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Concur Training

Finance Manager,
Randy Moore, DTM




Training Video

https://www.youtube.com/watch?
v=FWbg4bMX1ml
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https://www.youtube.com/watch?v=FWbq4bMX1mI
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What is Concur?

Reimbursements
Mileage
Budgeted District Expenses

Who uses Concur?
Area Directors
Division Directors
Executive Committee

im] Sign in to Concur | Concur Solut X |

< G M ) https;//www.concursolutions.co

Service Status (North America)

Cookie Preferences

Sign In

Usermname, verified email address, or SSO code

| 12345678 @toastmasters.org

Leamn about SAP Concur for your business

SAP Concur

© Copyright 2023 - SAP Concur - All Rights Reserved
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Concur Access

Concur
http://www.concursolutions.com

Log in using your Membership
T @toastmasters.org

Add O’s if not 8 digits long
Click Forgot Username
No PN before the Number

Sign In

Usermname, verified email address, or SSO code

7 » | 12345678 @toastmasters.org

Leamn about SAP Concur for your business
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SAP Concur
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http://www.concursolutions.com/
mailto:#######@toastmasters.org

Concur Setup

Support | Help

SAP Concur Expense Approvals Reporting * App Center

Jrofile - &

. I Randy Moore
Click Profile TR AR + ; y

Start a Upl
Report Rec Profile Settings Sign Out
MY TASKS
Required Approvals — Available Expenses — Open Reports -

Great! You currently have no approvals. You currently have no available expenses. 14/07 OOP-D86-RMoore-GRTM-07-01-2023




Concur Setup

SAP Concur @ Expense Approvals Reporting App Center

Profile Personal Information Change Password System Settings ur Mobile Registration

Your Information Profile OptiOﬂS

Personal Information

S et u p P r O f i I e Company Information Select one of the following to guzd@Mize your user profile.
Contact Information System Settings

Personal Information
Email Addresses Personal Information Which time zone are you in? Do you prefer to use a 12 or 24-hour

clock? When does your workday startfend?

Expense Settings Bank Information

Bank Information Expense Delegates

Expense Information
P Delegates are employees who are allowed to perform work on

Set u B an k I n Bank Information Expense Prefe behalf of other employees
Select the options tha ine when you receive email notifications. '

Expense Delegates
Prompts are pages that a Change Password
such as Submit or Print. Change your password.

Expense Preferences
Expense Approvers
Favorite Attendees Concur Mobile Registration

Other Settings

System Settings

Concur Connect

Change Password

Concur Mobile Registration




SAP Concur Expense Approvals Reporting ~ App Center

Profile =

CO n C u r Set l | p Profile Personal Information Change Password System Settings Concur Mobile Registration

Your Information Bank Information

Personal Information

Company Information Bank Country/Region e A
Contact Information |CANADA | v| p—
Email Addresses
Ex pe nse Se—_—_'qg\s Branch Number Institufion Number Bank Account Mumber
Expense Information I | I | I
Bank Information
Expense Delegates Re-Type Bank Account Number
" Expense Preferences | |
Set u B an k I n Expense Approvers
p g Favorite Attendees Bank Name Branch Location Status

Other Settings I | |

System Settings
Active

Concur Connect —
IYes w |

Change Password
Concur Mobile Registration

Do n ,t fo rg et to have a i’elsonalAddless Line 1 | |PelsonaIAddless Line 2 |

City Province Postal Code

[] 1authorize the use requirement below

cheque ready or have your info

available

You hereby (1) authorize direct deposit info your bank account for funds due to you from your employer using electronic funds transfer (EFT) payment services provided by Worldline or any of its
affiliates (Privacy Statement), (2) represent that the information that you enter is accurate and complete in all respects, and (3) agree that you are solely responsible for ensuring that all such
information remains accurate and complete in all respects.

()] Branch Number : Enter the five-digit Eranch Number (shown as 12345 in the illustration).
vmm\yl
L L o— o A DA el K1) AR Institution Number : Enter the three-digit Institution Number (shown as 678 in the ilustration).
3‘&3’5’5 | s Account Number is usually located before the |I" symbol on your cheque and is 3-12 numbers or
' lethers.
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Concur Expenses

Expense Approvals

SAP Concur

Support | Help~

Submitting
Expenses

VY TASKS

m Required Approvals

Great! You currently have no approvals.

Click here

(Kinda Intuitive)

Reporting = App Center
Profile ~ &
+ + 00 00 01
Starta Upload Required Available Open
Report Receipts Approvals Expenses Reports

— m Open Reports -

14/07 OOP-D86-RMoore-GRTM-07-01-2023

- m Available Expenses

You currently have no available expenses.




Support | Help»

Concur EXpenses [l g -

Manage Expenses

Manage Expenses

REPORT LIBRARY @ view Aciive Reporis v ' © Create New Report \

No Reports

Submitting
Expenses

AVAILABLE EXPENSES

View: All Expenses «

No Expenses
When expenses come in, they will be added to this list.

Create New Report

@ Enable Expense Assistant and these expenses will be placed in a report for you. Leam More

AVAILABLE RECEIPTS f @ Upload New Receipt |

Drag and drop files to upload a new receipt. Valid file types for upload are .png, .jpg, .jpeg, .pdf, tif or tiff.

You have no available receipts




Concur Expenses

Create New Report b

* Required field

Report Name * Paolicy Report Date
| 0OO0P-D86-RMoore-Mileage-. . *District Expense Policy 01/07/2023 ‘

Comment

Area Director Visit to Grand River Toastmasters (7TPM Tuesdays at the Allen Reuter Centre 537 King St. Cambridge ON)

Report Name:

Coding Process
OOP-D86-Name-Event-Date

OOP - “Out of Pocket”

Cancel Create Report




Concur Expenses

Support | Helpw
SAP Concur Expense Approvals Reporting = App Center .

Profile -

Manage Expenses

DOP-D86-RMoore-Mileage-7-1-2023 $0.00

Jot Submitted | Report Number: CAVO7TV

Add Expenses

Report Details v Print/Share ~  Manage Receipts « View Available Receipts F]

Add Expense

No Expenses
Add expenses to this report to submit for reimbursemeant.




Concur Expenses

Expense Code

Add Expense

0 +

Available Expenses Create New Expense

‘ Search for an expense type

~ 01. Travel
Airfare (7060)
Convention Registration Fees (7056)
Food (7078)
Lodging (7058)
Mileage (7062)
Other (7068)

Pail r7NERY




Concur Expenses ECEs

Reporting » App Center

——— Manage Expenses

New Expense

Details ltemizations

Expense Type *

* Required field

| Mileage (7062)

e |

Fill in details

Transaction Date *
| 01/07/2023 |

Enter Vendor Name

Business Purpose *

| GRTM Club Visit |

City of Purchase *

| Randy Moore |

| Cambridge (Ex Galt), Ontario X v |

Add pictures or scans of

. | Cash/Out of Pocket v
receipts
Amount * Currency *
1 10.75 || Canada, Dollar v

Tax Posted Amount

From Location

| Kitchener |
To Location MNumber of Miles *
| 437 King St. | 256 |
Reporting Code * (€D) Event Period * (D)
| (958) Travel - Area Director X v | NIA X v
District (1)  Subsidiary (D)

Hide Receipt E

T
Add Receipt

Click to upload or drag and drop files to upload a new receipt.
Valid file types for upload are .png, _jpg, .jpeg, .pdf, .tif or _tiff.
5MB limit per file.




Mileage Sample : -

File Home Insert Draw Design Layout References Mailings Review View Help Acrobat | & | | Editing ~ |
——— [hD Orientation v = Breaks v Indent Spacing [=] o~
~ IO Sizev N v | Eleft [0 =  [opt 3
Margins Iy Size 5~ Line Numbers 2= Left: }7 cm 11 L= Before: |Op vJ
il == Columns v be Hyphenation v = Right: [0cm % ‘ T=After |Spt 2 ‘ E’E Selection Pane
Page Setup ] Paragraph ] Arrange
e B T T I e T S I T T TS T S T - TV e I T T TR T T
=
& " ft g - 537 king 5 cambridge Q 2 g 8 - ®
B Kitchener, Ontario to 537 King StE, Ca... AN Roag
- Bres

C“p Maps Screen h“o |
from Internet ? o B

Provide calculations

Area Director Visit
7-1-2023

Grand River Toastmasters
12.8 kms one way

25.6 kms round trip

25.6 kms x .42 = $10.75

Save as PDF and submit

[E= Align ~

+ 4 D O%R B &5



Concur Expenses

| Cash/Out of Pocket v
_— Amount * Currency * Click to upload or drag and drop files to upload a new raceipt.
Valid file types for upload are .png, _jpg, .jpeq, pdf, tif or tiff.
| 1075 || Canada, Dollar v | 5MB fimit per file.
Tax Posted Amount From Location
| Kitchener |
To Location MNumber of Miles *
| 437 King St. | 256 |
Reporting Code * (&D) Event Period * )
| (958) Travel - Area Director x v| | NA x
District (1) Subsidiary * (@D
(086) District 86 | (086A) Area X v
Comment
Save or Save and Add More Area Glub Vist
Expenses
4

SAP Concur




Concur Expenses

Support | Help=

SAP Concur Expense Approvals Reporting » App Center

Profile « &

Manage Expenses

OOP-D86-RMoore-Mileage-7-1-2023 $10.75

Not Submitted | Report Number: C4V07V

) ; View Available Receipts [
Submit Report

Add Expense

Alertst, Comment?, Receipttl, Payment Typell Expense Type 1L

Vendor Details 1) Date = Requested T,

Doesn’t hurt to contact D86FM to confirm approval.

& Cash/Out of Pocket Mileage (7062) Randy Moore

01/07/2023 $10.75
Cambridge (Ex Galt), Ontario

$10.75




Training Video

https://www.youtube.com/watch?
v=FWbg4bMX1ml
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https://www.youtube.com/watch?v=FWbq4bMX1mI
https://www.youtube.com/watch?v=FWbq4bMX1mI

Questions?

FinanceManager@toastmasters86.org
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