft Worth Intl, Dallas, TX{ { Hotel Search Select Hotel
Check-in
Tue May 26, 2015 Hotels near Dallas Ft Worth Intl, Dallas,...
Tue May 26, 2015 - Thu May 28, 2015,
Check-out stari No SIM = 3:18 PM 3 -
Thu May 28, 2015 B y The Westin Galleria... tartin
v 13340 Dallas Plwy $229.04 ¢ select Hotel Select Room
Find hotels within Dallas, TX 75240 12.93 ]
5 miles , Omni Mandalay Hotel...
With taini Omni Fort Worth Ho... $2S_}gﬂg = 221 E Las Colinas Blvd =
1th names containing 1300 Houston St W Irving, TX 75039 = - —
. Fort Worth, TX 76102 10,61 r] | odotsde NoSIMi= S1VEM ok
referre
Tap Microphone to start voic- A RARLEEELL T LPEY ( Back Reserve Room Reserve
: Omni Mandalay Hot... $27a9 3 Bed And Breakfast Package -
g 221 E Las Colinas Bivd "1 Deluxe Room 1 King Bed 450 ~ $279.0{ , .
. : Iving, TX 75039 6.26n] Sq Ft-view Of Lake Caroline O... Omni Mandalay Hotel...
L_L) 4l § 221 E Las Colinas Bivd
Rosewood Crescen... Siarkr Bed And Breakfast Package - Irving, TX 75039
.d‘ 400 Crescent Ct $300':h Deluxe Room 2 Double Beds ~ $279.0 w3 o8
ﬂ Dallas, TX 75201 15.43n] 450 Sq Ft-view Of Lake Caroli...
Four Seasons Reso... Startinl o And Breakfast Package - .
750 R oS00 B R Tiing $270.0] B SockietPakage. Detre oom 2
Irving, TX 75038 5.28 n] Bed Full Features Avail By Cal... Or Las Colinas
m The Ritz-Carlton, D... Startinf Bed And Breakfast Package - Phone
2121 MeKinnev Avenue  9469.00 Mandalay Suite 1 King Bed 670 $309.0 (972) 556-0800
Sq Ft - Living Area - Step Out...
Sort 30 results by Preferred Vendors
Mandalay Escape Package - Map Address .
Deluxe Room 1 King Bed 450  $309.0{ 221 E Las Colinas Blvd
Sq Ft-view Of Lake Caroline O...
16 Results Check-in
Tue May 26, 2015

Check-out

Depending on your company's configuration, you may not be able to Thu May 28, 2015

book a hotel unless you are adding it to an existing itinerary.

e Dailv rate:
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Book Amtrak Direct Connect

You can book rail if your company is configured to use Amtrak Direct Connect.

To access the Book Rail menu option:

e On the home screen, tap:

(i
. (lower-left corner) - or -

¢ == (upper-left corner) and then Book Travel

e On the Trips screen, tap:

¢+ Book aTrip -or-

. + (upper-right corner)

No SIM = 4:21 PM

Home Rail
<

Departure Station
Arrival Station

Departure Date
Tue Apr 07, 9:00 AM

Return Date

Wed Apr 08, 5:00 PM

Round Trip

(CHI) Chicago - Union Station

(MKA) Milwaukee Airport

4 EXg
Search
No SIM = 4:22PM
< Rail Train Choices

(CHI) Chicago - Union Station - (MKA) M...
Tue Apr 7, 2015 - Wed Apr 8, 2015

Train #331 (1h 14m)
CHI 8:25 AM - MKA 9:39 AM
Regional

Train # 338 (1h 19m)
MKA 3:10 PM - CHI 4:29 PM
Regional

Train #331 (1h 14m)
CHI 8:25 AM - MKA 9:39 AM
Regional

Train # 340 (1h 19m)
MKA 5:55 PM - CHI 7:14 PM
Regional

Train #333 (1h 14m)

CHI 10:20 AM - MKA 11:34 AM
Regional

Train # 340 (1h 19m)
MKA 5:55 PM - CHI 7:14 PM
Regional

Train #333 (1h 14m)

CHI 10:20 AM - MKA 11:34 AM
Regional

Teain # 249 (1l 1Qm)

Book Hotel

Book Rail

Book Air

Book Car

Then:

1) On the Rail screen:
e« Tap One Way or Round
o Enter the search criteria.
o Tap Search (upper-right

2) On the Train Choices screen, tap the desired trip.
3) On the Fare Choices screen, tap the desired fare.

Trip.

corner).

4) On the Train Detail screen:

« Review for accuracy.

o Fill in the fields (if any) and make the desired

selections.

o Tap Reserve (upper-right corner).

N—

)

/

......... No SIM = 4:22 PM B4
ciaring: | € Train Choices Fare Choices
$48.00
(CHI) Chicago - Union Station - (MKA) M...
Tue Apr 7, 2015 - Wed Apr 8, 2015
No SIM = 4:22 PM
tarting
$48.00| Train #331 (1h 14m) ( Fare Choices Train Detail
CHI 8:25 AM - MKA 9:39 AM
Regional
Train # 338 (1h 19m) (CHI) Chicago - Union Station - (MKA) M...
MKA 3:10 PM - CHI 4:29 PM Tue Apr 7, 2015 - Wed Apr 8, 2015
Regional
Starting
$4350 Departure
SELECT SEAT CLASS BELOW Train #331 (1h 14m)
S CHI 8:25 AM - MKA 9:39 AM
CHI - MKA Coach Unreserved Seat
Coach Unreserved Seat $48.0(
Startindg MKA - CHI . Return
Coach U d Seat .
B0 | e e Train #338 (1h 14m)
e MKA 3:10 PM - CHI 4:29 PM
Coach Unreserved Seat
Total Rate
$48.00
Card

Chris test Collins **1111

Ticket Delivery
Quik-Trak Machine

b EXJ

Reserve
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Book a Flight or Hotel Using Voice

You can book a flight or hotel using voice.

To access the menu: Book Air
e On the home screen, tap: Book Hotel
. (lower-left corner) - or - Book Car
+ = (upper-left corner) and then Book Travel Book Rail
—or -

e On the Trips screen, tap:

+ Book aTrip -or -
. + (upper-right corner)

e With an itinerary

open, tap + Then:
(upper-right corner).

1) On the menu, tap Book Air or Book Hotel, whichever applies.
2) On the bottom of the screen, tap the microphone.
3) Follow the instructions on the screen.

No SIM = 2:00 PM ¥ No SIM = 4:30 PM vt
( Trips Book Air Search < Home Hotel Search Search
Where do you
want to go?
. Location
Departure City Seattle Tacoma Intl Arpt, Seattle, ...
Seattle Tacoma Intl Arpt, Seattle,...
_ ) Check-in
Arrival City Tue Feb 24, 2015
Dallas Ft Worth Intl, Dallas, TX (DFW)
Check-out
Departure Date Thu Feb 26, 2015
Tue Apr 28, 8:00 AM
Find hotels within
Return Date 5 miles

Thu Apr 30, 2:00 PM
With names containing
Class of Service Marriott

Economy ) ;
Tap Microphone to start voice search
Refundable Only

Tap Microphone to start voice search S.;)

$
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Cancel a Hotel or Rental Car Reservation

No SIM = 4:50 PM P E4

< Hotel Reservation at SEAT... -+

Hotel Reservation at SEATTLE...

Wed Mar 18 - Thu Mar 19
Agency Record Locator: WKXL5I

Wed Mar 18

Check Fairfield Inn by Marrio...
In 19631 International Blvd

TIIIEIEM

1) Open the itinerary.
2) Tap the reservation.

3) Tap Cancel Hotel or Cancel

Car (lower-left corner).

Sea Taq

No SIM = 4:51 PM 3 @

{ CarReservation at SEATTLE -+

Car Reservation at SEATTLE
Tue Jun 16 - Wed Jun 17
Agency Record Locator: WJSC2Q

LT VP CEEE L LR ELLIRRLLER

12:00 Enterprise
PM (SEA) Seattle

RITTTITITYS

Pasnsnnsnnnnnnnunnusl

No SIM = 4:51PM 3 E

Fairfield Inn by Marriott Seatac...
y

Fairfield Inn by Marriott S...
Confirm # 80557783

B | Check In: Wed Mar 18

Check Out: Thu Mar 19

Phone

206-824-9909

Map Address

Status
Confirmed

Las

Confirm #

80557783

Daily Rate
$169.00

Total Rate
$189.96

Cancel Policv

Cancel Hotel

19631 International Bivd

Last updated Dec 29, 2014,
4:50:28 PM

View Agency Information

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

site information.

© Tips

View your trips

CLLLLLLLEN

€D Expenses

List of your expenses

m Expense Reports

Review and submit your reports

D Approvals

Approve items anywhere, anytime

+

Receipt Expense

g

MTIIILILN

eumnmnu,

No SIM = 4:51PM 3 @

{ Trip Details Seattle Tacoma Intl Arpt

Enterprise

ﬁ, Confirm # 257507439COUNT

Pickup: Tue Jun 16 12:00 PM
Return: Wed Jun 17 12:00 PM

Pickup Location
(SEA) Seattle Tacoma Intl Arpt

Confirm #

257507439COUNT

Status
Confirmed

Rate

pdated Dec 29, 2014,

4:51:41 PM

¥,

$84.72

Daily Rate
$60.00

Rate Type

Rodv Tune

Last updated Dec 29, 2014,

Cancel Car 4:51:41 PM

1) On the home screen, tap Trips.
2) On the Trips screen, tap Travel Agency Info.

No SIM = 4:42 PM e B No SIM = 5:08 PM
= CONCUR = € Home Trips
: o Awaiting Approval

Trip from Seattle to Boston
Tue May 19 2015 - Thu May 21 2015

Awaiting approval.
Approval of Request Required

3 D No SIM =

< Trips

5:02 PM

Agency Name

Concur Travel

Day Phone
444.444.4545

Daytime Message

Agency Hours:

% W4

Travel Agency Info

¢

Travel Agency Info

Passasas

o Monday - Friday 6:00 am - 10

o Saturday: 9:00 am - 5:00 pm
Phone: Bl-482- 426

o Press '1' for Cligitsosoi et

o Press '2' for Assistance from
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Use Curb, Uber, and TripIt

Depending on your company's configuration, Curb (formerly Taxi Magic), Uber, and TripIt may
be available for download via the home screen.

No SIM = 5:10 PM ¥ W4

O

Triplt - Travel Organizer -...
Triplt>
Offers In-App Purchases

1) On the home screen, tap —= (upper-left corner). o
2) On the Menu screen, tap the desired option and download. Tr1p

1.
e

NoSIM = 5:07 PM 3 @+

5:09 PM

Home Menu & uber.com

(il Book Travel T

THE RIDE'S ON US TO
YOUR DESTINATION

E Receipts

¥ Location Check In

No SIM = 5:08 PM A reliable ride in minutes

& Japan Public Transit

Curb (prev. Taxi M4

Apps RideCharge, Inc. >

Triplt
[O) uber

#® Curb

B TravelText

Settings

£} Settings

GET STARTED

Description

nd easier than e:
d taxi and for-hire d

s 1
= =4

Check-in with Locate & Alert

No SIM & 5:07 PM 3O

If your company uses Concur's Locate & Alert service, you can

Home Meny check-in using your device.

|l Book Travel

B Receipts

9 Location Check In 1) On the home screen, tap = (upper-left corner).

2) On the Menu screen, tap Location Check In.
= Japan Puslic Transit

Apps
Triplt

[O) uber

@8 Curb

B TravelText

Settings

ﬁ Settings
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Expenses and Expense Reports

Expense List (Expenses Screen)

On the home screen, tap Expenses to access your list of

expenses. Use the Expenses screen to:

*
attendees, either:

then edit.

and then edit.

A
+ For car mileage/kilometers expenses, use the icon
(lower-right corner) on the home screen.

appear with the icon.

*

Add, view, edit, and delete mobile expenses. Mobile
expenses are designed to be quick and easy.
To make more extensive features like itemizations and

Add the mobile expense to an expense report

Create the expense on an open expense report

View and make minimal edits to card transactions, which

To make more extensive edits, add the card

transaction to an expense report then edit.

allows you to delete card transactions.

View e-receipts, which can be edited

existing expense report.

Expense Report List (Reports
Screen)

On the home screen, tap Expense
Reports to access the list of expense
reports. On the Reports screen, you
can see the name, status, date, and
amount of each report. You can also
create a new report.

You can open an existing expense
report and: R

View and edit the report summary
(report header) N

View and attach receipt images

View, add, edit (add attendees
and itemizations), and remove
expenses

Submit your report

once attached to a report.

No SIM = 5:28 PM Y
< Home NELEUEES +
Airfare $1,134.20
Breakfast $14.23
Dinner $45.76
Undefined $68.23
Airfare $1,103.82
Airfare $440.82
u
Edit (] Add to Report
E |

o’. Tap here to sort

To delete a card transaction, use the web version of Expense, if your company

Attach expenses — mobile expenses, e-receipts, and card transactions - to a new or

: | Trip to France
= | Sent Back to Employee - Davis, Pat
. | Feb 26, 2014

: All active reports are separated into

! Unsubmitted, Submitted, and Other
sections. Within each category, the
reports are sorted by report date.

No SIM = 6:07 PM .

{ Home  Active Reports +

Unsubmitted Reports

Sales training $12.00

Not Submitted
Nov 20, 2014

Training Supplies $0.00
Not Submitted

Aug 6, 2014

Public Transport $1,432.82

Not Submitted
Mar 5, 2014

Office Supplies
Not Submitted

$1,119.00

GBS HEpos """ """

test for chris-approver $15.32
Submitted & Pending Approval - Davis, Pat
Nov 20, 2014

teiusdgfbgszd $15.00

Submitted & Pending Approval - Davis, Pat
Nov 20, 2014

No SIM = 6:08 PM 4
< Back Report als
Trip to France $1,119.00
Feb 26, 2014
Sent Back to Employee

Report Summary

View Receipts
Airfare $1,104.00
Mar 14, 2014
Alaska Airlines, Seattle, Wash...
Parking $15.00
Feb 19, 2014

Submit
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Create a Mobile Expense

To create a mobile expense:

+

¢ On the home screen, tap EE2 (lower-right corner).
‘=_FEI Expenses

. On the home Screen, tap List of your expenses ,

then on the Expenses screen, tap +

/ \ No SIM = 5:26 PM % W
Then: {1 Expenses Expense Save [t

1) On the Expense screen, : ) :
fill in the fli:alds and et Ade REO@IPt + v reensssrrrnmssirrnnnains ;
make the desired
selections. Type *

2) Tap Add Receipt. Breakfast

3) Take a picture of the Amount *
receipt or grab an 14.23
existing image from the Gumency *

Photc_J Album or the US Dollar
Receipt Store.

\3) Tap Save. / Date *
Mon Dec 29 2014

Location

Bellevue, Washington Attach via Camera
Vendor Attach via Photo Album
Starbucks L

Receipt Store

Comment

Cancel

Delete an Expense from the Expenses Screen

You can delete a mobile expense

from the Expenses screen. No SIM & 5:56 PM 3 D4 No SIM & 5:56 PM b BX
< Home [JSGEREES + < Home QESGEREES Cancel
NOTE: To delete a card transaction, Mar 19, 2015 - : Mar19, 2015 -
. . Fairfield Inns - Seattle, , US H Faxrﬁeld Inns - Seattle, , US
use the web version of Expense - if : :

Undefined $68.23 : Undefined $68.23
your company allows you to delete Mo 15, B0%% = : bar 19, 2015 =
card transactions. Office Warehouse - Seattle, ... : Dffice Warehouse - Seattle, , US

Airfare $1,134.20 Rirfare $1,134.20

[ Dec 29, 2014 = : bec 29, 2014 =
1) On the Expenses screen tap Alaska Airlines - Seattle, , US E !\Iaska Airlines - Seattle, , US
’ H H
Edit (Iower-left co rner) . The Breakfast $14.23 o Breakfast $14.23
i i Dec 29, 2014 i @ Dec 29,2014
selection circles appear" Starbucks - Bellevue, Wash... E ?:larbucks - Bellevue, Washingt...
2) Tap one or more selection . : i
a2 Dinner $45.76 : Dinner $45.76
el Dec 29, 2014 = : Dec 29, 2014 —
3) Tap Delete (Iower-left co rner). Cafe Monte - Seattle, , US : Eafe Monte - Seattle, , US

Undefined $68.23 Undefined $68.23

Dec 29, 2014 = : bec 29, 2014 =

Office Warehouse - Seattle,... : Office Warehouse - Seattle, , US

Airfare $1,103.82 “Feee*Rirfare $1,103.82

Nan~ 11 2014 - Nan 11 2Nn14 =1

Edit (]  AddtoReport | | Delete (1)

Version 9.17.0 — December 30 2014 Concur for Mobile - iPhone® Page 12 of 25



Create a New Expense Report

You can create a new report:

e From the Reports screen (shown here)

« While adding expenses from the Expense screen (described on the following pages)

e While creating a car mileage expense (described on the following pages)

No SIM & 4:14 PM

= [ concur

Trips

View your trips

(1]
@ Expenses

List of your expenses

©  Expense Reports

Review and submit your re

() /1) On the home screen, tap Expense Reports.
2) On the Active Reports screen, tap + (upper-right corner).
3) On the Create Report screen:

e Concur provides a report name. Change it if desired.

« Fill in the fields and make the desired selections.

o Tap Save.

4) On the Report screen, enter your expenses, attach receipts,
\ etc. (described on the following pages).

~

J

ort:

© Approvals

Approve items anywhere, g

Book Receipt

No SIM = 6:07 PM % D4

¢ Home  Active Reports s

Unsubmitted Reports
Sales training $12.00
Not Submitted
Nov 20, 2014 No SIM = 6:11PM 3 WD+
Training Supplies $4
aining < Back Create Report Save
Aug 6, 2014
Public Transport $1,43
Not Submitted Report Name *
Mar 5, 2014 L

Training class
Office Supplies $20 .
Not Submitted No SIM = 6:12 PM 3 D4
Feb 27, 2014 Report Id
Back Report +
Trip to France $1,11 <
Sent Back to Employee - Davis, Pat Policy *
Feb 26, 2014 US Expense Polic Training class $0.00
. xpense Policy

Submitted Reports giﬁ; 53631?;: ,
test for chris-approver $11 Report Date
Submitted & Pending Approval - Davis, Pat
Nov 20, 2014 Mon Dec 29 2014
g,eli,u-sﬁdﬂl;gi-zd;\ e ?1 Business Purpose * Report Summary

ubmitte ending Approval - Davis, Pa New sales software
Nov 20, 2014

Add Receipt

Report Currency
US, Dollar

Approval Status
Not Submitted

————
Add Expense

Version 9.17.0 - December 30 2014
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Move Expenses from the Expenses Screen to an Expense Report

You can move expenses to an existing expense report or use them to create a new expense

report or.

screen, tap Add
to Report
(lower-right
corner). The
selection circles
appear.

2) Tap one or more
selection circles.

3) Tap Add to
Report again.

4) Tap an existing
report or tap +
(upper-right
corner) to create
a new one.

-

Create an Expense with an
Open Expense Report

/1) On the Expenses\

J

No SIM = 6:18 PM % D4 < No sIM "-: 6119 PM 3 D4 No SIM & 6:19 PM 3 WD 4
< Home QRSEEREES + E ( Horrie Expenses Cancel < Expenses Select Report +
Car Rental $177.20 : Car Rental $177.20 Pick a report from the list below to
Jun 17, 2015 H Jdn add your expenses to. Or add to a
Enterprise - Seattle, , US Ent us new report by tapping the '+' button
Car Rental $133.15 : Car Rental §133.15 Smart Matching
Apr 16, 2015 6,2 Adds processing time
Enterprise H £l Dec 2014
Dinner $45.76 : Dinner $45.76 Training class $0.00
01 H Q M Dec 29, 2014
us : - Nov 2014
Room Rate $450.78 : Réom Rate $450.78 Sales training $12.00
Mar 19, 2015 }| & w9, 2015 Nov 20, 2014
Fairfield Inns - Seattle, . US g F :E\"hrrld Inns - Seattle, , US Aug 2014
Undefined $68.23 : $68.23 Training Supplies $0.00
Mar 19, 20 H Aug 6, 2014
Office W Seattl H house - Seattle, , US
: Mar 2014
Airfare $1,134.20 : $1,134.20 Public Transport $1,432.82
H Mar 5, 2014
le, , US H nes - Seattle, , US
KT Feb 2014
Edit ﬂ" Add to Report Select All Add to Report (3)

/1) On the home screen, tap Expense Reports.
2) On the Active Reports screen, tap to open the desired
report.
3) On the Report screen, tap + or Add Expense to create a
new expense.

~

J

No SIM = 6:28 PM b D4
° ‘ 4) On the Add Expense screen:
= ] CONCUR .
C -_ o Choose the desired expense type.
a « Fill in the fields and make the desired selections.
[ o Tap Save.
No SIM & 6:28 P
“ { Home  Active Reports T
nsubmitted Reports No SIM = 6:28 PM + mmH
o Trjps B :l:':J.‘"'H"-Ii""""E."""""""a .
View your trips E NgtaSI:.t::\geg ass = < Back Heport No SIM = 6:28 PM % WD ¢
= | Dec 29, 2014
& o “hrreisisssensssssssssssssesessd Training class $0 ¢{ Report  Add Expense
p Sales training
List of your expenses Not Submitted Dec 29, 2[:_’1 4
Ferriir s e e e ee e Nov 20, 2014 Not Submitted
: € Expense Reports Training Supplies $0.4 Add Receipt
E Review and submit your reports | Not Submitted
: Aug 6, 2014
quuEsEssEEEEEEnEEEEEEEEEERREREERREneennl P bl T $1 432£ Reportsummary
ublic Transport , %
9 Approvals Not Submitted P . Expense Type *
Approve items anywhere, anytim| par 5. 2014 Add Receipt Breakfast
Office Supplies $200.9 .
Not Submitted Transaction Date *
Feb 27,2014 Mon Dec 29 2014
(1] (O] 5| Trip to France $1,119.4 —
B Facat E Sent Back to Employee - Davis, Pat .
ool eceip! i Feb 26, 2014 = Business Purpose
Submitted Reports
test for chris-approver $15.9 Enter Vendor Name
Submitted & Pending Approval - Davis, Pat
Nov 20, 2014 Add Expense
teiusdgfbgszd $15.0 City ,
Submitted & Pending Approval - Davis, Pat Bellevue, Washington
Currency *
US Dollar
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summnnun,

Add a Car Mileage (or Kilometer) Expense

-

¢ Tap Save.

-

1) On the home screen, tap B2 (lower-right corner).
2) On the Select Report screen, either tap the desired expense report or tap + (upper-right
corner) to create a new report.
3) On the Add Car Mileage screen:
o Fill in the fields and make the desired selections.
Note: Concur calculates the amount based on the distance and the company's mileage rate.

No SIM &

Trips

View your trips

Book Receipt

9:52 AM

[l CONCUR

€l Expenses
List of your expenses
¥ Expense Reports
Review and submit your reports
@ Approvals

Approve items anywhere, anytime

+

Expense

No SIM =

< Home

Smart Matching

Adds processing time

Dec 2014

Conference
Dec 17, 2014

Client Meeting
Dec 2, 2014

Nov 2014

Nov 7, 2014

Client Meeting
Nov 5, 2014
Sep 2014

Client Meeting
Sep 30, 2014

A

Mileage

Client Meeting

San 28 2014

9:52 AM

Select Report

Pick a report from the list below to
add your expenses to. Oradd to a
new report by tapping the '+' button

Guest User Example Report

X WD 4

_|_

No SIM =

£ Back

9:52 AM

Add Car Mileage

Expense Type
Personal Car Mileage

Transaction Date *

Tue Dec 30 2014

$10.00 city -
$100.00
Purpose of the Trip *
$0.00 From Location *
$44.90 To Location *
Currency
$0.00 US Dollar
$733.95

3 WD+

Edit an Expense on an Expense Report

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

No SIM = 9:59 AM » WD 4 NoSIM = 9:59 AM 3 W 4 No SIM = 10:00 AM 3 .4
{ Home  Active Reports + ¢ Back Report + <{ Report Expense Details
Unsubmitted Reports "
ﬁ“r-ﬂ'n‘f-'.-.-.-.-P-.-.-.-.-.-.-.-.-.-.-.,_ Client Meeting $733.95 ﬂzﬂﬁﬂgﬁg $682Aa
Client Meeting $733.95 H Sep 25,2014 A Office Warshouse, Seatile, Washington
Not Submitted A . Not Submitted
Sep 25, 2014 H / \
Tetient Meeting™"""""""""1,60794" """ . 1) On the Active
Not Submitted A Add Receipt
Sep 12, 2014 Report Summary Reports screen,
Client Meeting $151.00 Add Receint tap to open the
Not Submitted ecelp Th try has Undefined =
Aug 8, 2014 A A 0 et solect an oxponed desired report.
rfgewrger $0.00 entry before you can submi]
ot v Airtare $574.20 report. 2) On the Report
Aug 7, 2014 Dec 5, 2014 screen, tap to
Alaska Airlines, Miami, Florid .
sdfvsdfds $216.25 N I R open the desired
Not Submitted N . % xpense Type *
A | Undefined $68.23 | -
Aug 7, 2014 | War 14, 2014 Y E Undefined expense.
vanc $130.00 = | Office Warehouse, Seattle, W... . ) 3) On the Expense
Sent Back to Employee - Gollins, Chris L LT LTT LT O Transaction Date
Aug 8, 2014 Dinner $45.76 Eri Mar 14 2014 screen:
. _ Mar 14, 2014
ﬁ:{lgfbﬁ m:rketlng Training $2’BBB'35 Cafe Monte, Seattle, Washing o M a ke the
g 'y Business Purpose A
Apr21, 2014 Dinner $45.76 desired
Sales trip $1,150.00 : changes.
Not Submitted Submit
Mar 12,2014 ° Tap Save.

J

Version 9.17.0 - December 30 2014

Concur for Mobile — iPhone®

Page 15 of 25




sumsnmunnnn,
.

o

Itemize an Expense

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

NoSIM = 10:34 AM % -
¢ Back Report + /1

~

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

Conference $385.28 2) On the Expense Details screen, tap Itemize.
Dec 17, 2014 A =) -
Not Submitted 3) On the Itemizations screen:

o Enter the daily room rate and daily tax rate.
e Tap Save. The individual itemizations appear.

If there is a remaining balance, tap + (upper-right corner)
and create the remaining expenses, to bring the remaining

\balance to zero. /

Report Summary

View Receipts

hesssssssssssssnsanusnannannnnunnunnunnngy

Room Rate $375.28
Dec 18, 2014 'y
Marriott Hotels, Seattle, Was...

Tanmnumsunns

No SIM = 10:43 AM 3 -4 No SIM = 10:43 AM 3 .
il rerararara e rara e e e §10.00 | <{ Report Expense Details < Back ltemizations
Dec 16, 2014
Room Rate $375.28
Dec 18, 2014 A

Marriott Hotels, Seattle, Washington
Check-In Date *

Check-Out Date *
Thu Dec 18 2014

Itemize

Submit “lsssssssssnasssnnansnnnnnnnnnnnnnnnnnnnnn

Add Receipt

TTTTTS
Cannna?®

Number Of Nights
0

A\ itemizations are required for this entry.

Room Rate *

0.00
Receipt image required
Room Tax
0.00
Expense Type * Other Room Tax 1
Room Rate 0.00
Transaction Date * Other Room Tax 2
Itemized: $0.00
Remaining: $375.28
No SIM = 10:45 AM 3 .+ No SIM = 1:17 AM 3 . 5 No SIM = 10:46 AM 3 .4
< Back Itemizations + < Iltemizations Itemization Save < Back ltemizations +
Room Rate $150.00 Expense Type * Room Rate $150.00
Dec 29, 2014 - Marriott Hotel.. Incidentals Dec 29, 2014 - Marriott Hotel..
Room Tax $25.00 Transaction Date * Room Tax $25.00
Dec 29, 2014 - Marriott Hotel... Thu Dec 18 2014 Dec 29, 2014 - Marriott Hotel...
Room Rate $150.00 Room Rate $150.00
Dec 28, 2014 - Marriott Hotel... Business Purpose Dec 28, 2014 - Marriott Hotel...
Room Tax $25.00 ) Room Tax $25.00
Dec 28, 2014 - Marriott Hotel... City Dec 28, 2014 - Marriott Hotel..
Seattle, Washington
Incidentals $25.28
Currency Dec 18, 2014 - Marriott Hotel...

US, Dollar

Payment Type

annnan®

Cash
E. Amount * .E
1| 2528 :
Itemized: $350.00 ltemized: $375.28 LT hemized: $375.08 |
H Remaining: $25.28 : Remaining: -$0.00 Remaining: -$0.00
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Add Attendees to an Expense

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

Not Submitted

) Report Summary

= View Receipts

K
o
oD
-
=
2
o
=
=2
i
h
H
H
H
H
H
H
H
H

H

H

H

Bellevue, Washington

Room Rpta $275 09

No SIM & 11:30 AM 3
¢ Back Report ala
Conference $541.28
Dec 17, 2014 BEA

Dec 18, 4 No 8IM = 11:30 AM
Marriott H .
< Report Expense Details
Lunch )
Dec 16, 4 Business Meal (attendees)
Dec 30, 2014

Bellevue, Washington

.. Attendees
L QR TRPCTTSP IR SRR

s

Select from Contact

Add Attendee Manually

Search for Attendee

3 4

$156.00
A

EOn the Report screen, tap to open the desired expense.\

2) On the Expense Details screen, tap Attendees.

3) On the Attendees screen, tap + (upper-right corner) to
add.

4) On the menu, tap one of the following:

« Search from Contact to select from your smartphone
contact list

o« Add Attendee Manually to manually add the
attendee

o Search for Attendee > Quick Search to search your
Favorite Attendees

« Search for Attendee > Advanced Search to search

k your company's list of attendees or from an external

Cancel

source (like Salesforce) /

No SIM = 11:32 AM § -

Attondoss Search for Attend Search for Attendee >
W R o Quick Search
“efsnnnnnnnnnnnnnnnnn [CULECETITITEPEPTEPEr: o Search for Attendee >

Advanced Search
No SIM = 11:31 AM % -
Groups All Contacts Cancel
Q_ search Select from Contact

A
Iheseryy, Adive 0L LML A

No SIM = 11:31 AM % -
Aytior]

{ Attendees Attendee
e 4
B

Attendee Type * Add Attendee
| Business Guest Manua”y
Py Last Name *
Tesr |

First Name
Dot

O | Attendee Title

veer
Company

Version 9.17.0 - December 30 2014
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Attach Receipts

Attach a receipt to a report or to an individual expense, whichever the situation requires.

No SIM = 11:53 AM 3 - No SIM = 11:53 AM £ .4
< Back Report + <{ Report Expense Details
Client Meeting $733.95 Airfare $574.20
g i, P 1 A .E\E;cs:a' i(i)r:lliies Miami, Florida '
Not Submitted : ’
Itemize
Report Summary
@ Add Receipt
Add Receipt o -
Airfare $574.20 '\ Receipt image required
Dec 5, 2014 !
Alaska Airlines, Miami, Florida
Undefined $68.23 Expense Type *
Mar 14, 2014 A Attach via Camera Airfare
Office Warehouse, Seattle, W...
- Transaction Date
Dinner $45.76 Attach via Photo Aloum °
Mar 14, 2014 Fri Dec 05 2014
Cafe Monte, Seattle, Washing... Recei pt Store
Dinner $45.76 Business Purpose
Submit Cancel
1) On the Report screen or the Expense Details screen, tap Add Receipt.
2) On the menu, tap:
« Attach via Camera to use your device camera
o Attach via Photo Album to select an image in your device photos
+ Receipt Store to select an image in your Concur Receipt Store
View Receipt Store Images
You can easily view your images in the Receipt Store.
No SIM & 9:52 AM bl 134 No SIM = 11:54 AM 3 . No SIM = 12:39 PM 3 .
= [ concur [ <{ Homg aF <{ Receipts  Receipt
' e R e Bt Cottlemans Steakhouse
Store. Then open a report or expense 100 West 5th Ave
entry and attach the receipt. Dallas Texas
014
SRR g, July 28 2011
: : Tue Dec 30 2014 :
]EH Trips 03:52 AM H Prime Rib sSmM..ccooviviiiiiiiinnns 32.00
IEE) view yourtrips 3 ) : Prime Rib 1g.....cvvevnieniinianns 42.00
e P P FFEFFEFFEFrr] i Prime Rib Ig...... 42,00
H H Tue Dec 30 2014 New York Steak. 18.00
H Expenses H z
H List of your expenses H . 03:52 AM Dessert............ ....9.50
:lnl lIlIlIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII>: Dessert”" ._..9.75
Dessert....
Expense Reports

Review and submit your reports

Approvals

Approve items anywhere, anytime

(O] + '\

Mileage

Receipt

Expense

Tue Dec 30 2014
03:52 AM

1) On the home screen, tap Expenses.

2) On the next page, tap Rece
3) Tap to open the desired ima

ipts.
ge.

Dessert....
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Remove an Expense from an Expense Report

You can remove an expense from
an unsubmitted expense report.

1) On the expense report, slide
the desired expense to the
left. The Delete button
appears.

2) Tap Delete.

No SIM = 10:10 AM } WD 4
< Home Report +
Conference $458.40
Dec 17, 2014 A
Not Submitted

Report Summary

View Receipts

Room Rate $448.40
May 21, 2015 A
Holiday Inn, Some{l‘ﬂw < \ﬂ')
Lunch $10.00
Dec 16, 2014

NoSIM & 10:10 AM ¥ W
< Home Report ar
Conference $458.40
Dec 17, 2014 A

Not Submitted

Report Summary

View Receipts

e $448.40
|5 Y\ Delete
| Somerville, Mass..
Lunch $10.00
Dec 16, 2014

NOTE: If you delete a mobile expense or an expense created from a card transaction, it is not
really deleted; it is moved back to the "pool" of expenses on the Expenses screen.

If you delete any other type of expense from an expense report, it is truly deleted. (This is
consistent with the web version of Expense.)

Edit Report Header Information

You can edit the report name, date, and
other company-defined fields on an
unsubmitted report.

1) On the Report screen, tap
Report Summary.

2) On the Report Summary
screen, make the desired
changes.

3) Tap Save.

J

No SIM = 10:34 AM b
< Back Report IF
Conference $385.28
Dec 17, 2014 A
Not Submitted
Report Summary

..... VIS0 ROTGRE o mmmmee e nenes
Room Rate $375.28
Dec 18,2014 A
Marriott Hotels, Seattle, Was...
Lunch $10.00
Dec 16, 2014

Submit

No SIM = 12:51 PM 4 X4

< Report Report Summary
Conference

Dec 17, 2014
Not Submitted

$541.28

Report Name *

Conference

Report Id
913B40139F574B70B058

Policy
US Expense Policy

Report Date
Wed Dec 17 2014

Business Purpose *
Sales

Report Currency
LIS Dallar
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Submit an Expense Report

Refresh Data

No SIM = 6:08 PM » 4
< Back Report +
Trip to France $1,119.00
Feb 26, 2014
Sent Back to Employee

Report Summary

View Receipts
Airfare $1,104.00
Mar 14, 2014
Alaska Airlines, Seattle, Wash...
Parking $15.00
Feb 19, 2014

Submit

On the Report screen, tap Submit.

To refresh data, for example, expenses and reports, pull down from the top.

No SIM =

£ Home

112 PM

Active Reports

Unsubmitted Repons%
$541.28

Conference
Not Submitted
Dec 17, 2014

Client Meeting
Not Submitted
Dec 2, 2014

Z -

Guest User Example Re...
Not Submitted
Nov 7, 2014

Client Meeting
Not Submitted
Nov 5, 2014

Client Meeting
Not Submitted

Sep 30, 2014

3 -

+

No SIM = 3

< Home

11:55 AM

Active Reports

ne

Refreshing Data..
Unsubmitted Repoﬂs%

Conference
Not Submitted
Dec 17, 2014

Client Meeting
Not Submitted
Dec 2, 2014

Guest User Example Re...
Not Submitted
Nov 7, 2014

Client Meeting
Not Submitted
Nov 5, 2014

Delete an Unsubmitted Expense Report

1) On the Active Reports screen, slide

the desired report to the left. The
Delete button appears.

2) Tap Delete.

NOTE: Expenses on the report that are
related to card transactions are not
really deleted - they are returned to the

"pool" of card transactions. Cash
transactions are truly deleted.

No SIM = 112 PM 3 -
< Home RESEUEES =+
Car Rental % $142.62
b - - Bostorg US
+ ) i No SIM = 3¢ 1:20 PM 3 -t
Viay 21, 2015 % < Home QSGEGEES +
Cafe Monte - Some.lle, , US
e Supplies y,
ouse - Somerv... Refreshing Data.
$541.28 Room Rate $44 Car Rental M $142.62
May 21, 2015
y Inn - Somerville, , US Bostorgg US
$100.00
Dinner $45.76
May 21, 2015
$D.00 Cafe Monte - SomA {lle, , US
Office Supplies $68.23
s44 May 21, 2015
90 Offi arehouse - Somerv
Room Rate $448.40
May 21, 2015
No SIM & 1:30 PM b - No SIM 7 1:30 PM L4
{ Home Active Reports ot { Home  Active Reports +
Unsubmitted Reports Unsubmitted Reports
Conference $541.28 Conference $541.28
Not Submitted Not Submitted
Dec 17, 2014 Dec 17, 2014
Client Meetin 100.00 eting $100.00
Not sm%Lm % < % Delete
Dec 2, 204
Guest User Example Re... $0.00 Guest User Example Re... $0.00
Not Submitted Not Submitted
Nov 7, 2014 Nov 7, 2014
Client Meeting $44.90 Client Meeting $44.90
Not Submitted Not Submitted
Nov 5, 2014 Nov 5, 2014
Client Meeting $0.00 Client Meeting $0.00
Not Submitted Not Submitted
Sep 30, 2014 Sep 30, 2014
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Approvals

Trips

Use Approvals on the home screen to view and approve trips (if you are a trip approver).

No SIM =

2:10 PM

= [ concur [ |

Trips

View your trips

€l) Expenses

List of your expenses

€D Expense Reports

Review and submit your reports

€ Approvals

Approve items anywhere, anytime

samsnmanngy

MITIIIIIR

[ ] (O] o

A

Book Receipt Expense Mileage

1) On the home screen, tap Approvals.
2) On the Approvals screen, tap to open the desired trip.
3) On the Trip Approval screen:

o View the report details (segments, violations, etc.).

« Tap Approve or Reject.

No SIM = 2:10 PM 3 -

< Home Approvals

Trip Approvals

Chris Collins
Trip from Seattle to Paris
L ARPIoVS by; Tue May 12, 2015 0400 PM FRT

Travel Requests

$21,445.20

msmnunn
. [N

1 travel request to approve
Invoice Approval

10 invoices to review
Purchase Requests

4 purchase requests to review

Report Approvals

Peterson, Sue
Office Supplies
Sep 15, 2014

$68.23

TeeRsRRRa’

No SIM & 211 PM 3 -
( Approvals Trip Approval
Chris Collins $21,445.20

Trip from Seattle to Paris
Approve by: Tue May 12, 2015 04:00 PM PDT

Violation Summary

Wed May 13

8:25 Seattle to Dallas
AM  American Airlines 2252
Terminal -- Gate --

3:20 Dallas to Paris
PM US Airways 48
Terminal D Gate --

Wed May 20

10:05 Paris to London
AM Air France 1580
Terminal 2E Gate --

1:05 London to Seattle
PM Air France 3570
Terminal 3 Gate --

Reject Approve
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Expense Reports

Use Approvals on the home screen to view and approve expense reports (if you are a report

approver).
/1) On the home screen, tap Approvals. \
No SIM = IFH b - 2) On the Approvals screen, tap to open the desired
= [&] CONCUR » expense report.

3) On the Report screen:
o View the report details (receipts, expenses, etc.).

e Tap Approve or Send Back.
NOTE: If you tap Send Back, you must provide a

\ comment. /

Trips
View your trips
No SIM & 2:10 PM 3 -
@ Expenses
List of your expenses < Home Approvals
Trip Approvals
D  Expense Reports Chris Collins $21,445.20
Review and submit your reports Trip from Seattle to Paris
A _ Approve by: Tue May 12, 2015 04:00 PM PDT No SIM = 2:16 PM 3 -
€ Approvals : Travel Requests < Approvals  Report
Approve items anywhere, anytime H 1 travel request to approve
. Peterson, Sue $68.23
Invoice Approval Office Supplies
10 invoices to review
(O] + AR Purchase Requests
Receipt Expense Mileage
4 purchase requests to review
Sl Bt , Report Summary
;| Report Approvals H
:| Peterson, Sue $68.23 : . )
:| Office Supplies : Office Supplies $68.23
:‘ Sep 15, 2014 H Sep 3, 2014
............................................... * Office Warehouse, Seattle, W...
Send Back Approve

NOTE: Depending on your configuration, you may be able to bypass any remaining approvers
and send the expense report directly to Accounting Review. If so, when you select Approve,
this menu appears. Tap:

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

- Approve report to approve the report and send it directly to Accounting Review.
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Requests

Use Approvals on the home screen to view and approve requests (if you are a request
approver).

2:10 PM % . /1) On the home screen, tap Approvals. \
[ concur = 2) On the Approvals screen, tap Travel Requests.
3) Tap to open the desired request.
4) On the Requests screen:
o View the request details (segments, expected
expenses, etc.).
o« Tap Approve or Send Back.
NOTE: If you send back, you must provide a

<)

No SIM

Trips

View your trips k Comment. /

€ Expenses

List of your expenses

€D Expense Reports
Review and submit your reports

ST T TP PR T T T TP EET T T TR T Y )

s

: D Approvals :
: Approve TS = 2:10 PM X Y
( Home Approvals

" Trip Approvals
(I O ll chris Collins $21,445.20

Book BEZEY Trip from Seattle to Paris
- ARRLaLa by: TueMay.12,.2015 00:00 PMART e v esssnas

il Travel Requests No SIM = 2:16 PM 3 -
1 travel request to approve Back Requests
THOBTES AP BYGUHT """ e,
P~ ) i | Gato, Bailey $2,200.00 |:
10 invoices to review H : H
. Thu Nov 13 - Trip to Belarus H
Purchase Requests : :
4 purchase requests to review
No SIM = 2:16 PM 3 -
Report Approvals
Peterson, Sue $68.23 Back Requests
Office Supplies
Sep 15, 2014
Gato, Bailey $2,200.00
Thu Nov 13
Trip to Belarus
o Summary >
Segments
Air Ticket $2,000.00
Tue Nov 18
Car Rental $200.00
Tue Nov 18

Send Back Approve
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Payment Re

quests (Invoice)

NoSIM & 2:10 PM 3 - R
= Hcoes = Use Approvals on the home screen to view and approve payment
= requests (if you are an approver).
No SIM = 2:10 PM 2 s |
No SIM = 2:27 PM =
< Home Approvals No SIM = 2:27PM 5 w4 |
Back Invoice = . Y
Trip Approvals Back Invoid| to SIM Z27 M e
Chris Collins s21,qf rrazsesereesessseesnennnensl T gy Invoice
) Trip from Seattle to Paris H “?ﬂ Invoice Approval ¢ )
Trips Approve by: Tue May 12, 2015 04:00 PM#| 8 invoices to approve :[ O Fletcher, Erin
View your trips Travel Requests *qrussssssssssssnssnsnnnnnnne New ergo chairs - Thu M} New ergo chairs $400.00
*hssssssssnnnnnnnnnnnnnny %’2014,SimpaﬁDOFur---
€ Expenses 1 travel request to approve = Invoice Submission . . Ee
Ustofyour expenses  © | Invoice Approval 2invoices to submit (3 Collins, Chris
E Sam Smith - Wed Jul 2
: | 10 invoices to review
m Expense Reports  *{r=r==reressassnssnararsanararuns
ey () Fletcher, Erin Q summary ’
:' 4 purchase requests to review INV500 - Tue Aug 5
: A |
P Peterson, Sue $ [ Fletcher, Erin
Qeesssssssnnnnnnnnnnnnnnnnnnnnnnn) Office Supplies 1 ’.
acandlovaica. Tue ... -
/ 0 Vendor >
’ 1) On the home screen, tap Approvals.
2) On the Approvals screen, tap Invoice Approval. & workflow >
3) On the Invoice screen, tap Invoice Approval.
3) On the next screen, tap to open the desired payment request.
4) On the Invoice screen:
. . . . Send Back Approve
¢ View the request details (summary, images, vendor info, etc.). ‘
e Tap Approve or Send Back.
\ NOTE: If you send back, you must provide a comment. /
Purchase Requests (Invoice)
No SIM & 2:10 PM 3 o
= [&] CONCUR i
No SIM & = 2:10 PM 3 -
= < Home Approvals
Trip Approvals No SIM = 2:22PM ¥ Wt
N Chris Coliins Back Purchase Requests [nosim = 2:22 PM 3 i,;l
Trip from Seattle to Paris = : )
Trips Approve by. Tue May 12, 2015 g === ""======sssssssssssssssssssns| Back  Pyrchase Requd \° 5™ ~ 2:22PM 3 -4
View your trips|  Travel Requests ;| B4 Purchase Request Appro Back  Purchase Requests
: 4 purchase requests to approve
o 1 travel request 10 APPIOVe| uasuasuassassnssasansansnasassasad [ ] Fletcher, Erin
Expenses . For office - Thu Sep 18 Need SAN ,000.00
List ofyoirexp Invoice Approval et $3
10 imvoices to reviw o
Ex ense R-llllllllllllllllllllllllll E D Fletcher, Erin
D Reviwa”dsa Purchase Requests : Need SAN - Wed Nov 19
groerernenenn RN rohiaso roquests to e
fI) Approvals | Report Approvals () Fletcher, Erin Summary >
: Approveliems | pesarson, Sue giglg - Thu Oct 9
\ E Image >
1) On the home screen, tap Approvals.
2) On the Approvals screen, tap Purchase Requests. . N
3) On the Purchase Requests screen, tap Purchase Request
Approval.
. rs Workflow >
3) On the next screen, tap to open the desired payment request.
4) On the Purchase Request screen:
o View the request details (summary, images, distributions, etc.).
e Tap Approve or Send Back. cend Back —

\ NOTE: If you send back, you must provide a comment.
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Settings

Use settings for the following:

Save your user name
Automatically sign in

Turn on Touch ID

Send an error log to Concur
Clear the cache

Reset to the factory defaults

Sign out

Book

ennnmnn,

=)

2:10 PM 3 .4 No SIM & 5:07 PM 3 @

[ concur (=] Home Menu

[l Book Travel

B Receipts

9 Location Check In

Trips
i P & Japan Public Transit
iew your trips
© =,
Expenses .
List of your expenses a Trlp It
@ Uber
Expense Reports i
Review and submit your reports Curb
MR uri
>  Approvals [B TravelText

Approve items anywhere, anytime

.
B
.

Settings
{} Settings

susmmmmnn,
CETLILLLLL

o
.
K3

© o

Receipt Expense Mileage

No SIM F 2:37 PM L+

Close Settings Save

APPLICATION INFORMATION

Application Name
Concur Mobile

Version

9.18.0.0

CONNECTION SETTINGS

Server URI

SIGN IN SETTINGS

Save User Name

olle

Auto Sign In
Touch ID
LOG
Send Log
CACHE

Clear out the local cache

RESET TO FACTORY DEFAULTS

Reset

SIGN OUT FROM CONCUR MOBILE

Sign Out
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