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What is Concur?

* It's the new volunteer expense
reimbursement platform

* It works in mobile and in
computer and you may toggle
back and forth between
mobile and computer for
processing and submitting
expense reports

* Since February all electronic
payments are processed
through Concur

Expense reporting, travel Create and submit reports
booking and approvals. in minutes.




How do you access Concur?

https://corporate.ieee.org/resources/travel,-medical-and-insurance/ieee-expense-report
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IEEE Corporate Activities

Home  IEEE Board Committees of IEEE ~ Strategic Research  Resources Finance Legal Contacts & Rosters  News

Home ' Resources ' Travel, Medical and Insurance ' IEEE Expense Report

Volunteer Training IEEE Expense RepOI’t

Travel, Medical and Insurance IEEE's New Volunteer Expense Reimbursement Platform (Concur)

Mesting Procedures and Best Featuring faster reimbursement for you

Practices

Based on feedback from the IEEE volunteer community, IEEE launches its new Volunteer
|IEEE Governing Documents Expense Reimbursement tool, Concur, a cloud-based expense reimbursement application Concur Access
designed to create an easy, efficient, and automated expense reimbursement experience for
IEEE volunteers. This new platform was endorsed by the IEEE Financial Committee (FinCom) | Step 1: How to Get Started

Document Revisions and officially launches in February 2019.

Request an IEEE Account

Below you will find an overview. Skip if you h:
Summary of the IEEE Organization y (Siipfyod nave one)

|IEEE is improving the expense reimbursement process. Concur is a robust and user-friendly
tool that will deliver a broad range of benefits, including: Create Concur Account

IEEE Contact Center
« Faster payments due to reduced cycle time from submission to reimbursement

« Single process for submission of expense reimbursement requests Step 2: Access Concur
IEEE Foundation « Ability to track in real time the status of your expense reports
« Ability to capture credit card transaction details and autofill expense reports
Ability to upload images of receipts at any time
« Availability of a mobile app that lets you build, update, or approve expense reports at
any time, even during your trip Step 3: Download the App
o Improved processing of international payments
o Improved overall reporting
o Integration with third-party applications such as Uber
« Ability to store banking information directly into Concur’s secure platform for faster
electronic reimbursement

Log In
(May require IEEE Network login)

(See details on logging in.)

Beginning in Q4 2018, Concur was initially rolled out to a pilot group of IEEE volunteers as Phase |. For Phase Il (February 2019
launch): If you currently submit your expense reports directly to your Region, Section, Chapter, or Conference, please continue your
current process. These types of expense reimbursements will move to Concur at a later phase. For all other expenses, the
preferred means to submit your expense report is through Concur. (See muti-phased rollout schedule.)

_SQOEECT ..

—


https://corporate.ieee.org/resources/travel,-medical-and-insurance/ieee-expense-report

How do you access Concur?

From your |[EEE Account you create a Concur Account.

Access Concur (Log In)
Setup Profile

Download App

Concur Access

Step 1: How to Get Started

Request an IEEE Account

(Skip if you have one)

Create Concur Account

Step 2: Access Concur

Log In

(May require IEEE Network login)

Step 3: Download the App

(See details on logging in.)




How to learn Concur?

Frequently Asked Questions:

* https://corporate.ieee.org/images/files/finance/concur/fre
quently-asked-questions.pdf

For a comprehensive video tutorial:

* https:.//corporate.ieee.org/resources/travel,-medical-and-
insurance/ieee-expense-report/concur-training



https://corporate.ieee.org/images/files/finance/concur/frequently-asked-questions.pdf
https://corporate.ieee.org/resources/travel,-medical-and-insurance/ieee-expense-report/concur-training

https://corporate.ieee.org/resources/travel,-medical-and-
iInsurance/ieee-expense-report/concur-training
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Concur Training
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* Welcome and Int...

SAP Concur Exp...

Learning Object... _

Logging in

Homepage Scre...
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8

Profile Settings
Profile Options

Importing Pers...
Add Bank Infor...
Delegate Options

Delegation Proc...

SAP Concur Expense Training
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Homepage screen

SAP Concur Training_v.2

Menu

v Welcome and Introduction
SAP Concur Expense Training
Learning Objectives
Logging in
Homepage Screen
Profile Settings
Profile Options
Importing Personal CC's
Add Bank Information
Delegate Options

Delegation Process and Proce...

» Submitting Expense Reports

» Receipt capture options

v Tracking the Status of your Expe...
Tracking the Status of your Ex...

Accessing open reports
Open report detail
» Approving Expense Reports
v Using the Mobile App
Using the Mobile App
Concur Mobile Registration
Signing in to app
Create new expense
Move to report
New Report
Adding attendees
Report Ready to Review
Submit Report

Items to note

SAP Concur [C]

Expense

O IEEE

App Center

Advancing Techaodkogy + + 12 06
i Start a Upload Available Open
Hello, Volunteer Report Receipts Expenses Reports
COMPANY NOTES
Western Union
Link
Concur Training Toolkit
This link will provide information to utilise the Concur Expense System,
MY TASKS
Available Expenses — Open Reports —
01/30 No Vendor Supplied 10/15 test 101518
$-29.00 $330.00
01730 EFAX.COM 10/15 Vol Mtg.
$16.95 $13936
01728 SHUTTLE EXPRESS 10/15 testing
S72 00 SR 25
i > €D | ¢ PREV NEXT »




Homepage screen

Menu

v Welcome and Introduction
SAP Concur Expense Training
Learning Objectives
Logging in
Homepage Screen
Profile Settings
Profile Options
Importing Personal CC's
Add Bank Information

Delegate Options

Delegation Process and Proce...

» Submitting Expense Reports

» Receipt capture options

v Tracking the Status of your Expe...
Tracking the Status of your Ex...

Accessing open reports
Open report detail
» Approving Expense Reports
v Using the Mobile App
Using the Mobile App
Concur Mobile Registration
Signing in to app
Create new expense
Move to report
New Report
Adding attendees
Report Ready to Review
Submit Report

Items to note

SAP Concur Training_v.2

SAP Concur @ Expense App Center

¢ IEEE

s iy * + 12 06
e — Starta Upload Available Open
Hello, Volunteer Report Receipts Expenses Reports
COMPANY NOTES
Western Union
Link
Concur Training Toolkit
RIS ink will provide information to utilise the Concur Expense System,
MY TASKS
Available Expenses Open Reports
01/30 No Vendor Supplied 10/15 test 101518
$-29.00 $330.00
01730 EFAX.COM 10/15 Vol Mtg.
$16.95 $139.36
0128 SHUTTLE EXPRESS 10/15 testing
872 00 SR 25
> £ | ¢ PREV | NEXT ?




Menu

v Welcome and Introduction
SAP Concur Expense Training
Learning Objectives
Logging in
Homepage Screen
Profile Settings
Profile Options
Importing Personal CC's
Add Bank Information
Delegate Options

Delegation Process and Proce...

» Submitting Expense Reports

» Receipt capture options

v Tracking the Status of your Expe...
Tracking the Status of your Ex...

Accessing open reports
Open report detail
» Approving Expense Reports
v Using the Mobile App
Using the Mobile App
Concur Mobile Registration
Signing in to app
Create new expense
Move to report
New Report
Adding attendees
Report Ready to Review
Submit Report

Items to note

Profile Settings

SAP Concur Training_v.2

Help ~
AP r|C Expense Center
SAP Concu p App R |

s

< IEEE Volunteer Traveler

Acvanang Technolpgy
for Hurmondy

COMPANY NOTES

Western Union
Link
Concur Training Toolkit

This link will provide information to utilise the Concur Expense System.

MY TASKS
Available Expenses - Open Reports -

0130 No Vendor Supplied 1015 test 101518

$-29.00 $330.00
0130 EFAX.COM 1015 Vol Mtg.

$16.95 $139.36
01/28 SHUTTLE EXPRESS 10/15 testing

§72.00 §6.25

_ TR S €£) <€ PREV | NEXT ?



Menu

v Welcome and Introduction
SAP Concur Expense Training
Learning Objectives
Logging in
Homepage Screen
Profile Settings
Profile Options
Importing Persanal CC's
Add Bank Information
Delegate Options

Delegation Process and Proce...

» Submitting Expense Reports

» Receipt capture options

v Tracking the Status of your Expe...
Tracking the Status of your Ex...

Accessing open reports
Open report detail
» Approving Expense Reports
v Using the Mobile App
Using the Mobile App
Concur Mobile Registration
Signing in to app
Create new expense
Move to report
New Report
Adding attendees
Report Ready to Review
Submit Report

[tems to note

- (Y

Profile Options

SAP Concur Training_v.2

SAP Concur @

Profile Personal Information Change Password System Settings

Expense Approvals App Center

Concur Mobile Registration

Your Information
Personal Information
Company Information
Contact Information

Email Addresses

Expense Settings

Expense Information
Bank Information
Expense Delegates
Expense Preferences
Expense Approvers
Favonte Attendees

Personal Credit Cards

Other Settings
System Settings
Connected Apps
Concur Connect

Change Password

Concur Mobile Registration

A\

Profile Options

Select one of the following to customize your user profile

ersonal Information
Personal Information

Bank Information
Bank Information

prense Preferences
S

elect the options that define when you receive email notification
Prompts are pages that appear when you select a certain action

such as Submit or Print

Concur Mobile Registration

Set up access to Concur on your mobile device

so

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

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

Change Password
Change your password

Click to continue

U 2
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Add Bank Information

Menu

¥ Welcome and Introduction
SAP Concur Expense Training
Learning Objectives
Logging in
Homepage Screen
Profile Settings
Profile Options
Importing Personal CC's
Add Bank Information
Delegate Options

Delegation Process and Proce...

» Submitting Expense Reports

» Receipt capture options

v Tracking the Status of your Expe...
Tracking the Status of your Ex...

Accessing open reports
Open report detail
» Approving Expense Reports
v Using the Mobile App
Using the Mobile App
Concur Mobile Registration
Signing in to app
Create new expense
Move to report
New Report
Adding attendees
Report Ready to Review
Submit Report

Items to note

- (Y

SAP Concur Training v.2

y

ation Change Password System Settings Concur Mobile Registration

Bank Information

Bank Country Bank Currency

UNITED STATES v

Bank Account Number Re-Type Bank Account Number

Routing Number

Bank Name Branch Location Account Type
l l Checking b
Status Active
I Yes v
Personal Address Line 1 Personal Address Line 2
City State ZIP Code

| authornze the use requirement below

L IEEE

TR | | ) ¢ PREV NEXT »



Why profile is important”

* To be reimbursed electronically to your banking information
(stated in your user profile). If you do not provide the banking
information, the payment cannot be processed.

* All payments processed through Concur will be made in the
currency, based on the country of residence

* When entering transactions in a foreign currency, use the
currency that is shown on the receipt. Concur converts
transactions to your local currency and reimbursements will
be made in your local currency.



* If you reside in a country where one of the currencies listed
below is considered the local currency, you must enter your
banking information directly into Concur (select Profile >
Profile Settings > Bank information).
®* U.S. dollar (USD)
®* Euro (EUR)
® (Canadian dollar (CAD)
® Indian rupee (INR)
® Singapore dollar (SGD)

* If your currency is NOT one of the five listed above, you will
need to complete a one-time enrollment with Western Union.
To enroll, there is a registration form and instructions at the
“FAQ!!.



reating na Expense
Report

SAP Concur Training_v.2

Menu

» Welcome and Introduction

v Submitting Expense Reports
Creating and submitting your ...
Start a report
Expense Report Purposes
Level 1 drop down
New Report screen
Adding an additional expense
Attaching receipts
Review and submit
Recall option after submit
Icons Legend
Items to note

» Receipt capture options

v Tracking the Status of your Expe...

Tracking the Status of your Ex...

Accessing open reports

o e Creating and submitting your Expense

» Approving Expense Reports

v Using the Mobile App Re port

Using the Mobile App

Concur Mobile Registration
Signing in to app

Create new expense 0 IE E E
Move to report .
New Report \

Adding attendees

Report Ready to Review
Submit Report i > <) ¢ PREV NEXT 3



Create an Expense
Report

SAP Concur Training_v.2

Menu

v Welcome and Introduction
SAP Concur Expense Training \

Learning Objectives

Help ~
Logging In SAP Concur @ Expense App Center = o
ro -
Homepage Screen ol
Profile Settings 0|EEE 3 2 12 06
Profile Options Advancing Nchaslogy
: i Start a Upload Available Open
Importing Personal CC's Hello. Volunteer Report Receipts Expenses Reports

Add Bank Information
Delegate Options COMPANY NOTES

Delegation Process and Proce...

» Submitting Expense Reports Westem Union
; : Link
P Receipt capture options . e
oncur franing ookl
w Tracking the Status of your Expe... This link vill provide informatien to utilise the Concur Expense Systam.
Tracking the Status of your Ex...
Accessing open reports
: MY TASKS
Open report detail
» Approving Expense Reports
PP E EXP P Available Expenses — Open Reports —
v Using the Mobile App
Using the Mobile App 01/30 No Vendor Supplied 10/15 test 101518
Concur Mobile Registration $-29.00 $330.00
Signing into app 0130 EFAX.COM 10/15 Vol Mtg.
$16.95 $139.36
Create new expense
0128 SHUTTLE EXPRESS 10/15 testi
Move to report £ (10 ;s;sg

New Report
Adding attendees

Report Ready to Review

Submit Report
i > €O ¢ PREV NEXT »

Items to note




Menu

» Welcome and Introduction

v Submitting Expense Reports

v

4

v

4

Creating and submitting your ...

Start a report

Expense Report Purposes
Level 1 drop down

New Report screen

Adding an additional expense
Attaching receipts

Review and submit

Recall option after submit
Icons Legend

Items to note

Receipt capture options
Tracking the Status of your Expe...
Tracking the Status of your Ex...

Accessing open reports

Open report detail

Approving Expense Reports
Using the Mobile App

Using the Mobile App
Concur Mobile Registration
Signing in to app

Create new expense

Move to report

New Report

Adding attendees

Report Ready to Review
Submit Report

Start a Report

SAP Concur Training v.2

\'

+ + 12 06

Click here to Start a Upload Available Open
begin Report Receipts Expenses Reports

O IEEE

i > ) ¢ PREV NEXT ?



Create an Expense Report

Menu SAP Concur Training_v.2

» Welcome and Introduction
v Submitting Expense Reports \

Creating and submitting your ...

Start a report

Expense Report Purposes + + 12 U 6
Level 1 drop d A ' '
eve rop aown _ Click hera to Start a Upload Available Open

New Report screen

Adding an additional expense ge Expenses

Attaching receipts
Review and submit Cre

Recall option after submit

Q)

te a New Expense Report

Report Header
Icons Legend

Items to note Report Name Report Date Comment

» Receipt capture options I U | 10/31/2018

v Tracking the Status of your Expe... _
Tracking the Status of your Ex... Expense Report Purpose LEvel 1 Expense Report Purpose Level 2 Expense Report Purpose Level 3 Expense Report Purpose Level 4
W

Accessing open reports I | - | v l -
Open report detail

» Approving Expense Reports

+ Using the Mobile App g
Using the Mobile App Fields you are required to fill out are
Concur Mobile Registration indicated by a vertical red line
Signing in to app

Create new expense @ I E E E
Move to report \
New Report

Adding attendees

Report Ready to Review
Submit Report [ B €D | ¢ PREV NEXT



Expense Report Purpose

SAP Concur Training_v.2

Menu

» Welcome and Introduction

v Submitting Expense Reports

Creating and submitting your ...
Start a report

+ + 12 06

Expense Report Purposes

LA Start a Upload Available Open
New Report screen

Adding an additional expense ExPense Report Purpose Level 1

Attaching receipts This field, and the subsequent report purpose fields, will drive

Review and submit @212 R\ the approval workflow, the correct coding for accounting

purposes, and make sure the report is sent to the correct
lcons Legend approvers. More information on filling out the Expense Report
arrre v ote Report Name Purpose fields will be provided on the following slides.

Recall option after submit Report Header

» Receipt capture options I

4

Tracking the Status of your Expe...
Tracking the Status of your Ex... Expense Report Purpose Lg

port Purpose Level 4

Accessing open reports I .I 3 ‘ 2 ‘ I Z‘ | T‘ | o

Open report detail

v

Approving Expense Reports
v Using the Mobile App

Using the Mobile App Fields you are required to fill out are
Concur Mobile Registration indicated by a vertical red line
Signing in to app
Create new expense
Move to report

New Report

Adding attendees

Report Ready to Review 2 : o
Submit Report LN 'O <¢PREV | NEXT 3
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Expense Report Purpose

Menu

» Welcome and Introduction

v Submitting Expense Reports

4

4

Creating and submitting your ...

Start a report

Expense Report Purposes
Level 1 drop down

New Report screen

Adding an additional expense
Attaching receipts

Review and submit

Recall option after submit
Icons Legend

[tems to note

Receipt capture options
Tracking the Status of your Expe...
Tracking the Status of your Ex...

Accessing open reports

Open report detail

Approving Expense Reports
Using the Mobile App

Using the Mobile App
Concur Mobile Registration
Signing in to app

Create new expense

Move to report

New Report

Adding attendees

Report Ready to Review
Submit Report

SAP Concur Training_v.2

—\

Expense Report Purposes

* It is very important that you select the correct “Expense Report
Purpose” when filling out your expense reports.

* The Expense Report Purpose identifies what function,
department, society, committee, etc. you are traveling for, or
incurring expenses on behalf of.

* The Expense Report Purposes consists of four required fields or
“levels”

* Your selection at each level will determine the options in the next
level. As you select each level, your options will become more
specific to your selected function, department, society,
committee, etc.

 Every level requires a selection, even if it is “N/A”.

* If you are unsure as to what to select, please contact your IEEE

point of contact. @lEEE
\—

i > ¥) | ¢ PREV NEXT »




Expense Report Purpose

Level 1 Level 2 Level 3 Level 4
Technical Activities Societies Instrumentation & Measurement Chapter Committee Exp 00000



New Report Screen

Menu

» Welcome and Introduction

v Submitting Expense Reports

Creating and submitting your ...

Start a report

Expense Report Purposes
Level 1 drop down

New Report screen

Adding an additional expense
Attaching receipts

Review and submit

Recall option after submit
Icons Legend

Items to note

» Receipt capture options

4

Tracking the Status of your Ex...

Accessing open reports

Open report detail

n, A

Approving Expense Reports
Using the Mobile App
Using the Mobile App

4

Concur Mobile Registration
Signing in to app

Create new expense

Move to report

New Report

Adding attendees

Report Ready to Review
Submit Report

Tracking the Status of your Expe...

SAP Concur Training_v.2

"N

New Expense

Expense Type | |

1]

To create a new expense, click the appropriate expense fype below or type the expense type in the field above. To edit an existing expense, click the expense on the left side

Laundry Hotel Individual Meals Supplies/Postage/St
All Expense Types
01. Travel Expenses ...02. Transportation ansportation 04, Office Expenses
Hotel Car Rental Supplies/Postage/St
Laol.;ridn,r F:;I ;:a:ges - Renia CIiCk here to Os.lép:nl'nenjin':z:t?:ns

02. Transportation Parking create expense Internet/Online Fees
o Personal Car Mileage al Meals 07. Fees

AiBoe Fiot Taxi, Bus, Uber, etc. Meals with Guesls Agency Booking Fes

$IEEE

o{i > ¥) ¢ PREV NEXT ?



Add hotel expense

Menu SAP Concur Training_v.2

» Welcome and Introduction

v Submitting Expense Reports \
Creating and submitting your ...
Start a report A
Expeﬂse Report P urposes Expense Type Transaction Date } Vendor City of Puichase Payment Type Amount
Hote ~ I 10/0172018 B | Harrah's v I Allantic City. New Jersey I Out of Pocket ~ 250.00 UsD | v
Level 1 drop down
Comment
New Report screen
Adding an additional expense
Expense Report Purpose Level 1 Expense Report Purpose Level 2 Expense Report Purpose Level 3 Expense Reporl Purpose Level 4
Attachi ng receipts I TA Societies v I Signal Processing Society | v | TAB Meeting Series v I XPRES) TA Societies - Sign. | v
Review and submit Enity Business Unit Cost Center
Recall option after submit
Icons Legend
Items to nOte Experse | Nighlly Lodging Expenses Avaiable Receot
P Receipt capture options lcm--ﬂ Oate Icr-wwﬂm iim of Nights
10012018 == 10022018 = 1
v Tracking the Status of your Expe... = o (oach night
Tracking the Status of your Ex... i‘“‘“ e ke
Accessing open reports Other Room Tax 1 Ofher Room Tax 2

Open report detail

Room rale and taxes wil be shown a3 separale expenses
Additional Charges (each night)
v Using the Mobile App Expense Type Amount

» Approving Expense Reports

Using the Mobile App E:p;” Ym.' _—
Concur Mobile Registration Choots n oponse vwe 15
Signing in to app Click to Continue

Create new expense
IicEE

Move to report

New Report

Adding attendees

Report Ready to Review

Submit Report i 4 ) ¢ PREV NEXT »



Attach a recelpt

Menu SAP Concur Training_v.2

» Welcome and Introduction

v Submitting Expense Reports

y

Creating and submitting your ... ° °
Attaching receipts
Expense Report Purposes

Level 1 drop down

New Report screen Meetlng SeﬂeS

Adding an additional expense

Attaching receipts ' ) ;
8 P ‘ + New Expense | Import Expenses Details » Receipis Print / Email ~

Review and submit
~ Receipts Required
B « | Ne

LAMNEIIOES

Icons Legend o Check Receipts
[ ] Date v Expense Type .
ltems to note _ | Attach Receipt Images
MERSCERECORTITE CRton s, o View Available Receipts L

v Tracking the Status of your Expe... [] 10/01/2018 Car Rental £ . )
Avis. Atlantic City, New Jersey Missing Receipt Affidavit

Recall option after submit

Tracking the Status of your Ex...

Accessing open reports L] > _10/01/2018 Hotel $250.00 $250.00
Harrah's, Atlantic City, New Jerse

Open report detail

» Approving Expense Reports
v Using the Mobile App
Using the Mobile App
Concur Mobile Registration
Signing in to app
Create new expense
Move to report EE

New Report

Adding attendees

Report Ready to Review
Submit Report L[ > ) ¢ PREV NEXT »



Review and Submit

Menu SAP Concur Training_v.2

» Welcome and Introduction

v Submitting Expense Reports \

Creating and submitting your ...

Start a report

Expense Report Purposes Meeting Series s Fupor
Level 1 drop down

New Report screen

Adding an additional expense a2 sl AN N

Adding New Expense Expense Type |
Attaching receipts e o 0 st
Review and submit > wowow  wew 5250 00 L
0 Harralh's. Allantic Cty New Jeru i e e =
Recall option after submit
Icons Legend
01. Travel Expenses -02. Transportation 07. Fees
Items to note a8, e e Agescy Bockamg Fess
B oty Road Charpes srency Exchange
i i Trass 08. Other
» Receipt capture options ¥

v Tracking the Status of your Expe...

Tracking the Status of your Ex...

Accessing open reports

TOTAL AMOUNT

i $33000  $330.00 :
Open report detail Click here to

» Approving Expense Reports submit!
v Using the Mobile App
Using the Mobile App

Delete Report Submit Report

Concur Mobile Registration
Signing in to app

Create new expense

Move to report

New Report

Adding attendees

Report Ready to Review

Submit Report o > ) ¢ PREV NEXT »



Report Submitteo

Menu

» Welcome and Introduction

v Submitting Expense Reports

4

v

Creating and submitting your ...

Start a report

Expense Report Purposes
Level 1 drop down

New Report screen

Adding an additional expense
Attaching receipts

Review and submit

Recall option after submit
Icons Legend

ltems to note

Receipt capture options
Tracking the Status of your Expe...
Tracking the Status of your Ex...

Accessing open reports

Open report detail

Approving Expense Reports
Using the Mobile App

Using the Mobile App
Concur Mobile Registration
Signing in to app

Create new expense

Move to report

New Report

Adding attendees

Report Ready to Review
Submit Report

SAP Concur Training_v.2

Report Submitted

Manage Expenses

$10.00 $66.00 $364.50 $10.00

£\ Exceptions Report Pending Approval

Approved & In Accounting Review

Approved & In Accounting Review Approved & In Accounting Review

SUBMITTED 1072472018 SUBMITTED 11/0672018

Test 102418 Meeting Series

Click here to view

$10.00 $330.00

A\ Exceptions

Report Pending Approval

Report Pending Approva

A & IEEE

i b <) ¢ PREV NEXT ?



Recall a Report

SAP Concur Expense Approvals App Center

Manage Expenses View Transactions

HelenaRamos TreasurersMeeting

[ + New Expense ] Import Expenses v Details ~ Receipts v Print / Email ~
Report i
Expenses Report Header View €| New Expense Available Receipts
] | Date v | Expense Type nt Requested
Totals
Adding New Expense . Expense Type [ ]
Audit Trail
] 04/08/2019 Taxi, Bus, Uber, etc. 05 €17,05 To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit an
@ 0 Lisboa, PORTUGAL Approval Flow existing expense, click the expense on the left side of the page.
Comments
[ > o04/07/2019 Hotel 68 € 240,68
00 N 9 @ Recently Used Expense Types
Allocations o
] 04/07/2019 Taxi, Bus, Uber, etc. Allocations 15 €93,15 Individual Meals Hotel
@ Uber, New York, New 43 Currency Exchange Fees Taxi, Bus, Uber, etc.
] 04/07/2019 Currency Exchange Fees €2,63 €2,63 Train
@ 0 Lisboa, PORTUGAL
All Expense Types
] 04/06/2019 Individual Meals € 44,55 €44,55
@ 0 Gelso & Grant, New York, New Y USD 50,00 01. Travel Expenses _ 03. Meals
] 04/06/2019 Individual Meals € 20,50 € 20,50 Hotel Meals with Guests
o Coffe shop, New York, New York USD 23,00 Laundry 04. Office Expenses
[] 04/05/2019 Individual Meals € 46,40 € 46,40 02. Transportation Supplies/Postage/Shipping/Printing/etc.
ZOTAI‘_A_M_OU_NI TOT'EL REPEEST_E‘D Airfare 06. Communications




Tracking the Status of the
ER

SAP Concur Training_v.2

Menu

» Welcome and Introduction

» Submitting Expense Reports

» Receipt capture options

v Tracking the Status of your Expens...
Tracking the Status of your Expe...
Accessing open reports
Open report detail

» Approving Expense Reports

» Using the Mobile App

v Summary and Resources
Summary and resources
Volunteer User Experience Ben...
SAP Concur's User Support Desk

Additional Resources

Tracking the Status of your Expense Report

O IEEE
\—
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Open Report Detall

Menu

» Welcome and Introduction
» Submitting Expense Reports

» Receipt capture options

w Tracking the Status of your Expens...

Tracking the Status of your Expe...

Accessing open reports
Open report detail
» Approving Expense Reports
» Using the Mobile App

» Summary and Resources

SAP Concur Training_v.2

SAP Concur [C] = Expense

Meeting Serie

Date + Expense Type Amount
12872018 Car Rental
&00 VERIFONE TRANSF
> Oe208 Hotel =
0 rowne FPlaza. Prdadeiphia. Penn

$355.00

App Cenler

«  Summary

Requested

Amount Due Company

$0.00

7 $355.00

Amount Due Company Card Amount Due Empicyee

$90.00 $265.00

O IEEE
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Recelpt Capturing

SAP Concur Training_v.2

Menu

» Welcome and Introduction

» Submitting Expense Reports
v Receipt capture options
Receipt Capturing
Submitting Receipts
Upload Receipts
Concur Mobile App
Linked 3rd Party Applications
» Tracking the Status of your Expens...
» Approving Expense Reports
» Using the Mobile App
v Summary and Resources
Summary and resources
Volunteer User Experience Ben...

SAP Concur's User Support Desk

Additional Resources

Receipt Capturing

Ll > £) ¢ PREV NEXT ?



3 Ways to Capture and
Submit Recelipt Images

SAP Concur Training_v.2

—\

Menu

Welcome and Introduction

v

v

Submitting Expense Reports

v Receipt capture options
Receipt Capturing
Submitting Receipts

Upload Receipts

Concur Mobile App

Linked 3rd Party Applications

» Tracking the Status of your Expens...

» Approving Expense Reports
» Using the Mobile App
v Summary and Resources

Summary and resources

Volunteer User Experience Ben...

SAP Concur’s User Support Desk

Additional Resources

Submitting Receipts

* Receipt images are required for all transactions over $25 -
regardless of the type of expense

* Receipt images are only required for a transaction that is $25 or
under if it is labeled as “Miscellaneous”

* There are three ways to capture and submit receipt images:

Upload Receipts : Linked 3rd Party
(Take a Picture) Mobile App

Applications

Click to proceed to
the next chapter
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Submitting Recelipts

Menu

» Welcome and Introduction
» Submitting Expense Reports

v Receipt capture options

SAP Concur Training_v.2

Manage Expenses View Transactions

v

v

4

Receipt Capturing
Submitting Receipts
Submitting Receipts

Concur Mobile App

Linked 3rd Party Applications

Tracking the Status of your Expens...

Approving Expense Reports
Using the Mobile App
Summary and Resources

Summary and resources

Volunteer User Experience Ben...

SAP Concur’s User Support Desk

Additional Resources

Manage Expenses

AVAILABLE EXPENSES -
All Cards v
Expense Detail Expense Type Source Date &« Amount
STARBUCKS N SAT SEA SEATTLE, WA  Individual Meals e 01/05/2018 $553
B-SMOOTH CHICAGO, IL ZNotUsed-Dinner e 01/28/2018 $10.23
AMS OLYMPIC NASHVILLE-JV NASH Undefined e 01/28/2018 $8 46
American Airlines TULSA, OK Airfare e 01/28/2018 $645.80
AIR CANADA WINNIPEG, MB Undefined e 01/28/2018 CAD 671.50
No Vendor Supplied Undefined e 01/30/2018 $-29 .00
AVAILABLE RECEIPTS
Q
The tnarren o FTAm wtle o« Avs
Click here to 2
© proceed i
Upload New Receipt )
Click here or drag & drop files to upload -.,-‘ -
new receipt images
test paf IEEE Audit profile (1)pdf
i > ) € PREV NEXT ?



Using App Mobile

Menu SAP Concur Training_v.2

» Welcome and Introduction —
> :meittingExpllense Reports \
T Fecspreopais prins Using the Concur Mobile App

Receipt Capturing

Submitting Receipts

wll Verizon ¥ 2:24 PM @9 m

Upload Receipts

Concur Mobile App

Linked 3rd Party Applications
» Tracking the Status of your Expens...
» Approving Expense Reports
» Using the Mobile App

v Summary and Resources
Expenses

Summary and resources

Volunteer User Experience Ben...
£ Expense Reports
SAP Concur’s User Support Desk

Additional Resources
Approvals

Click here

& IEEE

Expenselt
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Using App Mobile

Menu

» Welcome and Introduction

» Submitting Expense Reports

v Receipt capture options
Receipt Capturing
Submitting Receipts
Upload Receipts
Concur Mobile App
Linked 3rd Party Applications

Approving Expense Reports

Using the Mabile App

vy v v v

Summary and Resources

SAP Concur Training_v.2

Tracking the Status of your Expense...

ol Verizon = 2:24 PM

Expenses

) Expense Reports

Approvals

© ok

Expenseit Create

o 2

Mileage

405 Commons Way
Bridgewater, NJ 08807

Table 402 Check # :11353-4545
Briana L

10:00 PM 11/03/2018 Gst 10
Transaction #:489144054

AID: AO000000031010
A, 257B220F GECEES

: ab.

XX000000001 171

Check Amount 140 .00

€) ¢ PREV

NEXT



How to Include Currency
Exchange Fee?

SAP Concur Expense Approvals App Center

Manage Expenses View Transactions

Sample Dolte Repor

[ 4+ New Expense ] Import Expenses v Details + Receipts ~ Print / Email ~

Expenses View» € | New Expense Available Receipts
[] Date v Expense Type Amount Requested

Adding New Expense Expense Type

To create a new expense, click the appropriate 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.

@ Recently Used Expense Types

Individual Meals

Hotel

Currency Exchange Fees
Taxi, Bus, Uber, etc.

Train
All Expense Types

01. Travel Expenses
TOTAL AMOUNT TOTAL REQUESTED Hotel

€ 0,00 € 0,00 Laundry



For example: a meal In
Lisbon

SAP Concur Expense Approvals App Center

Manage Expenses View Transactions

Sample Delte Repor

[ + New Expense ] Import Expenses v Details Receipts v Print / Email ~
Expenses View v & | New Expense Available Receipts
] Date v Expense Type Amount Requested
Expense Type Transaction Date
Adding New Expense P P
I Individual Meals v I 04/14/2019
Enter Vendor Name City of Purchase
Payment Type Amount
I Out of Pocket v I EUR | v
Personal Expense (do not reimburse) Comment
Expense Report Purpose Level 1 Expense Report Purpose Level 2
I Technical Activities Societies | v I Instrumentation & Measurem | v
Expense Report Purpose Level 3 Expense Report Purpose Level 4
Fall AdCom Meeting v I (MTGO3) TA Societies - &M - | v
TOTAL AMOUNT TOTAL REQUESTED

€ 0’00 € 0’00 | [ ltemize ] [ Attach Receipt ] [ Cancel ]




For example: a meal In
US

Support | Help ~
SAP Concur Expense Approvals App Center . o
Profile ~
L~
Manage Expenses View Transactions

Sa | | I p | e Delete Report Submit Report
[ + New Expense ] Import Expenses v Details Receipts v Print / Email ~
EXpEﬂSES View” < | New Expense Available Receipts
] Date v Expense Type Amount Requested

Expense Type Transaction Date
Adding New Expense P P

I Individual Meals v I 04/14/2019

Enter Vendor Name City of Purchase

New Brunswick, New Jersey
Payment Type
Out of Pocket v
Amount X Rate (EUR=1 USD) =Amount in EUR
I 56,49 Uusb |wv I 0,88517509 I 50,00
Personal Expense (do not reimburse) Lommen
Expense Report Purpose Level 1 Expense Report Purpose Level 2
l Technical Activities Societies | v I Instrumentation & Measurem | v
TOTAL AMOUNT TOTAL REQUESTED
€ 0’00 € 0’00 | [ ltemize ] [ Attach Receipt ] [ Cancel ]



* If we fulfill with the receipt’s value, the EUR value
determined by CONCUR is less than the value charged
by the VISA card

* If we adjust to the EUR value charged by the VISA card,
then the $ value is not equal to the receipt (wrong way!)

®* Possible solution:

For each expense a “Currency Exchange Fee” expense
must be included. The “Receipt” is the bank statment.



Thank You!
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