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Filling Out Your Profile
Step 1: Login to Concur

Step 2: In the upper right hand corner of the screen select the profile button, then click on the profile
settings link

Support | Help ~

SAP Concur Travel Expense Approvals Reporting ~ App Center Profile .
— -

Brian Christopher Graaf

¢2:: CDCFoundation + +
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Welcome to Concur Travel & Expense Online!

Step 3: Select the Personal Information link and fill out the required fields.



Step 4: Go back to the profile settings (select profile>profile settings) page and select the bank
information link. Fill out the required fields and select save in the lower left-hand corner. This
information will be used to reimburse you.

SAP Concur [c]

Prefile

Your Information
Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Expense Settings

Expense Information
Bank Information
Expense Delegates
Expense Preferences
Expense Approvers
Company Car
Favorite Attendees
Personal Credit Cards

Travel

Personal Information

Expense Approvals Reporting ~

Change Password System Settings

Profile Options

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact information.

Company Information
Your company name and business address or your remote
location address.

Credit Card Information
You can store your credit card information here so you don't have
to re-enter it each time you purchase an item or service.

E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts from
participating vendors.

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel
manager.

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

Company Car
Company Car

Concur Mobile Registration
Set up access to Concur on your mabile device

App Center

Concur Mobile Registration

Support | Help ~

Profie ~ @
L~

Travel Vacation Reassignment

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

Contact Information
How can we contact you about your travel arrangements?
Setup Travel Assistants

‘You can allow other people within your companies to book trips
and enter expenses for you.

Travel Profile Options
Carrier, Hotel,

Rental Car and other travel-related preferences.

nk Information
Bank Information

Expense Preferences

Select the options that define when you receive email
netifications. Prompts are pages that appear when you selecta
certain action, such as Submit or Print.

Change Password
Change your password,



Booking Domestic Travel through Concur

Step 1: Enter your departure and arrival cities and dates on the left-hand side of the screen and select
the search button.

Support | Help ~
SAP Concur Travel Expense Approvals Reporting ~ App Center .

Profile ~ -

Travel Trip Library Templates Tools

e ® =B 0O Travel Alerts
o As a CDC Foundation employee, you are eligible for a free Triplt Pro subscription. Mot right nowr
Please remember to book your hotel with all overnight trips. o You haven't signed up to receive e-receipts.@ Sign up here

This will drive company savings, improve traveler security,
‘and ensure hotel loyalty points are credited. [y
Company Notes | Upcoming Trips | Trips Awaiting Approval  Remove Trips

ixed Flight/Train Search .
Welcome to Concur Travel & Expense Online!
‘ Round Trip One Way Multi City |
From @ For end-user support with the use of the Concur Travel & Expense system, please
‘Depanu'c city, airport or train station ‘ click on the Support link in the top right corner of the screen or call 1-866-793-4040
FEEETTET | RO For immediate assistance with your online booking or reservation questions, please call the Customer Support Line at
el

‘ B77-260-9478 Prompt 1 Online Changes (Travelink)

‘NT val city, airport or train station .
Available 24 hrsiday, 7 days/week.

Findan aiport | Select multple airports

Depart@) = 00
= |[depart 2|[ Morning #|[ 23 ¢| Getting Started: ) ) ) .

— If you are a first-time user, please verify that your profile is correct. You can access your profile by selecting 'Profile’ at the top of this page.
Return €)
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— Pick-up/Drop-off car at airport
v

v Once you have entered your credit card, please be sure to select the boxes for Plane Tickets, Car Rentals, and Hotel Reservations to
ensure your credit card information is sent to the Agency for processing.

|| depart % | Afterncon 4| =3 %

Note: ALL HOTELS ARE GUARANTEED FOR LATE ARRIVAL.
| Automatically reserve this car
Oz oED Click here for an online TRAVEL tutorial.
Click here for an online EXPENSE tutorial.
Class Search by

| Economy class 4 || schedue 3 Use the links below to assist in planning your trip

) Specity a carier @ Travel Advisories Passport/Visa Information Weather Maps & Directions  World News Currency Vacation Travel Werld Clock

| Refundable only air fares
Concur Travel will display available unused tickets to you as you are searching for your flights. This feature is intended to give you access

to additional information that will help you make cost-effective decisions regarding your travel plans. Please note that there may be some
unused tickets that are not viewable online. Any credit available from these tickets will be applied after your reservation has been

submitted for processing.

Step 2: Concur will return the available flights for the parameters you entered. You can sort the flights
via the matrix at the top, the airport filters on the left and sort buttons above the flights.

Once you find a flight that works, press the select button to the right of the flight. If you see this icon
& next to the flight, it means that the flight is out of policy. To determine what the policy violation

is, click on the icon and an explanation will pop up in a new dialogue box. If you choose a flight that is
out of policy, provide a detailed explanation for your supervisor.



Travel

Expense

Approvals

Reporting ~

App Center

Travel Trip Library

Trip Summary

e Select Flights or Trains

Found Trip
ATL - SFO

Depart: Fri, 03/30/2018
Return: Fri, 04/06/2018

Templates

Tools

ATLANTA, GA TO SAN FRANCISCO, CA

FRI, MAR 30 - FRI, APR 6

Showas| USD 4 |

ﬁmmﬂx Print / Email

Change Search

Depart - Fri, Mar 30

x
| .
All United American
130 results Airlines
Most Preferred Preferred

Nonsto,

P 1 results -
6 results
Lstop 6 results 20 results
91 results
2 stops
26 results

3 stops _ _
7 results

Delta

Less Preferred

4 results

35 results

*

Multiple

4 results

B results

spirit
Spirit
Airlines

1 results

[~ ]
Lo
Southwest

23 results
18 results

7 results

~

R - R N
JetBlue Alaska Frontier
Airlines

- — 1 results
1 results 1 results =

-/

)

| ATL - Atlanta, GA

Arrival

| OAK - Oakland, CA

| SFO - San Francisco, CA

\7 SJC - San Jose, CA

®
Depart 0B:00 A- 11:48 A
° S
hop by Fares Shoj Schedule
Armive 08:43 A - 07:45 P [ P by P by
Display Settings ~
| Hide Propeller Planes
Airport Filters ~ Depart  Return
Gepunum

Atlanta, GA - Fri, Mar 30

Flight Number Search Q [Sorted By: Depart - Earliest 4 ]

06:00a ATL

T Southwest

Connecting Airport Filters

08:20a DEN

+ 07:25a DEN

» 10:00a OAK

Nonstop

Nonstop

Concur Travel will display available unused tickets to you as you are searching for your flights. This feature is intended to give you access to
additional information that will help you make cost-effective decisions regarding your travel plans. Please note that there may be some unused
tickets that are not viewable online in Concur Travel. Any credit available from these tickets will be applied after your reservation has been
submitted for processing. Need more flight options? - Try expanding your search window by increasing the number in the drop down +-2

Displaying: 130 out of 130 results.
Previous | Page: 1 of 13 | Next | All

Economy

Economy



Step 3: Once flights for both legs are selected, a confirmation and seat selection screen will load. Select
your desired seats and then click on the reserve flight and continue button at the bottom of the page.

saPconcur [E] | Travel Expense  Approvals  Reporiing - App Canter

Trave Trip Library Templates  Tools

Review and Reserve Flight

Trip Summary

Flights Sel i REVIEW FLIGHTS
Round Trip DEPART X Fri, Mar 30 — Atlanta, GA to Oakiand, CA £ 41m layover in Hide Details -
ATL - SFD Phoenix, AZ
Depart: Fri, 0330/2078
Retwrn: Fri, 04/06/2018 Fri, Mar 30 07453 ATL - 08:1daPHX  4h28m  American Aidines 575

Alrfous Industris A319

Layower in Phosnix, AZ 2dTm  Phosnix Sky Harbor int! Afrpaort

06558 PHX 11:58a OAK 2n03m  American Airines 493
Airous Industrie A315

RETURM ¥ Fri, Apr & - Casland, CA to Atlanta, GA Hide Datails -

Fri, Apr&  11:30a OAK 09:58p ATL Tm29m  American Airines 837
Alrous Indusirie A320-100/200

EMTER TRAVELER INFORMATION
Enzure all travelar informetion below is cormect. @

Primary Travelar Edit | Review a
Name: Brian Christopher Graaf Phone: 404-443-1149 | poreaf@cdcfoundation.om |

Frequent Fiyer Programa Add & Program
For American Arlines

[ Mo Program selacted #|

,sﬁEcT SEATS \

Salect your preferred seats, otherw:sa Concur will reguest thar for you basad an your Profila.
Flight Seat
AA
o Main Cabin (G) Select a seat
AA
43 Main Cabin (G) Select a seat
AA
a7 Main Cabin (G) Select a seat
N 4
REVIEW PRICE SUMMARY
Description  Fare Taxes and Fees  Charges
Alrfare Sd482.71 57845 &671.16

Total Estimated Cost: 5571.16
Total Due Now: $571.16

METHOD OF PAYMENT

This purchasa will be charged to your company diracthy.

By completing this booking. you agree to the fare rules and restrictions and hezardous goods policy.

=y




Creating and Expense Report

Step 1: Before you start, make sure you have electronic versions of all receipts that will need to be
entered into the system. Each claimed expense is required to have a receipt as supporting
documentation and each receipt must be a separate file. Concur supports the following file formats:
.png, .jpg, .jpeg, .pdf, .html, .tif or .tiff and each file has a 5mb maximum file size. You will also need the
project number and program budget line number. Contact your program officer for this information.

Step 2: At the top of the page select the expenses tab. When the expense page loads, select the create
new report button.

Support | Help ~
SAP Concur @ Travel Expense Approvals Reporting ~ App Center Y

Profile ~
-

Manage Expenses

Manage Expenses
ACTIVE REPORTS Report Library >

[+

Create New Report

< —

Step 3: Fill out the following fields:

e Report Name: Enter the project number, your last name and the trip destination, for multi-leg
trips use the region. For example, 807 Smith San Francisco, CA or 807 Smith Africa for a multi-leg
trip to several countries in Africa.

e Report Date: enter the date you are creating the report

e Business Purpose: enter the purpose of the trip

e Project: enter the project number

After the fields are filled out click on the next bottom in bottom right hand corner of the screen.

Support Help +
SAPConcur [€] = Travel | Expense  Approvals  Reporiing = App Center

Profile ~ &

Manage Expenses

Create a New Expense Report

Report Header

Report Name Report Dale Business Purpose Comment Projest Business Unit Department
07 Smith San Francisco, CA 03/0912013 E To atiend a pariner mesting for - A 207 v
the project v

After the fields are filled out click on the next bottom in bottom right hand corner of the screen.

Step 4: Once the next button is selected, a dialogue box will appear asking about per diem. Click Yes.
Once Yes is selected, another box will appear for you to enter each leg of your trip or select an existing
itinerary. Either select an existing itinerary or fill out the required fields and click save at the bottom.
Once you selected an existing itinerary or entered all legs, click the next button in the right hand corner.



Travel Allowances For Report: 807 Smith San Francisco, CA

o Create New Hinerary 2 Awvailable ltineraries 3 Expenses & Adjustments

[tinerary Info

Itinerary Name
I 807 Smith San Francisco, CA l

Add Stop Import ltinerary

[0 | peparturecity. | Arrival city Arrival Rate Location

Mo ltinerary Rows Found

New Itinerary Stop

e

I Atlanta, Georgia

Date Time
I 03/02/2018 |] I 12:00 PM
Arrival City

I San Francisco, California

Date Time
\I 03/02/2018 |] I 3:30 PM
N~

Go fo Single Day ltineraries

Cancel

Step 5: Review itinerary and select the Next button in the right hand corner.



Step 6: Adjust per diem amounts for non-business travel days if applicable via the exclude check box on
the left hand side. Adjust per diem amount for meal(s) that were provided by selecting the appropriate
check box for the meal(s) then select the create expenses button in the right hand corner.

Travel Allowances For Report: 807 Smith San Francisco, CA O x

1 Create New Hinerary 2 Avsilable ltineraries o Expenses & Adjustments

Show dates I‘mm| ||:| m| || m

Exclude | All | | | Date/Location & | Meals Rate| Breakfast Provided Lunch Provided Dinner Provided | Allowance
- g?r?iﬁ?c?sco. California $55.50 D D |:| $55.50
D gg’r??’ﬁ?c?sco. California 574.00 D D |:| 57400
= g:?:i?o?aeo. California $r4.00 O [ ] 574.00
O 0310512018 sss0 B B - s 50

San Francisco, California

<= Previous

Step 7: You will notice on the left hand column several these 0 symbols. This symbol denotes an
exception that needs to be address. A description of what needs to be addressed is located in the
exceptions list. To address the exceptions click on the expenses on the left hand side of the screen and
fill out the required fields denoted with a red stripe on the left hand side of the field and click save.

807 Smith San Francisco, CA Dt e [
es | ImpoiEipenses  Deloks+  Recepls+  Pint/Email - Hide Exceplions
cepuons x
Expense Type | Dae Amount| Excepton
Daily Allowance  03GRHE $74.00 () Missing required field: Business Unit. Depariment, Program Budget Line:
n
Daiy Alowance 03047048 $74.00 () Missing required fiek: Business Uit Departmen, Program Bucgst Line
035201 a &
Expenses rer € e e —
O |pser Expense Type Amount Requested
Z C0smie ety Allowance = ™ Expense Type - pose ‘Vengor Description Gty Payment Type L
‘San Francisco, Califomia Daily Allowance w 03052018 San Francisco, Cal ) 0 Pocket v
|M|samglr=mn’:cﬁd ‘Business Uni, Department. Progs Budget Line. Amourt. . i’lml lEIllrmUM i)ewmllllll Program Budget Line Comment
5550 UsD |w a7 v v v I
[ 0304208 Daity Aliowance ST sTam - L |
‘San Francisco, Califonia
e EE
o 03032018 Daily Allowance S7T4.00 $7400 reimburse) b2

‘San Francisco, Califomia
& Show fixed allowances for 13/05/2018

03022018 Daily Allowance 5550 35550

( 0 San Frenesco, Caifomia




Step 8: After all exceptions have been addressed, add additional expenses that were incurred in the new
expense portion of the window. You can click on one of the expense categories listed to enter the
expense.

Manage Expenses

807 Smith San Francisco, CA

Delete Report

Expense Tyoe Amount Reauested
Adding New Expense
CVISZOIE  Daily Allowance 58850 sses nze an the leit side of e page.
Son Franciszo, Calforis
OMMEE  Daily Allawance s sTo
Son Franciszo, Calforis
OMD3EIE Deily Allowance 7400 sTam Tad Parking
Son Francisso, Calforia -
03022018 Daily Allawance 35550 $5550 .
San Francico, Caromss
. Travel A Travel 2. Transpartation 5. Mesis and Entertiament 05, Communicaions. 88, Fees
sirare Losgng Tai Stof vtents Fmane chargersim cora Medeai Fecs
Airtans Tickat Tax st TobwFosd Charaes 04. Office Expenses Skype Mewtes Passoon Ao
Aiine Faen 12 Transportation 03 Mesis snd Entertsinment Feax shigping WhFilrieme Chargon o7. other
o Rona Gas Contererce Fees Ofice Supplensatuare 06, Fees ATM Sursharge
Checked Bagasge Fees Mieage Honcearium Printing/®holoc opyingsStasonery ‘Agency Booking Fees Imewnizaton
Lsundry Paing Megting Space Rertsl 04 Communications. Bank Fess P888pon Photos.
Fax ather
Supois
TiwGraiies
Vias-enty | Ext Foes
TOTAL AMGUNT TOTAL REGUESTED
$258.00 $258.00

Step 9: After all expenses have been added, select the submit report button in the upper right-hand
corner. Your expense report is now complete.

Manage Expenses.

807 Smith San Francisco, CA

| + New Expense

| [+ cuickExpanses |  importExpenses  Detalsr  Receipts v
Expenses View s &
E P
Adding New Expense
a 03/05/2018 Daily Allowance $55.50 $55.50
San Francisco, California
[  ow042018  paily Allowance §74.00 §74.00
San Francisco, California
[]  oM032018  Daily Allowanco §74.00 §74.00
San Francisco, California
a 03/02/2018 Daily Allowance $55.50 $55.50

San Franciseo, California

Print / Email ©

New Expensa |

Available Receipts

Expanse Type |

To croate a new expenss, click the sppropriate expense type below or type the expense type in the fisld above. To edit an existing expenss, click the expense on the foft side of the page.

@ Recently Used Expense Types

Taxi
All Expense Types

o1. Travel
hirfare.
Airfare Ticket Tax
Arline Fees.
Car Rental
Checked Baggage Fees
Laundry
Lodging
Rail

02. Transportation
Gas

Parking

..02. Transportation
Mileage
Parking
Taxi
Tolis/oad Charges

03. Meals and Entortainment
Cenferance Fees
Honorarium
Meeting Space Rental
Staf Meals

04. Office Expenses
FedEX Shipping

.04, Office Expenses
Office Supplies/Software

Printing/Photocopying/Stationery

05. Communications
Fax
Phone charge/sim card
Skype Minutes
Wi-Fiflnternet Charges
06. Fees
Agency Booking Fees
Bank Fees

.06, Foes
Medical Foos
Passport Appiication

or. Other
ATM Surcharge
Immunization
Passport Photos.
Supplies
Tips/Gratuties
Visa-entry / Exit Fees




