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materials. Both are available in online Help (end user and admin) in the web version of Concur.
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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.)

Administration v | Help ~

CONCUR Requests Travel Expense Invoice Approvals Reporting ~ App Center .
Profile ~ -

Profile Personal Information Change Password System Settings Mobile Registration Mobile Devices Travel Vacation Reassignment

YouFTHIomalion Mobile Registration

Personal Information
Company Information

Contact Information Capture your receipts and
Email Addresses
Sponsorer Guest Users manage your travel on the go!

Emergency Contact
Credit Cards

Travel Settings

Travel Preferences

International Travel
Frequent-Traveler Programs

Lissiats/frangets REVIEW YOUR LOGIN DETAILS DOWNLOAD THE APP

Request Settings Login Information
Request Information Username: cc@CommaSavvy.com
Request Delegates 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 send a link to your device - enter your email address or mobile phone
or create a mobile PIN number (including country code for non-US numbers) and we will send you
a link to get the app:

cc@commasavvy.com Send Link

Request Preferences
Request Approvers
Favorite Attendees

Expense Settings

Expense Information

No SIM = 1:45 PM No SIM = 1:45 PM * IL) No SIM = 1:46 PM -4
. { Back = [ concur @
Sign In
Tap b=l in your device apps [ CONCUR CONCUR
list. Then, on the Sign in to
Concur screen, enter your © Tips
work email or your Concur e e
(web version) user name. €0 Expenses
o erter your pa. [ e e
Next Sign in to Concur
screen, enter your password & Expense Reports
and tap Sign In to concur_ Forgot Password? Forgat Password? o ‘
) Approvals
- or - \ ej
5580 Gompany Code Sign In
Requests
Tap |:-J-J:.: Cormpany Code Sign Ir | if your nage y

company uses SSO to access
the Concur mobile app.

Nat a member yet? Try Test Drive Not a member yet? Try Test Drive

NOTE: Concur will not let you sign in if your device does not have a passcode or if your device
has been compromised (modified to remove manufacturer restrictions).

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

Expense List (Expenses Screen)

oo ATRT & 152 PM

On the home screen, tap Expenses to access your list of < Expenses
expenses. Use the Expenses screen to: Gar Rental
Enterprise - Bostor S
e Add, view, edit, and delete mobile expenses. Mobile —
expenses are designed to be quick and easy. Jan 19, 2007
¢+ To make more extensive features like itemizations and Dinner
attendees, either: e e
e Add the mobile expense to an expense report pimner
then edit. afe Wonte - Gambridge, U
Dinner
« Create the expense on an open expense report ww

and then edit.

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

« View and make minimal edits to card transactions, which

appear with the =licon.

¢+ To make more extensive edits, add the card

Room Rate
Jan 19, 20
Holiday Inn - Denver, , US

Room Rate

an 19, 201

Holiday Cambridge, , US
Room Rate

Jan 19,

Holidav Inn - Cambridae

Delete

@ S e

+

$368.24

$290.09

$45.76

$45.76

$45.76

$1,091.27

$903.05

$903.05

Add To Report

transaction to an expense report then edit.

¢+ To delete a card transaction, use the web version of Expense, if your company
allows you to delete card transactions.

« View e-receipts, which can be edited once attached to a report.

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

existing expense report.

Expense Report List (Active and
History Sections)

On the home screen, tap Expense

sc2caSprint LTE BB 7:26 AM @ 1 o

< Reports +

T Trip to Seattle $561.58 scocoSprint LTE WFR 7:27 AM @ 7o
Reports to access the list of expense < Reports Report N
reports. On the Reports screen, you
can view up to 100 expense reports in . Training Conference §437.70
- - . Client Dinner $115.00| =%
each of the Active or History sections. e St
- . ent Back
In the Active section, you can:
» View unsubmitted, submitted, and | osueniie s repertsummeny
returned reports Training Conference $437.70 View Recelpts
« Create a new report cleim Alowances
e Copy reports ox $a80.00| Airfare $437.70
Aug
o Delete unsubmitted reports Sl S A L I
e« View red and yellow earmarked Trip to Dallas $0.00
reports flagged for exceptions
° View the name, StatUS, date, and : e
amount of each report i All active reports are separated into
: Unsubmitted, Submitted, and Other :
i sections. Within each category, the : it
! reports are sorted by report date. N
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You can open an existing expense report and: sesco verizon = 758 AM TS o
. . Reports +
e View and edit the report summary (report header) < 8
o View and attach receiptimages | /""" 'r _________
e View, add, import, match, edit (add attendees and May 2017 USD322.39
itemizations), and remove expenses I e
e Submit your report
. . May Parking USD50.0
In the History section, you can: —
e View reports that have been approved and sent for
payment March 2017 UsD100.0
« View red and yellow earmarked reports flagged for ‘
exceptions
2.28.17 Report UsSD38.48
o Copy reports ue 02/2¢
Py rep s
February 2017 UsSD153.95
- '
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Create a New Expense Report

You can create a new report:

e From the Reports screen (shown here)

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

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

No SIM = 8:34 AM

= [ concur

ey

o

/1) On the home screen, tap Expense Reports.
2) On the Reports screen, tap HH (upper-right corner).
3) On the Create Report screen:
o Concur provides a report name. Change it if desired.
« Fill in the fields and make the desired selections.
o Tap Save (upper-right corner).

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

~

)

€ Expense Reports :
Review and submit yof ®ccooSprint LTE FER 7:26 AM SA I,
4 Reports o+
¢ Approvals :, s
RequeStS Trip to Seattle § ge—=
Manage your aut L e aTaT = 2:06 PM oo oy W,
( Active Reports Create Report Save E
[ ] © + O :
Book Receipt Expense Client Dinner $
Mar 2§ Report Name *
Training class
Policy *
LS Bxpense Policy G ATRT T 2:05 PM ® 1L W
UNSUBMITTED
Report Date < Active Reports  Report +
Training Conference $4 Monday, March 20, 2017
un 2 Training class $0.00

XXX

Trip to Dallas

Business Purpose *
New sales software

$4 Comment
Jun |
Project Code

Custom 11 helper list

n Budget Division

B Budget Sub-Division

Bl org unit 4

Report Summary

Add Receipt

Add Expense

Version 9.47 - August 7 2017
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Move Expenses from the Expenses Screen to an Expense Report

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

new expense report.

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 B
(upper-right
corner) to create
a new one.

o

/1) On the Expenses\ ¢

J

e0zcn ATAT = 152 PM

Car Rental
dan ;

Room Rate
an 19, 201
Haliday inn - Danver, , US

Room Rate

an19, 2017
Holidzy inn - Carcbridge, | U
Room Rate

i = Cambridue. US

Delete

Expenses

@ 70 ED

+

$368.24

$290.09

$45.76

$45.76

$45.76

$1,091.27

$903.05

$903.05

Add To Report

R

wees ATAT T 2:23 PM [CIRE B it w000 ATRT 5 210 PM o D
. 1selected Cancel & 1 selected Select Report +
Lar Rental $368.24 Pick a report from the list below to add your
an 18, 2077 expenses to. Or add to a new report by tapping
o on, , the '+ button above.
H
o $290.09 Smart Matching
o s hdds processing time
ot oston, , US Jun 2017
H Customer Workshop $0.00
5’ §45.76 Jun 21, 2017
b Mar 2017
.
: Trip SEA to BOS $0.00
bi $45.76 Mar 20, 2017
dan 1
5 brid Training class $0.00
H Mar 20, 2017
Dil 545.76
s Training class $10.00
= . Mar 5, 2017
o briddge, , US
H Feb 2017
F_O?m R?tg $1,091.27 QOffice Supplies $0.00
gan 19, 2 Feb 0, 2017
#ioliday Inn - Denver, , US
. Jan 2017
H
Room Rate $902.05 Trip to Portland $749.58
aan 18, 2017 Jan 9, 2017
X Cambridge, , LS
. ' Nov 2016
Room Rate $903.05 Training Class $0.00
wme 0 20 MNov 29, 2016
Holiday lon - Cambridoe. LS
Select Al Add Ta Repart

MOVE A SINGLE MOBILE EXPENSE, E-RECEIPT, OR CREDIT CARD CHARGE TO A NEW OR

EXISTING REPORT

RILLLILIITN

2) Tap Move.

desired expense, e-receipt, or credit card
charge to the left.

3) On the Select Report screen, tap the
desired report or tap the + (upper-right
\ corner) to create a new report.

seaco Sprint T 3:00 PM @ v o m4| | eecooSprint LTE 1:27 AM @ o) M| | eecoosprint LTE @ 8:23 AM EETEL L
< Expenses + 4 Expenses + { Expenses  Select Report HE
$682.00 $682.00 Pick a report from the list below to adtd 0ukE =«
2, 2017 expenses to. Or add to a new report by
yndham Hotels dham Hotels J— tapping the '+' button above.
Car Rental $802.59 $802.59 1 smart Matching
Avis 1 Jul2017
‘| New Copied Report 7.70
Car Rental $540.62 Jul 18, 201‘; a $43
Jun 30 2017
Training class $0.00
Jul 18, 2017
Alrfanje . $504.40 Awfare N $504.40 Jun 2017
Jun 29, 2017 Jun 28, 201
American Airlines American Airlines Training Conference $437.70
Jun 29, 2017
Hotel $552.37 Car Rental $642.91
Jun 23, 2017 J 017 Xxx $489.00
SeringHill Suites - Dallas, Texas Jun 14, 2017
. Trip to Dallas $475.62
Airfare $513.00 Car Rental $429.72 Jun 6, 2017
Jun 6, 2017 3
American Airlines Enterprise Trip to Dallas $0.00
Jun 5, 2017
Hotel $214.53 Hotel $552.37 May 2017
Jun 2, 2017 Jun 23 201
Courtyard - Irving, Texas / w $0.00
Delete adl 1) On the Expenses screen, swipe the

J

.

Yennnnnnanns
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Edit an Expense on an Expense Report

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

5000 Sprint LTE [FFE 7:26 AM @ 1 o mm
< Reports +
Trip to Seattle $561.58
Apr 17, 2017
Client Dinner $115.00
Mar 28, 2017
UNSUBMITTED
B T T
R
H Training Conference $437.70
: lun 29, 2017
H
g

XXX $489.00
Jun 14, 2017
Trip to Dallas $0.00

Jun 6, 2017

NITITITIE

ETTTITT
. .,

o]

< Reports

Airfare

Aug 26, 2014

ecooo Sprint LTE [WPR 7:27 AM E 7o +9000 Sprint LTE 7:54 AM
Report + < Report Expense Details
Training Conference $437.70
Washinglor
Report Summary
Add Receipt
View Receipts
Claim Allowances Expense Type *
Airfare
CCEE L L e O O O PP CEY CELY CELPUELPULERLY IS8
$437.70 | :
H Tuesday, August 26, 2014
U.S. Airways, Seattle, Washin... E
lllllllllllllllllllllllllllllllllllllllllllll-‘. Business pLH'DDSE :
Training conference
Ticket Number
0370416374486
Vendar
U.S. Airways
Airline Travel Service Code
Submit

.

1) On the Reports screen, tap Active and then tap to open

the desired report.

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

3) On the Expense Details screen:
« Make the desired changes.
o Tap Save (upper-right corner).

Cannnnnns®
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summunu,

CuEEEEE AR EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEES

LLLITEN

Add/Edit/Delete an
Itemization

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

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

2) On the Expense Details screen, tap Itemize.

3) On the Itemizations screen:

o Enter the daily room rate and daily tax rate.

« Tap Save (upper-right corner). The itemizations appear.

~

J

seuon ATRT 7 8:56 AM [CIE S
< Active Reports Report +
Training Class $385.28
A

Report Summary

Add Receipt

Travel Allowances

Itineraries & Adjustments
basssnnnnnnnnnnnnnn

Room Rate
Mar 21, 2017

Comfort Inns, Bellevue, Was.
sesmsssssEsdnnnnn

$385.28
A

4

MITITIT

RILrD

e ATRT 7 B:56 AM [CE '

( Report Expense Details
Room Rate $385.28
A

Inns, Bellevus, Washington

e ssssssssssssssnssnnsnnsnnnnnnnnnnnnnn R n
ltemize
s esssasssnsssssnssnnsnnsnnnnnnnnnnnnnnnnnnnnnnn

Add Receipt

Allocations

A

Itemizations are required for this entry.
Expense Type *
Room Rate

Transaction Date *
Tuesday, March 21, 2017

Business Purpose

Vendor *
Comfort Inns

City *
Bellevue, Washington

Curranc ¥

Canmn®

e OO ATET F 8:57 AM

( Expense Details Itemizations

Check-In Date *

Check-Out Date *
Tuesday, March 21, 2017

Number Of Nights
0

Room Rate *

$0.00

Room Tax
$0.00

Other Room Tax 1
$0.00

Other Room Tax 2
$0.00

ADDITIONAL CHARGES (EACH NIGHT)
Expense Type

Amaunt

temized: $0.00

®

4

"
4

CLLLLLEEN

Cannsnnunnd

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

Itemized: $350.00
Remaining: $35.28

Room Rate $150.00
Mar 20, 2017 - Comfort Inns, Bellevue, ..
Room Tax $25.00
Mar 20, 2017 - Comfort Inns, Bellevue,...
Room Rate $150.00
Mar 19, 2017 - Comfert Inns, Bellevue,.
Room Tax $25.00
Mar 19, 2017 - Comfort Inns, Bellevue,...
- ™~

Expense Type *
Incidentals

Transaction Date *
Tuesday, March 21, 2017

Business Purpose

City
Bellevue, Washington

State/Province

Country

Currency

US Dollar

Payment Type
Cash

Amount *
35.28

Receipt Status *

ltemized: $350.00

<

Remaining: $35.28

R e L L L e L EE P CEE P EEERLERLEPRLEY

Submit e
Remaining: $386.28
waion ATRT T 8:57 AM @ 18 .¢ saccu ATAT 7 8:50 AM (G 4 weouo ATRT F 8:50 AM [CIE 4
< Expense Details ltemizations + { Itemizations  Itemization Save ¢ Expense Details ltemizations +

Incidentals

Room Rate

Room Tax

Room Rate

Mar 19, 2017 - Comfort Inns

Room Tax

Mar 21, 2017 - Comfort Inns, Bellevue, ...

Mar 20, 2017 - Comfort Inns, Bellevue,...

Mar 20, 2017 - Camfort Inns, Bellevue,...

Bellevue,...

Mar 18, 2017 - Comfort Inns, Bellevue,.

Itemized: $385.28
Remaining: $0.00

$35.28

$150.00

$25.00

$150.00

$25.00

Cnmnanat

o

dnmnnna®

YusmsmsEEsEEsEEEEEEEEEEEEEEsEEEEEEEEEEEEEsEEEEEEES

CamsEEEEEEEEEEEEEEEEEEEEEEAEEEEEEEEEREEEEEEEEEEES

To edit an itemization, tap the desired itemization and then make the desired changes.
To delete an itemization, swipe the desired itemization to the left and then tap Delete.

MTTIIT
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Add/Edit/Delete Attendees
After an expense has been added to a report, you can add attendees to the expense.

No SIM %= 10:05 AM jiEd
< Back Report + 1) On the Report screen, tap to open the desired expense.
. 2) On the Expense Details screen, tap Attendees.
Training class $591.28 )
Nov 15, 2016 3) On the Attendees screen, tap BH (upper-right corner) to
Noi bmitted add.
4) On the menu, tap one of the following:
) Report Summary « Add from Calendar to import attendees from your
calendar
E Add Receipt
= e « Search from Contact to select from your smartphone
contact list
Dinner $50.00 Add A
Mar 1, 2017 ; . ttendee Manually to manually add the
o+ - Bolleniion Waehingion s s sassasrassasrnssass . attendee
i | Business Meals (Attendees)  $156.00 o Search for Attendee > Quick Search to search your
B P SRR R Favorite Attendees
Beh&vlie! Washmgion
Roon] NosM = 10:05 AM = o Search for Attendee > Advanced Search to search
Feb 21 ¢ Report Expense Details your company's list of attendees or from an external
Marrio
Business Meals (Attendees) $156.00
Feb 2 0 \!
Bellevue, Washingtan No SIM = 10:05 AM [==it4
< Attendees Add from Calendar
Add from Calendar
S T SRR |
L Attendees January 27 2016
° "E"'Ac'izzl'ﬁééé\'ﬁt' ........................ L Febfrosm = 10106 AM =
- Mai| € Attendees Search for Attendee Search for Attendee >

Quick Search
Search for Attendee >

Tussday, 2 a Advanced Search
No SIM = 10:06 AM =+
All Contacts Cancel
Q Search Select from Contact
No SIM = 10:06 AM -

{ Attendees  Attendee

Add from Calendar
Select from Contact gtlj‘;?s::g\gﬁe:st Add Attendee
Manually
Add Attendee Manually
Last Name *
Search for Attendee
First Name

Cancel

Attendee Title

Company

State

: To edit an attendee, tap the desired attendee
{ name and then make the desired changes.

! To delete an attendee, swipe the desired

i attendee to the left and then tap Delete.

Project ID
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Receipts

ATTACH RECEIPTS

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

No SIM = 10:10 AM § -
< Back Report +
Training class $591.28
(» Report Summary
5 Add Receipt @,
...
Dinner $5'0:BQ.
Mar 1, 2017 U TSR
Bellevue, Washington "~.,.
Business Meals (Attendees) $156.00
Feb 28, 2017 ]
Bellevue, Washington
Room Rate $385.28
Feb 27, 2017 ]
Marriott Hotels, Bellevue, W..
Submit

A Attach via Camera

rs
Attach via Photo Album

Receipt Store

Cancel

No SIM = 10:11 AM

< Report Expense Details

=] ltemize

? Add Receipt
=

8
I Receipt image required

Expense Type *
Dinner

Transaction Date *
Wednesday, March 1, 2017

Business Purpose

1) On the Report screen or the Expense Details screen, tap Add Receipt.

2) On the menu, tap:

o 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
\NOTE: Turn the device horizontally or upside down to correctly adjust the camera screenj

Version 9.47 - August 7 2017

Concur's mobile app - iPhone®

Page 10 of 23




VIEW RECEIPTS

woodinV
-lood Rd NE
24008 Snor Wﬂm 98072

seic ATRT & 10:50 AM ® 3 w4 eee ATET F 2:02PM @1 %m0 eeecs ATRT T 2:27 PM
= [l concur [ £ Expenses + £ Expenses Receipt
Car Rental $324.27
Jan 18, 2017
R SRR e S E TS TP TP TPETVRTPTTPRTPELPICYY §
H H
:| Receipt H
H Jan 3, 2017 H ille #747
H H
H H
S G

Woodinville,

£ Trips Receipt
View ir trips Dec 15, 2018

11778299570
Ho Menber | s

M " SUBTOTAL
: @J) Expenses H K %ﬂ.
H t of your expense H Receipt i
L I i e, Dec 16, 2016 it fot: IO
: Resp:
P DpenseReports BT ooy, .
iew and sut Y Merchant ID: 99074711
' @ Approvals Dec 12, 2018 pp:m?:-’grgase
¥ Approve items anywhere, anytimi {BACH
i 55.00
Requests Recelpt 0.00
il AL NUMBER OF ITEMS SOLD = 0
1) On the home screen, tap Expenses. AR 14113 141 153 18 06
2) On the next page: NSERSONS CREETINGS & HAPPY HOLTDAYSH
o Tap the desired receipt. [P e
. . Please Come Asaln
e Tap to open the desired image. Mhse: 747 Trni193 Tr:18 0P 106
O AV
Delete Add To Report
DELETE RECEIPTS
ec000 Sprint F 11:14 AM @ 7193 | | ecccosprint 11:14 AM @ 1@ % I
4 Expenses + 4 Expenses +
. H -
Receipt : é
Jun 14, 2017 %"%«"% : L "
H Delete Expense
Dinner $45.76 Dinner
May 12, 2017 1) On the Expenses screen,
nte - Seattle, , US Seattle, , US SWipe the desired receipt to
Trade Shows $68.23 Trade Shows the left.
May 12, 2017 May 12, 2017 2) Tap Delete.
O Varehouse - Seattle, , US Off Warehouse - Seattle, , US
Receipt Receipt
Apr 7, 2017 Apr 7, 2017
Receipt Receipt
Mar 20, 2017 Mar 20, 2017
Car Rental $290.09 $290.09
Jan 20, 2017
Enterprise - Boston, , US Enterprise - Boston, , US
Room Rate $1,091.27 Room Rate $1,091.27
Jan 20, 2017 Jan 20, 2017
Holiday Inn - Denver, , US Holiday Inn - Denver, , US
Delete Add To Report Delete Add To Report

Version 9.47 - August 7 2017 Concur's mobile app - iPhone® Page 11 of 23



Remove an Expense from
an Expense Report

You can remove an expense from

an unsubmitted expense report.

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

2) Tap Delete.

oA 2%
 Active Ropo Report
Traiming Class

Report Sumenary
Add Recet

Travol Alowances

Business Meals (Attende

$541.28

$156.00

Room Rate %’l%’lﬁ $385.28

e GATET T 12:11 PM [CE v+
£ Active Reports ~ Report +
Training Class $541.28

Report Summary

Add Receipt

Travel Allowances
Itineraries & Adjustments

Business Meals {Attende...

Mar 21, 2017
Bellevue, Washington
te
17

ns, Bellevue, Was.

$156.00

Submit

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 (upper-right

corner).

- J

e ATET = 12:50 PM

{ Active Reports

Report

Travel Allowances
Itineraries & Adjustments

Business Meals (Attende...
Mar 21, 2017

Bellevue, Washington

Room Rate

Mar 21, 2017

Comfart Inns, Bellevue, Was.

@ ) -

+

$541.28

$156.00

$385.28

Submit

oG ATRT F

< Report

Report Name *
Training Class

Report Id

BE3F48EF217040B0OA7EQ

Policy
US Expense Policy

Report Date
Tuesday, March 14, 2017

Business Purpose *
Sales software training

Report Currency
Us, Dollar

Approval Status
Not Submitted

Comment

Proiprt Mnde

12:50 PM

Report Summary

@ o f -

$541.28

Version 9.47 - August 7 2017
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oot ATRT T 12:50 PM @ v ) -

Submit an Expense Report

& Active Reports ~ Report +

Training Class $541.28
Mar 14, 207
Not Submitted

Report Summary

Add Receipt

Travel Allowances
Itineraries & Adjustments

Meals (Attende... $156.00
Mar 21, 2017
[ On the Report screen, tap Submit. ] pellevae, Washingten
Room Rate $385.28
Mar 21, 2017

Comfort Inns, Bellevue, Was

Refresh Data Cerrreer .
To refresh data - for example, expenses and reports — pull down from the top.

AT TeTeM Tree
ssco0 Sprint LTE 7:58 AM @ 1@ < Expenses +
< Reports + Car Rental $368.24
[ T K
Car Rental - 529000
=
e200 Sprint LTE 7:57 AM @ 1@ 1 rey e pETY FELL
Trip to Seattle < Reports + ‘ < Expenses +
% ) Dinner 3|
o . -
i i Dinner 3| Retreshing
Client Dinner []
_:U M 0
"
Car Rental $368.24
-
Trip to Seattle $561.58 =3
UNSUBMITTED % Ar Room Rate $1,9
_ Car Rental $290.09
' Room Rate $9|
Client Dinner {l’? $115.00 Dinner $45.76
Dinner $45.76
UNSUBMITTED
Dinner $45.76
Delete an Unsubmitted Expense Report
®eco0 Sprint LTE 8:10 AM @ o 9 | | ecooo Sprint LTE 8:09 AM @ 7o
1) On the Reports screen, tap Active < Reports + /¢ Reports +

and then swipe the desired report to

the left. The Delete button appears. S [

2) Ta p Delete . Trip to Seattle $561.58 Trip to Seattle $561.58

Client Dinner $115.00 Client Dinner $115.00
r ) 28, 2

NOTE: Expenses on the report that are

related to card transactions are not really
deleted - they are returned to the "pool" of
UNSUBMITTED UNSUBMITTED

card transactions. Cash transactions are
Training class $0.00
truly deleted. ’ o - Copy  Delete
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View/Add/Edit/Delete Allocations

You can view report-level allocations, expense-level allocations, and itemization-level
allocations.

VIEW REPORT-LEVEL ALLOCATIONS

The Allocation Summary screen shows that the expenses are allocated to two cost centers
(R&D and Marketing at 50% each). Each equals $565.88 with a total of $1,131.76. ($1,131.76
= the airfare and hotel expense on the report.)

1) On the Report screen, tap Allocation Summary.
2) On the Allocation Summary screen:
« Review the information.
o Tap Report (upper-left corner) to return to the report.

*eeC ATRT F 2:07 PM < 0 80% I+ *0000 ATRT = 10:53 AM 7 9% 63% M
{ Active Reports ~ Report + < Report Allocation Summary

1.18.16 Report $1,146.38 .

R 201 o R&D Division $565.88

Cost Center

0210
Report Summary
Cost Policy
View Receipts US-BEL-02
Allocation Summary Distribution Code
----------------------------------------------------------------- | AeHng
Business Meals - Meetings $14.62
Jan 12, 2016
STARBUCKS 3313, Bellevue, ... Marketing Division $565.88
Airfare $896.42
Jan 18, 2016 1 o Cost Center
KLM Royal Dutch Airlines, Be... 0430
Hotel $23534 Cost PDHCy
Feb9, 2016 US-BEL-02

Las Vegas, Nevada

Distribution Code
A6H989

Send Back Approve Allocated: $1,131.76 Remaining: $0
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VIEW EXPENSE-LEVEL ALLOCATIONS

eseco ATRT & 2:07 PM 10 % 80% M4
< Active Reports Report -+
1.18.16 Report $928.45
an 18, 2016 & 8 \
Not Filed 1) On the Report screen, tap the desired expense.
2) On the Expense Details screen, tap Allocations.
3) On the Allocations screen:
Report Summary « Review the information.
5 View Receipts o Tap Report (upper-left corner) to return to the
\ report.
~ J
Z  Allocation Summary
Business Meals - Meetings $14.62
Jan 12, 2016 =—
STARBUCKS 3313, Bellevue,...
Airfare $896.42 |
Feb 16, 2016 -
ALASKA AIRLINES, Seattle, Washington ) E
Hotel $235.34
Feb 9, 2016 =
Las Vegas, Nevada
ee000 ATRT = 12:53 PM 7 0 76% M) *9000 AT&T 7 10:53 AM 7 9% 63% M
< Report Expense Details £ Report Allocations
Airfare $896.42
H(a e o - &7 R&D Division $448.21
Send Back
E Add Receipt Cost Center
: 0210
4%  Allocations :
L PN B Cost Policy
Expense Type US-BEL-02
Airfare
Distribution Code
Transaction Date
Tue Feb 16 2016 ABHE89
Business Purpose
Fusion Marketing Division $448.21
Enter Vendor Name
ALASKA AIRLINES Cost Center
‘ 0430
City
Seattle, Washington .
Cost Policy
Currency US-BEL-02
UsS, Dollar
Distribution Code
Payment Type
AMEX - IBCP ABHI89
PSA Project ID
Allocated: $896.42 Remaining: $0
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VIEW ITEMIZATION-LEVEL ALLOCATIONS

*ee00 ATAT T 2:07 PM 1@ % 80%
£ Active Reports Report ar
1.18.16 Report $928.4

an 18, 2016

1) On the Report screen, tap the desired expense.
2) On the Expense Details screen, tap View Itemizations.

o| 3) On the Itemizations screen, tap the desired itemization.

Report Summary

—  View Receipts
i Allocation Summary

Business Meals - Meetings
Jan 12, 2016
STARBUCKS 3313, Bellevue,...

Airfare

Jan 18, 2016

KLM Royal Dutch Airlines, Be...
Hotel $235.34
Feb 9, 2016 B
Las Vegas, Nevada

RETTTTTTN

Send Back

Approve

00000 ATET &

< Report

10:53 AM

Expense Details

Hotel
Febg,2

View ltemizations

E

79 3 63% M

$235.34

&8

N R EE NSRS SRS AR EE SN EEEEEEEREEEEEEEEEEEEEREEREEEEEf,

tamanas

4) On the (in this case) Hotel screen, tap Allocations.

5) On the Allocations screen:
¢ Review the information.

o Tap Report (upper-left corner) to return to the report.

*0eCO ATAT 7 9:15 AM 1 9 3 83y% W

( Itemizations Hotel

.

Allocations

o

Expense Type
Hotel

Transaction Date

Wed Mar 09 2016

Business Purpose

Enter Vendor Name
Venetian

City
Las Vegas, Nevada

Currency

= Add Receipt
= 00000 ATRT 7
Expense Type * < ReDon
Hotel
Hotel
Transaction Date Mar 9, 2016 - Venetian,
Tue Feb 09 2016
Business Purpose Hotel Tax
Mar 9, 2016 - Venetian,
Enter Vendor Name
VENETIAN/PALAZZO RM RESER
Hotel
City * Mar 9, 2016 - Venetian,
Las Vegas, Nevada
Currency Hotel Tax
US, Dollar Mar 9, 2016 - Venetian,
Payment Type
AMEX - IBCP Hotel
Mar 9, 2016 - Venetian,
Hotel Tax
Mar 9, 2016 - Venetian,
Hotel
Mar 9, 2016 - Venetian,
Hntal Tay
#0000 ATRT 7 10:53 AM 707 canmn o0 $235.34
< Report Allocations
H R&D Division $105.00
g Cost Center
0210
Cost Policy
US-BEL-02
Distribution Code
ABH989
Marketing Division $105.00

10:53 AM 79 % 63% M)
Itemizations
$210.00
Las
$32.48
Las...
$210.00
Las
$32.48
Las
$210.00
Las...
$32.48
Las
$210.00
Las
€22 AR
Remaining: $0
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ADD/EDIT/DELETE ALLOCATIONS

Cellular Phone
an 6, 2017

Itemize
waid s AGG RECRIFb s ssnnsnsssnsnnssnsnnnsnnnnnnnsn

Allocations

enmmmmEE,

Expense Type *
Cellular Phone

Transaction Date *
Friday, January 6, 2017

annnnun?

Business Purpose

City
Hill City, Kansas

State/Province
Kansas

(onnnnniEhabdG G alGGEaiES s,

New Allocation

B
®asmssnsssssssnssnsnnennannannnnnnnnn®

TTELLLLTS
amnanmnnns

RITTITITITITR
8000 Verizon F 1:33 PM EA- 1 =) sse00 Verizon = 11:53 AM :"7 LBS ) E
¢ Report  Expense Details ¢ Expense Details Allocations o+

$56.60

L~

1) To add allocations, on the Expense Details screen:

Tap Allocations.
Tap New Allocation.

Fill in the fields (if any) and make the desired selections.
Tap (upper-right corner) to add additional allocations.

2) To edit an allocation, on the Allocations screen, tap the desired
allocation to open it and then make the desired changes.

~

J

seecs Varigon F 1216 PM

( Expense Detalls Allocations

enmmmnmnny

amnannn

"y

Cy

iy 4

ConcurfnD

RETTTTTTTTN

CEETTITOITY Y

e

>
S

Yasnnannunn®

L~

3) To delete an allocation, on the Allocations

screen:
« Swipe left and tap Delete.

e« Tap to delete all allocations for an expense

.

esmsnnuny

eseco Verizon T 1:16 PM Vo }

m +

< Expense Details Allocations

$28.30
50.0%

Production

Cost Center
ConcurRnD

Boolean
No

List
Blue

$28.30
50.0%

RnD

Cost Center
ConcurRnD

Boolean
No

List
Blue

Allocated: 100% Remaining: 0%

nun,

ansnanmns

YmusssssEsssssEssEsEEsEEsEssEEssssssnssnesnsnnannnnnnnsn®

4) At the bottom of the Allocations screen, review the
Allocated and Remaining percentages.
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CREATE ITEMIZATION-LEVEL ALLOCATIONS

eeeco Verizon F 1:32 PM o3

< ltemizations  Itemization Save

emassssssnsnssnsansanann R s E AR AR AR R,

Allocations

RTTLTTITITTN

Pessssssssssssnssnssnsnnsnnsnsanannannannnnnnnunnunnns

Expense Type *
Trade Shows

Transaction Date *
Friday, January 6, 2017

Teasasnannns

®eeco Verizon F 1:32PM

Allocations @ +

< Itemization

Eng $40.00
40.0%

Cost Center

RnD

Boolean

No

Lict

Business Purpose

City
Hill City, Kansas

State/Province
Kansas

1) On the Itemization screen, tap Allocations.
2) On the Allocations screen:
« Tap New Allocation.

o Fill in the fields (if any) and make the desired selections.
« Tap HH (upper-right corner) to add additional allocations.

Country
UNITED STATES

Currency

US Dollar

Pavment Tvpe
ltemized: $150.00
Remaining: $0.00

Boolean
No

List
Blue

Allocated: 100% Remaining: 0%

Once items are allocated, an Allocation icon appears next to the expense and at the report

ICON
level.
eee00 Verizon T 1:31PM < @} W
( Active Reports  Report
1.6.17 Report ! $206.60
Jar (o .
No nitted Cennnnnnnnnn
Report Summary
Add Receipt
Allocation Summary
Claim Allowances
Cellular Phone ! $56.60
Jan 6, 2017
Hill City, Kansas
Misc. Promotional Expense : $150.00
Jan 6, 2017 E
Hill City, Kansas Gmmmmmmmnnny
Submit

v,

tannnnnna®

* anmmmns’

Canannns
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Approvals

Expense Reports

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

approver).

eec0L ATRT 7 1:37 PM

@D Expenses

¥) Expense Reports

# Approvals

Requests

Receipt

[ concur

('

\ comment.

) On the home screen, tap Approvals.

2) On the Approvals screen, tap to open the desired
expense report.

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

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

~

J

<

AT&T = [veN| 8:39 AM

Approvals

TRIP APPROVALS

Chris Collins

Trip SEA ta DEN
09/06-09/10

Approve by Sat, May 13, 2017

REPQRT APPROVALS

Chris L Collins
Customer Workshop

@ 7 o

$1,002.40

Chris L Collins

Software Training

Terry L Brown
Client Meeting

Chris L Collins

Test for send back

Chris L Collins
Trip to Bellevue

Chris L Collins
Software Training

Chris L Collins

$233.95

$591.28

$942.69

$90.00

8000 ATET = WEN 8:39 AM
< Approvals Report

Collins, Chris L

Report Summary

Business Meals (Attende...
Apr 7, 2017

Seattle, Washington

Airfare

Apr7, 2017

Virgin

@ v o .

$619.35

$153.33

$466.02

------------------------------

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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3D Touch Support - iPhone 6s and 6s Plus

For users with iPhone 6s and 6s Plus devices, the Concur mobile app provides these options for

the 3D Touch.

appears.

|'1'| Share Concur

[#] Receipt

,I_’ Manual Expense

Ml Your Trips

Press an expense in the
expense list (Expenses screen),
the associated receipt appears.

A menu also appears so you
can add the expense to a report
or delete it from the device.

Press the Concur icon in the device's apps list, the menu

Using the menu, you can share the Concur mobile app
with friends, quickly take a picture of the receipt, create
an expense manually, or view the current trip (if any).

Add to Report

Delete
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Miscellaneous
Settings

Use settings for the
following:

e« Save your user name

e Automatically sign in

e Turn on Touch ID

e Send an error log to Concur
e Clear the cache

¢ Reset to the factory defaults
e Sign out

10:52 AM

CONCUR

---------

Expenses
Of your expenses

List

®

Expense Reports

Review and submit your reports

Approvals

Approve items anywhere, anytime

Requests

Manage your authorizations

Receipt

Expense

#0000 Sprint LTE 8:54 AM @ 1 9 w4
Home Menu
Car Mileage

Leave Feedback

Help

SAFETY

Check In Location

Request Assistance

APPS
mit Triplt
] Expenselt

Connect to Apps

:| SETTINGS

Settings

seen ATRT 7 2:47 AM

Close Settings

Application Mame
Concur

Version
9.43.0.1703221237
Privacy Policy
CONNECTION SETTINGS

Server URI
https://www.concursolutions.com

SIGN IN SFTTINGS

Sign In

LOG

Send Log

i CACHE
H

Clear out the local cache

RESET TQ FACTORY DEFALILTS

Reset

SIGN OUT FROM CONGUR MOBILE

Sign Out

@ e

Save

Auto Sign In
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Get Help

Use Help on the Menu screen to search for help topics or find helpful articles.

eosoo Sprint LTE 8:54 AM @ 7 @
Home Menu
Car Mileage

Leave Feedback

Help

PLLLLLLLLYS

s

SAFETY

Check In Location

Request Assistance
APPS
wat Triplt
Expenselt

Connect to Apps

SETTINGS

Settings

Knowledge base

General

General
How do | update my profile details in the app?

Which mobile devices can be used with the
mobile app?

In which countries/languages is Concur for
Mobile supported?

On iPhone/iPad, do you need to allow access to
your device camera?

Can delegates use mobile?

Getting Started

How do i set up my bank information
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Leave Feedback

Use Leave Feedback on the Menu screen to send feedback.

CLLLLLLLLYS

®0c00 Sprint LTE 8:54 AM @ 1 o 4
Home Menu
B e N

Leave Feedback

Help

SAFETY

Check In Location

Request Assistance

APPS

mit Triplt
[+] Expenselt

Connect to Apps

SETTINGS

Settings

Cammmnanas’

¥,

000G ATRT = 11:39 AM @ rom

Cancel App feedback 9.43.0.1703221... Send

To:
Cc/Bcc, From:

Subject: App feedback 9.43.0.1703221237

MobileLog.txt

Sent from my iPhone
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