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GENERAL INFORMATION

INTRODUCTION

Course Goal

The goal of this workbook is to provide you with the knowledge to request, book and
reserve travel using Concur Request and Concur Travel. You will also learn how to
reconcile travel related expenses and process employee reimbursements through Concur
Expense.

Course Objectives
In this course you will learn how to

e Update Profile

e Request Travel

e Approve Reports

e Book Airfare

e Reserve Hotels

e Reserve Cars

e Expense Travel

e Use Concur Mobile

e Process Employee Reimbursements

Customer Service

If you need a travel agent for support and assistance, World Travel Service is available
Monday-Friday, 8:00 AM-6:00 PM, EST

TeamB@worldtrav.com, or 877-778-7936

DO NOT CONTACT WORLD TRAVEL FOR BOOKING ASSISTANCE. Additional fees will
apply when their agents book airfare on your behalf and those fees will be charged your
budget. You are allowed to contact World Travel for help with receiving special conference
rates when reserving Hotels. You may also contact World Travel if the hotel you are looking
for is in listed in the Concur platform.

All Concur inquiries should be directed to ConcurHelpDesk@msm.edu. Please contact
Kisha Reeves at 404-752-1928 or Tonya Marshall 404-752-1677 for additional assistance.
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GENERAL INFORMATION

PROCESS INTRODUCTION

Introduction

We are pleased to announce some exciting changes within the Travel department. After
careful review, Morehouse School of Medicine has made several decisions that will change
the overall structure and service delivery model of the travel department. These changes
will have a profound positive impact on our internal employees that travel and will allow
MSM to move forward in a compliant, more automated program leveraging all of our
buying power to support our preferred airline, hotel and car rental suppliers as well.

New Travel Management Company

A key change involves our Travel Management Company (TMC). Effective August 17,
2015, we transitioned our business to World Travel Services, Inc. (WTS) from Universal
Travel and Brock Tours. WTS is based in Knoxville, Tennessee with offices in Cary, North
Carolina and Chattanooga, Tennessee. WTS will also be providing us with strategic support
to help us strengthen our travel department and enhance the services we are able to
provide to you our internal employees. WTS will support our new consolidated travel
program and online initiative by providing MSM a designated agent team during normal
working hours and additional team for after-hours support. World Travel will also be
responsible for negotiating deeper discounts with our preferred airline, hotel and car
rental vendors. In addition, we will implement a new, pre-approval program called Concur
Request that will be integrated with Travel as well (effective September 28, 2015).

What's New

During Phase I, MSM user will no longer have to submit a requisition to pay for airfare.
Airline tickets will be paid directly through MSM'’s travel card which is linked to every
user’s profile. MSM employees will also be able to reserve their hotel and rental car
through Concur Travel. Some hotels may allow you to pay with the card that is on file so
make sure to call your hotel in advance to discuss. If the hotel requires a physical card
during check out, please use your personal card and request an expense reimbursement
after you return from your trip. During Phase II, all travel related expenses will be paid
using the Concur platform and the P-Card will be integrated during Phase III.

Concur -Request, Travel and Expense 5



Flow Diagram: Phase I

Booking: Airfare

CONCUR TRAVEL

Reserving:
Hotel & Rental Car

\

S

Accounts Payable

or P-Card
Conferences

Per Diem, Mileage,

Databasics Incidentals

Flow Diagram: Phase Il

Conferences, Per
Diem, Travel

CONCUR REQUEST

Booking: Airfare

CONCUR TRAVEL
Reserving:

Hotel & Rental Car

Reimbursements

CONCUR EXPENSE for incidentals

S

Concur ﬁequest, Travel and Expense 6



GENERAL INFORMATION

UPDATING YOUR PROFILE

Overview

Concur requires that all employees update their profile upon entering the site. Your name
and employee ID have already been added to your profile. If your name or ID is incorrect,
please contact ConcurHelpDesk@msm.edu with the necessary corrections.

Steps

1. Log on to Concur using the following link :https://www.concursolutions.com/
2. Enter User Name: Your username is your msm.edu email address
3. Default Password: Your password will be emailed to you

Welcome

If you experience difficutty logging into the site, please click on the Fargot your passwaord? link
below.

(& CONCUR

User Name I

Password |

™ Remember user name on this computer

Login |

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

“t-
Tr’ " Concur now integrates with TripIt.
» Ln:gin to learn more and connect. Lear: i
from Concur

4. You will be prompted to change your password

Concur -Request, Travel and Expense 7
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Updating Your Travel
Profile

O

Accessing Profile
Options

Updating Your Information

Updating Travel Settings

Updating System
Settings

Revised: June, 2014
...and then click Profile Settings.

Help ~

Home

[dco

Hello, Sue

Travel Expense App Center

Profile, @ &

Sue Peterson

Click Profile Settings

Profile Settings | Sign Out
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7. Click Personal Information in the middle of the page.

Updating Your Travel
Profile

O

Accessh
Options

Updating Your Information

Updating Travel Settings

Updating System
Settings

Fesiseet: June, 2014

You will find the most commaoi

Help -

Profle s B

CONCUR Travel

Expanse App Canter
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stam Settings
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aion
1 you about your traved ar

mation
your credit card information here 30 you dant
r it #ach time you purchase an item or serice

Satu ! a3t Actl
You can allow oth
trips and enter axpanses for

ps to autormatically recore electronic recepts
ng vendors

Enable e-rec

hin your companies 1o bogk
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Carrier, Hotel, Rental Car and other travel-ralated preferences

ork on

at defing whan you receive email
5. Prompts are pages that appear when you &
& cortain action, such as Submit or Print

Set up access to Concur on your mobile device

on the Profile Options page. Or, you can use the menus on the left to tting to update.
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8. Add all appropriate information to your profile
Company Information

Contact Information

Email Addresses

Travel Preferences

Emergency Contact

Personal Credit Card Information(optional)

o o0 o

9. Click Save after each section.

Concur -Request, Travel and Expense
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GENERAL INFORMATION

SET UP EMAIL PREFERENCES
Steps

1. Select Profile at the top of your My Concur homepage, then Profile Settings, then
Personal Information, and lastly Expense Preferences (on the left menu bar).

[BCONCUR | Requests  Expense  App Center
Profile ~

Profile  Personal Information  Change Password ~ System Seftings ~ Mobile Registration

Yourinformaton — Prafile Options

Personal Information

Company Infermation Select one of the following to custemize your user profile.
Centact Information Personal Information System Settings
Email Addresses Personal Informaticn Which time zone are you in? Do you prefer to use a 12 or 24-hour

2 fend?
el . Expense Delegates clock? When does your workday start/end
R’:\U“e/‘[ Settings Delegates are employees who are allowed to perform work on Request Preferences
alf cig Select the options that define when you receive email

bel

Expense Preferences netifications. Prompts are pages that appear when you select a
Select the options that define when you receive em® certain action, such as Submit or Print

notifications. Prompis are pages that appear when ygh select a Change Password

certain action, such as Submit or Print Change your password

Request Information
Request Delegates
Request Preferences

Request Approvers

Favorite Attendees
International Travel

Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Qther Settings
System Settings
Connected Apps

Concur Connect
Change Password

CONCUR

© Copyright 2015 - Concur - All Rights Reserved Last logged in: 09/11/2015 4:4;

2. When in your Expense Preferences, under the “Send email when...” header, select
when you would like to receive emails by clicking the boxes on the left of the

options.

Concur -Request, Travel and Expense 11



CONCUR Requests Expense App Center

Profile Personal Information Change Password System Settings Mobile Registration

fourinformaton Expense Preferences

Personal Information

Company Information
- =3
Contact Information

Reqguest Settings Send email when...
Request Information @l The status of a cash advance changes
Request Delegates @l Acashadvance is submitted for approval
Request Preferences #| The status of an expense repert changes
Request Approvers New company card transactions arrive
Favorite Attendees ¥ Faxed ipts are ssully r
Intemnational Travel ¥ An expense report is submitted for approval

Expense Settings Prompt...
Expense Information
Expense Delegates
Expense Preferences Display...
Expense Approvers

For an approver when an expense report is submitted

hake the Single Day ltineraries page my default in the Travel Alowanc e wizard
Favorite Attendees

Other Settings

System Settings
Connected Apps
Concur Connect
Change Password

Email Addresses Select the options that define when you receive email notifications. Prompts are pages that appear when you select a certain action, such as Submit or Print

3. Click Save when finished.

Concur ﬁequest, Travel and Expense
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GENERAL INFORMATION

HOW TO ASSIGN A DELEGATE (PROXY)

By assigning permissions to a delegate, you are assigning permission for Expense and

Request.

Steps

1. Click Profile
2. Click Profile Settings
3. Click Expense Delegates

ormation Change Passweord System Settings

Profile Options

Personal Information
Perscnal Information

Expense Delegates

Expense Preferences
Select the options that define when you receive email

W such as Submit or Print.

Mobile Registration

Select one of the following to customize your user profile.

Delegates are employees who are allowed to perform work on

< notifications. Prompts are pages that appear when you select a

Morehouse Travelerl

Profile Settings| | Sign Out

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?

Request Preferences

Select the opticns that define when you receive email
notifications. Prompts are pages that appear when you select a
certain action, such as Submit or Print.

Change Password
Change your password.

4. Click Add.

Request Delegates

Delegates Delegate For

— O3 Es

Name Can Prepare

Can Submit Reports

Delegates are employees who are allowed to perform werk on behalf of other employeses.
Expense and Regquest share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Reguest.

Can Submit Requests Can View Receipts

Receives Emails

No records found.

5. Begin typing the name of the person you would like to delegate for you. When their
name pops up, click the person’s name. Then click Add.

Concur -Request, Travel and Expense
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Request Delegates

Delegates  Delegate For

Lo Lo T o |

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

Search by employee name, email address, employee id o

R, James| (
Reed, James \

E{ jreed@msm.edu €, you are assigning permissions for Expense and Request.

User ID: MODO25856
Logen ID: jreed@msm.edu ports Can Submit Requests Can View Receipts Receives Emails

| Reese, Crystal

creese@msm.edu
User ID: MOOD45461 Mo records found.
Logen ID: cresse@msm.edu

—| Reese, LeRoy
Ireese@msm.edu

User ID: MODO26088

Logen ID: Ireese@msm.edu

Reeves, Takisha
treeves@msm.edu
User ID: MD0046036
Logon ID: treeves@msm.edu

6. Checkmark which functions should be permitted by the delegate and then click
Save. By clicking the appropriate check mark, you can allow an MSM employee to
request and/or approve travel on your behalf.

Reque: Delegates

Dstegates

Concur -Request, Travel and Expense 14



GENERAL INFORMATION

ASSIGNING A TRAVEL ASSISTANT
Overview

Concur Travel allows you to assign an assistant to book travel on your behalf. You can enter
this information during the Personal Information section of your Profile Settings or by
completing the following steps.

Steps

1. Go to Travel Settings on the left hand side
2. Click Assistants/Arrangers

[BcoNCUR | Timel  Expense  App Center

Updating Your Travel

Profile Profile Options

Salect one of the fallawing 1o customize your user profile

Accessing Profile
Options Parsonal Intormation System Settings
Your homa addrass and emergency contact information VWhich time zona are you in? Do you prefer to use a3 12 or 24-

haur clock? When does your workday start/end?
Company Infermation Contact Infermation

*four company name and business address or your remate How can we contact you about your travel amangements?
location addrass

Updating Your Information

s Assistants/Arrangers e

affice? Canfigure your backup travel

Card Information
i @it card information here se you dont
h time you purchaze an itam o senice

Bank’

Bank Information who are allowed to perform work on

Expense Proferences Change Password

Seloct the options that deline when you recene email Change your pagsword
notfications. Prompts are pages that appear when you select g
& cenain action. such as Submit or Print Mobile Regisuaton
Routas Sel up sccess to Concur on your mobile devce

To add an 2 - ook C ¥e rehalf, chck ants/Arrangers.

3. Click Add an Assistant
4. The Add an Assistant box will pop up.

Concur -Request, Travel and Expense 15



Updating Your Travel
Profile

Accasing Profile
Opticns

Updating Your Information

O Updating Travel Sstings {

Updating System
Settings

proble

e e redt aards saved

5. Select the individual that you would like to give permission to perform travel
functions for you.
6. Check the box entitled “Can book travel for me”

e Note: You will NOT be able to click “Primary Assistant for Travel”. Clicking
this option would mean that you would never be able to book travel for
yourself.

7. Click Save

Concur ﬁequest, Travel and Expense 16



GENERAL INFORMATION

HOW TO SIGN UP FOR MOBILE REGISTRATION

Concur allows you to book and reserve travel as well as reconcile your expense report

using your smart phone.

Steps

1. Click Profile
2. Click Profile Settings

3. Click Mobile Registration

CONCUR | Requests Expense  App Center

Profile Personal Inforrmation Change Password System Sattingf

Your Information PrOﬂle Options

Personal Information
Company Infarmation Select one of the following to customize your user profile

Centzet information Personal Information

Email Addresses Personal Infarmation

Expense Delegates
ReqUESt Sett ngs Da\’;gatas are emgp\nyees who are allowed to perform work an
Request Infarmation behalf of other employees
Request Delegates Expense Preferences
Select the options that define when you receive email notifications.
Prompts are pages that appear when you select a certain action,
Request Approvers such as Submit or Print
Faworite Attendees

Request Preferences

International Trawvel

Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Appravers
Faworite Attendees

Other Settings

System Settings
Connected Apps
Concur Connect
Change Password

System Settings

Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? Yhen does your waorkday start/end?

Request Preferences

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

Change Password

Change your password.

4. Review your log in credentials ( Hint: The same Log in information that you use
when you log onto www.concursolutions.com will be the same info you use for

the mobile app)

Concur -Request, Travel and Expense
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Puaila Parsonal Indamation Change Passward System Settings Mabilo Registration
Your Infarmation 1 | 1
o Mobile Registration

Capture your receipts and
manage your travel on the go!

Expense Settings REVIEW YOUR LOGIN DETAILS DOWNLOAD THE APP

Login Information
Username: M eou
Password: i se to log In ta Concur for

SWON, yOU maly reset your Or sand @ lirk 1o your device - enter your email address or mabile phone
number (including country code for non-US numbers) and we wil send
you 3 link to get the app

—

Email seni. Piease check your email on your mofile cevice ang fniow the
insiry T how o instell and login o Concur for mobde

Other Settings

H

(& CONCUR

5. An email will be sent to you with instruction on how to download the Concur
App. Instructions on how to use Concur Mobile will be further explained in the
Concur Travel and Concur Expense sections.

(@ CONCUR

Welcome to Concur Mobile,

You're just two easv steps away from faster expense and travel management.

Step 1: Tap here to install Concur Mobile
Step 2: After installing:

Login using your Concur usemame: treeves@msm.edu and
password (The same one vou use on the Concur
Website).

Optional: If vou created a mobile PIN on the Concur
Website, you can use your PIN to login as well.

Cheers,
Concur Mobile Team

Supported Devices And OS
108: 7.0 or higher

Android: 4.1 or higher
Blackberry: 5.0 or higher
Windows Phone: 8.0 or higher

Thiz amail w

nocming smsil. Plass

Concur ﬁequest, Travel and Expense 18



GENERAL INFORMATION

FAQs
What will I use Concur for?

Concur is used for tracking and reconciling employee travel, P-Card (Phase III) and
reimbursable out-of-pocket expenses. It can be used to make travel arrangements
(book airfare, hotel accommodations, car rental, etc.)

Do I have to use Concur?

Yes. It will be necessary to use Concur to track and reconcile all travel, P-Card, and
reimbursable out-of-pocket expenses. It is strongly encouraged to use Concur’s
travel booking feature because of potential cost savings and efficiencies.

How will I access Concur?

Access to Concur will be available through login using your MSM.edu email address
and your chosen password.

CanIlog in to Concur from any computer?

Yes. You can log in to Concur from any computer and also through mobile
applications (visit www.concursolutions.com for more information).

What should I do the first time I log into Concur?

The first time you log into Concur Travel & Expense, you should change your
password. If you are not prompted to change your password after logging in for the
first time, follow these instructions:

1. On the My Concur page, click the Profile link on the menu bar at the top of the
screen.

2. Inthe Other Settings menu, click the Change Password link.

3. Enter your new password and then click Save.

Before you use Concur Travel & Expense to reserve travel, click the Profile link to
review and update your profile. You must save your profile before you first attempt
to book a trip in Concur Travel & Expense.

If you are a travel arranger, select the profile that you want to edit from the You are
Administering Travel For list on the My Concur page immediately after you

Concur -Request, Travel and Expense 19
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initially log into the service.

What if I forgot my password?

If you go to www.concursolutions.com and click on “Forgot my password”, you will
receive an e-mail with instructions on how to retrieve or request a new password.

What are the required fields on the profile page?

The fields required on the Profile page are name, employee ID, contact telephone
numbers, email address, gender and birth date. You can also enter travel
preferences such as frequent flier information and seating preferences.

Who can make changes to an employee’s profile?

The employee can modify his/her own profile in Concur. If the employee has an
assigned delegate, the delegate can make changes to the employee’s profile except
for the Expense Delegate and the Travel Arranger assignments. Any assignments of
delegation must be done by the employee directly. Delegates must obtain the
approval of the employee when making any changes to the employee’s profile.

How do I set up a delegate?

SANE Ol

o

When logged in, click on Profile.
Click Profile Settings
On the right hand side, Click the Request Delegates.
Click Add Delegate to add a new delegate
Search for the staff member who will prepare your expense report. Click on their
name and select Add.
Checkmark which functions should be permitted by the delegate [Can Prepare;
Can View Images] and then click Save.
e By assigning permissions to a delegate, you are assigning permission
for Expense and Request.

Can I receive e-mail reminders from the Concur Expense Service?

Yes. You can decide which reminders you receive by:

1.

3.

Select Profile at the top of your My Concur homepage, then Profile Settings,
then Personal Information, and lastly Expense Preferences (on the left menu
bar).

When in your Expense Preferences, under the “Send email when...” header,
select when you would like to receive emails by clicking the boxes on the left of
the options.

Click Save when finished.

Concur -Request, Travel and Expense 20
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How do I get help for using Concur Travel & Expense website?

Click Help on the My Concur page. In the Help section, you can find specific
instructions for the task you are trying to complete. You can also view
demonstrations of the most important tasks. For more information regarding
completed travel reservations, please call your agency representative.

Who should I contact for assistance with navigating in Concur?

You may e-mail your questions to concurhelpdesk@msm.edu. Concur also has
guides on the website under Help.

Business Policy &
Concur Process
Assistance

Media Osayi

404-756-8948

Concur System
Assistance

Takisha Reeves

404-752-1928

Concur Payment
Assistance

Tonya Marshall

404-752-1677

Purchasing Card
Assistance

Donna Florence

404-752-1660

Hotel Reservation
Assistance

World Travel

TeamB@worldtrav.com, or
877-778-7936

General Inquires

Concur Help Desk

ConcurHelpDesk@msm.edu

Concur -Request, Travel and Expense
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CONCUR REQUEST

CREATING A REQUEST

Overview

During Phase I, MSM employees were allowed to reserve their airfare, hotel, and car
through Concur and the airline ticket was actually purchased after the supervisor’s
approval. In Phase II, the employee must first submit a request to their immediate
supervisor before they are allowed to book their travel. Please utilize www.expedia.com or
www.travelocity.com to obtain the desired location and times for your itinerary.

Steps

1. Place your cursor over the New section of you Concur Homepage. Click Start A
Request.

Help +

Profile = &

CONCUR Requests Expense App Center

SCHOOL OF MEDICINE 280 04 0]
e Authorization Lvailable Open Cash
Hello, Morehouse Requests HENSES Reports Advances
Start a Request
MY TASKS Start a Report
Upload Receipts
Open Requests 99+ Awailabl2 04 Open Reparts >
L 06/30 T-MOBILE CCll 09/08 HELA
Authorization Requests 48 $106.08
06/30 Marriott Hotels 08/28 CASH ADV TEST
Cash Advances v $307 58 $520.88 Relumed
0B/30 HNS DIRECPC 08712 Dawn Test WF
$B5.99 $2668.22
06/30 Marriott Hotels 07/20 Dawn Demo
2279431 $914.30
06/30 EFAX.COM
$16.95

2. Type your Request/Trip Name
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CONCUR Reque ] App Center

Manage Reguests Mew Reguest Quick Search

Request

RequestTrip Hame:
Additional Information:

Request Header || Segments | Expenses || Spproval Flowe || Sudit Trail

|
RecquestTrip Mame estination City Tripy Start Date

1
ILeadershipInsﬁtuteConference M | I || I

I —— —
Chart Fund Orgy
I (1) Marehouse Schoal of Medicine | b | I('I 00004 Unrestricted MHC | b | I(B1 0000y MHC &dministration | e | l
Comment

3. Begin typing the city that you are traveling to in the Destination City section.
Concur will populate cities matching what you have typed.

Manage Reguests Mew Reguest Cluick Search

Request

Request'Trip Name:
Additional Information:

Reguest Header Segments Expenses Approval Flow Avdit Trail

ReqguestiTrip Name Destination City Trip Start Date 1
I Leadership Institute Conference | miami| | |
I lle, Chio
Chart 5
< Mizmi, Florica
I (1) Morehouse School of Medicine | - | - | |
Miami, Oklakhioma

Miami Springs, Florida
Miami Lakes, Florida

Comment Miami-Coral Way Village, Florida

Miami Gardens, Florida
Miamiskburg, Ohio
Mizmi Imtl (&irport - MIAY, Mismi, Floricda

Mizmi, Manitobs
Mph Seaplane Base (Airport - MPB), Miami, Mew Yaork

Tatmiami (Airport - TMB), Miami, Yirginis

Mizmi Imternational (Airport - MIAY, Miami, Flaricds

Cash Advance Amount Intern. de Miami Cairpart - &), Miami, Florida

| | | ust | “ |intern Mismi (Airport - MLAY, Mismi, Florics >

Cash Advance

| a0 countries | ~|
I |

Concur ﬁequest, Travel and Expense



4. Use the calendar to select your Trip Start Date.

[# concur

Manage Requests Mew Reguest Quick Search

Request

RequestTrip Name:
Additional Information:

Request Header | Segmerts || Expenses | Approval Flowe | Aucit Trail

Reguest/Trip Mame Destination City Trip Start Date Trip End Date

ILeadership|nsmute<:nmeren:e ‘ IMiami‘FInrida 10/0562015 “ I ‘

Chart Fund ¢ October 2015+ > Program
I (11 Morshouse School of Medicing | v I (100004) Uinrsstrictsd MHE | v v I (90) Facuity Practics Plan ]
E M T W T F 5
e
4 6|78 |a|m

Comment

18 (19 |20 (21 |22 |23 | 24

M2 |13 (14 |15 |18 |17

25|26 |27 |28 | 29|30 |H

Cash Advance

Cash Advance Amourt Cash Advance Commernt

[ ||~ ]

5. Use the calendar to select your Trip End Date.

[& concur

Manage Requests Mew Request Quick Search

Request

RequestTrip Name:
Additional Information:

Reguest Header | Segmerts | Expenses | Approval Flowe | Audit Trail

RequestiTrip Name Destination City Trip Start Date Trip End Date ReuestiTrip Purpase
I Leadership Institute Conference | I Miami, Florida | Immsfzm 5 | ronszms = ~|
Chart Fund org ¢ Octoher2015~ > Activity
I (1) Marehouse Schosl of Medlicine ‘ ~| I (100004 Uinrestricted MHC ‘ ~| I(m 0000 MHE Administration | ~| v ‘ ~] |
E M T w T F k]
27|28 (20301 |2 |3
@ls|s |78 10
Commert

16 (19 (20 |2 (22 (23 (24

Cash Advance

Cash Advance Amourt Cash Advance Comment

\ | [usc]v]

6. Select your Request/Trip Purpose from the drop down list
e Ifyou select Conference Attendee, Conference Participant or Other, you will
be expected to provide more details in the Additional Information section.
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Trip Endl Date Fequest/Trip Purpose \ Trip Type

I 10/09,2015 \ & I Conference Participant M I | ~ |
Program A ctivity Project

I (30 Faculty Practice Flan | v| | | vl | | v

7. Select your Trip Type

e Please note: In addition to places outside U.S. Territory, MSM also considers
Alaska and Hawaii as international travel. Please choose your Trip Type
accordingly when traveling to these states.

Delete Reguest

Submit Reguest

Status: Not Submitted

RequestiTrip Purpose

Traveler Type

Conference Participant

In-State

Achivit
| ! | | Irternational
~

out-of-State

Additional Infarmation

Leader ship Institute

8. Verify your connection to MSM by selecting Travel Type.
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Delete Request Submit Request

Status: Mot Submitted

Tripr Ty Trarveler Type e
Cut-of-State i W
FacultySStaff
Project
role Graup Travel
| [v]
Guest
Student

9. Choose your Chart
e Please choose 1 for Morehouse School of Medicine
e Please choose 9 for Morehouse Healthcare

CONCUR Zequests Expense App Center

Manage Requasts Mew Reguest Quick Search

Request

RequestTrip Name:
Additional Information:

Request Header | Segments || Expenses || Approval Flow | Audit Tral

RecuestTrip Name: Destination Cty Trip Start Date:

Trip Endl Dat
ILeadershlp Instiute Conference | IM\am\.FIur\da | |1cuu5ams =] I1UlD9f2El1
Chart Fund Ory Program

~| E[1DDDD4JUans1ric1edMHC ‘v| E(Emﬂﬂﬂ)MHCAdmmmraﬁnn |v\ Ilgan)rs

Type to search by: TEXT ‘® CODE
(Code) Text

ar (1-100004-610000-90) Morehouse School of Medicine i MHC MHC inis ion Faculty Practice Plan

(1-350074-310001-21) Morehouse School of Medicine Bmal1 as a Cantral and Peripheral Heuroscience Institute Basic Research
(1-309013-300001-21) Morehouse School of Medicine 2/2-Atlanta Center for Translationa Cardiovascular Rsch Inst-CURI Basic Research
(1-309011-300001-21) Morehouse School of Medicine 2/2-Atlanta Center for Translationa Cardiovascular Rsch Inst-CVRI Basic Research

(C A01) Morehouse School of Medicine
(8 MHE
ash Ldvance Smourt ‘ash Advance Comment

| | [usc| |

10.Choose your Fund, Organization and Program (FOP)
e You will not be required to choose your Account number. The correct
account numbers are built into the Concur platform and will be allocated
when you choose your Segments and Expenses.
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CONCUR REQUEST

REQUESTING A CASH ADVANCE

Overview

Advances are available, only for that portion of the estimated cost not absorbed by third
party sponsor or paid directly by the School to a vendor or organization. Since airfare and
hotels will be paid for in advance using the MSM corporate travel card, employees will only
receive advances for per diem. All other travel related expenses must be reimbursed in
Concur Expense. Additional advances will not be issued to an employee until all
outstanding advances have been reconciled. Our previous policy stated the individuals
would receive $60 per day for per diems. Effective October 5, 2015, Morehouse School of
Medicine will be using USGSA rates for per diems. USGSA provides the actual per diem
rates for the specific destination city. Please note that the traveler will only receive 75% of
the per diem rate for the initial and final dates of travel. For example, if my trip begins on
October 5t and ends on October 9th, [ will receive full per diem rates for October 6th-8th but
will only receive 75% of my per diem on October 5t and 9th.

Steps

1. Type your per diem estimate in the Cash Advance section of the request and type
Per Diem in the Cash Advance Comment section.

Cash Advance

Cazh Advance Amount Cazh Advance Comment
ISEIEI.IIIIII | |USE W | Fer Diem

2. Click the Expenses tab.
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Request

RequestTrip Hame:
Additional Information:

Fequest Header e Expenses

Request/Trip Mame

Approval Fl

hanage Reguests Mew Request Cluick Search

Audit Trail

Trip Start Date

I 1) Morehouse School of Medicine

| ~ | I 1000047 Unrestricted bHS

I Leadership Institute M&nce Misirgg Ficls | I A1 QDS S201 5 ||
Chart Fund Org
| -~ | I {51 00000 MHC Administration | -~ |

Commert

Cash Advance

Cash Advance Amount

Cash Advance Commernt

I Z00.00

| [use] ]

3. Click Meals Per Diem.

Expense:

02 Transportation 04, Meals & Entertainment

Car Rental Fuel Group Meals/Entertainment <10
Attendees
Charter TransfersBus

Group Meals/Entertainment 10+

Qther Ground Transportation Attendees

Parking 0. Cammunications

Internet/Online Fees

To create a new expenss, 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.

08, Other

Miscellaneous Relocation Expenses

Recruiting Expenses eals Per Diem

Seminar Registration/Fees

TipsfGratuities

Concur ﬁequest, Travel and Expense
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Expense Type Trip Start Date Trip End Date Report/Trip Purpose
I Mesls Per Diem | - ] I 104052015 |] I 101082015 |] I Conference Paricipant ‘ ~ ]
Destination Ciy Trip Type Description Tranzaction Amountfyz
[ vtz Frorica | [outoraste [~] 000 USC v
Commert

coNCcUR

Manage Requests

Request 33E]

RequestTrip Name: Leadership Institute Conference
Additional Information: Leadership Institute
spproval Flow || sudit Trail

The USGSA rate will automatically be populated for you.

Mew Request

Quick Search

Renuest Header || Seomerts || Expenses
{4 riew Expense =
[ Date Expense \ Armount | Requested |
[ ] 10ms2015 Meals Per Diermn \ssssn oo $330.00

TOTAL AMOUNT

TOTAL REQUESTED

$33C.CC

$33C.0C
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CONCUR REQUEST

ADDING EXPENSES

In addition to per diem, Morehouse School of Medicine allows travelers to add the
following expenses to a request:

e C(Car Rental Fuel

e Charter/Transfers Bus

e Other Ground Transportation

e Parking

e Groups Meals/Entertainment <10 Attendees

e Groups Meals/Entertainment 10+ Attendees

0 Note: In Concur Expense, the user will be required to provide the names of

the attendees.
e Internet/Online Fees
e Miscellaneous
0 The user will be required to provide additional information for any
miscellaneous expenses.
e Recruiting Expenses
e Seminars/Registration Fees

0 Conferences will still be paid by the Accounts Payable Department. In Concur
Expense, the user should choose Paid by Company in the payment section.

e Tips/Gratuities
e Relocation Expenses
e Mileage

Expense:

To create a new expenss, click the appropriate expense type below or type the expense type in the fiald above. To edit an existing expense, click the expense on the left side of the page

02 Transportation 04 mMeals & Entertainment 08 Other 09 Relocation

Car Rental Fuel Group Meals/Entertainment =10 Miscellaneous Relocation Expenses
Attendees

Charter iMransfersBus Recruiting Expenses Meals Per Diemn
Group Meals/Entertainment 10+

Other Ground Transportation Aftendees Seminar Renistration/Fees Mileage

Farking 6. Communications TipsiGratuities

InternetiOnline Fees
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CONCUR REQUEST

ADDING SEGMENTS

Overview

Segments are travel related expenses that can be booked or reserved using Concur Travel:
Airfare, Hotels, and Rental Cars.

Steps

1. Click the Segments tab.

L O

rManage Reguests
Roeqgueso T« _ = —— hip Imstitute
Additio Infommation: Confalgrce
Seaments Expange= Approeal Flowr Soreclit Wil
77777 <=
[ ——— Requested
s==0. o0 s==0. o0
TOT AL Sma ST TOoOTAL REQUES TED
=230 _ 00 B = =0 OO

2. Click the airfare icon (if applicable)

a8 CONCUR

Manage Requests

Request 33EK

Request/Trip Name: Leadership Institute
Additional Information: Conference

Reqguest Header Segments Expenzes Approwval Flow Audit Trail

‘ Add Segment

CLICK ICOMN TO CREATE SEGMEN
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Type the estimated amount of your airline ticket.

Choose the airport you're flying out of as well as the airport you're flying into.
The travel dates from the Request Header will automatically populate.

Click Save when you're done

oUW

Help ~

CONCUR R Expense  App

Profile - &

Manage Requests New Request Quick Search

Request 33EK
q Status: Not Submitted
Request/Trip Name: Leadership Institute Amount: $330.00

Additional Information: Conference

Request Heater || Segments | Expenses || Approval Flow | Audit Trail

‘Add Segment

CLICK ICON TO CREATE SEGMENT a @ @
- S — - |

e Air Ticket & rounatrip €] oneway A"'“‘""'

Outbound

From: I Hartsfield Intl Arpt (ATL), Atlanta, GA, Uniled States of Amt‘

To I Miami Area Airports (MIA), Miami, FL, United States of Amt ‘

oo 555 [8] swen <] [230]]

Comment:

Delta Airlines| ‘

Ret
E=nN

Comment | ‘

( Save Cancel

7. Click the Car Rental icon (if applicable)

8. Your travel dates will automatically be populated

9. Type the estimated amount for your Car Rental.

10. Enter the city that you will pick up and drop off the car.

11. In the detail section, add the name of the company that you will be reserving the car
with.

12. Click Save when you're done

Fsepent Header | Seomeres | Expenses | spprovFiow | fuse Tred
Add Segment
CLICK ICON T0 CREATE SEGMENT
@) car Rental smcurt: [100 | [t
Plck-up coy Iu., Florida
Dute. [ro0scms G| At T~
oot [ e
Drop-off
22y [ e Fronza
Dutn: | pomerzons (| & -
L
Comeent
e
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13. Click the Hotel icon (if applicable)

e Registrations for combined Conference and Hotel reservations can be
paid using the department’s P-Card. This is a change from the former
process of sending the payment request to the Accounts Payable
department.

14. Your travel dates will automatically be populated.
15. Type the estimated amount of your Hotel.

16. Enter the city that your hotel is located in

17.In the detail section, add the name of the hotel

18. Click Save when you’re done.

[BcoNcur  Requests  Expanse

Manage Requesis New Request Quxk Search

Request 33E)

Request/Trip Name: Leadership Insttule Conference
Additional Information: Leadership Instituie

Fiequest Mesder | Segments | Expenses oval Flow || auat Trad

oo
Add Segment
CLICK ICON TO CREATE SEGMENT
Detad jart:

Comment

@ Hotel Reservation ok [:f-: 00 U -

Check-In

Check-Out

19. If any of your segments will be paid for using multiple FOAP information, click
Allocate.
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20. Click the items that need to be allocated the click Allocate Selected Expenses.

Print / Email ~ Delete Request Submit Reqguest
Mot Submitted
Amount:

Status:

e —
C e e =
———

Allocations for Request : Leadership Institute Conference

pomelest List
Alloc ate Selected Expenses Clear Sele: tions

Allocations

[ Dater |Expense \ Group Amnuntl
[ 10052015 Mesls Per Diem $330.00
101052015 Airfare $500.00
10052015 Car Rental $100.00
100052015 Hotel $250.00

| cancer

21.Add New Allocation

Concur -Request, Travel and Expense
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Allocations for Request : Leadership Institute Conference

Ox

Request List Allocatio Total:$850.00 00(100%) 00{0%)
| ] e | o
* Chart * Funi “org *Program | Activity | Project | code
| [ (1) Morehcuse.... | | (100004) Unre... | | (610000) MHC... | | (20) Faculy Pr... | | || | (1) Morehouse .
| | (1) Morehouse... | | (100004) Unre_. | | (510000} MHC... || (80) Faculy Pr__ || || | (1) Morenouse ...
22. Modify the percentage and FOP information as needed
Allocations for Request : Leadership Institute Conference Bx
Request List Allocations T 100%)
' I [ O o s | e
] Percentage *Chart *Fund “org * Program ‘Activi'ty |Projec1 ‘Ccde
mRE] | | (1) Morencuse.... | | (100004) Unre_.. | | (610000) MHC... | | (20) Faculty Pr... | | | | (1) Morehouse -
O |se || (1) morenouse . | ‘vl‘(mDDDD)MHC,,H(Bﬂ)Fuum Pro || || | (1) Morenouse ...

Type to search by: () TEXT @ CODE
(Code) Text

(100001} Unrestricted Fund
(100003} Service Centers

(100004) Unresiricted MHC.

(101010} Medical Student Tuition
(102111} Biomedical Research-MS
(102112) Biomedical Tec hnology-MS
(102113) Medical Science-MS

(102120) Clinic al Research

(102130} Public Health Program

(102410} Biomedical Science-PHD
(103000} Indirect Cost Recovery Fund
(110005) Grady Colleztions Meditine
(115D01) Grady Enhancements

(120003} Phar-Analytical Chem Lab
(120011) OSRA - Ressarch Media
(121002} Special Funds BS Wi ro/Bioc hemi
1122003} Special Funds CS Oh/G:

23. Click Save

Concur ﬁequest, Travel and Expense
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CONCUR REQUEST

SUBMITTING YOUR REPORT

Overview

You will need to submit your report for approval before you are allowed to book your
travel. All requests are submitted to the traveler’s Default Supervisor (Direct Supervisor list
in Human Resources). If your travel is international, your request must also be approved by
the President’s Office before you can book your travel. After your report has passed
through all the proper channels, you will receive an email stating that your Request has
been approved. At this point, you will now be able to book your travel.

Steps
1. Click the Approval Flow tab to view where your report will be routed after you
submit it.
CONCUR Requests Expense App Center
Manage Requests New Request Quick Search
Request 33E

Request/Trip Name: Leadership Institute Conference
Additional Information: Leadership Institute

Reguest Header || Segments | Expenses | Approval Flow | Audit Trail

Supervisor Approval

Request Processor:

(this step may be skipped)

2. Hit Submit Report

Help ~

Profile - |

Print / Ermail - Crelete Reqguest Submit Reguesi

Status: Mot Submitted
Amount: $1_130.00
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CONCUR REQUEST

VIEWING THE STATUS OF YOUR REPORT

Steps

1. Click the Requests tab on your Concur homepage.
2. View the Status

CONCUR Requests Expense

Manage Requests New Request

Active Requests (49)

App Center

Quick Search

Reguest Name w Begins With ot | |

| Request |n(ﬁ

| | Request Name

Leadership Institute Conference
Leadership Institute

PR ending Supervisor Approval - Approver,

|

O MIH Conference 33EC Approved

Concur ﬁequest, Travel and Expense
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CONCUR REQUEST

FAQs

Does my Department Administrator approve my travel?
In Concur Request, you travel will be approved by your direct supervisor.
Who is my direct supervisor?

Your direct supervisor is the supervisor that is listed in Human Resources.

What is considered international travel?

Any land outside U.S. Territory is international travel. MSM also considers Alaska
and Hawaii as international travel.

Who approves international travel?
All international travel will be routed to the President’s Office.
Can I request a cash advance for my hotel?

If your hotel is attached to a conference registration, please use your department’s
P-Card to pay for both the Conference registration and the hotel reservation. Most
hotels will accept the card on file for payment. If your hotel does not accept the card
on file, please provide payment information and Hotel Confirmation to AP for
payment via check.

If my department doesn’t have a P-Card, how can I request one?

Please contact your Department Chair. Department Chair’s make the decision on
whether or not their department will have a P-Card?

How will I know if my registration has been paid before I get to my conference?

The Accounts Payable department will send you a copy of the checks as
confirmation of payment.

How will Conference fees be handled in Concur?

Conferences will still be paid in advance through the accounts payable department.
The traveler would still need to add the Conference Fees to their Request. In Concur
Expense, the traveler would need to select the “Paid by Company” payment option.
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What if my FOP info is not listed in Concur?

If your FOP is not listed in Concur please provide the information to
concurhelpdesk@msm.edu. A representative from the MSM Concur team will be

able to assist you.
Why am I not allowed to select my account # in the Request Header?

The account number is automatically populated in the back of the system based on
the segments and expenses selected.

What if multiple departments are paying for my travel? How do I allocate the
different FOPs?

Click Allocate.

Click the items that need to be allocated

Click Allocate Selected Expenses

Click Add New Allocation.

Modify the percentage and FOP information as needed
Click Save.

O UTAWN P

Am I allowed to book travel without submitting a request first?

No. All travel must be requested and approved before it can be booked.
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CONCUR APPROVALS

DEFAULT (SUPERVISOR) APPROVER

Overview

In Concur Request, the Supervisors must approve the request to travel before the trip can
be booked. In Concur Expense, the Supervisor will also be required to approve the actual

expenses associated with the trip.

Steps

1. The Supervisor can log into Concur and click the Required Approvals tab under the

My Tasks list.

& concur
SCHOOL OF MEDICINE
Slana
Hello, Default Repar
MY TASKS
m Required Approvals el m Avaijlable Expenses
Autivorization Requests 08 You currently have no avatable expenses
Expensa Repans ird
FACTS & STATS
|" i35 ey e I'J/’
- .
o leams are up to S0% more efficient whn
hey GonT have 10 hunt down expense réceipts and

+ 10 00
Upload Required Avadabie
Receipts Approvals Expenses

EY m Open Reporis

You cumently have no actrve repons

To take the perfect pholo of your receipl. use a flal
surface and have a great ight S0UCE o use the
camera flash

00

Tpen
Reports

e The Approvals will be split up by Requests and Expense Reports. Please
approve the Requests first since the Traveler will not be able to book their

travel until their Request is approved.

Concur -Request, Travel and Expense
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[HCONCUR | Expense | Approvals | Reporting ~  App Center

Approvals
08 02

Requests Expense
Reports

Requests

Approvals Home Requests Reports

Help +

Profile ~ a

091712015

Request Name Request ID Employee Request Dates Date Submitted Total
[ MM Conference A EA Reeves, Takisha e 09H0R2015 $1,068.00
B Lo nstne Conterence A R Traveler1, Morehouse 1o 081182015, 5118000
[]  Dawn TestSegment Only 33EM Traveler!, Morehouse Lz DSHS/2015 600,00
[  owalintwithmied exp type 33ET Traveler, Concur Senanaie DSMS2015 524.00
@  huwihmixedexpiyp 33EU Traveler, Concur Senene 081152015 52400
@ pasle 338V Traveler, Concur Donennis DOH52015 51200
O jocngntexpiype 33EX Traveler, Concur H 0952015 $123.00
@ ptate seoment 33EW Traveler, Concur Osnsn01s 081152015 $123.00

CONCUR

© Copyright 2015 - Concur - All Rights Reserved

Last logged in: 09/15/2015 12:33 PM

2. Click the trip that needs approval.
e All of the information related to the Request or Expense (Request Header,
Segments, and Expense Summary) will be available for review.

[Aconcur  Esperse | Amprovas

Reporting = App Center

Requests Regorts.

Request 33E] et wwes

RequestiTrip Hame: Leadershy Institule Conference
Adsditionad Information: Laadership Insante

Rt Hesoer f)

. Expenss Amsunt

DOS0NS Ligan P e 0.0
drtwe £500.00
Car Raarsal £100.0¢
Howl

TOTAL AMCUNT
$1,180.00

TOTAL RS
$1,180.00

r Eipenae Trve o Star e
[r——
sxm Cstraton Gty
50000 Descriobon Trantaction sty

Epereves smeor

o T T

Suatus: Pending Supervisor Approval
Amount: §1,180.00
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3. Please review to make sure the segments and expenses are business related and do
not violate MSM Travel Policy.

e Approve or Send Back the Request based on the information.

If you'd like another employee to view the information as well, click Approve
and Forward.

[Bconcur  Erpeme | Apmovals | Repoting + App Certer

Approwdls Home  Requests  Reparts

T e
ReQUESE 33E) et sowmmes T T T
Status: Pending Supervisor Approval
RequestiTrip Name: Leadership Instilube Conference Amount: $1,180.
Additionnl information:  Laadership Instifute

squest Mesder f), | Sagmeres || Evperss Summary  Sopeovl Flew

Esperae Tyre Trip Start Date: Trip Ena Diate
Diate [— — Kequeste s :
0015 Ueals Per Dem 233000 2000 FlsgonTrg Purisbes Destration Gty Trg Tyim
HOLE0HS At 350000 350040 et Trarm e ten smeamiyy omant
LTS Car Riereal 340000 510000
W05 Hotel 525000 525000
¢ sepisven amoure

TOTALAMOUNT |  TOTALREQUESTED |

$1,180.00 $1,180.00

B e |[onn
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CONCUR APPROVALS

INTERNATIONAL APPROVER

Overview

All international travel, including trips to Alaska and Hawaii, require an additional layer of
approval. In addition to receiving Supervisor approval, these trips must also be approved
by the President’s Office in Concur Request before the travel can book their trip. In Concur
Expense, the President’s Office will need to approve the expense if the cost of the trip is
10% more of the amount requested amount.

Steps
4. Loginto Concur

e Alist of trips requiring approval from the President’s Office will be listed on
the main Concur page

MOREHOUSE 05

SCHOOL OF MEDICINE

Required
Hello, President Approvals

MY TASKS

m Required Approvals >

Morchouse 1. | ghana Concur T, | Int1 with Inf] Concur 1. | Int] with In State
$4.816.00 — Authonzation $20.00 — Authonzation $47.00 — Authonzation

Morehouse T. | Presdent Workflow Test Morehouse T, | CASH ADV TEST
57.198 00 — Authorization £112.95 — Expense

FACTS & STATS

-
To take the perfect photo
surface and have a great
camera fash,

Finance 1eams are up to 50% mare efficient when
th expense receipts and

[ concur

5. Click the Required Approvals tab.
e Approvals will be split up by Requests and Expense Reports. Please approve
the Requests first since the Traveler will not be able to book their travel until
their Request is approved.
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Help

CONCUR | Approvals  App Center °
Profile ~
L -]
Approvals Home Requests Reports
Requests Expense
Reports
Requests
Request Name Request 1D Employee Request Dates Date Submitted Total
[ ghema A s Traveier3, Morehouse 1on2z0ns 0911412015 3481600
0 Intlwehint 33EE Traveler, Concur 09412015 20,00
’ S 091512015 o
O Intiwihin State 33EF Traveler, Concur e 081412015 s47.00
@  President Workflow Test A 3EH Traveler3, Morehouse: Pt 00412015 57,198.00

CONCUR

© Copyright 2015 - Concur - All Rights Reserved

6. Click the trip that needs approval.

Last logged in: 09/10/2015 10:40 PM

e All of the information related to the Request or Expense (Request Header,

Segments, and Expense Summary) will be available for review.

[ ]
Help =
[Wconcur | Amovals | App Conter = a
as Home Requests Faponts.
Request 33EH - 0 T TR S e
Status; Pending Office of the Pressdent Agproval
: Amoune: 7,136 00
-
- -
A
" = = T
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7. Please review to make sure the segments and expenses are business related and do
not violate MSM Travel Policy.

e Approve or Send Back the Request based on the information.

If you'd like another employee to view the information as well, click Approve
and Forward.

[Hconcur  Apmovals | App Conter

Approvas Home  Fogueests  Repons \
3 — T T
Request 33EH raue: = EETE
Stntus: Perding Office of the President Approval
[L— Amaune: 57 19800
Fy Expes ar,
QNSNS Aifore $1.00000 500000
18NS it 0N X0 ot
15! Meals Per Dem S0 SR
TOTAL AMOUNT TOTAL REQUESTED
$7,198.00 $7198.00
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CONCUR APPROVALS

ORG APPROVER

Overview
In Concur Expense, the department approver for the Org is required to check the budget of

the FOP listed. They are also required to make sure all of the items listed in the trip are
allowable and do not violate the MSM Travel Policy.

Steps

1. Loginto Concur and click the Required Approvals tab under the My Tasks list.

MOEHOUSE + +
SCHOOL OF MEDICINE 10 00 UU
Sana Upload Required Avallable Cpen
Hello, Default Report Receipls Approvals Expenses Reporns
MY TASKS

m Required Approvals = m Available Expenses > m Opean Reporis 5

i2ati You currently have no avalable expenses Vo currently have ne acbve repors.
Authorization Reguests [ . y P

Expense Reports [F]

FACTS & STATS

2. Click the trip that needs approval.
a. All of the information related to the Expense (Request Header, Segments, and
Expense Summary) will be available for review.
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[BcoNcuR  Expesc | Approvals  Reporting = App Center

Approvals Home  Fequeats  Repada
e T
Request 33E) v BT ST ST T
Status: Pending Suparviace Appraval
Amount: $1.100 00
wF .
@ | EspemseTioe Tric Biaet D et End Dok
Date Expense Ameani Requested :
VOUAATE  Weai Far Dam a0 som AleponTre Purpose Devaraion Sty Trio Tz
S At sstaco 200,00 - Traraseten smeuen s s
O0STOIE G Rermal sc0 simen
T w000 000
L4 Ropeoved Amdurt
TOTALAMOUNT |  TOTALREQUESTED |
$118000 | $1,18000 B

3. Please review to make sure the segments and expenses are business related and do
not violate MSM Travel Policy. Also, make sure all of the receipts are valid and check
the budget for the FOP listed.

a. Approve or Send Back the Request based on the information.
b. Ifyou’d like another employee to view the information as well, click Approve
and Forward.

[BcoNcuR  Expesc | Approvals  Reporting = App Center

Approvals Home Requsats FRegxrls
e
Request 33E) v BT ST ST T
Status: Perirg Superacr Appeaval
FequestTrip Mama: Loadership Institut Confornce Amaune: §1.100.00
Additional Information: Lesdership |mtitute /
Regue! rimacier [} ey apmene Sun U oo Flom | Auckt Tisd
« Esperas Type Trig Start Diake: Trip End Date
Date Expense Ameani Requested 2
OLTME Ml Par Duaem $330 00 %00 AepontiTrp Pumose Deaanadion City Trip Type
AESTS iter s 250000 Deserin Transseten tmeutys Comment
O0STOIE G Rermal sc0 simen
T w000 000
‘ Ao ed At
TOTAL AMOUNT TOTAL REQUESTED |
$1,180.00 $1,180.00 - I
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CONCUR APPROVERS

FAQs

What should I look for when approving?

When approving an Expense Report, it is very important to check that all required
information is there in order for the reimbursement to be processed. By approving
the Expense Report, you are approving all the expenses that the employee has sent
in, so be sure that the Expense Report does not contain items that are not
reimbursable by the University (see “Expenses” - “What items are not
reimbursable?”). As a quick reference these are some things you should look at:

1. Receipts
1. make sure the receipts are attached
2. missing receipt form is attached (if applicable)
3. all items are reimbursable
4. itemized receipt is attached (i.e. hotel, meals over $75) and proof of
payment
5. international per diem requests have the U.S. Department of Sate’s Per
Diem table indicating the rate being used.
itinerary/invoice or e-receipt showing proof of payment for airfare
7. car rental contract, itemized receipt and proof of payment is needed
for rentals (rental insurance is not reimbursable)
8. MapQuest page or the Concur Google Map feature should be used to
indicate miles traveled for reimbursement.
2. Event dates
1. to be sure if an expense should be prepaid or not
3. Cash Advances
1. make sure the cash advance was applied (if applicable)
2. if not all of the cash advance is used, make sure the rest has been
returned through the Expense Report

o

How do I review and approve expense reports?

1. Inthe Approval Queue section of My Concur, click the name of the report that
you want to view.

2. On the Expense Report page, click the expense you want to view.

3. Click Approve.

How do I cancel a report I approved after I have already approved it?
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Send an e-mail to concurhelpdesk@msm.edu to request a cancellation of an

expense report within the same day the expense was approved. It is important to do
this immediately!

How do I send an expense report back to an employee?

1. Inthe Approval Queue section of My Concur, click the name of the report that
you want to view.

2. Click Send Back to Employee page, add comments in the Comment box.

3. Click OK.

What happens if I don’t approve an expense report?

If you do not approve an expense for your employee, after one week the expense
will be forwarded to your Approver.

How do I add an additional approver to review and approve the expense report?

1. Inthe Approval Queue section of My Concur, click the name of the report that
you want to view.

2. Click Approve & Forward.

3. Inthe Approval Flow window, click the Search Approvers By dropdown
arrow.

Select the desired search option from the dropdown list.

In the User-Added Approver field, type the search criteria.

From the list of options displayed by the search, select the appropriate approver.
Click Approve.

No s

What if I submit my report and I'm the approver for the Org I choose? Am I allowed
to approve my own report?

There are internal controls that will prevent you from approving your own report.
In the scenario mentioned above, your request will be sent to your Default Approver
(Supervisor) in Concur Request. In Concur Expense, your report will skip the Org
Approver step and will go straight to the Processor for review.
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CONCUR TRAVEL

BOOKING A FLIGHT

Overview
After your request is approved, you will be able to book your travel.
Steps

1. Click the Travel tab of your approved trip.

Administration ~ | Help ~
[AcoNcurR | Tavel  Appovals  Reporting »  App Center °
Profile ~
-

Travel Arrangers Trip Library Templates Tools
g Beoking for myself | Book for a guest Travel Alerts

- . i} Triplt creates instant mobile itineraries for business and personal trips.
-iE = = E @ Simply connect your Concur account to Triplt No thanks

Air/Rail Search 0@ You haven't signed up to receive e-receipts.@ Sign up here

® Round Trip ' One Way () Multi-Segment Company Metes || Upcoming Trips || Trips Awaiting Approval

Departure City @
Aurival City @
| SCHOOL OF MEDICINE
Find an aiport | Select mulliple airporis
Please send inquires to concurhelpdesk@msm.edu for MSM customer support.
To reference Morehouse School of Medicine Travel Policy please Click Here
Show More
Or, tell us in your words what you want to do Customer Support/ Changes

e.g. fight from JFK to Paris on Tuesday \-

Please only communicate with World Travel agents when you have general inquires. Additional fees will apply
when agents boaok airfare on your behalf.

WORLD TRAVEL SERVICE

(877) 778-7936

Office Hours: 8:00am to 6:00pm ET (Menday thru Friday)

Email: teamb@weorldtrav.com

AFTER HOURS EMERGENCY ASSISTANCE 24 Hours
(877) 778-7936 Domestic

(B65) 777-1600 International (collect calls accepted)
Refer to code: W-0ZA

Lost your receipt? You can request a duplicate receipt by clicking here.

2. Click Book

TenEN 300 gpioned - Pasdeng Boking s [ s ” Bast

i)

Tesheg Ena Bneary s Spperend - Prscey Busiey L) TS SEETI3 wn T
i)

et kg ase = gpeonad - Pastng Bating sscmTms s sar am T
[

CONCUR 11
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Use the Flight 4 tab to book a flight by itself or with car rental and/or hotel reservations.
You can access the Flight 4 tab in these ways:

On the Travel page: On the menu, click Travel, then select Booking for Myself or Book for a
Guest (whichever applies)

On the Concur home page: On the menu, the Concur logo, then select Booking for Myself or
Book for a Guest (whichever applies).

The Flight 4 tab is on the left side of the page.

Steps: Booking a Flight for Myself

1. Make sure the Booking for Myself tab is selected.
e Enter your search criteria, such as type of trip, departure city and date, and

arrival city and date.

COMPARMNY NOTES

[T

FACTS & STATS

Cid you Know? O you Know?
—

2. Click Search
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Refundable only air fares

;royage aLondres
$1.679.78 Returned

117 Cafe Monte
$45.76
Class of Service:| Highest alowed v | @

Search fights by () Price () Schedule
Booking a Flight

02/03 Cafe Monte
#! Flights wi no double connections

Home Office Expenses

$110.00
O Entering Search Criteria m { C I ick Sea rc h
Selecting Flights Or, tellus in your words what you want to do =
e.g flight from JFK to Paris on Tuesday e Did you £
|
Having your home country's embassy number Some countries won't let you enter if your
- " " programmed in your phone can help in case passport expires within 6 months. Keep your
Confirming Your Flight Concur Travel Points @ ofan emergency abroad passpont updated!
MY TRIPS (1) = ee

FEB Voyage de Montreal a Memphis
.20

More~ &3

CONCUR Company Policy

Travel Policy

® Copyright 2015 - Concur - All Rights Reserved
Revised: June, 2014
And click Search.

Last logged in: 02/11/2015 11:34 AM

¢ You will see a list of flights on the Shop by Fares tab. To filter the results,

select a column, row, or cell in the airline grid at the top of the results page or
use the sliding scales on the left.
Ademirgntration -~ | Holp -
A concur Hoquosts Trawed Expanse invoice Approvals =- &
BOORing 4 F”gi‘t Traval Pricato-Baat Trip Library Tamplates. Toals
] Seattle, WA To Memphis, TN
Entaring Saarch Critaria ; Trip Summary Thu, Apr 9 - Sun, Apr 12
O + Select Flighta " " ’

Peuna Tre
SEA - MEM
Outbound Thu 03/0%2015

Retumn: Sun, 0411272015
Confirming Your Flight

= | NOTE: Ploaze uss scheduls page to select your fllghts

Outbaind
Ap - L
Saattia, WA . Thu, Apr @
[ * on S8 ekt SEvm
it Carrier Depart
- ®
AT edan! A SEA oRttom =¥ DTW ol
= & oW > MEM 0
I Cuote for Price
Display Settings T =
Hute Prepeies fanna
FN SEA DESPam =3 ATL 02
g A
Akport Filters = ke e
Fevised hona, 2014

ATL Obtepm <3 MEM O3

You will see a list of fights on the Shop by Fares tab. To filter the results, select a column, row, or cell in the airline grid at the
scales on the left.

ge or use the shding

e The More Like This link allows you to view separate outbound and return flight. If

you the select Shop by Schedule tab, you will be able to select your outbound and
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return flights separately options as well.

IMEM - Memphis Intl - Memphis, TN | Select 0 A S MEM 1200pm =» SEA 07Z:55pm 1 %h55m
Find an awport | Select multiple airports

E_)_naja_@[&__l - Remove 3 B More like this + Show details v

!MDMMS” dep v | 09:00am v |23 v | .

Return =

041122015 || dep v || 0300pm v [z3 ¥ | it Shop by Fares | Shop by Schedule Sorted By: | Price - Low fo High v

|| Refundable only air fares Expand All Details

Class of Service: | Highest alowed ¥ | @ Displaying: 158 out of 159 resuits. @ << Previous | Page:1 of16 | Nextss | All

Search fights by (' Price (® Schedule Price Carrier Depart Arrive Stops Duration

¥ Flights w/ ne double connections $518.70 £ Us Aiwayst SEA 0815am = MEM 06:37pm 1 8h2Zm

z 12:05am 1 1
Select @ MEM 04:0Z2pm = SEA 1205am 1 10h3m
m +293 s + Operated by American Airfines

Compare + % » More like this + Show details v

Outbound - Thu, Apr 9 A
$518.70 ‘% American Airlines

-- SEA 0815am =» MEM 06:37pm 1 8h2Zm
—— L Select @
Depart 06:05 AM - 11:48 AM e MEM 0402 pm =¥ SEA 1205am 1 10h3m
10— =
b R E R AR Compare + % )) More like this + Show details »

e The Select button appears in green, yellow, or red.

e Green indicates a preferred vendor or flight.
e Yellow indicates a flight that is out of policy.
0 Note: You will have to provide an explanation on your expense
report to explain this choice.
e Red indicates an airline/flight that is prohibited.

|
Shop by Fares || Shop by Schedule Sorted By: | Price - Low toHigh v |
[HExpand All Details
Displaying: 158 out of 159 resuits. @ << Previous Page: 1 of 16 MNext == | All
Price Carrier Depart Arrive Stops Duration
$518.70 - US Airwayst SEA 08:15am =3 MEM 0637 pm 1 8h22m
Sciect @ | MEM od02pm - SEA 1 10h3m
T +298Fts  +Operated by American Airlines
Compare + & D More like this + Show details w
Y - o
American Airlines
$518.70 % SEA 05:15am =3 MEM 06:37pm 1 8h22Zm
select @
T MEM 0402 pm = SEA 1z05am 1 10h3m
Compare = & > More like this + Show details w
=%  US Airways
$518.70 N SEA 05:15am =3 MEM 06:37pm 1 8h22Zm
American Airlines
ST MEM o402pm =¥ SEA 1 10h3m
Compare = & > Maore like this + Show details w
P i Sl g . . 1
$1,082.70 ==+ American Ailines  SEA 08:15am =3  MEM 06:37pm 1 8h2Zm
US Airwayst MEM 0402 pm = SEA 1z05am 1 10h3m
+ 2990 + Operated by American Airlines
Compare + & D More like this + Show details w
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e To view more details for a particular flight, click Show Details.

| [MEM - Momph Inti - Memphis, TH select @ A Deita MEM 1m00pm 3 SEA 075 pm ah 55m -
i an aipon | ERWET FURIDR S4Das
epaiturg Remove o W Mare like this + Show details w
O4OW2015 || dep ¥ |[ 0B.00an ¥ |=3 ¥ ~
Ratur
0412205 || dep v || D300pm ¥ |23 w > shop by Fares || Shep by Schedides Sored By: | Priee - Lew 1o High r
Refundable only ain fares M Expand AN Details
Clags of Service: | Highest allowed  » |6 Dspla 158 gart of 159 s viows Newt > | A
Sanrcih Nghis by Price (8} Schedule Price Carrier Depart furive stops Duration
¥ Flights v no double connections L. Bhdam
106 3o
| Outbound - Thu, Apr 9 -~
| 1 anazm
® L ]
Deparl  06.05 AM - 1148 AM 1100 3m
L ] L ]
| Arren 0307 PM - 1148 P Compare »+ W D More fike -
Helurn - Sun, Aps 12 -~ -, U Alrways
| S51E.70 4 ¥ SEA o5 am =3 MEM eI pm 1 BR2Im
Aavverican Adrtines
L ] L ]
. o7 pm 12205 am 10m 3m
Depart 12:00 PM - 04°30 P 299 MEM L I
* -
Arrhve U550 PM - 01°46 AM Compare » 1} More ke this + Show details v
[orica o 51,082.70 "S- American Arlines  SLA o515 am —%  MEM 1 B I2m
m LS Alrwayst MEM Mafpm 3> SEA T 1. 106 3m
- + a3 * Opersted by American Airins
SSVLT0 - SU0T.20
s &
. Compare 5 p)] More like this + Show detsils w
= 1 =

e In the flight details, you can view the flight information and fare rules, select a seat,
and, if needed, add or choose a different frequent flyer program.

o C(lick the seat map icon to open a popup window that shows available seating for the

flight.

=

Compare »

b))

Moare like this + Hide details A

Outbound flight: Seattle,

WA (SEA} - Memphis, TN (MEM) Thu, Apr9

= US Airways

Seattle Tacoma Intl Ar... (S

EA)

Dallas Ft Worth Intl (DFW)

Stops: O Duration: 1h 37m

= #0249 Depart: Thursday, 08:15 am Arrive: Thursday, 02:06 pm
Stops: 0 Duration: 3h 5im  Economy: Q  Boeing 737-800
= US Airways Dallas Ft Worth Intl (DFW) Memphis Intl (MEM)
#5685 Depart: Thursday, 05:00 pm Arrive: Thursday, 06:37 pm

Economy: Q

Canadair Regional let 900

Return flight: Memphis,

, TN (MEM) - Seattle, WA (SEA) Sun, Aprl12

a=—US Airways

Memphis Intl (MEM)

Dallas Ft Worth Intl (DFW)

= #1389 Depart: Sunday, 04:02 pm Arrive: Sunday, 05:48 pm
Stops: O Duration: 1h 46m  Economy:V  McDonnell Douglas MD-80
US Airways Dallas Ft Worth Intl (DFW) Seattle Tacoma Intl Ar... (SEA)
#2254 Depart: Sunday, 09:46 pm Arrive: Monday, 12:05 am
&= Operated by ol ) b
Airterican Stops: 0 Duration: 4h 19m  Economy: V' Boeing 737-800
Airlines i

US Airways - (Worldspan)

Fare Rules

Ticket non-refundable - penalties may apply

Change fee likely applies (plus fare difference, see fare rules)

+299 Pz
Hide details A

'éi Use my default credit card: ‘Corporate Card’;
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3. When you have selected the best flight for your trip, click Select.

Class of Service: '.Hignastallmﬁad v @ 5@ Next == | All
Searichi Tghis b7 (@) Price ) Sclidi Price Cartier Depart Arrive Stops Duration
\#| Flights w/ no double connections $518.70 US Airwayst SEA g815am =» MEM 37pm 1 8h22m
MEM o402pm - SEA 10h 3m
Booking a Flight +Operated by American Ailines
o 7
Compare & & » More like this + Hide details A
Entering Search Criteria
Crithonied ™ 100 Anrg) - Outbound flight: Seattle, WA (SEA) - Memphis, TN (MEM) Thu, Apr©
@ = US Airways Seattle Tacoma Intl Ar... (SEA) Dallas Ft Worth Intl (DFW)
O Selecting Flights Depart 06.05 AM - 11,48 AM #0249 Depart: Thursday, 08:15am Arrive: Thursday, 02:06 pm
@ Stops: 0 Duration: 3h SIm  Economy: @ Boeing 737-800
Arrive  03:07 PM - 11:48 PM
US Airways Dallas Ft Worth Intl (DFW) Memphis Intl (MEM)
. ' #5685 Depart: Thursday. 05:00 pm Arrive: Thursday, 06:37 pm
Confirming Your Flight {’_'7
Return - Sun, Apr 12 ~ Stops: 0 Duration: 1h 37m  Economy: @ Canadair Regional Jet 900
® Return flight: Memphis, TN [MEM) - Seattle, WA (SEA) Sun, Apr 12
Depart 12:00 PM - 04:40 P == US Airways Memphis Intl (MEM) Dallas Ft Worth Intl (DFW)
® #1389 Depart: Sunday, 04:02 pm Arrive: Sunday, 05:48 pm
Arrive 05:50 PM - 01:46 AM Stops: 0 Duration: 1h 46m Economy: V' McDonnell Douglas MD-8G
N US Airways Dallas Ft Worth Intl (DFW) Seattle Tacoma Intl Ar... (SEA) L]
Price = #2254 Depart: Sunday, 09:46 pm Arrive: Monday, 12:05 am L
Opersted by o L i : P
r “Hiniaae Stops: O Duration: 4h 28m  Eccromy: V. Bosing 737-800
5518.70 - 967.20 Airlines N
Display Settings A
Hide Non-refundable Fares
Hide Propelier Planes C I k S I t
Depart/Return Same Airport Only I C e ec .
Airport Filters ~ e
Revised: June, 2014 T (A

¢ Inthe Review and Reserve Flight section, you can review your flight itinerary.
Administration ~ | Help ~
CONCUR Requests Travel Expense Invoice Approvals [ )
Profile ~
-
Travel Price-to-Beat Trip Library Templates Tools
T BTy Review and Reserve Flight

Flihts Selected REVIEW FLIGHTS

Round Trip

SEA - MEM Cutbound flight: Seattle, WA (SEA) - Memphis, TN (MEM) Thu, Apr9

Outbound: Thu, 04/09/2015

Return: Sun, 04/12/2015 US Airways Seattle Tacoma Intl Ar... (SEA) Dallas Ft Worth Intl (DFW)
#0249 Depart: Thursday, 08:15am Arrive: Thursday, 02:06 pm

2= Operated by B oo N
P — éiopt: 0 Duration: 3h 51m  Economy: Q  Boeing 737-800
Airlines =
US Airways Dallas Ft Worth Intl (DFW) Memphis Intl (MEM)
#5685 Depart: Thursday, 05:00 pm Arrive: Thursday, 06:37 pm
Operated by
American Stops: 0 Duration: 1h 37m  Economy: Q@ Canadair Regional Jet 900
Airlines
Return flight: Memphis, TN (MEM) - Seattle, WA (SEA) Sun, Apr12
US Airways Memphis Intl (MEM) Dallas Ft Worth Intl (DFW)
#1389 Depart: Sunday, 04:02 pm Arrive: Sunday, 05:48 pm
E== Operated by L R
American éii:npzz 0 Duration: 1h 46m  Economy: V' McDonnell Douglas MD-80
Airlines =
US Airways Dallas Ft Worth Intl (DFW) Seattle Tacoma Intl Ar... (SEA)
#2254 Depart: Sunday, 09:46 pm Arrive: Monday, 12:05 am
Operated by N , S
P - §E::|p£: 0 Duration: 4h 19m  Economy:V  Boeing 737-800
Airlines =
[ ]

From here, you can update your personal information, view the seat map, review the
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price summary information, and select your payment method.

ENTER TRAVELER INFORMATION

Ensure all traveler information below is correct. @

PRIMARY TRAVELER Edit | Review all

Name: William N Never Phone: & 1425 590 4567 suep_ls_en@p00103105exu ¥

Booking a Flight

Entering Search Criteria
Frequent Flyer Programs Add a Program

For US Airways For American Airlines

. " Mo Program selected v No Program selected ¥
Selecting Flights

SEAT ASSIGNMENT
O Confirming Your Flight Seats will be automatically selected based on your profile preferences and can be changed on the Travel
Details pages or any time after booking is complete. View seatmap

REVIEW PRICE SUMMARY
Description Fare Taxes and Fees  Charges
Airfare $444.65 $74.05 $518.70
Total Estimated Cost : $518.70 USD
Total Due Now: $518.70 USD

SELECT A METHOD OF PAYMENT

How would you like to pay?

Corporate Card (0000} v | Edit | Add credit card

* Indicates credit card is a company card

Revised: June, 2014 ACCEPT FARE RULES AND RESTRICTIONS

4. Review and accept the airfare rules and restrictions. Click Reserve Flight and

Continue.
Corporate Card \ .kuu:lu;: v | Edit | Add credit card -
* Indicates credit card is a company card
Booking a Flight ACCEPT FARE RULES AND RESTRICTIONS

This is a Non-Refundable Ticket

Customers holding NON-REFUNDABLE type tickets may USUALLY cancel their journey, and reuse these
tickets to any destination in the carrier's system, within one year following the DATE OF ISSUE (READ
THE FARE RULES to be certain this applies). Reservations MUST be cancelled by the intended (original)
departure day, or tickets will be void and have NO value for future use. These rules apply to DOMESTIC
Selecting Flights ticketing only

O Confirming Your Flight

Entering Search Criteria

restrictions

Click Reserve Flight bplies to your entire itinerary.
and Continue  Seut

By completing this e to the fare rules and restrictions and hazardous goods policy.

CONCUR S Y

© Copyright 2015 - Concur - All Rights Reserved Last logged in: 02/11/2015 11:34 AM

Revised: June, 2014
Click Reserve Flight and Continue.

¢ You will see your complete travel itinerary. From this page, you can also choose to
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add a car or hotel to your itinerary.
e Note: If you selected the options to book a car and/or hotel on the

initial search page, you would be prompted to select a car or hotel for
your trip before you see the Travel Details.

5. To continue with the reservation, click Next.

Booking a Flight
Ertering Search Criteria Trip Summary Trip Booking Information

(&) Finalize Tri
Sebewtin Fliuhts o Bavhuws T

Click Next

To continue with the

e On the Trip Booking Information page, notice that the Trip Name is based on your
departure and arrival cities. You can edit the Trip Name, as needed. You can also
provide a Trip Description.

Administration ~ | Help -
CONCUR Requests Travel Expense Invoice Approvals =~ [}
Profile ~
-
Travel Price-to-Beat Trip Library Templates Tools
Booking a Flight
Entering Serch Citer Trip Summary Trip Booking Information
Yary The trip name and description are for your record keeping convenience.
| \/ | Finalize Trip
N ) . Trip Name Trip Description (optional)
Selecting Flights v Review Travel Details This vill appear in your upcoming trip list Used to identiy the trip purpose

Enter Trip Information
Submit Trip Confirmation

4 4
O Confirming Your Flight

Send a copy of the confirmation to: €

Trip from Seattle to Memphis

Send my email confirmation as
®HTML () Plain-text

6. To continue with the reservation, click Next.
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Administration + | Help ~

CONCUR Requests Travel Expense Invoice Approvals =~
Profile ~ &

Travel Price-to-Beat Trip Library Templates Tools

Booking a Flight
Trip Booking Information

The trip name and description are for your record keeping convenience

Entering Search Criteria Trlp Summary

N
‘ \ Einali .
\\_// Finalize Trip

i . Trip Name Trip Description (optional)
Selecting Flights v Review Travel Details This will appear in your upcoming trip list Used to identfy the trip purpose
Enter Trip Information
. 1p fnformano Trip from Seattle to Memphis
Submit Trip Confirmation
4 4

O Confirming Your Flight
Send a copy of the confirmation to: @

Send my email confirmation as
®HTML () Plain-text

=3 Triplt Privacy

# Share trip destination and dates wiith your Triplt Connections
Wake this trip private

Please enter information about this trip then press Next to finalize your rese
point your reservation may be cancelled. Note: Any part of the trip that is inst:

deposit required will not be cancelled.

Revised: June, 2014

7. To complete the reservation, review your trip itinerary and then click Confirm

Booking.

Departure: 09:46 PM Cenfirmation: DCKB30
Seat: No seat assignment Statws: Confirmed
Dal rth Intl (DFW)

Terminal: 0
Duration: 4 hours, 19 minvres
Naasiop

Booking a Flight

Arrival: 12:
Seatte Tacoma Intl Argt (SE4)

Entering Search Criteria
Additional Details

0 Di

direft: Boe 63 miles
E-Ticket
Selecting Flights Cabin: Economy () .Nsal. Food for purchase

O Confirming Your Flight Total Estimated Cost

Air View Fare Rules
Airfare quoted amount: $444.65 USD
Taxes and fees: $74.05 USD

Total Estimated Cost: $518.70 USD

TICKET NOT YET ISSUED. AIRFARE QUOTED IN ITINERARY IS NOT GUARANTEED UNTIL
TICKETS ARE ISSUED.

Click Confirm
Booking>>

CONCUR

@ Copyright 2015 - Concur - All Rights Reserved

Revised: June, 2014

And then click

e The Finished! screen shows your confirmation number and information to contact
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the travel agent.

Hedp =

CONCUR Travel Expensa App Center Probie ~ &

Travel Tiip Libéar Templates

Booking a Flight
Finished!

You have successhully booked your trip!

Trip Record Locator : ZCWZ94

Selacting Flights This trigs i avaiting approval and must e approved by02/11/200507:00 g Eastern
The tinerary will not be tickéted untl your travel manager has approved the thip.
‘Vur $inerary Nas been snved Concur Travel wil servien your Ensrmry

Entering Search Criteria

Pluase Hote: Sares are aot guarantoed | 5 are sued and are subject o change wEnnul notes
r " Airfare must be Bl < by an il by 02/11/2015 09 pm tern
O Confsming Yaur Flight irfase must be bcketed by an agent by, 02/ 09.00 pm Easterr

Travel Contact Information
4848

Agency Hours:
am - 10:00 pm EST

uonasy - Frday
Saturday. 8.00 am - 5.:00 pm CST
Phone: B33 883 8748

Press 1" for Cigbeuk Technical Support

Press 2 for Asalstance fram n Travel Assschie

Atter-Hours Service: 312.235.7355 or 883-852.6248, Preas 7' and Folbw instructinns om Vialen Pramgd
Piease provide vur agents wik liis code - Pawede Cly Code: ACHI

585 555 E850

Trip ttame: Trip fFom Seatmie 1o Mampnis

Revised: fune, 2014 Start Date: Ape 9 M15

Steps: Booking Airfare for another Employee

Overview

In addition to booking for yourself, Concur also allows you to book for another employee.
In order to book on behalf of another employee, the employee that plans to travel must first
assign you as a Travel Assistant. The traveling employee can find instructions on how to
this on pages 15-16 of the workbook. Once the traveler has assigned you as a Travel
Assistant, complete the following steps:

Steps

1. Click Profile
2. Under Administer for Another User, select the name of the employee that you'd
like to book travel for.
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W @ Home x

=Tl
L 2 C' | @ https://www.concursolutions.com/home.asp 5%
Take a Tour v Administration ~ | Help ~
CONCUR  Travel Reporting ~  App Center ®
Profile ~
-
M! BE HOUSE Takisha Marie Reeves
SCHOOL OF MEDICINE
. Profile Settings| | Sign Out
Hello, Takisha
Administer for another user.
TRIP SEARCH ALERTS ® | am a delegate or travel assistant
| am a self-assigning travel arranger
..’ Booking for myself | Book for a guest i ] Triplt creates instant mobile mneranes_for business and personal tri
’ Simply connect your Concur account to Triplt Mo thy v
‘i‘i - = i @ 0@ You haven't signed up to receive e-receipts.@ Sign up here Caneel
Air/Rail search

® Round Trip One Way Multi-Segment COMPANY NOTES

Departure City @

Find an airport | Select muftiple airports

|Amv al City @ ‘ MO@/OUSE

Find an airport | Select mufiple Sporis SCHOOL OF MEDICINE
Please send inquires to concurhelpdesk@msm.edu for MSM customer support.
earc
Read more
Show More MY TRIPS (1)
Or, tell us in your words what you want to do
&.g. fight from JFK to Paris on Tuesday \m AUG | Car Reservation at DALLAS
03-04
More &)
FACTS & STATS
Did you know? Did you know?

Having your home country's embassy number
programmed in your phone can help in case of an
emergency abroad

89% of business travelers agree that mobile
technology improves their travel experience:

httpsi/fwww.concursolutions.com/profile/profile_user.asp

3. Enter your search criteria, such as type of trip, departure city and date, and arrival
city and date.

4. Follow steps 2-7 in the Booking a Flight for Myself section

Steps: Booking a Flight for a Guest or Student

1. Make sure the Booking for a Guest tab is selected.

e Enter your search criteria, such as type of trip, departure city and date, and

arrival city and date.
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y 8 Home X T
(—

/www.concursolutions.com/home.asp?Assisteelserl WkqcQhoXNd$pOCGU1KIhMnVZUjA 7=

Take a Tour ¥ Administration + | Help ~
[RICONCUR  Travel  Reporting ~  App Center o
=t

Profile ~

MOREHOUSE 01

SCHOOL OF MEDICINE

View Trips
Hello, Takisha
TRIP SEARCH ALERTS
&% Booking for a guest | Book for myself 0@ You haven't signed up to receive e-receipts @ Sign up here
£ 5 = 8 0O
COMPANY NOTES
Air/Rail Search
® Round Trip (_) One Way () Multi-Segment
MOREHOUSE
| \ ——
Find an siport | Select mulipls siports SCHOOL OF MEDICINE
Arrival City @
| Pl | Eesi e 3,,,0“‘ Please send inquires to concurhelpdesk@msm.edu for MSM customer support.
Read more
MY TRIPS (1)
Show More
AUG Car Reservation at DALLAS
Or, tell us in your words what you want to do 03-04
&.g. fight from JFK to Paris on Tuesday
L= o ©
FACTS & STATS
Did you know? Did you know?
| -

Having your home country's embassy number Some countries won't let you enter if your passport

programmed in your phone can help in case of an expires within 6 months. Keep your passport

emergency abroad updated!

.
2. Click Search
1117 Cafe Monte voyage & Londres i
Pnfurdabie only s Faes S4ETE $1.679.78 Retumned
Claas of Service: | Highest aloved  * (@
02/03 Cafe Monte Home Office Fxpanses
Seamch fights by | Price 8 Schecule cie g $110.00

Booking a Flight
Q Entering Search C

Selacting Flights

| Fights wi no double connections

Click Search

Confirming Your Flight Concur Travel Poims &
|

MY TRIPS (1) = .e
FEB Voyage de Montreal & Memphis
Moo &8

Company Policy
Travol Policy

© Gopynight 2015 - Coneur - All ights Reserved Last logged in: 021172015 11:34 AM

Revised: June, 2014
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¢ You will see a list of flights on the Shop by Fares tab. To filter the results,
select a column, row, or cell in the airline grid at the top of the results page or
use the sliding scales on the left.

Administration ~ | Help «
Expense Imvoice
xpensn i Lo &
Travel Price-1o-Beat Trip Library Templates Tools
Booking a Flight
o Seattle, WA To Memphis, TN rint f Emal
Entering 5 h Criteria ry ummal
ering Searc P ry ThU, Apl’ 9 -Sun, Apr 12
T Hidder e
| | Select Flights
.3 — - .
Selecting Flights Rourd Trip ! A = = " =
= SEA - MEM = Deita United Multiple Uy American Rlaska
Qutbound: Thu, D4/0H2015 Carriess Aisways Airlisies Airlisies
Retum: Sun, 041272015 T T T
1 stop . 3 rewil B rosdt " X otk
Confirming Your Flight i TP Pp—. 12 revults e 12 revults 2 rwsciita
2 stom 5 5 A “ 1 recuilte -
1 results
il Baggeoe Fee Policles Show fare display legend

= —
|. Change Flight Search v NOTE: Bl

hedile page to sebect your flights

Dytbound Soried By: | Dopart - Eaiest v

Ot - The, Ape 8 |
Saattio, WA . Thi, Apr §
® ™ Diéninygs 33 vat of 55 res < Previous 12 345 6 Next »
| Depart 0606 AM - 1150 AM
L] o

At D307 FM- 1148 FM

Depart Arrive  Stops Class Seat Map

f Quote for Price
Display Settings ~

Hirin Propefer Panns

Abrport Filters ~ Quate for Price

Hevised: June, 2014

= on the Shop ‘ares tab. To filter the results

e The More Like This link allows you to view separate outbound and return flight. If
you the select Shop by Schedule tab, you will be able to select your outbound and
return flights separately options as well.

[ MEM - Memphis Inti - Memphis, TH select @ A petia MEM 1200pm => SEA o755pm 1 9hS5m
i Find an awport | Select multiple sirports
Ll - : o - Remove = More like this + Show details v
|04/09/2015 || dep ¥ || 09:0Dam ¥ |3 ¥ | .
Return _ _ . 'I
|04112/2015 dep ¥ | 0300pm v|z3 ¥ o shop by Fares || Shop by Schedule Sorted By: | Price - Low to High r
|| Refundable only air fares Expand All Details
Class ofService:; Highest allowed ¥ 9 Dis : <<Previous | Page:1 of16 | Next== | All
Search fights by () Price @ Schedule Price Carrier Depart Arrive Stops Duration
] < N
| Flights wi/ no double connections $518.70 US Airwayst SEA 08:15am —» MEM 8h22m
-s MEM 0402 pm =¥ SEA 10h 3m
+ 299 Pts + Operated by American Airfines
‘ Compare + % » More like this + Show details v
Outbound - Thu, Apr 9 ~ ”
American Airlines
$518.70 %, SEA oglsam —» MEM 08:37pm 1 Bh2Zm
: —— :
Depart  06:05 AM - 11:48 AM + 295 Pts MEM 0402 pm =  SEA 1205em 1 10h3im
°® ®
Ao AN ‘ Compare + % » More like this + Show details v
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e The Select button appears in green, yellow, or red.

e Green indicates a preferred vendor or flight.
e Yellow indicates a flight that is out of policy.
0 Note: You will have to provide an explanation on your expense
report to explain this choice.
e Red indicates an airline/flight that is prohibited.

Shop by Fares | Shop by Schedule Sorled By: E_‘Price - Lowr to High "_

Expand All Details

Displaying: 158 out of 159 results. @ << Previous | Page:1 of16 | Next>= | All
Price Carrier Depart Arrive Stops Duration
$518.70 = USAinwayst SEA 0al5am —¥ MEM 06:37pm 1 Bh22m

1

-S MEM 0402 pm =¥ SEA 1205em 1 10h3m

¥ 299 Frs + Operated by American Airlines

Compare + & D)) More like this + Show details w

9 : i
Ameri Airl
851870 = ien SN sa 08150m =» MEM 0637pm 1 8h22m
+298Pts MEM 0402pm =¥ SEA 1 10h3m
Compare + & D)) More like this + Show details w
= UShi
8818701 ~She L SEA 05150m = MEM 0§37pm 1 8h22Im
American Airlines
+298Pts MEM 0402pm =¥ SEA 1 10h3m
Compare + & D)) More like this + Show details w
$1,082.70 == American Airlines  SEA 08150m = MEM 0637pm 1 8hZ2m

m US Airwayst MEM 0402 pm =¥ SEA 1205em 1 10h3m

+ 298 Pts + Operated by American Airlines

Compare + & D)) More like this + Show details w
o
e To view more details for a particular flight, click Show Details.
Sadect @ - Diin, MEM o - SEA o o m —
- T T AEEE
- o= Shap by Fares || Shop by Scheduls -
EExpand Al Dotails
o] FRghis wi o doubibe Gomnmec tions 1 &n2zm
3 1oh3m
==
- -
- -
Arsrem 0307 PR - 1148 PR | Compare = W >3 More lke this & Show details s
[ Rewurn - sun. apr 12 =% $518.70 == x:x’;ﬂ"m SEA OIS e =3 MEM CEIF g 1 8n 33m
- e - - 240 nER el = SEA 1z0Sam 1 10M 3m
- -
Artres 0550 PR - 0148 AN Compare » ] Mere like this #+
| Price T S1,082.70 =S Amedcan Ailines  SEA aEisom =% MEM
S Adrweayst MEM O prn =3 SEA
= - e on * Operated by Amarican Alrines
. : - - bl tore - + 1 - L
, :
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e In the flight details, you can view the flight information and fare rules, select a seat,
and, if needed, add or choose a different frequent flyer program.

e C(lick the seat map icon to open a popup window that shows available seating for the
flight.

Compare + D Moare like this + Hide details A

Outbound flight: Seattle, WA (SEA} - Memphis, TN (MEM) Thu, Apr9

s=— US Airways Seattle Tacoma Intl Ar... (SEA) Dallas Ft Worth Intl (DFW)
#0249 Depart: Thursday, 08:15 am Arrive: Thursday, 02:06 pm

Stops: 0 Duration: 3h 51m  Economy: Q Boeing 737-800

US Airways Dallas Ft Worth Intl (DFW)
#5685 Depart: Thursday, 05:00 pm

Memphis Intl (MEM)
Arrive: Thursday, 06:37 pm

Stops: O Duration: 1h'37m  Economy: Q@ Canadair Regional Jet 900

Return flight: Memphis, TN (MEM) - Seattle, WA {SEA) Sun, Apr12

s= US Airways Memphis Intl (MEM)

Dallas Ft Worth Intl (DFW)
#1389 Depart: Sunday, 04:02 pm

Arrive: Sunday, 05:48 pm

Stops: O Duration: 1h 46m  Economy: V' McDonnell Douglas MD-80

US Airways Dallas Ft Worth Intl (DFW) Seattle Tacoma Intl Ar... (SEA)
#2254 Depart: Sunday, 09:46 pm Arrive: Monday, 12:05 am
= Operated by . o 5 Yoo T
American Stops: O Duration: 4h 19m  Economy: V' Boeing 737-800
Airlines =

US Airways - (Worldspan)

Fare Rules

Ticket non-refundable - penalties may apply

Change fee likely applies (plus fare difference, see fare rules)

+299 Pz
Hide details A

'éi Use my default credit card: ‘Corporate Card’;

3. When you have selected the best flight for your trip, click Select.

Class of Servce:| Mighest alowed ¥ [ Dispiying: 158 out of 155 resutts, @ < Pravious | Pagerl aflb | Mext = | A
Search fights by | Price ®' Scheduls Price Castie Depart Aarive Stops Duration
B y 1 -
! Fliglhts wi n double conmectons s518.70 O us Always SEA 1 ndm
Sotect @G MEM 1 1003m

Booking a Flight

* Operated by American Airines

TN )

Maore like this + Hide details A

Entaring Search Criteria

Sninod - Thm, Apr 8 o Cutbound Might: Seattie, WA (SEA) - Memphis. TN (MEM) Thu, Apr §
° ® o US Airways Seattle Tacoma Intl Ar... (SEA) Dallas Ft Worth Intl (DFW) ™
O Selecting Flights Depan DB05 AN~ 1188 AM S 20240 Depart: Thursday, 08:15 am Arrive: Thursday, 02:06 pm
@ @ Steips: O Durstiors: 3k 51m  Eeonamy: (3 Boring 737800
Arrivs O30T PM - 1142 PM T
e US Alrways Dallas Ft Warth Intl (DFW) Memphis Intl (MEM)
) ; = us68s Depart: Thursday, 05:00 pm Arrive: Thursday, 06:37 pm
Cariireiing Youe Fighe Return - Sun, Apr 12 ~ Stogr 0 Duration: 1h 37m  Econarmy: 0 Canadasr Regranal fet 900 &
° ~ Return fight: Memphis, TN (MEM) - Seattle, WA (SEA] Sun, Agr 12
Depart 1200 PM - 0440 PM pa 1S Alrways Memphis Intl (MEM) Dallas Ft Warth Intl (DFW) ™
® ® B 21380 Depart: Sunday, 04:02 pm Arrive: Sunday, 05:48 pm
Arrive 0550 PM - 01:46 AM Staps: 0 Duration: 1h 88m  Ezonamy: V' McDannell MD-20
US Alrways Dallas Ft Warth Intl (DFW) Seartle Tacoma Inil Ar... (SEA) =
Prica -~ Depart: Sunday, 09:46 pm Arrive: Monday, 12:05 am
- Steps 0 Du Economy: ¥  Boeing T37-800
— -

SS10.70 - S907.20

Dispday Seftings ~

e Mon-refundatie Fares
Hige Propeies Flanes

Revised: Jung, 2014

CepatFetuan Same Arpot Onky

Alrporn Fiers

Flsibasisd

Click Select

B

Hide derails A
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¢ Inthe Review and Reserve Flight section, you can review your flight itinerary.

Administration ~ | Help ~
CONCUR Requests Travel Expense Invoice Approvals =~ [}
Profile ~
-
Travel Price-to-Beat Trip Library Templates Tools
Trip Summary Review and Reserve Flight

Flights Selected
Round Trip

SEA - MEM
Outbound: Thu, 04/09/2015

REVIEW FLIGHTS

Cutbound flight: Seattle, WA (SEA) - Memphis, TN (MEM) Thu, Apr9

Return: Sun, 04/12/2015 US Airways Seattle Tacoma Intl Ar... (SEA) Dallas Ft Worth Intl (DFW)
#0249 Depart: Thursday, 08:15am Arrive: Thursday, 02:06 pm
2= Operated by i .
P — Stops: 0 Duration: 3h 51m  Economy: Q@ Boeing 737-800
Airlines =
US Airways Dallas Ft Worth Intl (DFW) Memphis Intl (MEM)
#5685 Depart: Thursday, 05:00 pm Arrive: Thursday, 06:37 pm
E== Operated by
in’:eflcan Stops: 0 Duration: 1h 37m  Economy: Q@ Canadair Regional Jet 900
irlines

Return flight: Memphis, TN (MEM) - Seattle, WA (SEA) Sun, Apr12

US Airways Memphis Intl (MEM) Dallas Ft Worth Intl (DFW)
#1389 Depart: Sunday, 04:02 pm Arrive: Sunday, 05:48 pm

E Operated by L h
American Stops: 0 Duration: 1h 46m  Economy: V. McDonnell Douglas MD-80
Airlines =
US Airways Dallas Ft Worth Intl (DFW) Seattle Tacoma Intl Ar... (SEA)

#2254 Depart: Sunday, 09:46 pm
Operated by
American
Airlines

Arrive: Monday, 12:05 am

Stops: 0 Duration: 4h 19m  Economy: V' Boeing 737-800

—

e From here, you can update your personal information, view the seat map, review the
price summary information, and select your payment method.
¢ You will also be asked to enter the Guest information in this section.

ENTER TRAVELER INFORMATION

Enter the name of the guest traveler you're bocking the trip for. The guest's trip will be subjected to the "Guest Class” policy, or in its absence, the
policy which applies to you. Once the trip is booked, it will show up on your Travel home page and be assigned to your account. When you view the
tinerary, you will see the traveler's name on the itinerary

Please make certain that the first and last names shown below are identical to those on the photo identification that the guest traveler will
be presenting at the airport. Due to increased airport security, the guest may be tumed away at the gate if the name on their identific ation does not
match the name on their ticket

Guest Traveler

(®) Manual Entry

) Look up a previcus guest by name:

Title Legal First Name Middle Name (on ID) Legal Last Name
[ N | | [ Mo Middle Name I |
Gender Date OF Birth

EERIN |

Known Traveler Number @  DHS Redress No. )
| |

Phone Email

| | [ setert -

For US Airways

Frequent Flyer Programs Add a Program

| us sirways

-l

SEAT ASSIGNMENT

[Seats will be automatically selected based on your profile preferences and can be changed on the Travel Details pages or any time after booking is
omplete. View seatmap

Concur -Request, Travel and Expense
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4. Review and accept the airfare rules and restrictions. Click Reserve Flight and

Continue.
Corporate cm.\. .kuu:lu: v | Edit | Add credit card -
* Indicates credil card is a company card
Booking a Flight ACCEPT FARE RULES AND RESTRICTIONS

This is a Non-Refundable Ticket

Customers holding NON-REFUNDABLE type tickets may USUALLY cancel their journey, and reuse these
tickets to any destination in the carriers system, within one year following the DATE OF ISSUE (READ
THE FARE RULES to be certain this applies). Reservations MUST be cancelled by the intended (original)

departure day, or tickets will be void and have NO value for future use. These rules apply to DOMESTIC
Selecting Flights ticketing only

O Confirming Your Flight

Entering Search Criteria

restrictions

Click Reserve Flight bplies to your entire itinerary.
and Continue  Seut

CONCUR  rmaroer

© Copyright 2015 - Concur - All Rights Reserved Last logged in: 02/11/2015 11:34 AM
Revised: June, 2014

Click Reserve Flight and Continue.

e You will see your complete travel itinerary. From this page, you can also choose to
add a car or hotel to your itinerary.
e Note: If you selected the options to book a car and/or hotel on the
initial search page, you would be prompted to select a car or hotel for
your trip before you see the Travel Details.

5. Follow steps 5-7 in the Booking a Flight for Myself section
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CONCUR TRAVEL

RESERVING A HOTEL

Overview

In this section you will learn how to book a hotel for yourself, another employee, a guest or
a student. Once you decide which hotel you're are going to reserve, please call the hotel to
ask if they can use card on file or if they need a physical card upon check out. If they can use
card on file, MSM will pay for the hotel directly through the travel card place within your
profile. If they need a physical card upon check out please use personal funds to pay for the
hotel then request a reimbursement once you return from your trip.

Steps: Reserving a Hotel for Myself

1. Click the Hotel == Icon then click the Book for Myself tab.

Home Travel Expense App Center

Booking a Hotel CONCUR + + 01 03 02
Hello, €

Stan a Upinad iew Tripg Avarabie Open

llo, Sue Report Receipts Expenses eparts
Selecting a Hotel

Canfirming Your Hatel & Rosad Trp 1= Ona

Dasarture Ciy i)

armeni Cey i

x| i 0721 Office Warehouse anz1
6023 5

v = 071 Soutivaest Akines

Speciy airiing i L Fetedetis oy ar fwes

Search flights by ' Pries % Sonsduie

2. Enter the check-in and check-out dates (or click each field and use the calendar).
Also choose your location, then click Search.
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Booking a Hotel

O Entering Search Criterla

Selecting a Hotel

Confirming Your Hotel

Trawed Exponse App Centor

(@ CONCUR - + 01
Start a Upinag view Trips
Reparnt Recelpts

Hellg, Sus

TRIP SEARCH ALERTS

A Co ® O Randorr

jate  Creck-gut Date

Check-
10r +  |roazots MY TASKS
Find hetels wini & |Distance Unts mies ¥ |of
I]3 Avalloble Expenses >
Arpect Aean
Campany Locaton Raterance Foint | 2io Code T —
Mietesencn Poin [ 2 Code ks
(e tadus of Liborty. BO210 ar Alnsaeics, VAT
121 Omce Varehouse

Uemphis, TH

With names containng o721 Su:l!h:\msl Adrlines

Agd Angihar Hotsl

Click Search

Pervisamcd, Jearem, 3014

UPCOMING TRIPS (1}

03

Avaiiabie
Expenses

Werbs com s ging Triplt Pro to ol employees. [ETRET—m—

m Opan Repons

supplies
3

Help =

Profia - &

02
Open
Reports

On the hotel map, your search reference point is indicated by the red icon. The

cumbered icons are the first ten hotels located within the specified search radius.

Booking a Hotel

Entering Search Criteria

O Selecting a Hotel

Confirming Your Hotel

Travel Expense App Center

CONCUR

Help ~

Prafile ~ FA

Revised: June, 2014

Travel Trip Library Templates
Hotel Preferences Ch k-In Fri. Oct 17 - Ch k-Out £ Hide Map 3 Print | Email
ecK-in kri, OC = eck-Ou
Room Type Smoking Preference
DentCare ¥ | DomtCare ¥ Mon, Oct 20
= . Tone Ave
#| Use my default credit card: "Visa Corporate Credit Card’ AN © @ | Automatic ~ ‘ =N =
A{T1 L ]
Change Search v l L“eﬁ?“” 6
= Wi
=R LK [t Sl i £ Jack
Price A - 5 I £ jegrhisOmanA,
R = f 5ok
R ‘ 3
. Auct } I =z = Rhodes
) N o) | N-Pariys, i e [
$75 715 | e
— =
z
Display Settings ~ P Oveggg Par
ff Poriarae
Poplar
E-Receipt Enabled 4 i
&
£ (= nion ave e
3 5 e b0
Hotel chain A & 5 Per {E.‘J Union 4,
£ i
® chain Superchain I Central Ave  §
= ¥ - —T
Best Western (1) Elmwood| = =
. =
Cendant Trip Rewards (0) Emm?: N el flers
e 0 feet
Comfort Inns (1) i z = 75 )
Coriuasiil) > bing EMcLemore Ave % ) 25014 Nokia ~ © 2014 Wisrosoft Corporation
Courtyard (1) Tt i
plegen
Crowne Plaza (1)
Doubletree (1) Sorted By: | Preferance v | With names containing
Econo Lodge (1) - -

To hide the map, click Hide Map
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Help +
[Bconcur | Tawl | Expense  AppCenter Prfiee @
TET -
Travel  Trplibrary  Templates
Booking a Hotel
. -
Click Hide Map g e e
Entering Search Criteria Room Type Smoking Preference
DontCare v || DomtCare v
) Use my defaut credi card: “Visa Corporate Credi CAB
O Selecting a Hotel
Change Search v
Confirming Your Hotel Price N £ e puelackson 4 e
ER
= 2 Fhoes
z .
B college
$75 8715 LU=3 N Pariuy
3
z
Display Settings A Oveligg Far
Pop
E-Receipt Enabled - |
&
£
S ol 5
Hotel chain o g 5 {6e} Union 4,
i
=
-—.E sy
® Chain ' Superchain s CentalAve £
c N ] Al &
Best Western (1) Elmmwo O %4 a
Cendant Trip Reweards (0) ‘E“‘E‘E); % . ?&uu: : ”m‘z
2 0 feet
Comfort na (1) b bing E McLemore Ave %;_ ) @ %014 tiokia 22014 tisrosoft Corporation
Courtyard (1)
e map legend
Crowne Plaza (1)
Tame i) Sorted By:| Preferznee ¥ | With names containing ‘
Reviserd: lune 2014 Fenna | ndne (11 - -

Review the hotel search results. To filter the results, use the Sorted by and With
Names Containing fields or use the options on the left.

Help ~

Profile ~ 3

CONCUR Travel Expense App Center

Travel Trip Library Templates

Booking a Hotel

Hotel Preferences Check-In Fri, Oct 17 - Check-Out bt G Prin/ Emai

Entering Search Criteria Room Type Smoking Preference
DontCare v | DontCare v Mon, Oct 20

I Use my defaut credit card: Visa Corporate Credit Card Compare List
O Selecting a Hotel
Change Search A 1. Holiday Inn Express Memphis Medi... 44
. Check-in Date Check-out Date 1180 Union Ave $1 e
Confirming Your Hotel TR 1072002014 Memphis, TH 38104
Q1J4m\les | view map $144

rate this hotel

Find hotels within & |Distance Units mies ¥ of

more info | remove choose room»

gt T | E-Receipt Enabled

Company Location  (#) Reference Point/ Zip Code

Per diem limits: Oct 17-Oct 20: 99

Reference Point / Zip Code
(e.g. "Statue of Liberty, "90210" or Alexandria, VA)

Wemphis, TN
Sorted By: | Preference v | With names containing

With names containing:
HExpand All Details

Displaying: 22 out of 25 results. gy <<Previous123 Next>» | Al

Search
2. Crowne Plaza Memphis P49
bue ~ 300 N 2nd St $169
Memphis, TN 38105
©0.21 miles | view map $'| 90
$75 - §715 rate this hotel
Sisiicein iy a2 L — E_Darsint Enshlad mnrs infn | rnmnars rhanca rnam.

3. To view more details and to select a specific room type, click Choose Room.
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Booking a Hotel

Entering Search Criteria

O Selecting a Hotel

Confirming Your Hotel

Revis=d: June, 2014

Lo e

Reference Point / Zip Code
(&.0. "Ststue of Liberty, "90210" or ‘Alexandria, VA)

| Per diem limits: Oct 17-Oct 20 599

Wemphis, TH

With names containing:

Price

§75-§715

Display Settings

E-Receipt Enabled

Hotel chain

® Chain Superchain

Best Western (1)

Cendant Trip Rewards (0)

Sorted By: | Preference v | with names containing

[EExpand All Details
Displaying: 22 out of 23 results. i)

<< Previous 123 Next>> | All

2. Crowne Plaza Memphis

*44

$169
$190

choose room»

160 Union Ave
Wemphis, T 38103
90.48 miles | view map
rate this hotel

$169
$179

Comfort Inns (1)

[+ E-Receipt Enabled more info | compare

choose room»

Courtyard (1)
Crowne Plaza (1)

Per diem limits: Oct 17-Oct 20 599

Doubletree (1)

Ecene Lodge (1) s

4. Econo Lodge Downtown Memphis

Check All | Reset

Hotel Amenities

22 N 3rd St
Wemphis, TH 38103
90.31 miles | view map
rate this hotel

Breakfast (16)

To view more details and to select a specific room type, click Choose Room.

add or choose a different hotel program.

4. Toreserve aroom, click Reserve.

Booking a Hotel

Entering Search Criteria

O Selecting a Hotel

Confirming Your Hotel

Revised: June, 2014

(B L B R LA e

You can view the hotel information, room rates, cancellation policy, and, if needed,

Reference Point / Zip Code
(2.0, ‘Status of Liberty, 'S0210° or ‘Alsxandria, VA)
Wemphis, TH

With names containing:

Search

| Per diem limits: Oct 17-Oct 20: $99

Sorted By: | Preference ¥ | With names containing:

HExpand All Details
Displaying: 22 out of 23 results. ig

<< Previous 123 Next => |

Best Western (1)
Cendant Trip Rewards (0)
Comfort Inns (1}
Courtyard (1)

Crowne Plaza (1)

Doubletree (1)

Econo Lodge (1)
Check All | Reset

i $169

2. Crowne Plaza Memphis *e 4
Price ~ 300 N 2nd St 5189
Memphis, TH 38105
L 90‘21 miles | view map $1 90
$75 8715 rate this hotel
Display Settings e = E-Receipt Enabled more info | compare hide E§0m5v
EReceipt Enabled Per diem limits: Qct 17-0ct20: $99
Rate changes over duration of stay
Hotel chain e $169 Best Flexible Rate 1 King Bed Leisure Nonsmaking This Raom Is Supplied With Free High
Speed Internet Access (Rate Code: KNGO134) (Apollo)
Rate changes over duration of stay
® chain () Superchain

Best Flexible Rate Standard Room Nonsmoking Bed Type Preference Cannot Be
Guaranteed As It Will Be Allocated (Rate Code: STNO134) (Apollo}

Rate changes over duration of stay

. Click Reserve

Hotel Amenities

Breakfast (15)

160 Union Ave
Memphis, TN 38103

$174 1000 Bonus Points Nt Includes Room And 1000 Rewards Club Banus Paints Per Night If

KNGNSGM) (Apollo)
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¢ You will see your complete hotel itinerary and can review the details.

Help ~

CONCUR Travel Expense App Center Profile~ a

Travel Trip Library Templates

Booking a Hotel
Travel Details

Entering Search Criteria

Selecting a Hotel | want to... Trip Name: Hotel Reservation at MEMPHIS, TN, Add to your Itinerary
Print finerary USA (Ezit)
E-mal inerary Start Date: Oct 17, 2014 &5 @ Hatel
End Date: Oct 20, 2014
O Confirming Your Hotel Created: Jul 21, 2014, Sue Peterson (Modified: Ju!
21, 2014)

Description: (No Description Available) [Egit)

Comments to Agent: DEMO. TEST TRIP. DO NOT
BOOK. DO NOT CANCEL UNTIL AFTER Jul 21 9PM

Agency Record Locator: KWS1X0

Reservation for: Sue Peterson

Total Estimated Cost: $599.47 USD (Details

Reservations

Friday, October 17, 2014

Crowne Plaza Memphis Change | Cancel

300 N 2nd St
Memphis, Tennessee, 38105
us

901-525-1800

Revised: June, 2014 Checking In: Fri Oct 17 (iu;nfi:mafiun;sd-sd-szna

5. To continue with the reservation, click Next. Then continue to follow the prompts
until your reservation is confirmed.

901-525-1800

Checking In: Fri Oct 17 Confirmation: 64346208
16:00 Status: Confirmed
Room 1, Days 2, Guests 1 Rate Code: KNGO124

Checking Out: Mon Oct 20
11.00

Booking a Hotel

Additional Information

Entering Search Criteria
Daily rate: $188.00 USD Total rate: 3588 47 USD

Room Details

Room Description: King bed(s)
Selecting a Hotel

Cancellation Policy
Cancellation Fees may apply

O Confirming Your Hotel o Add to your Itinerary

tal Estimated Cost

Hotel: $589.47 USD

Total Estimated Cost: $509.47 USD

pe trip that is instant

Click Next>>

CONCUR -

opyright 2014 Concur / All Rights Reserved

Revised: June, 2014
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Reserving a Hotel for another Employee
Overview

In addition to booking for yourself, Concur also allows you to book for another employee.
In order to book on behalf of another employee, the employee that plans to travel must first
assign you as a Travel Assistant. Once the traveler has assigned you as a Travel Assistant,
complete the following steps:

Steps

1. Click Profile
2. Under Administer for Another User, select the name of the employee that you'd
like to book travel for.

/& Home x o
<« C' | @ https://www.concursolutions.com/home.asp el =
Take a Tour ¥ Administration ~ | Help ~
[[conNcur Tl Reporting ~  App Center ®
Profile ~
-
M( BEHOUSE Takisha Marie Reeves
SCHOOL OF MEDICINE
Profile Settings| | Sign Out
Hello, Takisha
Administer for another user.
TRIP SEARCH ALERTS or travel assistant
gning travel arranger
a Booking for myself | Book for a guest i ] Triplt creates instant mobile \Iineraries_for business and personal tri
Simply connect your Concur account to Triplt No thy v
-ig = = E @ 0@ You haven't signed up to receive e-receipts. @ Sign up here Cancel
Air/Rail search
® Round Trip () One Way ) Mult-Segment COMPANY NOTES
Departure City @
Find an awport | Select multiple aiports
smuscn @ MOREHOUSE
Find an sipon | Select miip sipans SCHOOL OF MEDICINE
Please send inquires to concurhelpdesk@msm.edu for MSM customer support.
earc
Read more
Shawhiors MY TRIPS (1)
Or, tell us in your words what you want to do
&0 floht from JFK to Paris on Tussday ‘ AUG Car Reservation at DALLAS
03-04
More~ &)
FACTS & STATS
Did you know? Did you know?
-
Having your home country's embassy number 89% of business travelers agree that mobile
programmed in your phone can help in case of an technology improves their travel experience
emergency abroad
hitps:/fwww.concursolutions.com/profile/profile_user.asp -

3. Click the Hotel == Icon.
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4. Follow steps 2-5 in the Booking a Hotel for Myself section on
Reserving a Hotel for a Guest or a Student

Steps

1. Click the Hotel == Icon then click the Book for Myself tab.

Home: Travel Expanse App Center

Booking a Hotel CONCUR + + 01 03 02

Stan & Upinad View Trips Avaiabie open
Hello, Sue Report Receipts Eipenses eparts
Ertering Search Criteria
TRIP SEARCH
Selecting a Hotel 4
A | EUOUEH .ot ubacreton
Canfirming Your Hatel & Rosad Trp 1= Ona

Dasarture Ciy i)

m Bvailable Expenses m Open Reports >

Armenl Coy i)
0721 Cate Mot 0a0S  Offica Supplies
545 78 5112623
Dezarure ig)
- 0721 Office Warehouse 4721 Oifice Supplies
5123 $1.410.00
Heturn g
T bt 0721 Southwest Aufings

Pet.upDrop-off cat ol arpe

Fis n Hoesl

Speciy airiing i L Fetedetis oy ar fwes

Search flights by ' Pries % Sonsduie

2. Enter the check-in and check-out dates (or click each field and use the calendar).
Also choose your location, then click Search.

Help =

Home Tranel Experss App Center Prafile - B

Booking a Hotel C' CONCUR e + 01 03 02

Start a Upload wiew Trips Avaitatie Open
Helig, Sus Report Receipis Expenses Repors
Entaring Search Critaria
TRIP SEARCH ALERTS
Swlicting a Hotel
pra— . ® O RandomVerbs com is ghing Tripht Pro to all employess
Check-n Oate  Cneck-out Dan
Confirming Your Hotel e MY TASKS
P estw wilne § | Dwlance Unds mies PR R R
wailablbn Exparses ron Reports
¥ 5 ¥ ¥ >
Arpent
R Loseion 07621 Cate Monta 0RO OMce Supplies
54576 511263

Reterence Point | I Code
{e.g. ‘Status of Linerty, 90210 ar Alsxandria, VA)

rasy 0121 Offico Warshouse
e 56823

Win rames cantang Southvrest Airtines

Click Search

Revised: June, 2014 UPCOMING TRIPS (1}

e On the hotel map, your search reference point is indicated by the red icon. The
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cumbered icons are the first ten hotels located within the specified search radius.

Travel Expense

CONCUR

App Center

Help ~

Profile »

Travel Trip Library Templates
Booking a Hotel
q 1 Hide Map Print | Email
) o Lo reieness Check-In Fri, Oct 17 - Check-Out &=
Entering Search Criteria Room Type Smeking Preference
DontCare ¥ | |DontCare v Mon, Oct 20
’
T . Tone Ave
#| Use my default credit card: 'Visa Corporate Credit Card’ JEe 2 @ | Automatic ~ 1
O Selecting a Hotel g |
§
e
Change Search v El\wgﬂ‘ 6
| i
Confirming Your Hotel Price ~ -_g Kgovﬁvf-Ja‘*‘ﬂnAve
£)
[ el
L ] wa - College
$75 - $715 & Nparkya,
=
=
Display Seftings ~ Oveggg Par
Poplar
E-Receipt Enabled . i
5
& (= nion ave_ -
] 1 {64} 1L .
Hotel chain A < 4 — 164 )~ Union 4,
! ¥
£ =
® Chain Superchain 3 CentralAve  § g
Best Western (1) EWDC;E‘ E 1.,47;7'4_ =
Cendant Trip Rewards (0) ‘:E"'E‘e?f I il BREE:
Comfort Inns (1) z A |\t e AT | T[]
EMcLemore Ave 8 70} 22014 Nokia  ® 2014 Miorosoft Corporation
Courtyard (1) 5 L i
e map legend
Crowne Plaza (1)
LI Sorted By:  Preferance v | Wih names containing
Revised: June, 2014 Econo Lodge (1) = -

To hide the map, click Hide Map

Travel Expense App Center

[@Aconcur

Templates

Travel Trip Library

Booking a Hotel

Hotel Preferences

Click Hide Map

Help ~

3

Profile ~

2 Hide Map B, Prine ] Email

Entering Search Criteria Room Type. Smoking Preference.
Don'tCare ¥ || DontCare v
#| Use my default credit card: "Visa Corporate Credit C4
O Selecting a Hotel
Change Search v
" £ i
Confirming Your Hotel Price o £ e puedackson apg
==
=z 2 rhodes
[ ] B College
(12
$75 - $715 S F N Parkg,
E
=
Display Settings ~ Ovegigg Far
Poplar ,
E-Receipt Enabled o 4
&
£ tnion ave " — =
Hotel chain A ﬁ" ha=tce {64 - Union A
z
H
® Chain ) Superchain Central Ave 5
Best Western (1) A T
" =
Cendant Trip Rewards (0) LISl ] km‘z
S D feet
Comfort s (1) k> bing E MeLemore Ave %‘ 14 lokia @ 2012 Misrbsoft Corporation
Courtyard (1) tew map legend
Crowne Plaza (1)
¥ | with names containing ‘

Doubletree (1}

Fronnl odos (1

Reviced: hune 7014

Sorted By:  Preference

Review the hotel search results. To filter the results, use the Sorted by and With
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Names Containing fields or use the options on the left.

Booking a Hotel

Entering Search Criteria

O Selecting a Hotel

Confirming Your Hotel

Travel Expense

CONCUR

Travel Trip Library Templates

App Center

Hotel Preferences
Room Type Smoking Preference

Don'tCare ¥ DontCare v

) Use my defautt credit card: Visa Corporate Credit Card

Mon, Oct 20

Check-In Fri, Oct 17 - Check-Out

Help ~

Profile ~ &

0] 5huv.[:§ap & Print / Email

Compare List

Change Search

Check-out Date
10/20/2014

Check-in Date
1011772014

Find hotels within & | Distance Units mies ¥ of

Airport Address

Company Location (@ Reference Point/ Zip Code
Reference Point / Zip Code
(e.0. ‘Statue of Liberty, '90210" or ‘Alexandriz, VA)

Wemphis

With names containing

| 1. Holiday Inn Express Memphis Medi...

+*+e9

1180 Union Ave
Memphis, TH 38104
@1.74 miles | view map

$124
3144

rate this hotel

< E-Receipt Enabled

more info | remove choose room»

Per diem limits.

Oct 17-0ct 20: 399

Sorted By: | Preference v

HExpand All Details
Displaying: 22 out of 23 results. 1y

With names containing

<<Previous1 23 Mext == | All

2. Crowne Plaza Memphis

Price

$75 - $715

*e9

300 N 2nd St
Memphis, TH 38105
90.21 miles | view map

Revised: June, 2014

5169
$190

rate this hotel

tEnshlad

more infn | cnmnare chanca rnam.

3. To view more details and to select a specific room type, click Choose Room.

Booking a Hotel

Entering Search Criteria

O Selecting a Hotel

Confirming Your Hotel

Lo e

Reference Point / Zip Code

Per diem limits: Oct 17-Oct 20 599

(&.0. "Ststue of Liberty, "90210" or ‘Alexandria, VA)

Wemphis, TH

With names containing:

Search

Price

§75 - $715

Display Seftings

E-Receipt Enabled

Hotel chain

® Chain Superchain

Best Western (1)
Cendant Trip Rewrards (0)
Comfort Inns (1)
Courtyard (1}
Crowme Plaza (1)
Doubletree (1)
Econo Lodge (1)

Check All | Reset

Revised: June, 2014

Hotel Amenities ~

Breakfast (16)

To view more details and to select a specific room type, click Choose Room.

Sorted By: | Preference v | with names containing

[EExpand All Details
Displaying: 22 out of 23 results. i)

<<Previous123 Next>» | A

2. Crowne Plaza Memphis

*44

300 N 2nd St

Click Choose Room

$169
$190

choose room»

160 Union Ave
Wemphis, T 38103
90.48 miles | view map

rate this hotel

$169
$179

[+ E-Receipt Enabled

more info | compare

choose room»

Per diem limits: Oct 17-Oct 20 599

4. Econo Lodge Downtown Memphis

22 N 3rd St
Wemphis, TH 38103
90.31 miles | view map

rate this hotel

You can view the hotel information, room rates, cancellation policy,

and, if needed,
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add or choose a different hotel program.

4. Toreserve aroom, click Reserve.

LBt Lyl L Y R . ¥ .
| -

| Per diem limits: Oct 17-Oct 20: 599

Referance Foint / Zip Code
(e.g. 'Statue of Liberty, '90210" or ‘Alexandriz, VA)
Wemphis, TH

Sorted By: | Preference ¥ | With names containing’ ‘

Booking a Hotel ) with names containing:

EExpand All Details

. Displaying: 22 out of 23 results. i << Previous 123 Next>> | Al
Entering Search Criteria
2. Crowne Plaza Memphis *ee
e & 300 2nd St R $169
) Memphis, TH 38105 —
(O saingation el e L s190
$75 - $715 rate this hotel

Confirming Your Hotel Display Settings s (G E-Receipt Enabled meore info | compare hide Ijgoms-

) E-Receipt Enabled Per diem limits: Oct 17-Oct 20: 599

Rate changes over duration of stay
Hotel chain A $'] B9  Best Flexible Rate 1 King Bed Leisure Nonsmoking This Room Is Supplizd With Free High
Speed Internet Access (Rate Code: KNGO134) (Apallo)

Rate changes over duration of stay
® Chain ) Superchain $169 Best Flexible Rate Standard Roam Nonsmoking Bed Type Preference Cannat Be
- Guaranteed As It Will Be Allocated (Rate Code: STNO134) (Apollo}

[ Best western (1)
Cendant Trip Rewards (0)

[ comfort Inns (1)

[ courtyard (1)

[ crowne Plaza (1}

[ Doubletree (1)

CJ Econo Lodge (1)
Check All | Reset

Rate changes over duration of stay
$174 1000 Bonus Paints Nt Includes Room And 1000 Rewards Club Bonus Points Per Night If
KNGNSGM] (Apolla)

Hotel Amenities ~

. 160 Union Ave
Revised: June, 2014 [ Breakfast (16) Memphis, TH 38103 -

¢ You will see your complete hotel itinerary and can review the details.
¢ You will be asked to enter the Guest or Student Information during this step.

Help ~
CONCUR Travel Expense App Center Profile~ &
Travel Trip Library Templates
Booking a Hotel
Entering Search Criteria Travel D eta l | S
Trip Overview
Selecting a Hotel 1 want to... Trip Name: Hotel Reservation at MEMPHIS, TH, Add to your Itinerary
Print tinerary USA [Ecit
E-mal inerary Start Date: Oct 17, 2014 Car @ Hotel
End Date: Oct 20, 2014
O Confirming Your Hotel Created: Jul 21, 2014, Sue Peterson (Modified: Ju!
21,2014

Description: (No Description Available) [Egit)

Comments to Agent: DEMO. TEST TRIP. DO NOT
BOOK. DO NOT CANCEL UNTIL AFTER Jul 21 9PM

Agency Record Locator: KWS1X0
Reservation for: Sus Peterson

Total Estimated Cost: $599.47 USD (Details

Reservations

Friday, October 17, 2014

Crowne Plaza Memphis Change | Cancel

300 N 2nd St

Memphis, Tennessee, 38105
us

901-525-1800

Checking In: Fri Oct 17 Confirmation: 64346208 -

Revised: June, 2014 tatie: Confirmed
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5. To continue with the reservation, click Next. Then continue to follow the prompts

until your reservation is confirmed.

Booking a Hotel

Entering Search Criteria

Selecting a Hotel

O Confirming Your Hotel

CONCUR

yright 2014 Concur / All Rights Reserved

Revised: June, 2014

901-525-1300

Checking Out: Mon Oct 20
11:00

Additional Information
Daily rate: $189.00 USD Total rate; $599.47 USD

Room Details

Reom Description: King bed(s)

Cancellation Policy

Cancellation Fees may apply

o Add to your Itinerary

Checking In: Fri Oct 17 Confirmation: 64346208
16.00 Status: Confirmed
Reom 1, Days 3, Guests 1 Rate Code: KNGO13A

Total Estimated Cost

Hotel:

Total Estimated Cost:

3599.47 USD
$500.47 USD

Click Next>>

iravei Policy

pe trip that is instant

Cancel
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CONCUR TRAVEL

RESERVING A RENTAL CAR

Overview

In this section you will learn how to reserve a rental car for yourself, another employee, a
guest or a student.

Steps: Reserving a car for Myself

1. Click the Car ¥ icon then click the Book for Myself tab

Homa Travel Expense App Center
BookingaCar C. CO NCUR + * 02 06 02
- Slarta Upload View Trips Available Open
Hello, Sue Report Receipts Expenses Reports
Entering Search Criteria
TRIP SEARCH |
Selecting a Car F .
3 = Click the Car tab  ZZEEEEees
Confirming Your Car Rental * Rouna o G
Departure City i) ’ -
e T i i i m Available Expenses > m Opan Repons 3
Armval Chy lgh
07721 Cafe Monte OBOE Office Supplies
Frdan srpont | Saisat rubips aeperts S46.76 5112623
Departure [g)
deps v 07:21 Office Warehouse 07:21 Office Supplies
$68.23 £1,410.00
Return g
depart ¥ Afternooe ¥ v 10/20 Cafe Monte
S45 76
Biiptuin e Toar i Spert 1020 Office Warehouse
£88.23
Find a Hotel
0721 Southwest Alrfines
$468.70
Specity airine Ggy | Refundabie anly ar fares
TS R ST Saarch flights by: Price  '® Schedule

2. Enter your search criteria, such as pick-up and drop-off dates, location and other
search options and then click Search.

Concur ﬁequest, Travel and Expense 83



MY TASKS
Available Expenses Open Reports
1 m ’ 2 m ’ ’ 2
Booking a Car
0721 Cate Monte 0805 Office Soppies
45,76 $1,128623
0721 Office Supplies
5141000
Selecting a Car

Confiming Your Car Rental

1020 Thriny
518308

pretesied __ CarVendors
o vendors. in oS |1 v vencor

Ao

Your company preferred vendors will be included
the search with your preferences
“Indicates major vendor

Click Search

UPCOMING TRIPS (1) B

Reased: June. 2014

e Review the car search results. To filter the results, select a column, row, or
cell in the grid at the top of the results page or use the options on the left.

Help ~
[[concur | Tl Expense  AppCenter S 8

-

Booking a Car

Car booking options | Picking up the car at: (MEM) on Fri, Oct 17

Entering Search Criteria 08 00 AM
Changs Cay Saerch ~|  Returning on Mon, Oct 20 06:00 AM
| Pick-up dat Hide matrix
Selecting a Car i : : O
W0ATRG4 | 08:00am ¥ p= o = == = =3
B Drop-off dafe 8 rasults Economy Car Compact Car Intermediate Car Standard Car Full-size Car
) " 107202014 || 05:008m ¥ . 18,32 o, -3.43
Confirming Your Car Rental # iy S R
| Pick-up car at
# Airport Terminall ) Oft-Akport == | #as | | cHm | =aa | 242
Faease enter an aiport periarocisal 21.47 22.49 23.51 27.23 27.23
MEM - Mesmphiss bl - Mesmphis, TH 1 ! | ! |
Hertz 3.18 Z A 27.39
Flgtiatn ¢or 10 another incaton
[} 18 23.83 £} |
» Gore Search Options 1 1 L .

Car Display Filters o Sorted By: | Palcy - Most Comphant ¥

nimged miss

Economy Car [4pclic) mare ind Theltly

Unbimited miles "
$17.65 per day Pick-up: Terminal: MEM

Automatic transmission

Total cost §§3 82+

[ fesso @

Hevised: June, 2014 ' i, s e e S waal i A Fhestar

e To hide the results matrix and view more of the car results list, click Hide
Matrix.
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[ concur

Travel

Travel Trip Lib
Booking a Car

Car booking options
Entering Search Criteria

Change Car Search

Expense

App Center

Help =

Profie~ &

Print / Email
& Print | Email

Hide matrix

Displaying: 28 out of 26 result Previous123 Net All

Unimied mies [}
Ax condtioning
Hybrid
Car Transmasion
Automatic

Uanua:

Revised: June, 2014

" Pick-up date
O Selectinga Car 2

1001772014 v

Drop-off date

10021 0é00am v

Confirming Your Car Rental

Pick-up car at

# Airport Terminal |/ Off-Airport

Piease enter an sirport

MEM - Memphis intl - Memphis, TN
Return car to another location

» More Search Options

Car Display Filters ~

Sorted By: | Polcy - Mosf

Economy Car (Apclio more

Unlimited miles
Pick-up: Terminal: MEM
Automatic transmission
Total cost §82,82

$17.65 per day

-
Full-size Car
23.92
Adaree 19.18 20.09 21.00 24.32 24.32
21 22.49 23.51 27.23 27.23
wectz 3.18 23.8 26.39 27.39 -
= 8 23.83 26.39 27.31

e Use the More info link to view more information about a rental car.

[Sconcur | Tl

Travel Tnp Libra
Booking a Car
Car booking options
Entering Search Criteria .
Change Car Search
O Sehecting a Car -
Dam ¥
500 am ¥
Confirming Your Car Rental

Pick-op car st

% Akpert Terminad'. Off-Arport

Feturm car fo ancsher incation

b More Ssarch Options

Car Display Filters

Bundancd: bima 112

3. Toreserve a car, click Reserve.

Expense

App Center

| Picking up the car at: (MEM) on Fri, Oct 17 A
. 08:00 AM
~| Returning on Mon, Oct 20 06:00 AM
Sorted By:| Poboy - Most Complant ¥
Ecanomy Car [Apcllo] i ¢ .- Theilly
$17.65 per day g:ih::\{?e'u-r":u MEM
Automatic transmission
Resorve @ Total cost §82 82
a
Economy Four Door Car (Apcio Theilly
$17.65 per day g:‘xl":l:eg:r::al MER ﬂ
-~ . " -:ﬂ ;:::IT:;II'.;:;-;;I.HIOH
@
Compact Four Door Car [Apalo mare infe il
§18.48 per day m'"u";'?,".::.'-i.u MEM
Automatic transmistion
m Tolal cost §45 98+
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[& concur

Trawed

Travel
Booking a Car

Expense

App Center

Car booking optiens

Entering Search Criteria
. Change Car Search
: Pick.up dale
Selecting a Car
O A 1W0ATEONE || EDGam ¥
am v
Confirming Your Car Rental
Pick-up car at
* Arport Terminal ') Off-Awport

Piease enler an arport

MEN - Memphis ot - Uissghis
Return car to another bcaton

» Uere Search Options

Car Display Fillers

Urimied mies

Ar condtonng

Hytnd

Revised: hune, 2014

e You will see your complete car rental itinerary and can add other

Picking up the car at: (MEM) on Fri, Oct 17

08:00 AM
~| Returning on Mon,

Sorted By:| Polcy - Most Complant ¥

Economy Car (Apciol

$17.65 per day

[ Reserve @ |

§17.65 per day

[ e @ |

Oct 20 06:00 AM

Click Reserve

Usifimited miles
Pick-up: Terminak MEK
Automatic transmission
Total cost §§2.82

Compact Four Door Car (Apclic

$18.48 per day

Unlimited miles
Pick-ug: Terminak MEM
Automatic transmission

Total cost §85.98

Proile- 8

Help =

print | Email
i, Print | Ema

information for the car rental, including car preferences and driver

information.

[€] concur

Travel

Booking a Car

Entering Search Criteria

Selecting a Car

O Confirming Your Car Rental

Fevised: June, 2014

Expensze

Traval Tnp Libras emplates

App Center

Review and Reserve Car

REVIEW RENTAL CAR

[Thrifty Car Rental
ETYPQ

Economy Car Auport Termmal
Features MEM: Memghis
08.00 am Fn. 10

Pick-up

172014 on, 1072072014

PROVIDE RENTAL CAR PREFERENCES

Your p(ebenr_es and comments will

Commants (30 charscier ma

be passed to the rental car agency

Inclede i-car GFS system

ENTER DRIVER INFORMATION

Ensurs the name balow matchas the I D you have with you on the day of pick-up g

DRIVER

Mame: Sue Peterson  Phone: 4251234567 suepeterson@randomerhs. oo

Rental Car Agency Program

tio Program seiected ¥

4. To continue with the reservation, click Reserve Car and Continue.
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Booking a Car

Entering Search Criteria

Selecting a Car

O Canfirming Yaur Car Rental

PROVIDE RENTAL CAR PREFERENCES

Your preferances and commaents will be passed Lo the renlal car agency.
Comments (30 characier max

Wickide incar GPS system
ENTER DRIVER INFORMATION
Ensure the name below matches the 1D, you have with you on the day of pick-up. i
DRIVER

Edit | Review all

nirandomvercs.com ¥

Click Reserve Car and

Continue

¥eu wil be charged st B rental location

Company Policy
Travel Policy

CONCUR

© Copynight 2014 Concur [ All Rights Reserved

e On the Travel Details page, you can review your complete travel itinerary.

Booking a Car

Entering Search Criteria

Selecting a Car

O Confirming Your Car Rental

Fesed: June, 2014

Help =

App Center Profile ~ 3

[@Hconcur | Tl Expense

Travel ip Library Templates

Travel Details

Add to your Itinerary

Start Date: :'::a @ " @ Hots

1 want to... Trip Mame: Car Reservation at MEMPHIS [

End Date:

Description: lo Desc

Comments ta Agent:
BOOK. DO HOT CA)

Agency Record Locator: |
Reservation for: Sue Peterson

Total Estimated Cost: 382.82 USD [Daly

Reservations
Friday, Ocjpber 17, 2014

Thnfty Car Rental at: Memphis US (MEM)

Pick-up st Memohis US (MEM)

Confirmation: G30C8Z
Status: Confirmed

Pick Up: 08:00 AM Fr 0t o7
13 (MEW
- Rate Code’ ROUEY

Pick-usp at: bl Ao =
Mumter of C

Return: 06:00 AM ion 0o 20 -

5. To continue with the reservation, click Next. Then continue to follow the prompts

until your reservation is confirmed.
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Wy Car Rental al. Memphis US (MEN) o
Pick-up At Memonis US (MEM

Pick Up: 08:00 AM =
Pieck is LS

Booking a Car

Entering Search Criteria Additional Details
Ainte: $17 8% USD, unkmied mies

e $82.82 USD

Selecting a Car Rental Details

Economy / Car / Automatic fransmission / Alr conditioning

o Add to your [tin
O Confirming Your Car Rental

Total Estimated Cost

Can: 8222 UsD
Total Estimated Cost: sBzg2us0

je rip that s instant

Click Next>>

Compan,

CONCUR Travel Pabicy

yright 2014 Concur [ All Rights R

Revised: June, 2014
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RESERVING A RENTAL CAR FOR ANOTHER EMPLOYEE
Overview

In order to book on behalf of another employee, the employee that plans to travel must first
assign you as a Travel Assistant. Once the traveler has assigned you as a Travel Assistant,
complete the following steps:

Steps

1. Click Profile

2. Under Administer for Another User, select the name of the employee that you'd
like to book travel for.

3. Click the Car ¥ icon

4. Repeat steps 2-5 in the Reserving a Rental Car for Myself section

W Bk et
-« C | & hitpsy/www.concursolutions.com/home.asp v =
& concur Traved Roporting = App Conter
® MOREHOUSE Takisha Marie Reeves
SCHOOL OF MEDICINE
Hello, Takizsha

TRIP SEARCH ALERTS

& Bookmg for mysel | Book for a guest

o o= - B O

AlrfRail Search

;

= Founa Tre Cine Way M Segrment COMPANY NOTES
Departure Coy @

Vi mi | St A
e MOREHOUSE

Yo wepen | Skt e aapa SCHOOL OF MEDICINE

m Plaase send inguires to concurhelpdesk@@msm edu for MSM custamar suppert.
Read more
[T MY TRIPS (1)

[ sowec | AUG Car Reservatlon ot DALLAS
03-04

Morew

FACTS & STATS

|

Der

RESERVING A RENTAL CAR FOR A GUEST OR A STUDENT

1. Click the Car ¥+ icon then click the Book for a Guest tab
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Homa Travel Expense App Center

Booking a Car (@] CONCUR + + 02 06 02

Slarta Upload View Trips Available Open
Hello, Sue Report Receipts Expenses Reports
Entering Search Criteria

TRIP SEARCH

+ = Click the Car tab  EEEEEEE o

Confirming Your Car Rental * Rouna Trg

Selecting a Car

Depasture Ciy gy

e T i i i m Available Expensas > m Opan Reports 3
Amval Chy g

07721 Cafe Monte OBOE Office Supplies
Frdan srpont | Saisat rubips aeperts 45 7 5112623
Departure [g)
degan v Moming v 23 ¥ W 07/21 Office Warehouse 0721 Office Supplies
$66.23 £1,410.00
Raturn gl

depant ¥ || Anemace ¥ |3 v | M 1020 Cate Monte
S45 76
Biiptuin e Toar i Spert 1020 Office Warehouse
588,23
Find & Hotel

o7z

Southwest Alrfines
S468.70
Specity airine Ggy | Refundabie anly ar fares

Saarch flights by: Price  '® Schedule

B June, 2014

2. Enter your search criteria, such as pick-up and drop-off dates, location and other
search options and then click Search.

ireate
2014 MY TASKS
Available Expenses Open Reports
Booking a Car
0721 Cato Monte 08105 Office Soppiies
$4576 $1.12823
Qs
Warehouse 0721 Office Supplies
] $1.410.00
Selecting a Car

Confirming Your Car Rental

preterred Car Vendors
No vendors: in IOE. |1 vercor

Your company preferred vendors will b¢ included
the search with your preferences

- Nm @ Click Search

UPCOMING TRIPS (1) >

Revied: e, 2014 L

e Review the car search results. To filter the results, select a column, row, or
cell in the grid at the top of the results page or use the options on the left.
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Heip ~

CONCUR Travel Expense App Center Profile - a

Travel Trip

Booking a Car

Car booking options | Picking up the car at: (MEM) on Fri, Oct 17 | el
Entering Search Criteria - / 0800 AM
Change Car Search -~ Retumlng on Mon, OCt 20 0600 AM
= Pick-up date Hide matrix
Selecting a Car = - T T
o 10172014 0&:00am ¥ - = - =3 =] -
- Drop-off date I8 rasults Economy Car Compact Car Intermediate Car Standard Car Full-size Car
10202014 || 05:008m ¥ t t : 1
Confirming Your Car Rental ey 17.65 18.48 19.32 238 392
Pick-up cor at
# Airport Terminal' ) Off-Arport == 19.18 21.00 24.3 24,32
Pataas enter an aiport fav e rorino 21.47 37.23
ME - Mesmphis kil - Memnghis, TH
At 238
Return cor 1o anoiher ocaton
[} 23.18 23.83 26.39 27.3
b Hore Search Options

Sorted By: | Pokcy - Wos! Comphant ¥

Economy Car (4p

Unbimited miles "
$17.65 per day Pick-up: Terminal: MEM
Automatic transmission
S Total eost §§2 83+

ESER

Hevised: June, 2014

e To hide the results matrix and view more of the car results list, click Hide
Matrix.

Help =

CONCUR Travel App Center Profle- 8

Travel  Trip Library emplate

Booking a Car

| car booking options | icki - i By, Print / Email
Entering Search Criteria b

Change Car Search ~

- Prck-up date
|'\:: 014 v

Drop-off date
10202014

Hida matrix

-
Full-size Car

06:00am ¥

Confirming Your Car Rental
Pick-up car at

®' Airport Terminal'.) Qff-Airport

Please enter an airport =

MEM - ) ™

ntl - Memphis,

| &) Return car ta ancther location

» More Search Options

Car Display Filters = Sorted By:| Polcy - Most Comgliant ¥
| & unimted mies
M Economy Car (Apclio more info Thiilfly
Air condtioning
Hybrid Unlimited miles -
o $17.65 per day Pick-up: Terminal: MEM
Car Transmasion Automatic transmission
[ £ Astomac 5 Total cost §82 82
| I wanuat @
Revised: June, 2014 S B S idnniie maalnio Thoiza Lz

e Use the More info link to view more information about a rental car.
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[& concur

Travel
Booking a Car
Car booking options
Entering Search Criteria .
Change Car Search
O Selecting a Car .
Dam ¥
500 am ¥
Confirming Your Car Rental

Pick-op car st

Alrport Termna

b More Saarch Optons

Car Display Filters

Urdmies mies
Ak condBoniog
Hyend

Car Trangmisgion
Automatc

Manua

Bundancd: bima 112

3. Toreserve a car, click Reserve.

Trawed

[& concur

Travel
Booking a Car

Travel

Oft-Arpert

Expense

Expense

App Center

] Picking up the car at: (MEM) on Fri, Oct 17
—08:00 AM
~| Returning on Mon, Oct 20 06:00 AM

Sorted By: | Polcy . Mot Complarnt *

Econamy Car [Apolio) mare inte |

Unlimited miles
Piei-up: Terminat MEM
Automatic transmission

Total cort $82 82+

$17.65 per day
=3

Economy Four Door Car (Apcio

Unlimated miles
$17.65 per day Pick-up: Terminak MEM

- Automatic trantmission

Fm;mg:—«g Tatal cout §83 82+
Bbbomorintined

Compact Four Door Car (Apolio

Unlimited males
Prok-up: Termanal MEM
Automatic ransmission

Total cost §45 98-

$18.48 per day

=1

App Center

Car booking optiens

Entering Search Criteria
. Change Car Search
: Pick.up dale
Selecting a Car &
AT 0E0Cam ¥
Crop-off date
10202014 &m v
Confirming Your Car Rental
Pick-up car at
* Arport Terminal ') Of-Awpart
Piease enter an airport
MEM - Memphis Intl - Usmphis, TH

L’ to another locabon

» More Seanch Opfions
Car Display Fillers

Unimites mies

Ar condtonng

Hytnd

Revised: hune. 2014

Returning on Mon, Oct 20 06:00 AM

e | Email
i, Print | Ema

Picking up the car at: (MEM) on Fri, Oct 17
08:00 AM

Showmatrix
123 nead | »

Sorted By: Poicy - Most Complant

Economy Car (Apoic)

$17.65 per day

Click Reserve

Unismited miles
Terminak MEM
Automatic transméssion

Total cost §§2.82

]
Compact Four Door Car (Apclic Thelliy
$18.48 pr dy e i ﬁ
I e

e |

You will see your complete car rental itinerary and can add other

information for the car rental, including car preferences and driver

information.
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[flcoNcur = Tmwel  Expense  AppCenter

Traval Tnp Libras emplates

Booking a Car
Review and Reserve Car

Entering Search Criteria

REVIEW RENTAL CAR
Selecting 3 Car [Thrifty Car Rental

Type Pick-up Drop-off

Economy Car Amport Termnal Aurport Terminal

O Confirming Your Car Rental Features MEM: Memghis MEM: Memphis
08.00 am Fn, 1V17/2014 06:00 am Mon, 1072072014

PROVIDE RENTAL CAR PREFERENCES

Your p(ebenr_es and comments will be passed to the rental car agency

Commants (30 charscier ma

ENTER DRIVER INFORMATION
Ensure the name balow matchas the LD. you have with you on the day of pick-up. g

DRIVER Edit | Review all

Mame: Sue Peterson  Phone: 4251234567 suepetersan@randomyerhs com ¥

Rental Car Agency Program

Revised: June, 2014 %o Program seiected ¥

4. To continue with the reservation, click Reserve Car and Continue.

PROVIDE RENTAL CAR PREFERENCES

Your preferances and commaents will be passed Lo the renlal car agency.

Camments (30 character max

Booking a Car i o P
Entering Search Criteria ENTER DRIVER INFORMATION
Ensure the name below matches the LD you have with you on the day of pick-up. i@
Selecting a Car DRIVER Edit | Rewiesw al

() ‘e Click Reserve Car and
Continue

Gompany Policy

CONCUR il

© Copynight 2014 Concur [ All Rights Reserved

e On the Travel Details page, you can review your complete travel itinerary.
e You will be asked to enter the Guest or Student information here.
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Help =

[Hconcur | Tl Expense  App Conter Proe~ &

Travel ip Library Temilales

Booking a Car

Travel Details

Selecting a Car 1 want to... Trip Hame: Car Reservation at MEMPHIS Fo) Add to your tinerary

Seart Date: @ @ e
O Confirming Your Car Rental

Entering Search Criteria

End Date:

Description: lio Descrpt

Comments to Age
B0 T

Agency Record Locator:
Rescrvation for: Sue Peierson

Total Estimated Cost: 382.82 USD [Daly

Reservations
Friday, Ocjpber 17, 2014

Thnfty Car Rental at: Memphis US (MEM)

Pick-up st Memohis US (MEM)

Fick Up: 08:00 AM Fr Ocr 17 Confirmation: G30C8Z
Pick-up at: MamQ Suntus: Confirmed
Numter ¢f Carg. Rate Code ROUE

Revised: June, 2014 R_.e:urn: 06:00 AM hion Oct 20 -

5. To continue with the reservation, click Next. Then continue to follow the prompts
until your reservation is confirmed.

W; Car Rental at. Memphis US (WMEW) [
Pick-up At Memohis US (MEW

Pick Up: 08:00 AM #n Confirmation: G30CEZ
Pick-up o 115 US (M Status. Confismed
Nusmier @ 1 Rate Code: ROUED

Booking a Car Return: 0

Rsturning 1o

Entering Search Criteria Anditional Detads

Rate: 517 85 USD, unkmied mies
Total robe: 38262 USD
Selecting a Car Rental Details

Economy / Car / Automatic fransmission / Alr conditioning

Add to your Itinerary

O Confirming Your Car Rental :

Total Estimated Cost

Cor: 58283 USD
Total Estimated Cost: $B2.82US0

fe trip that is Instant

Click Next>>

Compan,

C. CONCUR Trawvel Policy

© Copyright 2014 Concur / All Rights R

Revised: June, 2014
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CONCUR TRAVEL

CHANGING OR CANCELLING A TRIP

1. To change an existing trip, scroll down to view your trips on the My Concur Page.
2. To cancel or change a trip, select the name of the trip.

Trval Chy €

Changing a
Purchased and
Ticketed Trip

O Select aTrip

Change a Trip

Show More

Or, tell us in your words what you want to do

e.g. fiight from JFK to Paris on Tuesday

MY TRIPS (4

of the Trip.

APRO3

Maore

APR
20-23

Trip from Dallas to Seattle

More~

Revised: March, 2015

Scroll down to view your itinerary.

Find an airport | Select multipe airports

‘ Concur Travel Points @ 741

Phone number for Travel Inc. Agents and Reservations/Changes: 866 712 2801 or
813.514.1953

For problems completing or cancelling your reservation. Travel Inc’s online support number is: 866
T38-6444

International $OS member: 11BYCA000127 Health, Safety, Security, Global Alerts:
http:/f'www.internationalsos.com/

Safe travels everybody....if you need urgent assistance from your travel team please email
to traveladministrator@concur.com and [l respond as quickly as | am able. Please note, flight

Great! You currently have no You currently have no You currently have no active

Select the name

approvals. available expenses. reports._
FACTS & STATS
Did you know? Did you know?
= <

If you don't have a garment bag, you can roll
your blazer and put it atthe top of your bagto
prevent wrinkles

89% of business travelers agree that mobile
technology improves their travel experience.

Changing a
Purchased and
Ticketed Trip

Select 2 Trip

O Changea Tip

Revined March, 7015

4,

By clickng Purchase Gogo "W, you agme ta our

Promot g 203 5% card uagaw pokey
“Insieates creae £an (3 8 company car

Reservations
Monday, April 20, 2015
a Flight  Dallas, TX (DFW) to Seattle, WA (SEA)

Amaerncan Alrlings 2310

Changa

Confirmation: MOGZG!
Statea: Contirmed

Dopartura: 11:58 AM
Seak: Mo seat assignment o Solect Seat

Dasas
Teemingt 0

Duraten: 4 hours, 27 meutes
nnsizp

ArFIval; 02:18 PM
Seatle Tacoma il Arst {SE4)
Aationsl Detals

Azralt: Boting 737-800
[

raznn: 641384 £
Cabin: Ecaramy (V)

Dastwnce: 1457 miss
Total Pumts 163 s Bected

Ugat Fozd for purcrase

Pla abeeied arvd peseree e abport parking. 50

Avis Car Rental at: Seattle US (SEA)
Pickup al. Seattle US (SEA)

@

To cancel the entire trip, click Cancel. To change a trip, click Change.

Read more
MY TASKS
Required - Available > Open -2
Approvals Expenses Reports

m
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Changing a
Purchased and
Ticketed Trip

Selecta Trip

O Change aTrip

T —
Revised: March. 2015

By clicking Purchase Gogo "Wi-Fi", you agree to our:

Privacy & cookie policy
Terms of use

Promational code and gift card usage policy
* Indicates credit card is a company card

Reservations
Monday, April 20, 2015

e Flight Dallas, TX (DFW) to Seattle, WA (SEA)  Chenae

American Airlines 2310 =

Departure: 11:55 AM Confirmation: MOGZGI
Seat: No seat assignment < Select Seai Status: Confirmed

W wers unsbls to confirm 5 seat assignment
Click on "Select Seat® fo view the seat map and
manuzlly select your seat.

Dallas Ft Worth Intl (DFW)

Terminal: 0

Duration: 4 hours, 23 minutes.

Nonstop

Arrival: 02:18 PM
Seattle Tacoma Intl Arpt (SEA) C I - k C h

Additional Details I C a ng e'
Aircraft: Boeing 737-800
E-Ticket

Emissions: 541.3 bbs COz
Cabin: Economy (V)

Plan ahead and reserve your airport parking. See Parking Options

Change | Cancel

@ Avis Car Rental at: Seattle US (SEA)

Pick-up at: Seattle US (SEA)

5. Inthe Change Flight window, you can change either leg of a flight by selecting the

appropriate check box.

Changing a
Purchased and
Ticketed Trip

Selecta Trip

O Change aTrip

"
Revised: March. 2015

Change Flight

Make changes to the following flight segments

Dallas Ft Worth Intl (DFW) to Seattle Tacoma Intl Arpt (SEA)
From:

‘DFW- Dallas Ft Worth Intl - Dallas, TX |
To
‘ SEA - Seattle Tacoma Intl Arpt - Seattle, WA |

Departure

04/2012015 ”ﬂaDE “H'DDamE”

| [C]Seattie Tacoma Intl Arpt (SEA) to Dallas Ft Worth Inl (DFW)

Flights w/ no double connections

Modify related bookings to match new fights
(Cancellation Fees may apply. @

® You can also cancel or change any related bookings, such as hotel or car

rental.

e Note: Concur Travel will automatically extend any car or hotel reservations
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to match the days of the flight change.

6. To begin searching for new flights, click Search.

Changing a
Purchased and
Ticketed Trip

Selecta Trip

O Change aTrip

Revised: March, 2015

Change Flight

Make changes to the following flight segments:

Dallas Ft Worth Intl (DFW) to Seattle Tacoma Intl Arpt (SEA)
From:

‘DFW- Dallas Ft Worth Intl - Dallas, TX ‘

To
‘SEAf Seattle Tacoma Intl Arpt - Seattle, WA ‘

7. Select the radio buttons for the original flight segments that you want to change.
8. Make the necessary changes to the legs of your flight.

Changing a
Purchased and
Ticketed Trip

Select a Trip

O Change aTrip

Revised: March, 2015

Help ~
CONCUR Requests Travel Expense Invoice Approvals App Center [}
Profile ~
-
Travel Price-to-Beat Trip Library Templates Tools
Print / Email
Trio S Dallas, TX To Seattle, WA !
rl umma
P ry Mon, 20 Apr - Tue, 21 Apr
Hide matrix
Select Flights
= S -,
Round Trip A B A L 4 =N
DFW - SEA o Alaska Delta us American Muttiple United
Outbound: Man 20 04 9015 Airlines Airways Airlines Cartiers
Return: Tue, 21.04.2015
ogstos 2 results = 3 results 3 rasults = =
8 results
jLon) 3 results 15 results 8 results 13 results 8 results 9 results
56 rasults
;Stn';; - - 2 results - - -
I Change Flight Search v] results
i Baggage Fee Policies Show fare display legend
Outbaund - Mon, 20 Apr ~ N_(HE'_B.Tlmschedu\e page to select your flights
Outbound || Return
o 0 | ‘
Depart 8:00 - 13:50 Dallas, TX - Mon, 20 Apr
|. .\ Displaying: 16 out of 115 results. @ <<Previous 12 Next>> | All
i D=2 Carrier Depart Arrive Stops Class Seat Map
Display Settings ~ & American Aifines=1207  DFW 845 —» SEA 1040 Economy
Quote for Price R B )
(] Hide Propeler Planes 4n19m; Boeing 737-800; (Worldspan)
- - Y& American Airlines #1525 DFW 900 = PDX 11130  Economy
ADOTTEIMESS = . American Airlines=7554 PDX 1230 =p SEA 13190  Economy
Quote for Price
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9. After you make the changes you will be able to see the original airfare, new airfare,
the airfare difference, exchange fee, and the total cost of the exchange.
10. Once you have reviewed the new information, purchase your new flights.
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CONCUR TRAVEL

FAQs

Why should I use Concur Travel & Expense instead of calling the agent directly?

Concur allows you to efficiently make plans after viewing your travel options. In
addition, you have access to Internet fares. Concur provides a list of all your travel
plans and is a direct source for travel alerts. Concur also has some vendors that are
selected for e-receipts. This will make your process of completing an expense report
more efficient because the information will be transferred as an expense for you.
Also, World Travel will charge MSM an additional fee if you call and book your travel
directly with an agent. However, you will not be charged an additional fee if you call
World Travel to help you reserve your hotel with a special conference rate.

Are there fees associated with calling World Travel?

Travelers are never charged a fee for calling in to ask a question or ask for
assistance with a car/hotel reservation. Agent booking fees are charged is when a
ticket has been issued by an agent. Agent Assist Fees are also charged any time a
traveler leaves a request or note in the Comments to Agent Box of the travel system.

Can I request Comfort Seating?

All employees are required to fly coach class on domestic flights. On international
flights lasting eight hours or longer, employees may chose seating in business class.

Booking through Concur’s Travel Platform - Calling the Agent to book any aspect of
travel has a fee of $20.00 also the visa credit card security code is needed for
booking premium which is not allowed

What is the difference between booking a flight with Concur Travel & Expense and
purchasing an Internet fare from a vendor’s website?

Concur provides access to both agency and Internet fares. The difference between
the two fares is where it is fulfilled and who provides the customer support. With an
agency purchase, you have the full support of your agent in making changes. Your
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ticket is purchased through your agency.

If you select an Internet fare, you buy the ticket directly from the supplier or
airline’s fulfillment agency. These fares may have special rules that apply and you
must contact the airline directly to request a change.

Can I use my Frequent Flier account number when booking a flight?

Yes. You can enter travel programs in your Concur Profile, under Travel Settings.
When you travel using the travel programs designated in your profile, credit will be
applied to those programs.

Can I use a hotel membership number when reserving a hotel room?

Yes. You can enter travel programs in your Concur Profile, under Travel Settings.
When you travel using the travel programs designated in your profile, credit will be
applied to those programs.

Do I have to use my personal credit card for reservations?

When you reserve airfare, hotel, and car rental reservations, the MSM credit card
number is used to purchase your reservations.

How is ticket fulfillment handled?

When you use Concur Travel & Expense to reserve your company’s agency fares,
your agency will handle fulfillment/ticketing in the same manner as a phone
reservation. Electronic tickets are issued unless otherwise requested.

How do I reserve a car or hotel?

If you specified that you need a car on the Flight tab when you reserved your flight,
you will see the car and hotel search results. You can then reserve your car and hotel
based on those results.

If you want to reserve a car or hotel without making air travel reservations, click the
Car or Hotel tabs in the Trip Search area. From there you can select the
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appropriate city and then search for a car or hotel.

How do I schedule a multi-leg flight?
To schedule a multi-leg flight:

1. On the Travel page, click the Flight tab .

2. Click Multi-segment additional departure.

3. Enter you departure and arrival information for each segment and then click
Search.

Can I add a car or hotel to an airline reservation after it is booked?

Yes, you can make changes before your ticket is issued. To add or modify your trip,
click the name of the trip on the Upcoming Trips section of My Concur and then
click Change Trip.

How do I change my reservation after it has been booked?

To make changes to your seat assignment or add a hotel or car reservation to a trip,
click the trip name in the Upcoming Trips area of My Concur.

To change an Internet ticket, contact the airline customer service. Your agency or
company will not be able to assist with changes to Internet tickets.

What happens if I do not comply with company policy?

When you go outside of company policy, Concur Travel & Expense notifies you by
showing the fare with a yellow tab. When you select a yellow tab, Concur will
prompt you to enter an explanation as to why you chose a fare that did not comply
with your company’s policy
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Why does the “Reserve” button appear in more than one color?

If the “Reserve” button color Then the fare is...
is...
Green Within company policy
compliance
Yellow Outside of company policy

compliance. You are required
to enter additional information
on this choice.

Red Outside of company policy
compliance. You are not
allowed to make this
reservation.

How can I view the itinerary for flights that I have already booked?

On the My Concur page, review the Upcoming Trips section. For more detailed
information, click the appropriate trip name in the Trip Name/Description column
and then click View Itinerary.

When do I load/attach my itinerary?

You will load your itinerary to the travel report you are submitting after you have
completed your trip. Do not attach the itinerary if submitting a travel report for
prepayments before your trip has been completed.

What type of confirmation do I need at the airport?

You should bring a printed copy of your email itinerary with ticket number
information or the paper ticket (whichever is acceptable by the airline) and a
government approved identification document such as a driver’s license, passport,
VISA, etc.
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CONCUR EXPENSE

CREATING AN EXPENSE

Overview

All travelers will be required to reconcile their travel through an expense report within 10
business days of their return. If your report is not expensed within the time frame
mentioned above, you and your supervisor will receive a reminder email. If you owe money
to MSM, please provide a check to the cashier. MSM will reimburse employees on a bi-
monthly basis. Payments are typically made via direct deposit or check on non-payroll
weeks.

Steps

1. Click the Travel tab on you Concur Homepage.
2. Under the Upcoming Trips tab, click Expense.

Help

g CONCUR Travel Expense
. Profile + .

Travel Trip Library Templates Tools
Company Notes || Upcoming Trips || Trips Awaiting Approval || Remove Trips

£ 5 =5 8 0

Air Search

Policy for Expense Reports |US Expense Pu\inyﬂ

) . Trip Name/Description Status Start Date: End Date Action A
Air/Rail Search
. . Trip from Atlanta to Cleveland (IPAGAL) Meeds Expense Report [ -
(®) Round Trip () One Way () Mulii-Segment MSM Travel Integration Demo Ticketed 010172016 011212016 Cancel Tri Expense
—

3. Your Report Header will pop up. Click Next to continue.
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CONCUR EXPENSE

PER DIEM

Overview

If you requested a cash advance for per diem, please select Yes in the Travel Allowances
section. If not, click No and you will be routed to your Expense Report.

Travel Allowances X

9 Will this expense report include Meal Per Diem?

ND

Steps
1. Populate your Per Diem Itinerary with Departure City, Arrival City, Dates and
Times with your outbound information and click Save.
Travel Allowances For Report: Test-PAI #13 ko]
€D Create Mew itinerary D s nilsbie Itnerones #) Cxpenses & Adjustments

Itinerary Mame Setec tion
I Test-Fal #13 | [usssa
L | Departure City - | Arrivat City Arrival Rate Location

T — T oo
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2. Your Departure city will be automatically populated for you. Please populate
Dates, Time and Arrival city with your return information and click Save.

. . L ®
Travel Allowances For Report: Test-PAI #13 =
° Edit ltinerary 2 Available Itineraries 3 | Expenses & Adjustments
[tinerary Info
ltinerary MName Selection
ITest-PAI #13 | |usesa
ew ltinerary S
Add Siop New Itinerary Stop
|:| | Departure City Arrival City Arrival Rate Location | Depart from (ciy )
P Miami, Florida
| Atlanta, Georgia Miami, Florida MIAMI-DADE COUNTY, US...
08/16/2015 12:00 PM 08/16/2015 12:00 PM Date
09/23/2015 | =
Time
| 1200 P |
Arrive in (city)
Atlanta, Georgia |
Date
09/23/2015 | =
Time
I 12:00 PM |
Save
Go to Single Day [tineraries Cancel

3. Click Next to review your Travel Allowances.
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Travel Allowances For Report: Test-PAI #13

Assigned Itineraries

41 Create New [tinerary o Awailable ltineraries 3 Expenses & Adjustments

IWRE== ) nessin

—

| Departure City | Date and Time &

| Arival city

Date and Time

| Departure city Date and Time Arrival City Date and Time | Arrival Rate Location |
© liinerary: Test-PAI #13
Atianta, Georgia 09/16/2015 12:00 PM Miami, Florida 09/16/2015 12:00 PM MIAMI-DADE COUNTY, US-FL, ..
Miami, Florida 09/23/2015 12:00 PM Afianta, Georgia 09/23/2015 12:00 PM FULTON COUNTY, US-GA, US
Available ltineraries
[ Current ltineraries | W ] | | |

Arrival Rate Location

Mo Available ltineraries Found

4. Click Next again to continue.

5. Ifany meal where provided during your travel, please place a check mark

next to the day and the meal that was received.
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Travel Allowances For Report: Test-PAI #13

1 Create New [tinerary

2 Available ltineraries

o Expenses & Adjustments

Show dates from |

=

=

Exclude | All | | | Date/Location | Meals Rate| Breakfast Provided | Lunch Provided | Dinner Provided Allowance
] 08162015
Mizmi, Florida §49.50 o ] $38.50
] 081712015 5500 B - oo
Iiami, Florida . x
] 081182015 5500 B - oo
Miami, Florida - .
] 081912015 5500 B - oo
Miami, Florida - 5
] 0812002015 5500 B - oo
Miami, Florida - 5
] 0812112015 5500 B B - oo
Miami, Florida - 1
[ 08/22/2015
Mizmi, Florida $66.00 o ] $55.00
] 0812312015 ss050 B B - oo
Miami, Florida - .

Create Expenses Cancel

6. When you have selected all of your provided meals, your new allowances will

show up on the right hand side. Click Create Expenses to continue.

Travel Allowances For

¥ B ondatle trarans

Show sates om = w

Exciude | Al Dutellacation s e
Vi Pt 550
Vo Fiia w0
Vo Pl w00
e P a0
b 8800
bl e
M, Florics
St P 600
e P et

Lunch Pravided

Dininer Pravided
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CONCUR EXPENSE

ITINERARIES

Overview

An expense report can be associated with one or more itineraries. For example, the
company may not allow users to submit expense reports more than once a week. Yet
sometimes a user may have two short trips (itineraries) in the same week. In this case, two
itineraries may be associated with one expense report. However, multiple itineraries can
be assigned to the same report only if the itineraries are based on the same travel
allowance configuration.

Help r

Expense

CONCUR Travel

Profile + &

Travel  TrpLbray  Templates  Tools

Company Netes || Upcoming Trips || Trips Awaiting Approval || Remove Trips

fame§0
Palicy for Expense Reports

Air Search
o Trip Name/Description Status Start Date End Date Action
Air/Rail Search
. - R Trip from Aftanta to Cleveland (IPAGAI) Needs Expense Report . -
(8} Round Trip () One Way () Muli-Segment MEM Travel negrstion Deme Ticketed 01012018 01272018 Cancel Trip | Expense

Aot nou

Travel Allowances For Report: Trip from Atlanta to Cleveland

@ Ecit tinerary

ltinerary Info

2 Avsilable lineraries 3 | Expenses & Adjusiments

Selection
USGSA

ltinerary Mame
I Trip from Atlanta to Cleveland |

Import Itinerary

New [tinerary {

Add Stop

u | Departure City a | Arrival City Arrival Rate Location | e e e vi
|:| Aflanta, Georgia Cleveland, Ohio CUYAHOGA COUNTY, US-...

01/01/2016 10:50 AM 01/01/2016 05:10 PM Date
|:| Cleveland, Ohio Atlanta, Georgia FULTOM COUNTY, US-GA ... l

011272016 DE:45 AM 0171272016 D9:43 AM
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Select trips and charges to use to create this itinerary

0 Description Start Date « End Date
2 ﬂ Trip frpem Soamis 1o Chacage (DK IO TIPS B 15 #1HVIE 0720
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CONCUR EXPENSE

TRAVEL EXPENSES

Overview

When you select the Expense button from the Travel tab, all of your travel segments
(airfare, hotel, and car) will flow over to your expense report. If you choose to expense your
trip any other way, the information will not flow over and you will need to manually add
the segments. You will need to manually add all your other expenses to your report.

Steps

e All of the items booked through Concur Travel will be listed on the left hand side.
0 Hotel
e Please view steps for Itemizations and Attaching Receipts
¢ In addition to itemizing and attaching receipts, you must also
update the Transaction Date, Vendor, City of Purchase and
Amount information.
0 Airfare
e Please view steps for Attaching Receipts.
¢ In addition to attaching receipts, you must also update the
Transaction Date, Vendor, City of Purchase and Amount
information.

e Please view steps for Attaching Receipts.

¢ In addition to attaching receipts, you must also update the
Transaction Date, Vendor, City of Purchase and Amount
information.

COMNCUR Reguests Expense App Center

Manage Expenses “Wiew Cash Advances

Training Example

i = Mew Expens

Details - Receipts ~ Print 5/ Email -

]

Expenses Wiewr <«
—_ | Date Expense Amount Requested

Addirng MNew Expense

oS 16/2015 Car Rental S100.00 S100.00

1 !
hAiEm, Florida
1 DSV16/2015 Adrfare S3S0.00 S3IS0.00
Dretta Air Lines, hMiami, Florida
1 o1 8/2015 Hotel STO0. 00 ST00.DO
o hMarriott Hotels, Miami, Florida
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e All other Expense Types are listed in on the right side of the report.
0 Personal Car Mileage
e Steps
e Update the Transaction Date, To Location and From
Location.

(& CONCUR Requests Expense App Center

Manage Expenses View Cash Advances

Training Example
Detsis +  Receipts v Print/ Email = Hide Exceptions
Exceptions x
Expense Date Amount | Exception |
Car Rental 081672015 $100.00 4} MSM policy requires the use of the Concur booking system for Arr, Car, and Hotel reservations -
Car Rental 081612015 510000 ) Provide aditionsl information about why the Air, Car, andior Hotel expense was paid with cash before procesding B
Gar Rental 081612015 510000 () Missing required fiekd: Vendor -
Expenses [ Move - | view  « [ Expense ‘ Availeble Receipts
[ |pater Expense | Amount | Requested |
] D09/24/2015 Personal Car Mileage 5380.08 $380.08 View Reimbursement Rates
Expense Type Transaction Date Report/Trip Purpose
| 08182015 Car Rental $100.00 $100.00 I Personal Car Mieage ‘ v| IDsf:at:ms |_| I Student Recruiting | v|
Miami, Florida §
Trip Type Purpose of the Trip From Lecation

[m] 09ME2015 Airfare 5350.00 $350.00

0 Deta Air Lines, Miami, Florida Out-of.State ] Conference | | atanta, ca, usa |
O 08182015 Hotel 5700.00 $700.00 o ey i) 0 Ropmeloand —

0 Marriott Hotels, Miami, Fionda | Miami FL, USA | |casn v| |551 | :{ 380,08 uso |~|

Comment
T
Mileage Calculator
TOTAL AMOUNT TOTAL REQUESTED -
Save [ Allotate ] [ Altach Receipt ] [ Cancel ]
$1,530.08 $1,530.08

e C(lick the Mileage Calculator to adjust your mileage
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€ - C 8 https//implementation.concursolutions.com/expense/client/default.asp &=

Mileage Calculator

U avoid Tois [ avoid Highways ' "A QENHESEEE i s h .| o cyggﬂl:m
r Cf 1
Waypoints ¢ ») | cnatancoga - _ 2GS
H..mgvme i

T e )i
661.1 M1 | ¥l > P
|| Personal (1 | \ ’, SSOUTH g

Bifmingham — g CAROQLINA MrtieBeach

& ‘ Atianta, GA, USA |

.‘ Miami, FL, USA |

@ | s I+ featoosa’?
Calculate Route  Make Round Tri P ALABAMA (

Montgomery ™ GEORGIA 5

“ Columbus Sau%r'!nah

Charleston
o

Directions
I
/ \ . 4

Suggested routes: | H f Pelagic Sargassum
I-75 S and Florida's Turnpike 663 mi - about 9 hours 13 mins = \ ) Hahitat Restricted Area
[-35 S 713 mi - about 10 hours 5 mins M e . s ]
— ‘\|: Pensﬂacola Panama Tal\aréas_see

1 4 )

Gity Beach

'ZWB Capitol Ave SW, Atlanta, GA 30334, USA

663 mi - about 9 hours 13 mins

Head nerth on Capitol Ave SW toward Martin 207 ft
Luther King Jr Dr SW

Turn left onto Martin Luther King Jr Dr SW 436 ft

Turn left ento Washington St SW 0.5 mi

Continue onto Pulliam St SW 0.3 mi |
Take the ramp on the left onto I-75 S/1-85 S 34mi N
Keep left to continue on I-75 S 4.5 mi

Keep left to stay on I-75 5 60.3 mi

Keep right at the fork to centinue on [-475 S 15.6 mi

follow signs for Bypass to |I-75 South Valdosta NE%““
Keep left and merge onto I-75 S 301 mi The
Entering Florida Bahamas

TOTAL PERSONAL | TOTAL BUSINESS

) Deduct Commuts 0.0 M 661.1 M | Google

20 data 2015 Google, INEGI _ Terms of Use

Add Mieage to Expense  [JReEURES]

e C(lick Add Mileage to Expense
e C(lick Save

0 Group Meals/Entertainment (>10 or 10+)
e Steps
e Attach Receipts and update the Vendor Name, City of
Purchase and Amount
e C(lick New Attendee
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Help ~

[ CONCUR Requests Expense App Center )
Profile ~
=
Manage Expenses View Cash Advances
Training Example
Details + Receipts * Print / Email + Hide Exceptions
Exceptions x
Expense | Date Amount | Exception |
Car Rental caMeno1s $100.00 44 MSM policy requires the use of the Concur booking system for Air, Car, and Hotel reservations -
Car Rental 0aMER015 $100.00 ) Provide additional information about why the Air, Car, andior Hotel expense was paid with cash before procesding ]
Car Rental 08MER015 $100.00 ) Missing required fieki: Vendor -
Expenses view < | New Expenss | Available Receipts
(] | Date v Expense ‘ Amount Requested
- Expense Type Transaction Date Report/Trip Purpose

Adding New Expense = .

I Group Meals/Entertainment <‘ ~| Insfzwzms |_]| I Student Recruiting | ~|
[H] 08242015 Personal Car Mileage 380,08 $380.08

Trip Type Additional Information Enter Vendr Name
[ osHe2015  CarRental 5100.00 5100.00 I Out-of-State v | I |

o Miami, Florida

City of Purchase Payment Type Amount

O 08MBI2DIS  Airfare $330.00 5350.00 Cash - UsD | v
Delta Air Lines, Miami, Florida I ‘ I as | | I || | |

Comment

O 08162015 Hotel 5700.00 5700.00 X
Marriott Hotels, Miami, Florida | ‘
Attendees € Attendees: 0 | Attendee Total: $0.00 | Remaining: $0 00
New Attendes Search Recently Used
[] |attendee Name | Attendee Title | mstitutioniCo... | Attendee Type | Amount
TOTAL AMOUNT TOTAL REQUESTED
Save [ Ktemize ] [ Allocate ] [ Attach Recei ] [ cancel ]
$1,530.08 $1,530.08 =3 o

e Add the First and Last Name of the User

Add Attendee X

Aftendee Type Last Mame
Iﬁ.lumni b | I Dos

First Mame

IJane |

Save & Add Another Save Cancel
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e C(lick Save and Add Another (repeat these steps until you
are finished adding all the attendees)
e (lick Save.

O Seminar Registration/Fees

e Steps
-
e Attach Receipts, update Vendor Name and update
Amount.
-
e Under Payment Type, choose School Paid.
Expenses View® & | NewExpense ‘ Available Rec eipts
[ |opates Expense Amount | Requested
P Expense Typs Transaction Date Report/Trip Purpose
ng New txpense I Seminar Registration/Fees | v ‘ I 09/16/2015 |_]‘ I Student Recruiting | v ‘
O 09/24/2015 Personal Car Mileage $380.08 $380.08
Trip Type Additional Information Enter Vendor Name

[} 0872412015 Group Meals/Entertainment <1 550.00 550.00

Wendy's, Miami, Florid =

e s e, o City of Purchase Payment Type
O s oot R VY A M [= o= Y]
| 09/1602015 Airf; 5350.00 5350.00 omment \ o
2 irfare | .

Detta Air Lines, Miami, Florida ‘ \‘i‘”l ol
O 09/1612015 Hotel $700.00 5700.00

Marriott Hotels, Miami, Florida

TOTAL AMOUNT TOTAL REQUESTED
$1,580.08 $1,580.08 [ Itemize H Alotate ][ Aftach Receipt H Cancel ]

e (lick Save

Attach Receipts and update the Transaction Date, City of Purchase and
Amount for the items listed below:
0 Car Rental Fuel
Charter/Transfers Bus
Other Ground Transportation
Parking
Internet/Online Fees
Recruiting Expenses
Tips/Gratuities
Relocation Expenses

O O0OO0O0OO0O0OOo

Attach Receipts and update the Transaction Date, City of Purchase , Amount
and Additional Info for the items listed below:

O Miscellaneous

0 Personal/ Non Reimbursable
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CONCUR EXPENSE

ITEMIZATIONS

Overview

The hotel charges must be itemized.

Steps

1. Click Itemize at the end bottom of the page

Expense ” Mightly Lodging Expenses |

Available Receipts

Expense Type Transaction Date ReportTrip Purpose

IHoteI | vl I 09162015 |l I Student Rec ruiting | v]
Trip Type Additicnal Information Vendor

IDut—of-State | v] | | I Marriott Hotels | v]
City of Purchase Payment Type Amount

I Miami, Florida | I Cash | V] I 700.00 | IUSD | Vl

Comment

Qlt&mize ]DIbnat& ” Attach Receipt ” Cancel ]

—_

2. Enter Check In Date, verify the Check Out Date, and update the Room Rate.
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Expense || Nightly Lodging Expenses l Available Receipts

Check-in Date Check-out Date Number of Nights
I 081612015 |:|] I 0812312015 |:|] I 7
Recurring Charges (each night)

Room Rate Room Tax
| 100.00 | | |
Other Room Tax 1 Other Room Tax 2

+| Room rate and taxes will be shown as a single expense
Additional Charges (each night)

Expense Amount
|Choose an expense type | vl | |
Expense Amount

Choose an expense type | vl | |

Save |temizations Cancel

3. Click Save Itemizations and all of the itemized entries will be shown on the left
hand side.

Expenses iew T @
|| | Date ~ Expense Amount Reguested
Adding MNew Expense
[ OSW1642015 Car Rental 5100.00 S100.00
o @ hiami, Florida
1 OV 16/2015 Airfare S$350.00 S350.00
Delta Air Lines, Miami, Florida
[ ~ o0O9v1e2015 Hotel S7T0D0.00 S700.00
Marriott Hotels, Miami, Florida
1 0OSV16/2015 Hotel S100.00 S100.00
1 oSV17/2015 Hotel S100.00 S100.00
1 oSV18/2015 Hotel S100.00 S100.00
OS/1SV2015 Hotel 5100.00 5100.00
OS/20/2015 Hotel 5100.00 5100.00
OSV21/2015 Hotel 5100.00 5100.00
1 OS/22/2015 Hotel 5100.00 5100.00
TOTAL AMOUNT TOTAL REQUESTED
$1,150.00 $1,150.00
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CONCUR EXPENSE

ATTACHING RECEIPTS
Steps

1. Click Attach Receipts

Expense Available Receipts
Expense Type Transaction Date ReportTrip Purpose
Iﬁ«irfare | v] I{IrB.n'16¢'2D15 |] | Student Recruiting ‘ v l
Trip Type Additional Information Ticket Mumber
| outorstate [v] | [ |
Vendor City of Purchase Payment Type
I Delta Air Lines | v ] | Miami, Florida | | Cash | v ]
Amount Comment
I35D.DD Husn |v] ‘ ‘
—
[ ltemize ” Alloc ate d Attach Receipt BCanceI
A\ 4
\—/

2. Click Browse
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Attach Receipt

Click Browse and select a .png, .jpg, .jpeq, pdf, .html, .tif or .4iff file for upload. 5 MB limit per file.
Mo Receipt? Create a missing Receipt Affidavit here.

File Selected for uploading:

Mo file selected

Or choose an image from your Available Receipts.

Available Receipts

| Cancel ‘

3. Find the Receipt you are looking for and click Open.

=S

2
m @

& Open

-
@thE] » Libraries » Pictures »

Mew folder

- | g | | Search Pictures
—eeeee

= -

Organize

-~

Folder =

Pictures library Arrange by:

Includes: 2 locations

i Favorites
Bl Desktop
& Downloads

=1 Recent Places

=a Libraries
@ Documents

dﬁ Music
=] Pictures
B videos

1% Computer
&L, Local Disk (C2)

&® Finance_Select (\

@ Finance_Public {

File name:

2013_11_QuickBo
oks_Intuit_App_Ic
on_MISTE621

Sample Pictures

IMG G866 resort_goodrecei

pt

IMG_6867

- [AuFiles

resort_goodreceipt

I |

i Open
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4. Click Attach.

Attach Receipt

resort_goodrec eipt. pdf

File Selected for uploading:

Click Browse and select a .png, .Jpg, jpeg, .pdf, .ntml, .tif or .tiff file for upload. 5 MB limit per file.
Mo Receipt? Create a missing Rec eipt Affidavit here.

= = (

Available Receipts

Or choose an image from your Awvailable Receipts.

+ Method of payment

Receipt Image Available |

Vendor

1234 Happy Place Dr.
Somewhere, CA 56789

Joe Traveler Traveler's name

Dates

Arrival:  10/24/06
Departure:  10/27/06
ROGMTT #1572

/__—_\Page: 1

Detach From Entry

| Cancel
5. Hover over the blue section to view the receipt you just attached.

Training Example ™ i o
+NewExpensei Details + Receipts * Print / Email v Hide Exceptions
Exceptions Re(e\'pt x x
Expense ‘
Hotel | N
Hotel - .
e This is an ACCEPTABLE RECEIPT -
Expenses Available Receipts

¥ Vendor :T":E v

¥ Traveler - " ~]

V' Dates

e ]

_“ Alloc ate: H Aftach Receipt H Cancel I

https://implemer

$1.830.08

nc tions.c o lient/ asp#

$T,830.08 |

[
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CONCUR EXPENSE

CASH ADVANCE RETURN

Overview

All employees are required to reconcile their travel after they return from their trip.
Employees that received a Cash Advance must also reconcile their cash advance and pay
any overages to the MSM Finance department.

Steps
1. Under All Expense Types, choose the expense you'd like to apply your cash
advance to.
Mew Expense ‘ Available Receipts
Expense ™

click the expense on the leit side of the page.

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,

Parking
Airfare

Seminar Registration/Fees
All Expense Types

01. Travel Expenses
Hotel
02. Transportation
Airfare
Car Rental
Car Rental Fuel
Charter [TransfersBus
Other Ground Transportation
Parking
Personal Car Milsage
04. Meals & Entertainment
Group Meals/Entertainment =10 Attendees
Group Meals/Entertainment 10+ Attendees
06. Communications

Internet/Online Fees

@ Recently Used Expense Types

Cash Advance Return

Miscellaneous

08. Other
Miscelansous
PersonallMon Reimbursable
Regruiting Expenses
Seminar Registration/Fees
Tips/Gratuities

09. Relocation
Reloc ation Expenses

10. Cash Advance
Cash Advance Return
Currency Gain/Loss

2. Attach your receipt then update the Transaction Date, City of Purchase and

Amount.
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3. Click Save
4. Click Details

Help ~
CONCUR Requests Expense App Center ®
Profile -
-
Manage Expenses Wiew Transactions View Cash Advances
CASH ADVANCE e resont ([T
! % New Expense | Import Expénse< 2Rene\pts Print / Email * Hide Exceptions
Exceptions Report x
Expense Date | Amou Report Header
Cash Advance .. 08/18/2015 520 Totals is within the United States. However, your location is outside of the continental United States. Please update accordingly
Audit Trail
Approval Flow
Fxpenses Comments View & | Expense ‘ Available Receipls
O | Datev ‘ Expense Cash Ad Requested
5] 09182015 Cash Advance g -2 Advances 50.00 e iy o= Jiipe
Available I Cash Advance Return ‘ | IDsMMms I In-State | |
Assigned Description Amount
“Your trip type indic ates that this ur loc ation
is outside of the continental Unite a 10cati | ‘ I HUSD ‘ v ‘
O 09182015 Parking Allocations 520.00
Washington, Distr
Travel Allowances Cash Advances Assigned to Report
New Itinerary Cash Advance ... | Foreign Amount | Exchange Rate | Amount | Balance Amount Used in Report
Available Hineraries WASHINGTON ... 550.00 1.00000000 §50.00 $10.00 540.00
Expenses & Adjustments
OUTSTANDING ADVANCE TOTAL AMOUNT TOTAL REQUESTED
$10.00 @ $40.00 $20.00 Save [ Allozate ] [ Attach Receipt ][ Cancel ]
https://implementation.concursolutions.com/Expense/Client/default.asp#

5. Click Available Cash Advances

App Center

“Wiew Cash Advances

Manage Expensaes “Wiews Transactions
CASH ADWVANCE
Import Expenses Dretails Receipts - Print & Ermail -
Report

Report Header
Totals > is wwithin the Lnite
Aodit T rail

Approwal Flow

Expenses e - <

1 | CDrate - Expem se Requested I

[==1 oS 8201 S Cash Advance R —o=h Advances SO DD
Aovailable

e |
woner trip by pe indic ates that this 1 Baer losc stica

is cutside of the continsntal Units  n jllocations
Alloc ations

Comments

S20.00

1 oS B201 S Parking
Was hington, Dbistrig

Trawvel Allowanoces
Mlesws Ttinerary
SAovailable tinerares

Expenses & Adjustments
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6. Select the Cash Advance that applies to your report then click Assign Cash

Advance to Report.

Cash Advances X
Cash Advance ... ‘ Date lzssued Foreign Amount Exchange Rate | Amount Balance

[] conference-USD  D&25/2015 3100.00 1.00000D00 $100.00 5100.00 =

[] Tripto Twinsbur... D&/25/2015 5100.00 1.00000000 2100.00 5100.00

DETROIT-USD 08192015 $100.00 1.00000000 $100.00 5100.00

[] WASHINGTOM ... D81%2015 550.00 1.00000000 §50.00 550.00

[] AKROMN-USD 08192015 5100.00 1.00000000 £100.00 3100.00

[ wEGAS-USD 08192015 £100.00 1.00000000 £100.00 £100.00

[] WEWYORK-USD 081%2015 $100.00 1.00000000 $100.00 5100.00

[] WEWORLEANS.. D8M2015 5120.00 1.00000000 $120.00 5120.00 o

[[] GHAMA-USD 08192015 5257.00 1.00000000 £257.00 £257.00

[] ABRF-USD 08192015 £800.00 1.00000000 £800.00 £800.00

[] MEXICO-USD 081592015 547200 1.00000000 %472 .00 5472.00

[] TOLEDO-USD 08192015 5100.00 1.00000000 2100.00 5100.00

[[] canaDa-USD 08192015 £100.00 1.00000000 £100.00 £100.00

M PHAOFKMIE 1SN MAMGIINA S RN NN 1 MNNNNNT RN NN STRN NN e

7. Click Cash Advance Retu

rm

New Expense

Awailable Receipts

Epense |

click the expense on the left side of the page.

To create a new expense, click the appropriate expense type below or fype the expense lype in the field abowve. To edit an existing expense,

@ Recently Used Expense Types / \

Car Rental Fuel

Charter /Transfers Bus

Other Ground Trans portation

Farking

Personal Car Mileage
04. Meals & Entertainment

Group Meals/Entertainment =10 Attendees

Group Meals/Entertainment 10+ Attendees
06. Communications

Internet/Online Fees

Parking Cash Advance Return
Adrfare Misc el
Seminar Registration/Fees

All Expense Types

1. Travel Expenses 0. Other
Hotel Misc ellanecus

02. Transportation Personal™on Reimbursable
Ajirfare Recruiting Expenses
Car Rental Seminar Registration/Fees

Tips/Gratuities

09. Relocation

Reloc ation Expenses
10. Cash Advance

Cash Advance Return

Currency Gain/Loss

Concur ﬁequest, Travel and Expense

124




8. Update the amount of money you used on your trip.

Expense | Available Receipts
Expense Type Crate Trip Type

I Cash Advance Return | ~ | I 0S/18/2015 |:|| I In-State | ~ |

Drescription Amount

| | I:D.DD | | usD | ~ |

Cash Advances Assigned to Report
Cash Advance ... | Foreign Amount | Exchange Rate | Amount Balance Amount Used in Report
WASHINGTON ... S50.00 1.00000000 $50.00 $10.00 540.00

[ Alloc ate ][ Attach Receipt ][ Cancel ]

9. Attach Receipts (upload supporting documentation that you paid money
back to MSM) then click Save.
e The bottom of the report will show you the amount of the
outstanding advance.

10. Click Submit Report. The Final Review box will pop up. Read the comments
then click Accept & Submit.

Final Review O =

User Electronic Agreement

By clicking on the "4ccept & Submit’ button, | certify that:

1. This is a true and accurate accounting of expenses incurred to accomplish official business for the Morehouse
School of Medicine and there are no expenses claimed as reimbursable which relate to personal or unalliowable
EXPENSES.

2. All required receipt images have been attached to this report.

3. | have not received, nor will | receive, reimbursement from any other source(s) for the expenses claimed.

4. In the event of overpayment or if payment is received from another source for any portion of the expenses claimed
| azsume responsibility for repaying the Morehouse Schocl of Medicine in full for those expenses.

Accept & Submit Cancel
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11.If you try to submit your report without clearing the advance you’ll receive an
error message. You will need to fully pay the amount and apply the full Cash
Advance before you submit your report.
¢ Note: You will not be able to submit any other Travel through
Concur until your Cash Advance has been cleared.

Approval Flow for Report: CASH ADVANCE X

This report could not be submitted. Cash Advances must be entirely wutilized or returmed.
Please enter a Cash Advance Return on this report to return the remaining balance.

Cost Object Approval:

Accounting Review:;

Submit Report Cancel
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CONCUR EXPENSE

SUBMITTING REPORTS

You must clear up any Exceptions before you are able to successfully submit your report.

Common Exceptions include:

Not using Concur to book/ reserve Airfare, Hotel, Car
Creating an Expense without a Request

Missing receipts

Missing itemizations

[temizations that don’t match the total expense

Missing “Additional Information” for Conferences

Dates in Expense don’t match the dates in Request Header
Not applying your Cash Advance

——
X
Date Amount | Exception s
ISHROMS SR | MRM poiey resyives he 1 of he Conear beck o A O a
DHA0CMS 510000 MEM poley roguirea i A, Cer, |
A0CNS  S10000 ) MS poky requies e Lse of e Concur ; A G x
Expenses T T T e
O |vaer bapenss Amount Hequested ‘ o
: (8742015 Personal Car Mikeage §8008 §3008
= Expense Tipe: Transscfon Daie ReporiTrip Purpase Trip Tige AddiionalInformation
[ 0 i ) o |
Em’o"'lf' mmﬁmmm i sm I‘.wel v l:f,'-n'_ﬂ-: E| |St.dar.Re=1iig v |0|r,:f.m vl
[ oomods  Corfental S0 st | " _ (BRI e e e — =
AR Dolir, Miami, Florida Marmiod Holels v Miami, Florida Cash v 10000 v
O s Aifae 500 5000
AQ Defa A Lies, Mz, Florida
[0  ow60M5  SeminarRegisirationFees 500 25000
D MM Conference, Niami, Florida
|| v nDeis  Hotel S0 550000
AD Mol i, M, P
O MHOOHE Hold 10000 10000
O 05 okl 1000 1000
N OH02MS  Holed S10000 $10000
: OH02MS  Holed S10000 $10000
il MOOMS  Hael simm sinnm
MSM policy requives the use of the Concar booking sysiemior A, Car, snd Hole!
resenvalions.
TOTALAMOUNT ~ TOTALREQUESTED E Hucaie |:m4
$1,630.08 $1,630.08 |
hepslfmpk fenifieadtap?

If you try to Submit the report without clearing the exceptions first, you will receive an
error message.
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Report Submit Status

This report has one or more exceptions. Resolve the exceptions before submitting the
report.

Once all of the Exceptions have been cleared, you will be able to Submit Report.

Crelete Repaort Suibwrmeit FRep-nat

Hidle Excaeplhiares

You will be able to print a copy of your report during the Final Review

Final Review

User Electronic Agreement -

By clicking cn the "Accept & Submit’ butten, | certify that:
1. This is a true and accurate accounting of expenses incurred to plish official i for the
Schoel of Medicine and there are no expenses claimed as which relate to personal or unallowable

EXPENSEs
2. All required receipt images have been attached to this report.

3. | have not received, nor will | rec eive, reimbursement from any other source(s) for the expenses claimed.
4. In the event of overpayment or if payment is received from another source for any portion of the expenses
claimed | assume responsibility for repaying the Merehcuse Stchool of Medicine in full for these expenses.

Remil : Receipts Required!

According to company pelicy, you must provide receipts for the expenses listed below.
“fou may attach scanned images to individual expenses or to the report. To view the receipts that are already
associated with this report, click View Receipts. If you need to fax or attach more, click Print Fax Cover Page or +

Print *MSM-Detailed Report with Summary Data Attach Receipt Images

| Expense | Date » | Amount|

@ Hotel 0812015 S500.00
Marrioft Hotels, Miami, Florida

@ Car Rental 08M16/2015 $100.00
Diollar, Miami, Florida

@ Seminar Registration/Fees 08/M16/2015 $250.00
MM Conferenc e, Miami, Florida

‘D Group Meals/Entertainment <10 Attendees 08/24/2015 $50.00

Wendy's, Miami, Florida

Accept & Submit Cancel
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Click Accept and Submit

Report Successfully Submitted  *

Training Example
Approver: Osayi, Mediatrix

Expense Report

Report Total : $1,630.08

Less Personal Amount : $0.00
Amount Claimed : $1,630.08
Amount Rejected : $0.00

Company Disbursements
Amount Due Employee : $1,630.08
Total Paid By Company : $1,630.08
Employee Disbursements

Amount Owed Company : $0.00

Total Owed By Employee : $0.00

Close |
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CONCUR EXPENSE

EMPLOYEE REIMBURSEMENT

Overview

Employees can be reimbursed for all allowable business expenses that cannot be placed on
the department’s P-Card.

Steps

1. Click New, then click Start a Report

Help ~
CONCUR Requests Expense App Center ()
Profile ~
-
g{OOL OII::EAOEDIIJCINE + 71 587 10 29
New Authorization Available Open Cash
Hello, Morehouse Requests Expenses Reports Advances
MY TASKS Start a Request
Start a Report
Upload Receipts
99+ Open Requests 99+ Avallable Expenses————= Open Reports >
L 06/30 ISLAND AIRLINES 0%/16 Dawn Test
Authorization Requests 7 $215.08
06/30 Nurseries § Lawn and Garden Supp 0%/14 Dawn Test
Cash Advances 29
$43.20
06/30 INTERHOTEL CEDOK 0%/10 Office Supplies
$6,801.73
06/30 Thrifty 08/25 Test Cash and Credit Card Transa
$936.03 $465.95
06/30 Sheraton 08/25 GERMANY
$222.78
FACTS & STATS
Finance teams are up to 50% more efficient when To take the perfect photo of your receipt, use a flat
they don't have to hunt down expense receipts and surface and have a great light source or use the
enter them manually. camera flash.
SOURCE: FORRESTER RESEARCH

2. Under Policy, select Travel and Expense Policy
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Report Header

Policy e Trip Start Date Trip End Date Report/Trip Purpose [j2
Travel & Expense Polic ~ ‘—” |—]| |v|
*Travel & Expense Policy Traveler Ty
*Peard Policy <]
T
—
O — i ~ on ~ Program Activity
Additional Information Report Key Gomment
Requests
[] Reguest Name Request ID Cancelled Request Total Amount Approved Amount Remaining

3. For Report/Trip Name section, add the reason why you are requesting a

reimbursment.
CONCUR Requests Expense App Center

Manage Expenses Wiew Transactions View Cash Advances

Create a New Expense Report

Report Header

Policy Report/Trip Name:

Help ~

Profile ~ &

Trip End Date Report/Trip Purpose [y
v]| [ whie oat Cermony \ B [eorenos E [oter [~]

Trip Type i i—
Chart Fund o _ Program Aty
Additional Information Report Key Comment

Addtional tems for White Coat

Cermony

Requests

[ Request Name | Request 1D | cancetiea | Request Total Amount Approved | Amount Remaining

4. For Trip Start Date and Trip End Date, select the time frame in which you purchase

items on behalf of MSM.

dwvances

DO T

Trip Start Date

Comnent

Trip End Date Report/Trip Purpose By 7

I DoWZA4/2015 | | I DoV 4r2015 | | I | ~ |
g - Program Aty

| ~]
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5. Inthe Report/ Trip Purpose section, choose Other then provide details in the
Additional Information section.

Report Header
Policy Report/Trip Name Trip Start Date Trip End Date Report/Trip Purpose y7
| *Travel & Expense Policy | v] IWhrte Cost Cermony ] |Dw24m15 |] | D912412015 I Other ‘ V]
Trip Type Traveler Type
[v] [v]
Chart Fund Org Program Activity
| ~ I ] [¥]
e ] hd hd i
Additional Information Report Key Comment
Additional ltems for White Coat
Cermony
[ —
6. For trip type, choose In State.
& Travel Home %V [ Expense Center w (===
<« (&S https://implementation.concursolutions.com/Expense/client/defaultasp e =
@ Youare currently logged into a test instance of Concur
Help ~
CONCUR Requests Expense App Center ®
Profile ~
-
Manage Expenses View Transacticns View Cash Advances
Report Header
Policy Report/Trip Name Trip Start Date Trip End Date ReportiTrip Purpose [y2
I “Travel & Expense Policy ‘ v] White Gost Cermeny | Ine.f:-u:me- |_| I 09/24/2015 |_| I Other ‘ ]
Trip Type Traveler Type
] ~]
Chart Fund o org - Program - Activity
Adgitional Information Report Key - Comment - o
sdditional ltems for White Coat
Cermony
Requests
[] Request Name Request ID Cancelled Request Total Amount Approved Amount Remaining
erce

7. For Traveler Type, choose Faculty/Staff.

Concur ﬁequest, Travel and Expense

132




Feport Header

Create a New Expense Report

Trip Start Date
I O%24/2015

Policy ReportTrip Mame
I *Travel & Expense Policy I White Coat Cermony
Trip Type Traveler Type
I In-State I

 Fac ulty/Staff
Ll Group Travel

Guest

Additional Information Student

Additional ltems for White Coat
Cermony

8. Choose your Chart

1. Please choose 1 for Morehouse School of Medicine

2. Please choose 9 for Morehouse Healthcare

() CONCUR Requests Expense App Center

Report Header

Manage Expenses “iew Transactions View Cash Advances

Create a New Expense Report

(1-430200-340002-23) Clinical Research
R {1-100001-100002-60) Institutional Support

(1)} Morehouse School of Medicine
(9) MHC
e —

Policy ReportTrip Mame Trip Start Drate
I *Travel & Expense Policy | ~ | I White Coat Germony | I DHZ4/2D15 |:||
Trip Type Traveler Type
I In-State | - | I Fac ultyiStaff | ~ |
Chart Fund org

orehouse School of Medicing | ~ l P | > ] E :"'
24 Type to search by: Lol
Ad
cd ‘2 Text @ Code |
— (Code) Text

Cancelled
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9. Choose your Fund, Organization and Program (FOP) then click Next. You will not be
required to choose your Account number. The correct account numbers are built into
the Concur platform and will be allocated when you choose your Segments and

Expenses.

Report Header

Policy ReportTrip Name Trip Start Date Trip End Date
I *Travel & Expense Policy | v | I White Coat Cermony | | 0912412015 |_| | 09/24/2015 |_|
Trip Type Traveler Type
In-State | v| I Fac ulty/Staff v |
— e ——
Chart Fund Org Program

I (1) Morehouse School of Mc—:| b |

(430200) ACTSI-TL

|V|

I (340002) CRC 1l

|v|

I (23} Clinical Research JD

Additional Information

Report Key

Cermony

Additional ltems for White Coat ‘

A TTITTRSTIT

10. Concur will ask you if you are attaching a Cash Advance for to your reimbursement. The

answer is no so click Next to proceed to the next page.

Cash Advances x
Cash Advance ... | Date Issued Foreign Amount Exchange Rate | Amount Balance

[] conference-USD  D8/25/2015 5100.00 1.00000000 5100.00 5100.00 -

[] Tripto Twinsbur... 0&/25/2015 5100.00 1.00000000 5100.00 5100.00

[] DETROIT-USD 0812015 5100.00 1.00000000 5100.00 5100.00

[] MIAMI-USD 08Ms2015 5158.00 1.00000000 5158.00 5158.00

[] WASHINGTOM ... 08M%2015 550.00 1.00000000 550.00 550.00

[] AKRON-USD 08M%20135 5100.00 1.00000000 5100.00 5100.00

[] vEGAS-USD 08M92015 5100.00 1.00000000 5100.00 5100.00

[] NEWYORK-USD D8M%/2015 5100.00 1.00000000 5100.00 5100.00

[] NEWORLEANS.. D8M&/2015 5120.00 1.00000000 5120.00 $120.00

[] GHANA-USD 08192015 5257.00 1.00000000 5297.00 5297.00

[] ABRF-USD 08192015 5800.00 1.00000000 5800.00 S800.00

[] MEXICO-USD 08192015 5472.00 1.00000000 5472.00 5472.00

[] TOLEDO-USD 08192015 5100.00 1.00000000 5100.00 5100.00

M1 rananaisn NAM QIS 2100 NN 1 MONNNNNN 2100 NN 2100 NN M

|
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11. Concur will ask if you there is per diem in your reimbursement. Click No to continue.

Travel Allowances

9 Will this expense report include Meal Per Diem?

Mo

12. Click New Expense, then click Miscellaneous.

New Expense |

Available Receipts

Expense"l |

click the expense on the left side of the page.

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,

@ Recently Used Expense Types

Parking Seminar Registration/Fess
Other Ground Trans portation Car Rental Fuel
Car Rental

All Expense Types

01. Travel Expenses .04, Meals & Entertainment

Hotel Group Mealks/Entertainment 10+ Attendees
02, Transportation 06, Communications

Airfare

Car Rental

Car Rental Fuel

Charter /TransfersBus

Other Ground Trans portation
Parking

08. Other

Misc ellanecus

Recruiting Expenses

Seminar Registration/Fees
Personal Car Mileage:

04. Meals & Entertainment

Tips/Gratuities

09. Relocation

Group Meals/Entertainment =10 Attendees Reloc ation Expenses
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13. Update the Transaction Date, Vendor Name, City of Purchase and Amount.

MNew Expense ‘ Available Receipts
Expense Type Transaction Date ReportTrip Purpose
| Misc ellansous ‘ v | IDBf:eu:ms |_]| IDther ‘ v |
Trip Type Additional Information Enter Vendor Name
I In-State ‘ v | IAdditic:-naI ltems for White Coat Cerr | I Party City |
City of Purchase Payment Type Armount
IAﬂanta. Georgia | ICﬂsh ‘ v | ISD.DD ||USD | v |
Comment
Balloons ‘

14. Attach Receipts

Attach Receipt

Click Browse and select 2 .png, jpa, jpeg, .pdf, .html, tif or .&iff fils for upload. 5 MB limit per file.
Mo Receipt? Create a missing Receipt Affidavit here.

File Selected for uploading:

Mo file selected

Or choose an image from your Available Receipts.

Available Receipts

Ue o< Ue Ui

2013_10_22_Com 2013_10_22_Com 2013_10_22_Com 2013_10_22_Com

| »

| Cancel |

15. Click Save
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New Expense || Receipt Image | Available Receipts
Expense Type Transaction Date ReportTrip Purpose

Misc ellansous | v| | 061242015 | Gther | v|
Trip Type Additional Information Enter Vendor Name
| In-State | v| IAdd'rtionaI ltems for White Coat Cern | | Party City |
City of Purchase Payment Type Amount
Imlanta. Georgia | Cash | b | I 50.00 | | UsD | W |
Comment

Balloons ‘

Save Itemize ] [ Alloc ate l [ Attach Receipt ] [ Cancel ]

16. Click Submit Report

17. Read the Final Review, click Accept & Submit.

Final Review 0 =

User Electronic Agreement

By clicking on the "Accept & Submit’ button, | certify that:

1. This is a true and accurate accounting of expenses incurred to accomplish official business for the Morghouse
School of Medicine and there are no expenses claimed as reimbursable whic h relate to personal or unallowable
EXPENSES.

2. All reguired receipt images have been attached to this report.

3. | have not received, nor will | rec eive, reimbursement from any other source(s) for the expenses claimed.

4. In the event of owerpayment or if paymesnt is received from ancther scurce for any portion of the expenses claimed
| assume responsibility for repaying the Morehouse School of Medicine in full for those expenses.

Accept & Submit Cancel
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18. The reimbursable amount will be shown in the Amount Due Employee section of the

Successfully Submitted Report.

Report Successfully Submitted  *

White Coat Cermony
Approver. Approver, Default

Expense Report

Report Total :
Less Personal Amount :

Amount Claimed :
Amount Rejected :

Company Disbursements
Ameunt Due Employee :
Total Paid By Company :

Employee Disbursements

Ameunt Cwed Company :
Total Owed By Employee :

520.00
50.00

$50.00
$0.00

550.00
$50.00

F0.00
50.00

| Close |
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CONCUR EXPENSE

FAQs

What steps are involved in completing an Expense Report?

1.
2.

Create an Expense Report

The Approver is notified by email message and will review the Expense Report.
He/she then approves or rejects the Report. If rejected, the Report will be sent
back to the submitter with a request for changes to be made or additional
requirements.

The approved Expense Report will be sent to the Concur Expense Processor for
reviewing. If any errors are identified, the report will be sent back to the
submitter to correct and resubmit to the approver.

On an Expense Report, what is the Transaction Date?

The transaction date is the date when a service occurred or when an item was
purchased.

If the system is all electronic, how do I submit receipts?

You will “attach” receipts electronically to your expense report by either faxing

them to a dedicated fax line directly into Concur, or by uploading scanned images of

the receipts directly to the Concur system. The receipts are immediately viewable in
the system upon fax/upload.

Concur also has mobile phone applications that allow you to take a picture of your
receipt and then upload directly to the system.

How do I scan a receipt in?

1.

v W

When in the Expense Report, click on the Receipts drop down button, which is
on the right hand side of the screen below the Submit Report button.

Click on Attach Receipt Images.

Click Browse and navigate to the folder with your image and select the file.
Select the file and click Attach.

Repeat steps 2 and 3 until all the files you want to upload are listed (the limit is
10) then click Done.
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What if I lost my receipt?

MSM requires receipts for all items except per diem. If you do not have a receipt you
will not be reimbursed.

What should I do with my original receipts after they have been faxed or scanned to
Concur?

Approvers should confirm that a readable image is available within the University’s
Travel and Expense System. Original receipts should be retained by the traveler for
auditing purposes.

What are eReceipts in Concur?

eReceipts are electronic itemized receipts that can be accepted in lieu of a scanned
or attached receipt file. Employees are able to receive eReceipts for transactions
from vendors who have an eReceipt agreement with Concur.

Enabling eReceipts can potentially save time in expense report preparation.
Employees must individually enable eReceipts in Concur. The itemized details of the
eReceipt are visible to the employee, their delegate, approvers, and auditors, and are
permanently recorded with their expense reports.

How can I prevent my business Expense Report from being delayed and/or rejected?

In order to prevent your report from being delayed and/or rejected, be sure to
submit all the required materials with your report.

1. Provide a receipt/proof of payment for all travel related expense.

2. For mileage reimbursements (business travel and relocation) use auto-
calculation feature in Concur.

3. Forrelocation mileage reimbursements be sure to attach the MapQuest
directions report as your receipt. Relocation mileage rate for reimbursement is
not the same as the business mileage rate.
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4,

For International Per Diem (for both lodging and meal expenses), be sure to
attach the U.S. Department of State Per Diem table (http://aoprals.state.gov)
and clearly indicate the location/rates you are using.

What items are non-reimbursable?

e First class travel, or other seating above the coach level
0 Except as stated in section VIIA for International Travel)
e Purchase of flight insurance
e Personal entertainment
e Personal purchase of goods and services
e Airline clubs
e Rental car mileage for personal use
e Rental of luxury or sports car models
e Haircuts
e Child care
e Petcare
e MSM parking permits
e Traffic fines
e Hotel laundry service
e Hotel valet service
e Excessive personal phone calls
e Hotel amenities (in-room movies, exercise facilities)
e Travel expenses of spouse or other non-business related travelers
e Costs incurred by failure to cancel reservations (hotel or transportation)
e C(redit card late fees

Can I prepare expense reports on behalf of another colleague?

Yes. If you are a “Delegate” in another employee’s workflow, you will have the ability
to prepare reports for that employee, and the cardholder must submit the report for
approval.

How do I request a cash advance?

1.
2.
3.

4,

Go to Expense then New Expense Report

From the resulting links, select New Cash Advance

Next, provide a name for your request and the select the dollar amount. In the
comment area, be sure to add a description such as the name or the date of the
event.

Click Submit.
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Important Note: when you have an outstanding Cash Advance you will not be able
to submit any Expense Reports until the Cash Advance has been applied.

How do I apply a cash advance to an expense?

1.

2.

Select the Expense Report you would like to apply it to or create a new Expense
Report for expenses that are related to the same cash advance.

Once you have filled out the related expenses, go to Details which will bring you
to a drag-down menu.

The drag-down menu will have a section for Cash Advances. Click on Cash
Available.

From the Cash Available box, checkmark the Cash Advances that you wish to
apply for the Expense Report. Click Apply.

To make sure the Cash Advance was selected, go back to Details and find the
drag-down menu again.

Click on Cash Assigned. This will inform you what Cash Advance has been
applied to the Expense Report you are working on.

Is there a certain timeline for cash advances and reconciliation?

Cash advances can be requested no greater than 30 days prior to the date in which
the advance is needed. You must submit an expense report for the entire cash
advance amount taken within 10 days of issuance. Any unused portions of the
advance must be returned to MSM.

Can cash advances be direct deposited to my bank account?

Yes - if you have a Direct Deposit Form on file with Accounts Payable, the funds
approved from each cash advance requests will be directly deposited into your
account. If you need a Direct Deposit Form, please contact
ConcurHelpDesk@msm.edu.

How do I allocate an expense to multiple charging organizations?

1. Complete all expenses as usual.
2. Select the expense you wish to allocate from the Expense List.
3. In the lower right-hand corner of the window, click Allocate.
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4. From the Allocate By dropdown menu, select either Percentage or Amount.
5. Inthe Allocate By field, enter the Percentage or Amount.

6. Clickin the field under the Department column heading and then select the
department.

Click Add New Allocation, and then repeat steps 5-6 for each new allocation.
Click Save, and then click OK.

9. In the Allocate Report window, click Done.

S

How do I break out (itemize) a hotel charge into parts?

1. On the Expense Report page, click the expense you want to itemize

Click Itemize.

3. Onthe New Itemization tab, click the Expense Type dropdown arrow and
select the appropriate expense from the dropdown list.

4. Complete all required and optional fields as directed.

5. Click Save.

6. Repeat steps 3-5 until the Remaining Amount equals $0.00

N

How do I create a business Expense Report for a “Business Meal” with attendees for a
group of less than 10?

When in the Expense Report, click New Expense

Select Business Meal (attendees) as the expense type.

Fill in the required fields.

Select New Attendee to add an attendee

Fill in the required fields. Click Save & Add Another if you have more
attendees and then repeat steps 2&5. If no more attendees, click Save.

SNl

How do I create a business Expense Report for a “Business Meal” for a group with
more than 10 people?

Under Concur, a group of 10 or more can qualify to be classified under “Group
Attendees”. To do this:

1. When in the Business Meal Expense Report, select Add Attendee or Edit
Attendee Details.

2. Go to the Attendee Type drag down menu. Select Group Attendee.
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3. Type the Group Description and enter the Number of Attendees.

4. Click Save.

What is the reimbursable amount for a Per Diem (Domestic) Meal expense?

Travelers will be provided a per diem rate for travel in accordance with the United
States General Service Administration (USGSA) rate tables. Please visit www.gsa.gov
for additional information. Travelers will not be reimbursed for meal offered by the
Conference.

How do I get reimbursed for Relocation Expenses?

A Relocation Expense Form must be filled out and attached to your Expense
Report on Concur along with your itemized receipts for moving expenses.

To prevent your expense report from being rejected or sent back here are some
guidelines for relocation reimbursements:

e Hotel reimbursement is one night only in each location.
¢ Qualified travel expenses:

e Travel by personal vehicle with reimbursement for actual
expenses (i.e. gas and oil for the vehicle used) or the pre-
established IRS relocation mileage rate and for any tolls or
parking associated with the travel.

e Travel by rental car between the former home and the new
home.

e Travel by common carrier (i.e. airplane, train) with reasonable
transportation from the former home to the airport or other
station and from the airport or other station to the new home.

¢ (In-transit) storage reimbursement must be less than 30 days.
¢ All moving expenses receipts must be faxed or scanned to your
Concur business Expense Report.

What are some examples of non-qualifying relocation expenses?

Examples of non-qualifying relocation expenses include, but are not limited to the
following:
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e Pre-move house hunting

¢ Payments to non-professional movers (i.e. friends or family members)
who assist with a move

e Storage (excluding 30 days in transit)

e Meals and food expenses during travel and after arrival

e Vehicle rental after the first day of arriving at new location

e Travel expenses incurred during additional trips from the former
home to the new home.

What receipt do I need to submit for relocation mileage reimbursement?

Submit a print out of the MapQuest (www.mapquest.com) directions for the mileage
you are requesting to be reimbursed for. Attach the receipt to the related Expense

Report by either scan or fax.

Can I edit a report before submitting?
You can edit a report in several ways. You can modify:

e A Report Entry by opening the report, selecting the individual entry
you want to change, and then modifying the entry.

e The Report date, Expense Type, and all other information pertaining
to the report.

When you are finished modifying the report, click the Save & Go to Expense List
link. Click Submit.

How can I edit a submitted report?

Reports that have been submitted or reports that have an Approved and In
Accounting Review status cannot be edited. If you have discovered an error that
needs to be corrected, notify your approver immediately. Your approver can then
send back the report for correction. You can revise and resubmit the report by
requesting Resubmit status from your approver.

How can I find the status of an expense report?
There are three areas that you can view the status of an expense report:

e On the Concur Central page, under My Updates heading, you can view

Concur -Request, Travel and Expense 145


http://www.mapquest.com/

any status changes to your reports.

e On the Concur Central page click Edit & View Expense Reports to
view a list of all your reports and the current status of each report.

e Ifyou have e-mail notification set up, the status of the expense report
is displayed in an email message.

How long does it take to be reimbursed after an expense report has been approved?

If your Expense Report follows all the audit guidelines and is not missing any
required paper work, it will take 3-5 business days for Concur to review expense
report.

Employee payments will be made every other week (typically on non-payroll
weeks).

What does “Extracted for Payment” mean?

This means that the expense report has been approved by Concur and the file is sent
to Accounts Payable for processing. Payment will be made by direct deposit or
physical check.

Who is my expense Approver in Concur?

Your department will determine who the appropriate default approver is for your
expense reports, as part of their readiness in moving to Concur.

What happens when my Approver goes on leave?

An Approver can delegate to another Concur Approver to approve expense reports
on his/her behalf while he/she is on leave.
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CONCUR
MOBILE
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CONCUR MOBILE

GETTING STARTING

OVERVIEW

By syncing your Concur account to your smart phone, you will be able to go to Concur
Mobile to book travel and manage your itineraries. The examples in this workbook will be
from the iPhone perspective.

Please visithttps://implementation.concursolutions.com/expense/client/view training.as
for video demonstration of the Concur Mobile app using Blackberry and Android.

Steps

1. Click the Concur App

Carrier = 10:28 AM

#[C

Settings Game Ceanter

Newsstand
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2. Enter your User Name and Password

Enter your User Name and Concur
Password or mobile PIN

C-ncur

Company Code Sign-in_____ |

> BNENDON =
e T=-1 =

3. Press Sign In

10:31 AM

C-ncur

prashantha@democs

‘ Press Sign In
Ll & 1 )

Company Code Sign-in

_— --ﬂﬂ- <«

e I -
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4. You will be able to view your Travel and Expenses from the Home Screen

On the Concur application home screen, you can
view your current travel and expense highlights.

Start by planning your trip

== Expenses

16 corporate card transaction(s)

i Expense Reports

5 report(s) to submit

Approvals

6 items to approve
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CONCUR MOBILE

TRAVEL- BOOKING AIRFARE

STEPS

1. Press the Book Travel icon

Start by planning your trip

em Expenses
11 corporate card transaction(s)

i Expense Reports
£

To book travel segments:

2. Press Book Air

Concur ﬁequest, Travel and Expense

152



To start searching for flights:

Press Book Air

3. Your home airport will populate in the Departure City.

C = | [

Search

One Way Round Trip

Departure City
Seattle Tacoma Intl Arpt, Seattle,...

Arrival City

Departure Date
Mon Jul 22, 7:00 A

Return Date

Fri Jul 26, 7:00 PM

Class of Service
Economy

Refundable Only

Your designated home
airport will appear in the
Departure City field.
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Vi

Book Air Search

- Press Arrival

Departure City
Seattle Tacoma Intl Arpt, Seattle,...

Arrival City

Departure Date
Mon Jul 22, 7:00 A

Return Date
Fri Jul 26, 7:00 PM

Class of Service
Economy

Refundable Only

5. Enter you location criteria

Enter your location search criteria

Cancel Locd

S[we[s[T Vo] ol
a[s[ofFa[n[ ][]\ ]
- BRE0E00 =
e N
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6. Select your location

Carrier =

Cancel Locatian
Select the appropriate location
Midway, Chicac o, IL (MmUWWY)

I O'Hare Intl Arpt, Chicago, IL... I

)

a|wle|r|T|vjul1fofr
Als[olFiaH]J]K]L]
cllz|xjclvie|nmi
-?2123 Search

7. Press Departure Date

Carrier = I [

Trips Search

One Way Round Trip

Departure Cit
Seattle Tacon  pregs Departure Date

Arrival C
O'Hare p', Chicago, IL (ORD) “ |

Departure Date
Mon Jul 22, 7:00 AM

Heturn Uate

Fri Jul 26, 7:00 PM

Class of Service
Economy

Refundable Only
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8. Scroll and select a Departure Date

Book Ar - Departure Date

Departure Date
Mon, Jul 22, 7:00 AM

Scroll for and select a
Departure Date

9. Scroll and select a Departure Time

Book Air - Departure Date

Departure Date
Mon, Aug 19, 7:00 AM

Scroll for and select a
Departure Time, if necessary.

‘6‘30‘

Gl 7 | 00 |AM |
Tue Aug 20| 8 |30 |PM
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10. Press Book Air

To start searching for flights:

Press Book Air

11. Repeat the previous steps to select Return Date and Time

Carrier % 1:37 PM (=

Trips Book Air Search

‘hjne Way Round Trip

Departure City
Seattle Tacoma Intl Arot. Seattle ..

>

Arrival City Repeat the previous steps to select
O'Hare Intl Arpt, C the Return Date and Time.
Departure Date

Mon, Aug 19, 7:00 AM

Return Date
Fri, Aug 23, 7:00 PM

iass or Service
Economy

Refundable Only
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12. Press Search

1

Book Air

‘b)ne Way Round Trip

Departure City
Seattle Tacoma Intl Arpt, Seattle,...

Press Search

Arrival City

O'Hare Intl Arpt, Chicago, IL (ORD)
Departure Date

Mon, Aug 19, 7:00 AM

Return Date
Fri, Aug 23, 5:00 PM

Class of Service
Economy

Refundable Only

13. The flight search results will appear. Select Airline

Book Air  Results Summary

See All (85

85 results

Select an airline
Aa American Starting
3 results $550.80 7

&8 Alaska Airlines Starting
2 results $523.80

B United Starting
3 results $533.80
> P>

=== All Nonstops (9 results) Starting
9 results $523.80
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14. You will see a list of flight options for the selected airline. Select your preferred

flight

Results Summary

A American
SEA Mon 6:00 AM
3h 55m / 0 Stops

ORDFri 2:55 PM
4h 25m / 0 Stops

A% American
SEA Mon 6:00
3h 55m / 0 Sto

ORDFri 8:50 PM
4h 35m / 0 Stops

2% American
SEA Mon 8:25 AM
3h 55m / 0 Stops

ORD Fri 2:55 PM
4h 25m / 0 Stops

Nonstop

ORDMon 11:55 AM
$550.80 >

SEA Fri 5:20 PM A

ORDMon 11:55 AM
$550.80 >

EA Fri 9:25 PM A

ORDMon 2:20 PM
$580.80 >

SEA Fri 5:20 PM A

15. You will see the details for the selected flight. Press Reserve.

Departure

A American 360

SEA Mon 8:25 AM ORDMon 2:20 PM
L 3h 55m / Stops: 0/ Economy (W)

Returning

ORD Fri 2:55 PM
L 4h 26m / Stops: 0 / Economy (M)

" g American 1175

SEA Fri 5:20 PM

Violation

[hr,

Violation

R,

Choose different time if possible. Approval required.

Press Reserve
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16. Press OK to confirm.

Customers holding NON-

Press OK to confirm the Non-
Refundable ticket message
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CONCUR MOBILE

TRAVEL- RESERVING HOTELS

STEPS

1. Press the + symbol

To add a hotel to a trip:

19 Press the + symbol

8:25 Seattle to Chicago
AM  American 360
Terminal -- Gate --

2:55 Chicago to Seattle
PM American 1175
Terminal 3 Gate --

Last updated Jul 17, 2013,
2:00:22 PM

2. Press Book Hotel
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Press Book Hotel

I Book Hotel I

3. Ifyou add a hotel to your flight itinerary the Location, Check In and Check Out

information will automatically be populated for you

Carrier = 2: PM

Trip sSEA...  Hotel Search Search

[

I Location
O'Hare Intl Arpt, Chicago. IL {(ORD)

Check-in
Mon Aug 19, 2013

Check-out
Fri Aug 23, 2013

Find hotels within
5 miles

With names containing

Notice that the Location, Check-in,
and Check-out fields are populated
based on your flight details.
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4. Press Search

r = PM

mipsea... Hotel Search

Location
O'Hare Intl Arpt, Chicago, IL (ORD) Press Search

Check-in
Mon Aug 19, 2013

Check-out
Fri Aug 23, 2013

Find hotels within

1qymiles
mes containing

L

5. Your search results will be shown on your screen. Select the appropriate Hotel.

Hotel Search ~ Select Hotel

Hilton Chicago O'Har.. Starting
O'Hare Intermnational Ai... $249.00
Chicago, IL 60666 0.29 mi
i o
Hilton Rosemont/Chi... Starting
5550 N. River Road $1 99.00>
Rosemont, IL 60018 D i

Hitton Chicago/Narth.... Select the appropriate hotel

<

Hilton Chicago/Oak... Starting
10 Drury Lane $169.00

Oakbrook Terrace, IL 60... B.74 mi

-
2855 N. Milwaukee Ave
Morthbrook. IL 60062
-;; ™

Hilton Chicago/Indian... Starting
m 250 W. Schick Road $169.00
= Bloomingdale. IL 60108 10.15 mi
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6. You will see the different room selections. Select the appropriate Room

Carrier * 31 PM
Select Hotel  Select Room

Hilton Chicat
10 Drury Lane

| Cakbrook Terac  S€lect the appropriate room

Best Available Rate - 2dbl 1bdrm
Ste Mobility/hearing Access

3x3shw Visual Firealarm/door/p...

Best Available Rate - 2 Double
Beds 1 Bedroom Suite Parlor-
sofabed-refrig-microwave-mp3...

Best Available Rate - 1kg 1bdrm

Ste Mobility/hearing Access
Shwr Visual Firealarm/door/

Best Available Rate - 1kg 1bdrm

7. Press Reserve

Carrier = 01 PM
select Room  Reserve Ro...

Hilton Chicago/Oak Br..
10 Drury Lane

Best Available Rate - 2dbl 1bdrm Ste
Maobility/hearing Access 3x3shw Visual
Firealarm/door/phone Alert

Phone
(630) 941-

Map Address
10 Drury Lane

[ Check-in
Mon Aug 19, 2013

Check-out
Fri Aug 23, 2013

Press Reserve
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8. Press OK and your hotel reservation will be added to your trip.

Please Confirn
e . Press OK
Are you si t

8:25 Seattle to Chicago
AM  American 360
Terminal -- Gate --

Check Hilton Chicago/Oak Broo...
=] In 10 Drury Lane

Oakbrook Terrace lllinois 60181
2:55 Chicago to Seattle
A PM American 1175
Terminal 3 Gate --

Last updated Jul 17, 2013,
2:02:18 PM
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CONCUR MOBILE

TRAVEL- RESERVING CARS

STEPS

1. Press the + symbol

Carrier 7 2:02 PM 1)

Tips Lst | Trip SEA to ORD

To add a car to this trip:

9

8:25 Seattle to Chicago
AM  American 360
Terminal -- Gate --

Check Hilton Chicago/Oak Broo...
In 10 Drury Lane
Oakbrook Terrace lllinois 60181

Fri / 3
2:55 Chicago to Sea
A PM American 1175

Terminal 3 Gate --

Press the + symbol

Last updated Jul 17, 2013,
2:02:18 PM

2. Press Book Car

Concur ﬁequest, Travel and Expense
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To start searching for a car:

Press Book Car

=T

3. Ifyouadd a car to your flight itinerary the Location, Pick Up and Drop Off

Carrier 7

Trip SEA to ORD Car

( Location
O'Hare Intl Arpt, Chicago,

Pick-up Date
Mon Aug 19, 2:20 PM

Drop-off Date
Fri Aug 23, 2:55 PM

Car Type

| Any Car Class

information will automatically be populated for you

Notice that the Location, Pick-up,
and Drop-off fields are populated
based on your flight details.
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4. Press Search

Trip SEA to ORD Car

( Location
O'Hare Intl Arpt, Chicago, IL ( Press Search

Pick-up Date
Mon Aug 19, 2:20 PM

Drop-off Date
Fri Aug 23, 2:55 PM

Car Type
Any Car Class

0

5. Your search results will be shown on your screen. Select the appropriate car.

Carrier %
Car Select Car

Cars near O'Hare
2018 gelect an option

Economy Car @

Compact Car
Automatic transmission

Intermediate Car
Automatic transmission

Standard Car
Automatic transmission

Full-size Car
Automatic transmission

Premium Car
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6. Press Reserve

Avis

.
=z s Pick-up: Mon Aug 19,201 p
Drop-of: Fit Aug 23, 2015 ress Reserve

Phane

-0278

Map Address
OHARE AIRPORT

Car Type

Daily Rate
$70.99 per day

7. Press OK and your car reservation will be added to your trip.

Please Confirm

Are you sure
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The car reservation is now added to your trip.

Carrier = 2,03

Trip SEA to ORD

8:25 Seattle to Chicago
AM  American 360
Terminal -- Gate --
Avis
zgﬂ (ORD) Chicago
Economy
Check Hilton Chicago/Oak Broo...
In 10 Drury Lane
Oakbrook Terrace lllinois 60181
Fri Aug 23
2:55 Chicago to Seattle

PM American 1175
Terminal 3 Gate --

Last updated Jul 17, 2013,
2:03:11 PM
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CONCUR MOBILE

EXPENSE-CREATING AN EXPENSE REPORT

Steps:

1. Select Expenses

You can create expense reports by:

1. Selecting expenses, and then creating an
expense report for those expenses.

adding expenses to it later.

In this demonstration, you will see how to use
both methods.

Il Trips

Start by planning your trip

== Expenses

14 corporate card transaction(s)

‘ Expense Reports

6 report(s) to submit

& Approvals

2 items to approve

2. Press Add to Report
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Room Rate
Jun?,2012
La Quinta - Lynnwood, WA, US

Lunch
Apr 19, 2012
Seattle, Washington

Office Supplies

Mar 16, 2012
Office Warehouse - Fremon

Room Rate
Mar 16, 2012
Hyatt Hotels - Fremont, CA,...

Room Rate $1,720 Press Add to Report
Dec 20, 2011 H
Marriott Hotels - Atlanta, GA, ...

3. Choose your expenses

Cancel

Room Rate $221.64
Jun7,2012 =

Db . _ 1 tazA In

Select the expenses to add to
an expense report

Uoane, vvasimig e

Office Supplies $68.23
far 16, 2012 B =

)ffice Warehouse - Fremont,C

Room Rate $691.30
Mar 16, 2012 =
Hyatt Hotels - Fremont, CA, US

Room Rate $1,720.89
Dec 20, 2011 =]
Marriott Hotels - Atlanta, GA, US

Select All Ac'm Report |
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4. Click Add to Report

Expenses Receipts Cancel

$221.64
Jun 7, 2012 ==
La Quinta - Lynnwood, WA, US

Lunch $50.00
Apr 19, 2012 =]
Seattle, Washington

Office Supplies $68.23
&) Mar 16, 2012 BE=
Office Warehouse - Fremont,C...

Room Rate $691.30

SR Mar 16, 2012 =]
Hyatt Hotels - Fremont, CA, US,

Room Rate $1,7
Dec 20, 2011 Press Add to Report

Marriott Hotels - Atlanta, GA, Ux

——
Select All Add to Report (2)
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Steps: Adding Corporate Card Charges to an Expense Report

1. Press Expenses

To add corporate card transactions
to an expense report:

Trips Press Expenses
Start by planning your tfi.

Expenses

16 corporate card transaction(s)

Expense Reports
6 report(s) to submit

Approvals

6 items to approve

Carrier = 5:17 PM

Home Expenses Receipts

Room Rate You will see a list of unassigned

expenses, which includes all
expenses within the Concur system
that you have not attached to an
expense report. This can include
Quick Expenses that you created in
the mobile application and

Rooraals unassigned corporate card
transactions.

Office Supplies

Room Rate

Add to Report
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3. Press Action, to see a list of only the corporate card transactions

Carrier = 5:17 PM

Receipts

$221.64
Jun 7, 2012
La Quinta - Lynnwood, WA, US

==
Lunch $50.00
Apr 19, 2012 =]
Seattle, Washington

Room Rate
Mar 16, 2012
Hyatt Hotels - Fren{bGA‘...

Office Supplies

Mar 16, 2012 .
Office Warehouse - Fi 10 View only corporate card

transactions:

Room Rate
Dec 28, 2011 Press the Actions icon
Millennium Htls - Los i cue...

Add to Report

4. Press Corporate Card

Press Corporate Card
All Exper.. _
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5:17 PM

The credit card icon indicates
Jun 7, 2012 that this expense is a corporate
La Quinta - Lynnwood, WA, US card charge.

Room Rate $691.30
Mar 16, 2012 =
Hyatt Hotels - Fremont, CA,...

Office Supplies
Mar 16, 2012
Office Warehouse - Fremont,...

Room Rate
Dec 28, 2011
Millennium Htls - Los Angele...

Dinner
Dec 23, 2011
Cafe Monte - San Jose, CA,...

Add to Report

5. Select the expense you want to add

I
Cancel
Room Rate $221.64

Jun 7, 2012 =
La Quinta - Lynnwood, WA, US

Office Supplies $68.23
Mar 16, 2012

NEE WA . _ i~

Select the expenses to add
Liya e 1 S L, e, e

Room Rate $588.13
Dec 28, 2011 ==
Millennium Htls - Los Angeles,...

Dinner $45.76
Dec 23, 2011 =
Cafe Monte - San Jose, CA, US

Select All Add '- Report

Concur ﬁequest, Travel and Expense

176



6. Click Add to Report

Carrier = 5 PM

Home Expenses Receipts

Room Rate $221.64
Jun 7, 2012 ==
La Quinta - Lynnwood, WA, US

Office Supplies $68.23
Mar 186, 2012
Office Warehouse - Fremont.C...

Room Rate $691.30
Mar 16, 2012 =
Hyatt Hotels - Fremont, CA, US

Room Rate $588.13
Dec 28, 2011 ==
Millennium Htls - Los Angeles,

Dinner Press Add to Report
Dec 23, 2011

Cafe Monte - San Jose, CA, Us

r ]
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Steps: Adding Out of Pocket Expenses to an Expense Report

1. Click the + symbol

To add an out-of-pocket
expense to an expense report:

Press the + symbol from within
an expense report

Active Re... Report

7.15.13 Report
Jul 15, 2013
Mot Submitted

-

‘ € Report Summary

‘ B Add Receipt

Personal Car Mileage
Jul 12, 2013

Submit

2. Select Add New Expense

C r = PM
Cancel Expense Types

You will see a list of expense types.
The expense types are grouped by
category and sorted alphabetically.
Depending on your configuration,
there may be expenses available
online that are not available in the
mobile application.

Business Meal (attendees)
Personal Car Mileage

Lunch

Business Promotions

Trade Shows
Commu nicationsh

Internet Access

Local Phone

Concur Request, Travel and Expense 178



Select Add New Expense

Add New Expense
Import Expenses

Cancel

3. Typein the Expense Type

3:00 PM

Expense Types

ajwlelr]T]viulijolr
Als|p]Flan]J]x]L]
sl z|x|clvieinimE

2?2123 space Search
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4. Click Add a Receipt

All of your company’s custom fields are
available and all required fields are enforced.
Complete the rest of the fields, as needed.

E Add Receipt

Expense Type *
Taxi

Transaction Date *
Tue Jul 16, 2013

Payment Type *
Cash

Business Purpose

Enter Vendor Name

5. Change the Transaction Date if necessary

) PM

Add Expense  Transaction Date *

Fri Jul 12, 2013
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Carrier

Report Add Expense

. B Add Receipt

Expense Type *
Taxigi"fl
~—r

Transaction Date *
Tue Jul 16, 2013

The Transaction Date will default
to the current date. You can
change the date, as needed.

Payment Type *

Cash

Business Purpose

Enter Vendor Name

6. Enter Vendor Name

Add Expense  Enter Vendor Name

ajwie|r|T|v|u]i]o]P
Als|plFlainjJiriL]
< REnoon e
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7. Enter the Amount

r = 3:01 PM

Add Expense = Amount *

gBBt*In0Enan
L Dl slele]
~ AEDOaE s
e R

rier = 3:01 PM

Report Add Expense

Enter Vendor Name >
Orange Cab {b

City

Seattle, Washir 10

-~

Currency * Enter the Amount
Us, Dollar

Amount *

Tax Posted Amount
0.00

Comment
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7.15.13 Report
Jul 15, 2013
Not Submitted

8. Your Expense will be added to your report

‘ € Report Summary

‘ E Add Receipt

Taxi
Jul 12, 2013
Orange Cab, Seattle, Washin...

Personal Car Mileage
Jul 12, 2013

Submit

9. Click Save

Carrier =

Report Add Expense

Enter Vendor Name

Orange Cab

City
Seattle, Washington

Currency *
uUs, Dollar

Amount *
324.00

Tax Posted Amount
0.00

The out-of-pocket expense has been
successfully added to the expense report.

Press Save
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Steps: Attaching Receipts and Submitting an Expense Report

1. Press Menu

T, S G ST, S .
To view the receipts in
your receipt store:

Press the Menu button
Trips

Start by planning your trip

Expenses

14 corporate card transaction(s)

Expense Reports
7 report(s) to submit

Approvals

4 items to approve

Carrier =
"nme

& Book Travel

¥ Location Check In
Apps
Triplt
Gate Guru
=, Taxi Magic
(m) MetrO

Settings

O fText in your expenses! |
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3. Press the + symbol

To view more receipt store
options:

. Press the “+” symbol button

from within the receipt store
Wed Aug 29 2012

08:33 AM

Tue Aug 28 2012
01:40 PM

Tue Aug 28 2012
08:10 AM

Tue Aug 28 2012

4. Press Attach via Camera to take a picture of a receipt and upload it to your
receipt store. Press Attach via Photo Album to upload a picture of a receipt
that you already have a picture of. This receipt will now be in your receipt
store

Attach via Camera The additional options allow you to add
receipts to the receipt store by taking
Attach via Photo Album pictures of receipts with your phone’s
camera or importing images already
stored in your device’s photo gallery.

Receipt Store

Cancel
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5. Click Home

Expenses Receipts

Wed Aug 29 2012
08:38 AM

Wed Aug 29 2012
08:33 AM

Tue Aug 28 2012
01:40 PM

Tue Aug 28 2012
08:10 AM

Tue Aug 28 2012

Trips

Start by planning your trip

Expenses

14 corporate card transaction(s)

Expense Reports

eport(s) to submit

ﬁ Approvals

4 items to approve

[N ®
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7. Click the report you want to add the receipt to

7.15.13 Report
MNot Submitted
Jul 15, 2013

Client trip
Not Submitted
Jul 15, 2013

7.3.13 Report phone
Not Submitted
Jul 3, 2013

2.21.13 Report
Not Submitted
Feb 21, 2013

10.18.12 Re|
Not Submitted
Oct 18, 2012

Travel Expenses
Not Submitted
gn 4 0]

8. Click the item you have the receipt for then click Add Receipt.

Report  Expense Details Save

To attach a receipt to an expense:

With the expense open, press Add Receipt
|

% Itemize

Add Receipt

Expense Type *
Taxi

Transaction Date * U

Fri Jul 12, 2013

Payment Type *
Cash
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M

Active Re... Report

7.15.13 Report

Jul 15, 2013

e

‘ € Report Summary

‘ E View Receipts

Taxi
Jul 12
Yellov

Luneh
Jul 12 20413

Submit

9. Press Receipt Store

Attach via Ca

Press Receipt Store

Attach via Photc

Receipt Store

Cancel
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10. Click the correct receipt

1346166057587
Tue Aug 28 2012 08:00

1346166049674
Tue Aug 28 2012 08:00

134616603450 Select the correct receipt
Tue Aug 28 2012 G

1346166025056

Tue Aug 28 2:“;‘ 08:00

Nl
G0

Last updated Jul 16, 2013, 4:24:47 PM (&

11. Click Select

= PM
Receipt Store 1346166025056

Yellow Cab

o $31.00

Sub-total.....$31.50

Total: $35.00

Billed to: VISA soooc soooc-oooe1111

Press Select
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12. Click Report

Press Report

: E nemize

_;E,_ View Receipt

Expense Type *
Taxi

Transaction Date *
Fri Jul 12, 2013

Payment Type *
Cash

13. Click submit

A
Active Re... Report
7.-15.13 Report

Jul 15, 2013

€ Report Summary

_E_ View Receipts

Taxi
Jul 12, 2013
Yellow Cab, Seattle, Washing...

| ., To submit an expense
Luncl Far report for approval:

Jul 12 213
Click Submit
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CONCUR MOBILE

FAQs

How is Concur for Mobile useful?

Concur for Mobile is a natural extension of Concur's full-featured, web-based service
Travel & Expense - which integrates travel and expense processes. With the mobile
app, travelers can manage trips and expenses as well as book taxis, hotels, rail, and
rental cars - all from a mobile device. The solution allows business travelers to
access important travel and expense information when it isn't easy to use a laptop
that's connected to the Internet, such as in the back of a cab or in a meeting. With
the mobile app, travelers can take advantage of a variety of features to manage these
tasks. Managers can review employees' expense reports, invoices (for clients who
use Concur Invoice), trips, and requests (for clients who use Concur Request) in
detail, allowing them to approve or reject reports/requests/trips wherever they
may be traveling.

Does the mobile app offer the same functionality as Concur’s full-featured, web-

based

service?

This app is a mobile companion to Travel & Expense - offering the flexibility to
perform tasks from a mobile device. While it complements Concur’s end-to-end
solution functionality, it contains functionality that is suited to a positive mobile
experience.

Why would a traveler need to manage travel, expenses, and payment requests using
their mobile devices?

Business travelers can manage their itineraries and expense transactions in a timely
manner and within company policies. Managers can review employees' expense
reports, trips, and requests (for clients who use Concur Request) in detail, allowing
them to approve or reject reports wherever they may be traveling. With the
convenience of Concur Invoice approvals on mobile devices, invoice cycle time is
reduced, which reduces the risk of late payment fees and provides the opportunity
to take advantage of early-pay discounts.

How does Concur for Mobile differ from competitive offerings?

Concur for Mobile encompasses travel features (like booking hotels and
transportation) and expense features - to provide a comprehensive mobile solution

Concur -Request, Travel and Expense 191



for the business traveler. The mobile app makes the mobile worker more efficient
and productive.

Is the mobile app available only to customers of Travel & Expense or can others, for
example, stand-alone Travel customers, use it?

The mobile app is available to any client using Concur's integrated Travel &
Expense.

In addition:

e Stand-alone Travel users can access the Travel-related features.

¢ Stand-alone Expense users can access the Expense-related features. These users
can also search for, book, and cancel taxi and dining (depending on the device).
NOTE: Concur for Mobile is not available to clients using Concur's on premise stand-

alone solution.

e Stand-alone Invoice approvers can review, approve, or reject payment requests as
well as search for, book, and cancel taxi and dining (depending on the device).

e If the company uses Concur Request, request approvers can review and approve
requests.

o If the company uses Concur's Locate & Alert service, all devices can be used by
travelers to check-in and request assistance from their companies. Over time,
additional features will be added.

¢ Partner Travel Management Companies (TMCs) can send trip information to
Concur using Web Services, enabling TMC customers - who are not Concur
customers - to view itineraries on Concur for Mobile.

e For clients who use Travel and an expense solution other than Concur's expense
service - the Travel-related features of the mobile app are available; the Expense-
related features are not.

¢ TripLink users can also access their travel itineraries using a mobile device.

How does this mobile app differ from the mobile offering Concur announced in
2002?

Our previous mobile product allowed users to work offline in a disconnected laptop
version and then synchronize the data while online. This version of Concur for
Mobile allows users to access their expense and travel information using a mobile
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device.
Can a client make the mobile app available to only certain users?

No. Concur for Mobile is available for all of a client's users, based on general user
roles - not a mobile user role:

e Users with the Travel Wizard User role can access the Travel-related features.
¢ Users with the Expense User role can access the Expense-related features.
¢ Users with the Expense Approver role can review and approve expense reports.

¢ Users with the Payment Approver role can access the Invoice-related features (if
available on the device)

. ® Users with the Request Approver role can review and approve requests (if
available on the device).

In which countries/languages is Concur for Mobile supported?

Concur for Mobile is available worldwide and supports U.S. English, U.K. English,
Canadian French, French, German, Italian, Spanish, Japanese, Chinese, Brazilian
Portuguese, Dutch, Latin American Spanish, Russian, and Swedish.

Which mobile devices can be used with the mobile app?

Currently, the app can be used with the BlackBerry, Android, Windows Phone, iPad,
iPod touch, and iPhone - though features differ by device. On the Windows Phone,
the features are currently limited to viewing trip information (car, air, hotel, rail,
etc.), approving trips, creating mobile expenses, and capturing receipt images. Users
can check with their Concur administrators about the appropriate operating
systems for each device. Clients can also access the supported configuration
information located on Concur Support Portal.

Must the mobile user have access to the Internet?
Yes. Internet access is required to get started the first time.

If a mobile user has a mobile device but not a data plan, can he/she use the mobile
app?

Yes. Users can connect over Wi-Fi.
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Can one person use multiple devices for Concur for Mobile?
Yes. The same login can be used on multiple devices.
Can one mobile device be used for multiple people?
Yes. Multiple users can use the same device.
Is there a fee for the mobile app?
No. There is no additional charge to install or use the mobile app.

If service is lost, will the device save the activity/expenses that have already been
created?

Yes.
How does Concur ensure that personal information remains secure?

Concur for Mobile is designed to conduct transactions without transmitting
sensitive credit card or other personal data. Clients' credit card information stays in
Concur's secure data center only - not on the mobile device. Using established
technologies and practices, Concur ensures that our clients' information is safe and
protected and that our services are available and perform properly, whether clients
use Concur's web-based service or the mobile app. Deployment, Installation,
Configuration, and Logins/Mobile-Only Passwords

How is the mobile app activated?
Concur automatically activates the mobile app for all clients.
Do clients need a project team to deploy the app?

No. Concur for Mobile is activated for all users and will not require additional
resources from the client's side.

How does a user install Concur for Mobile?
Users can access the app in these ways:

¢ On the Mobile Registration page (Profile > Mobile Registration in the web
version of Concur), the user can:

¢ Request that an email is sent to his/her device, where the user opens the
email and follows the instructions. — or - ¢ Obtain the link using the
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appropriate (BlackBerry, App Store, Android, or Windows Phone) icon.

¢ On the mobile device, the user can go to appropriate store (BlackBerry App
World, App Store, Google Play, or Windows Phone Store) and search for
Concur. In addition, companies using BlackBerry Enterprise Servers can also
push it to its users.

The question above describes the individual installation emails. Is there a way to
send these emails to a group of users?

Yes. The admin can select one or more Concur users and email them the Concur for
Mobile instructions. This email is the same as the one that can be generated by the
user on the Mobile Registration page. The admin uses Administration > Company
Admin > Send Mobile Instructions (left menu).

How does a user log in to the app?

The user can simply sign in with his/her email address (as shown in the user's
Concur profile) or Concur username. Concur for Mobile then determines the
company's logon method and directs the user to the proper sign-in page. First-time
users then enter their web password (if they know it) or tap Forgot Password? A
user can create (and change at any time) the mobile-only password using Profile >
Mobile Registration in the web version of Concur. The user clicks Forgot Mobile PIN
in the left-side menu to reset the existing mobile-only password. Concur sends a
reset link to the registered email address of the user. The email contains a unique
reset link that allows the user reset the password.

What is the average time to get up and running on the mobile app?

A user can complete the mobile-only password creation process and access the app
in about five minutes.

How does a user re-set his/her mobile-only password?

Users can reset the mobile-only password on the Mobile Registration page (Profile
> Forgot Mobile Password (PIN)) in the web version of Concur.

What should a Concur for Mobile user do if his/her mobile device is lost or stolen?

If the user logs in to the mobile app using his/her web login, then the user should
immediately change that password. If the user logs in to the mobile app using a
mobile-only password, the user should access Profile > Mobile Registration (in the
web version of Concur) and change his/her mobile-only password. Minimal
information is stored locally on the mobile device, for example, information entered
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off-line is stored until the app reconnects to the Internet and syncs with Concur.
Credit card information is never stored on the mobile device. As an added
precaution after losing a device, the company's mobile administrator may remotely
wipe data from device through the User Administration tool. If the administrator
selects the Remote wipe mobile device check box for the user, the next time a user
logs into the mobile app (either through manual login or auto-login), all mobile data
will be cleared from the device. NOTE: The "wipe" process does not remove the
mobile app from the device. Expenses and Expense Reports

Which functions can a user perform with regards to managing their expenses and
reports?

A user can add, view, and edit expenses and expense reports (including report
status and expense details); create mobile "quick" expenses (for items such as
meals) as well as edit or delete them; take a picture of the associated receipt; create
new expense reports; attach downloaded credit card transactions and mobile
"quick" expenses to an expense report; and submit reports.

How much information can be edited by the user?

iPhone/iPad/iPod touch, Android, and BlackBerry users can edit report header
fields and most expense fields after the expense is attached to a report. When using
lists, the same list data is available on the mobile device as is available in the web
version of Expense.

Can a user itemize an expense using the mobile app?

iPhone/iPad/iPod touch, Android, and BlackBerry users can itemize an expense
(after the expense is added to a report), if allowed in the client configuration.

Can a user remove itemizations from an expense?
Yes. Itemizations can be removed via the mobile device.
iPhone/iPad: The user:
¢ Opens the expense and the list of itemizations.
e Swipes across the desired itemization. A red Delete button appears.
e Selects Delete. Android: The user:

¢ Opens the expense and the list of itemizations.
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¢ Long presses on the desired itemization. A menu appears.
e Selects Remove from Report on the menu.

BlackBerry: The user:

¢ Opens the expense and the list of itemizations.

¢ Highlights the desired itemization.

e Selects the Remove Itemization option on the menu. -

Can a user add attendees using the mobile app?

iPhone/iPad/iPod touch, Android, and BlackBerry users can add attendees to an
expense after the expense is added to a report.

The user can:

e Search the user's contact list on the mobile device

e Search for attendees in the user's favorites attendee list
e Search for attendees in all company attendee lists

e Search an external source (if this feature is available on the web version or

Expense)
¢ Add the attendee manually

Can users enter personal car mileage?

iPhone/iPad/iPod touch, Android, and BlackBerry users can add fixed-rate and
variable-rate mileage expenses, if allowed in the client configuration.

Can a user delete expenses using a mobile device?

That depends.

¢ Deleting an expense from the expense list: The expense list contains mobile
expenses (expense created on the mobile device) and card transactions.

¢ A user can delete a mobile expense.

¢ In some cases, the user must access the web version of Concur to delete
card transactions - assuming the user's company allows the user to do so
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. ® Deleting an expense from an expense report: A report may contain all kinds of
expenses.

¢ If the user deletes a mobile expense or a card transaction from an expense
report, it is not really deleted; it is moved back to the pool of expenses on the
Expenses screen (the expense list).

¢ If the user deletes any other type of expense from an expense report, it is
truly deleted. (This is consistent with the web version of Expense.)

How does a user delete a mobile expense?

A mobile expense (an expense created on the mobile device) can be deleted only on
the mobile device itself from the Expenses screen (the expense list). Once deleted
from the mobile device, it will no longer appear online or be available for import
into an expense report. If a user deletes an expense in the web version of Concur
and that expense was originally a mobile expense - that expense it not deleted from
the system - instead, it moves back to the "pool" of mobile expense on the user's
device. The user must then delete it using the mobile device.

Can my delegate manage my expenses and reports via the mobile app?
The mobile app does not support delegates or proxies.

Do all expenses entered on the mobile device appear with the purple smartphone
icon when viewed in the web version of Expense?

No. Only mobile expense will have the icon. Expenses added to an open report will
not have the icon. Mobile expenses usually contain minimal information; the icon
could remind the user to add any missing information.

Do expense types have to be mapped for the mobile app?

Are there defined expense types in the mobile app that need to be mapped to the
client's configuration? No. By default, the expense types used for the mobile app are
the same as the expense types used in the web version of Concur. However, the full
list of expense types may be cumbersome so the client may want to shorten the list
for mobile users. To do so, the client contacts Concur Client Support for assistance.

Does everything in a client's configuration appear on the mobile device (for example,
vendor lists or attendee lists)?

Lists are generally available but some parts of the configuration (such as travel
allowances) are not currently available in the mobile app. The user enters that
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information once the mobile expenses are imported into an expense report in the
web version of Concur.

Can a user capture an image of the receipt and attach the image to the expense?

Yes. All receipt images, captured by the mobile device's camera, will upload into
Travel & Expense immediately or the next time the mobile app connects to the
Internet. Once the digital image is imported into an expense report, the receipt
image is treated like other receipt images and can be viewed (in a PDF viewer) by
the user, approver, and processor.

Do you need to allow access to your device camera?

The permission to allow Concur to access the device camera should automatically be
set on install. If you see a black/blank screen when attempting to capture a receipt
image, the permission might not have been set. To resolve, go into the device
settings, select Concur, and manually grant the permission to camera.

What functionality is available for Expense managers with regards to expense report
approval?

Approvers can view employee expense reports including expense detail, report
header information, receipt images, attendees, itemizations, and exceptions.
Managers can approve or reject the entire expense report from their mobile device.
(Just like the web version, managers must enter a comment when rejecting a
report.) Managers cannot, however, adjust expense amounts. That task must be
done using the web version of Concur. (This is assuming that the company's
configuration allows approvers to adjust amounts).

Can a user change his/her itinerary?

Yes. A user can change his/her itinerary such as add or cancel dining (depending on
the device), hotels, taxis, or rental cars. Flight information cannot be changed using
the mobile app.

Can a user manage his/her hotel reservations?

Yes. The user can book hotel from the mobile device home screen or from an
existing itinerary.

If a user books a hotel room after business hours but the user's manager is not
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available to approve the reservation, will the reservation be confirmed?
MSM employees are not allowed to book a hotel without manager approval.
Can a user manage his/her ground transportation?

Yes. A user can book ground transportation by renting a car or booking a local taxi.
The user receives a car confirmation and an updated itinerary (if applicable).

What about public transportation?

On the iPhone/iPad/iPod touch and BlackBerry, users can locate public
transportation using the mobile device. The first step is to download the MetrO app,
using the link provided on the mobile device. The user selects the desired city and
then enters the criteria. Public transportation options are provided.

How does a user rent a car?

The user can rent a car from the home screen or from an existing itinerary. Either
way, the search results provide a list of available cars, rates, images, and vendor
phone numbers.

How does a user reserve a taxi?

The first step is to download the Taxi Magic (RideCharge) app, using the link
provided on the mobile device. The user enters the search criteria and selects the
appropriate ride. If the user has set up his/her Taxi Magic account in the web
version of Concur, the taxi reservation will appear on both the web version and
mobile under Trips.

What functionality is available for travel managers (trip approvers) with regards to
trip approval?

Travel managers can approve trips.
Do mobile bookings that require manager approval trigger the approval email?

Just like the web version of Concur, the trip is flagged for approval, it is placed in
the approval queue, and the manager is sent an approval email.

What corporate card information is stored on the Mobile device?

The only piece of card information that is held on the mobile device is the name the
user has set up for the corporate card (in Profile in the web version of Concur) and
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the last 4 digits. The full card number is never displayed on the device.
If the company uses a ghost card, can the user use it for the mobile app?

Yes. It will be presented to the user as a form of payment. The user can use it or any
other card that is listed in his/her profile. NOTE: A ghost card is a specific type of
company credit card.

If a company uses only ghost cards for booking travel, can a user book travel if only a
ghost card is available?

Yes.
Can the approver do anything else?

The approver can also use the mobile device to search for, book, and cancel taxi and
dining on the device. Requests (Concur Request)

Which Request features are available using Concur for Mobile?

A request approver can use Concur for Mobile to view header, segment, and
expected expense information as well as images. The approver can then approve the
request or send it back to the request user. Additional features will be added over
time
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