Getting Started Guide

CONCUR




Logging in to Concur T&E

Log in to Concur | Concur Solutions - Google Chrome

. Navigate to:
https://www.concu rsolutlons.comfdefauITEQ‘FJ—' 9

https://www.concursolutions.com

Enter your User Name and
| Password.

User Name || ‘ ‘

Password

¥ Remember user name on this computer

[ Logn @ | Click Login.

Forgot your user name?
Forgot your password?
Passwords are case sensitive

Retrieve or Change a Password

¢ If you have forgotten your password, on the login page, click the Forgot your
password? link.

User Name || ‘

Password

¥ Remember user name on this computer

Login

As needed, you can also change your password by clicking Change Password in your
Profile. To change your password in your Profile:

A password must be at least & characters. It can contain numbers (U—Ei]I upper and lower case characters (A-Z, a-z). and | Enter and Conflrm your new

symbols (such as "%"@#). It cannot contain spa Al Sald

Note: Passwords are case sensitive. ‘ ! paSSWOrd (lt must be at least 7
Re-enter New Password

Old Password New Password

i | characters with at least one number
and one letter.)

Password Hint {we will email this to you if you forget your password) | Enter a h|nt for the
@ ' password.

L .

{ Click Submit.




Navigating

Use Common Fields

| [ concur s

Hello, Sue e The QuickTask bar provides
canaromest 4 direct access to features.
Ll ALEL siata repor (e.g. Create a new expense
Fe=s o T P report)

¥ A field preceded by a red line must be filled. I

Highlighted text indicates a link or action. Fleceigls{b
| 03 v (X ) €
Required Date List field Alert window Warning Alert
field field window information
The Home Page

Take o Tow -

Appevals  App Center

(el CONCUR o |, 5 | QuickTask bar for expenses,
g il Bl Bennd Mot reports, requests, and actions.
TRIP SEARCH ALERTS

4@ =50 8 ron s ool o1 ot g v Dashboard for expenses,

m::::ﬂ Sine Wiy ! MoliBaprracd 0 vou naven signad up o receife s-acsp @ Sign up Heew apprOV&|S, etC.
MY TASKS
=
::::n‘:; > Lapenses mwp\:u
Depsnies U] . .
L v o rme ||| Loupmetrbmns | [ S , Trip Search fields. (if Concur
o ¥i03 TIY | wmamN | Replacome New Traing Expense I Travel is enab|ed_)

$445 85 — Payment Reg

Traming Semmnar
s1280.02

The Expense Report Page

Action buttons.

by Cror— T T— mﬁ' Click All reports to view all

i

: : Offes Suppies Wew Traning Espense Traming Seminat re OI’tS .

| Create NewReport | | gne o 50,00 51,20094 P

| P —— I

Ee— e | Expense report.
$750 85 38035




Updating Your Profile

® To avoid re-entering personal and permanent information about yourself (phone number,
contacts, credit card information etc.), complete your profile after logging onto Concur
Travel & Expense for the first time and update it whenever your information changes.

Access your profile page

Help -
Expense  Imwice  Appruals  App Center Profle - :n
C' CONCUR + 02 D Sue Peterson
oo e New  Qusumd A . S Access via Profile >
Profile Settings.
TRIP SEARCH ALERTS v
+ w(= 80 O e R -~ =

® roma e O onewey © mass-aegment O ou haven'tsigned up to recsive -receipts @ Sign up here

Complete your profile information

Your Information (validate
personal information such as name,
[HCONCUR | flomests  Tael  Bpene  mom A AppContr ==¥ address, phone, and emergency
contact, etc.)

Profle  Personal iformation  ChangePassword  SysemSefings  MobileRegistraion  Travel Vacaton Reassignment

e My Profile - Personal Information

Personal Inbrmaton
Cor

e— o Travel Settings (enter air, hotel,
D.\sab)e:ﬁ?l:s:grayl-carrotbd‘argec.lhreleareermrs\rﬂ'eseﬁeics‘wradymrmmparysna\e\acmlr\makzr. c;‘smrh;: m and car traVeI preferences' enter
Fields marked [Required] must be completed 1o save your profile

frequent flyer programs, enter TSA
passport information, add/remove
travel assistant, add/remove credit
cards.)

Request Settings (select request
information, add/remove delegates,
enter email settings select

approvers, add/remove attendees.)

| Expense Settings (enter
expense preferences, add bank
information, enter expense delegates
and approvers, add company card
information, etc.)




Using Concur Travel

Enter Search Criteria

TRIP SEARCH

Online booking available for Flights
= =0 @ | (One Way or Return), Hotel and Car

* Foond Trp - One Way = K Rental'
Departure City @

Asrival Gty Fosd an gt | -:e.a-,-(u-.,.\

- = | Enter the arrival and departure cities.

depart ¥ [[Moming ¥ | =3

Rétum §
P i e e .\ , Enter the date and time of
. departure and return.

Specty atnm g
Fiefundatie cnly ait tarss
Claws of Service.| Highest asowed ¥ [

Sewh o B Pcn 8 Sl Click Search to retrieve the search

Ele | results.

Select Quote Price

R Seartle, WA To Washington, DC
Tiip Summary Mon, Nov 17 - Fri, Nov 21
' T = " I B —
=——=————H%— Select Quote for Price to
add to the Chosen Carriers
list.
Seattle, WA To Washingron, DC P} s
Trip Summary Man, Now 17 - Fri, Nov 21
b —
rmmm e 11 — . — -
s a T o8 + oo o .
[ <] |
8 s #3 oea +  om o eswamy n
T PR - 1 Y e 470 nrw + = PR n
e [ 1 St b P @
= =il ' e====2@— Click the Price these
options button to view
fares.




Using C

oncur Travel

Select Trip Fare

Seattle, WA To Washington, DC e |
Trip Sumenaey Mon, Nov 10 - Fri, Nov 14

(B s e

s - o - o
m
ot i - B w0 e
A 13 = e BT
s . .
CEL I v._|
bt @ . -
- ®
e w  tw vt - vina
LN b b

Select the desired trip.

For details on pricing
conditions, click Show Details.

Narrow the results, if
necessary, by using the
available filters.

Review and Reserve Flight

Tiip Summary Xeview and Res

(] r..r..,..h Sclected REVIEW FLIGHTS

Outban et Lo A Rt

-
Ll Dt by, 88 -

T R - Babumare wraskngres L

- Drmart: Visnday. #5308 pm Arrves Vanday. 9 2 g
e B W R
I [———) g e
-l et gy piversetore
T R [ P
b il e ropere

ENTER TRAVELER INFORMATION

Eaes 48 Faebas PRt Lm0

PRIMARY TRAVELER S .—|

[ L e —

Fieguent Fiyer Pograms ss s Fgin

SEAT ASSIGNMENT
Fa A DA TR B 7 0t o Traw ' ol
——t |

SELECT A METHOD OF PAYMENT

ACCEPT FARE RULES AND RESTRICTIONS

Tre i M Bt Tikat

FLUHOABLE yow Sohwm maty USUMLLY el B umnay, 45 it i B s 5y SHESRn g o )
Sovung 8 DATE OF GL5UE (EAD THE FARE FULES e

R A0 S Sl A B 05 R N e B LA o TR b S 5 DOMESTIC Bt sy

oyt e
b iz v b B b e o et et

o P 1w By, s - | Mg - Sadma]

[ o | e I
o€ -.
1

Validate the trip information. You
can modify your itinerary and
add a hotel and/or rental car.

Verify and enter any necessary
traveler information, including
frequent flyer programs.

Click View seatmap to select
your seat assignment.

Select or add a method of
payment.

Accept fare rules and restrictions.

Click Reserve Flight and
Continue.




Using Concur Travel

Travel Details

Imartte Add e pou D ary
- =E o=

014, Sow Pawesan Lioaest Oar 8 2014)
Dscrpen (ti Daprptan Avamaes) fy

Aggrecy R Locator, VR

Pusvangers. Sow Priwrioe

Total Extimated Coar: §323.28 L0 o

A rtors mum e s by an gy AU LN
AT astem

internet! Gogo Wi-Fi is available on soma of
your fighls. @
T ctpan P
~ iz
TangEs g B4

[———
Monday, November 10, 2014
€ Fiight

Deits 1634 &

Seattle, WA (SEA) to Salt Lake City, UT (SLC)

Camaman

Departure: 06:00 AW
st o et

Confirmation: GUDSYZ
Stz Contrmed

Flight  Salt Lake City, UT (SLC) to Baltimore, MD (BWI)
Delta 1203 =

Departure: 03:48 AN Confirmation: GUDSYZ
gomm Sutis: contrmes

DC (DCA) to Salt Lake City, UT (SLC)

camaar

Viow Fars Rulss
it auled amount: sea7USD
Tanse it sa473US0
Tota Estimated Cost:

TICKETHOT YETISSUED.

ISNOT

CONCIR. ECOUNTERED &Y ERROR SETTING TOUR CREDIT
CAED OF CHOICE

CIED SATMENT PLTAST CONTACT TRAVEL AGENCY TO ENSURE BILLING T

" reservation Wots: Any part o
ancatien

@— Verify travel details. You can

@— You may have the option to

@— Click Cancel all Air if your

g_m — Click Next to continue.

Confirm Your Reservation

add car, taxi, hotel, and wifi to
your travel itinerary.

select in-flight internet service.

reservations are incorrect.

Confirm your travel reservations.
You can add your seat

assignment, or add car, hotel,
and taxi.




Using Concur Travel

Confirm Your Reservation

Verify the name of the trip —

| you can update the name, as
needed.

|

I To send a copy of your travel
confirmation, add an email
address.

mmm‘a—| Once the information is
complete, click Next.

® At this time, tickets are only reserved and unissued. Approval of the reservation is

required before issuance of the ticket (except in special cases with low cost airline
tickets)

Trip Confirmation

To COMPLETE BOOKING, please press the “Confirm Booking” Bution afier reviewing his page.
To CANCEL, pressthe Cancel buton

Trip Overview
Trip Name: Trip from Seattle toWashington
Start Date: Mov 10,2074

. Sue Peterson (Modified: Oct 29, 2074)

o— Confirm the trip on the Trip
Deseription: (No Description Available) . .

Ay sl Vet Confirmation page.

S ——

Total Estimated Cost: $325.20 USD

(@ #irisre musto sckeied by an agentby. 10312014 2:00 AW Eastem

Reservations

Monday, November 10, 2014

Flight  Seattle, WA (SEA) to Salt Lake City, UT (SLC)
Delta 1634

Departure: 06:00 AM

Confirmation: GUDYYZ
Ststes- Confirmed

Sneae g e

3TN I3y0ver 3t Saif Lake CHy I ATgE SLC)

MO8t dans...Pleass confiem nis finerary.

e | e | e ] o Click. Confirm Booking to .
confirm, or Cancel to cancel trip.




Creating an Expense Report
CreacaNowBpenserepor |

= o o
(& CONCUR + 00 05
P e gt | 2 .
TRIP SEARCH | From the Home page, click
- [CHEYENKE) s the New quick task bar,
v and then select Start a
Report.
[Fconcur | Requess  Twl | EBgeme  moke  Approvals  AppCener = H:
Active Reports s
poooooreeeees 1 I T o
! Office Supplies New Training Expense Training Seminar
1 + 1
| CreateNewReport | | 5350 50.00 $1280.94
' T | On the Expense page,
Pttt — click Create New Report.
Trip to Boston Monthly Expenses
5750.85 $50.35

Complete an Expense Report

First, complete the Expense Report header

coNcun Requess  Trawel  Expense  Imwike  Approvals  AppCenier

Enter the report name.

Enter the report date.

@———— Depending on the

configuration, specific fields
| can be filled.




Creating an Expense Report

Expense Type details

[BAcoNCUR | Requess  Trwel | Epemse | Imoice  Approwis  AppCenter ot - H’:'
p— | Click New Expense to
Seit\e Trip .. E=z=y  Create a new expense.

Seattle Trip

ch
izeres o e et Eice 2eine 2azE

ipanse, ok

@ Recently Used Expense Types
tce Susses e car e
e

All Expense Types

Business Pramatians Individust Mesis other

Mo, Promosona Expense

Manage Expenses

Seattle Tri

] |peer Eronce.

P

@—1 Select an expense type.

@—] Enter required expense

ToTMAMOWT | ToTALREGUESTED

fields.

$0.00 £0.00

=) =@ Click Save. You can also

2

To delete an unsubmitted
report, click the check
box, and click Delete

Iltemize, Allocate, Attach
Receipt, and Cancel.

Exoenses m [
|

Expsncs o Raquaried

- 11102014 Paring

s1zo0

s1zo0

10




Creating an Expense Report

Move Expenses to Current or New Expense Reports

Click Import and then click
Charges & Expenses.

Select one or more lines of
expenditure to add to the
expense report.

Click Move to move to an
existing or new expense report.

L o This symbol e automatically appears under the date of the the imported credit card
expenses

Submit an Expense Report for Approval

Business Trip -

© NewExpense || @ OuckExperses | impon +

- EZ= Once the expense report is
L| complete, click Submit
Report to send it the
se. Cik e Expense on I1e /&1 3E of e page approver.

Used Expense Types

Date: Expense
Adging New Expense

Dinver Busners Meal (endsss)  Roam Rate

arare Breabtast
All Expense Types

Lodging

Roamfae
Hesks
Diner
other
TOTAL AMOUNT TOTAL REQUESTED - B
$0.00 $0.00 Bank Fees Car Remtal
Final Review aix
User Submit

uston, 1 certfy
sisig of expenses inaurred i acmmelish offaal business for 20C here 2re ro
weich relate i personal or unsliowaiie EXpERGES.

S dicking oa

2. Al raquired recsipt images Rave been 3ched 1 s regart.
3.1 Pave o reqeied, Ror il | Fecefe, FeimOLTSement rom amy Cier SoUTCR(S) for e expenses daimes

. In e everk of overperyment or f peyment is recived from ancther SourcE for 2y portion of the expenmes daimed
1 2mmume resporitility for repaying in full for thoe expenaes.

Youmay request up to the youfrom parry card on
. P Ithe i

paid to y
" make this change.

| Review notes and click
Accept & Submit.




Creating an Expense Report

View Details and Manage Receipts

Seattle Trip

B

7. @——— Click Details to view the report
" header, totals, the audit trails,
G |- @ approval flow, allocations, and

o comments

e @—] Click Receipts to view required
View Recsipts in newivindow . . . .
P receipts, attach receipt images, view

et Soe - receipt store, view a missing receipt

Missing Receipt Afidavit

pesmenms ] affidavit, or delete receipt images

Print an expense report

Client Meeting |

O tiewErpure | Q) Ok Bipmwn | et Deisis Beechs el v - prr—

S i - | Click Print/E-mail and then

Fandanterts Printed Repert

il b e S e R Detailed Report.
> goe ST “% 1 @ Recently Used Expense Types
Diser Buanes s et Hsom e
Lefare Brvabte
All Expense Types
Beuness Fromoboss. todpng ~ther
Mas Promotiny [igtnie Frierm R Pirtage
e Mok Seesren

—r— Emme=®— Click Print, optionally you
can view the report in PDF
e e format, email the report, or
close the report.

Erprpian v e
Pop B ok G

nagart Paatn
sy P & S Py
BTN e
AR | P oA s
G | S
pprenm ma | s
umngy it o
o i 1 Campany : <
rgums
O Un 3 - o St | W

Tewinttitn Date BT B Prpee ser oty Bt Ties Ament
naEu ey e L e T En T m=z
g

Temasctin s T T Busn B e ter ey Pt Typs Ameant
e oy B m et
e wemn

Temamction Datn T Emn P e = B Ty st
waE Tram rem Tavurm e TS T =t
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