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Concur Home Page - Fully Redesigned

In the current UI, the home page for Concur is known as My Concur. In the enhanced UI, the
page is called the home page.

Administration | Help ~
Home Travel Expense Invoice Approvals Reporting App Center [ ]
Profile ~
-
CONCUR . 0 00 00 O
New Required Payment Available Open
Hello, Chris Approvals Requests Expenses Reports
TRIP SEARCH ALERTS

& Booking for myself | Book for a guest

48 & = & ® O

* Round Trip C Oneway © Multi-Segment

[i] Triplt creates instant mobile itineraries for business and personal trips
Simply connect your Concur account to Triplt. N thanks

@ vou havent signed up to receive e-receipts.@ Sign up here

Departure Gity @ MY TASKS
Find an aiport | Select mulliple arports. . .

Arrival City @ Required Approvals - Available Expenses - Open Reports -2
Find an siport | Select mulliple srporis

Departure @ Great! You currently have no approvals. You currently have no available 09/16 Training

depart = || Moming .|/ 3 [-| ™ $956.32

expenses.

Retum @
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QuICK TASK BAR

The new Quick Task Bar gives users quick access to their most important tasks. The tasks that
appear depend on the user's roles/permissions.

Administration | Help ~
Home Travel Expense Invoice Approvals Reporting App Center [
Profile ~
-
CONCUR £ 00 00 00 o
New Required Payment Available Open
Hello, Chris Approvals Requests Expenses Reports
TRIP SEARCH ALERTS
8, Booking for myself | Book for a quest [ ] Triplt creates instant mobile itineraries for business and personal trips.
- Simply connect your Concur account to Triplt. No thanks

It also includes the count of associated tasks. As shown here, this user has 1 open report.

e The user clicks any of the tasks for quick access to the associated page. For example,
when the user clicks the Open Reports task, the page listing the user's expense reports
appears.

e Available expenses are also listed. (Available Expenses is the new name for Smart
Expenses - card charges, receipt images, e-receipts that can be used to create or attach

to expense entries.)

e There may be several + tasks for starting a new report, uploading + 00
receipts, etc. The + tasks that appear depend on the user's o Requir
roles/permissions. Also, there may be only one + task and it may db Approv
display multiple options when the user hovers the mouse pointer
over it. Start a Report

New Payment Request
Upload Receipts
MY TRIPS S (R — |

This section appears just below the Trip Search section.

§100.00 - Authorization Reguest

:] Erin F. | Legal services

$300.00 - Payment Request

Ein E_L Teainin bans
k3
MYTRIPS (1) < 2 3?}Click the heading to access the Trip Library.

: Click the name to access a printable version of
NOV Trip from Seattle to Dallas

04.06 the itinerary. Open Reporls
T © < CI|ck_ the segment icon to access an actionable
T o version of the itinerary. |]5 public Transport
. $1,432.32
Click More to access the menu (below).
Eﬁ\ /427 Office Supplies

prani ey TITOOT $200.00

02/23 Conference in Mexico 08/14 Dollar 0227 June Mileage

o4 Ann oo L0474 on nn

NOVY Trip from Seattle to Dallas
04-06

More @
;Qj’us X

MNeeds Expense Report
Ticketed

Expense this trip

Cancel this trip
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My TASKS

This section replaces the Active Work section on the My Concur page and is similar to the
Quick Task Bar - it provides users quick access to the most important tasks.

MY TASKS
Required Approvals - Available Expenses - Open Reports 2
09/09 Sales training Cla
Greatl You currently have no approvals. You currently have no available £100.00

expenses.

Click a heading to
access the entire
list, in this case,
the list of expense
reports.

Click an individual
item to open.

RETURNING TO HOME

Once you leave the
home page, the
Home menu is
replaced by the
Concur logo. To
return to the home
page, click the logo.

CONCUR Travel Expense Approvals Reporting App Center

Travel AITangers Trip Library Templates Tools

A Bocking for myseli | Book for a guest Travel Alerts

Approvals Page - NEW

Administration | Help ~

CONCUR Expense Invoice Approvals Reporting App Center [
Profile ~ -

Approvals Home Reporis Payment Requests

Approvals
01 00
Expense Payment
Reports Requests

Expense Reports

Report Name Employee Report Date Amount Due Employee Requested Amount
r training Caollins, Chris 09/17/2014 $1,200 00 $1,20000

The Approvals page is new. It contains all items that require the user's approval, such as
trips, requests, reports, and cash advances. The user clicks a tab to quickly access each type
of item that requires approval. The user clicks an individual item to open it.
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The user can click the check box for an item and click Approve, if the company configuration
allows approval without opening.

To access historical information, the user clicks the appropriate sub-menu option.

Expense Page - Fully Redesigned
Administration | Help ~
App Center Profile ~ &

CONCUR Travel Expense Invoice Reporting

Approvals

Manage Expenses Process Reports

P

All reports = i

Active Reports

Training

$956.32

Available Expenses

| Uiz H i) || Wi H Ui |

[[] Expense Detail Transaction Category Source Date « Amount

This page shows the user's active reports and available expenses and receipts.

o Tiles: The user's active reports are shown as tiles. Name, amount, status, and comments
appear on each tile. The user clicks a tile to open a report.

o All reports: To the right of the tiles is the All reports link. The user clicks this link to see
all reports - active, paid, etc.

e New: To create a new report, the user clicks Create New Report.

e Available Expenses: Available expenses (formerly known as Smart Expenses) appear at
the bottom of the page. The user can add them to an expense report.

e Available Receipts: Available receipts appear at the bottom of the page. The user can
attach them to an expense.

Travel Page - Enhanced

Administration | Help ~
CONCUR Requests Travel Expense Invoice Approvals Reporting =E. [
Profile ~ -
Travel Trip Library Templates Meetings Tools Meeting Admin Concur XA
A = = 0O Travel Alerts
© randomverbs.com is giving Tripit Pro to all employees. Mo thanks
® RoundTrip ' One Way '/ Multi-Segment
S © vou havent signed up to receive e-receipts.@ Sign up here
Company Notes =~ Upcoming Trips = Trips Awaiting Approval =~ Remove Trips
Find sn sirport | Select multiple sirports
Arrival City € . . . . . .
Skip the lines and paperwork and go straight to your car with Avis Preferred Service. Enroll in
minutes by using the information in your Concur Travel profile to populate the Avis profile. It's never
Find an sirport | Select multiple sirports been easier, enroll today!
Bepaware@y -
depart Y Moming Y| x3 v ¥ Safe travels everybody...if you need urgent assistance from your travel team please email to
traveladministrator@oceco com and I'll respond as quickly as | am able. Please note, flight change
Return @ requests are not processed by the internal administrators. Contact the agents below for requests
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For the most part, the enhancements involve look-and-feel, except:
e« Travel Map: The Travel Map has been removed.

o Travel policy: In the current UI, there was a menu option called Travel Policy. 1t
highlights all the travel policy rules enabled for the user/arranger’s travel class. In the
enhanced UI, the link is in the footer:

Companv Policy
Co N CU R Travel Policy

Invoice, Reporting, and App Center Pages — Look and Feel

The changes on these pages involve look and feel. Samples are not shown here.

Menus

Here is a quick look at some of the menu options that have moved.

Welcome, Chris Collins [ You are administering for: Yourself ]  Last logged in: 09/16/2014 05:43 pm (Details) (7] Help | Log Out

CONCUR

Travel Expense Invoice  Reporting @ministration SetuD

App Center

Administration | Help

Home Travel Expense Invoice Approvals Reporting App Center .
Profile - o

—____
CONCUR + 00 00 00 00
New Required Payment Available Open
Hello, Chris Approvals Requests Expenses Reports

The enhancements are:
e My Concur is now Home.
e« Approvals is new.
¢ Administration and Setup are combined.

o Profile contains additional options.
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ADMINISTRATION MENU

Administration ' Help ~
CDNCUR Travel Expense Invoice Approvals Reporting App Center — [}
T .
Setup ~ I} %
Expense Tools
; o Need help?
Travel Web Services nvoice for GatewayUnlimited oo soout thisstep @ How itworks
'reamabod| Change Log
1) Introduction Introduction En \:I
2) Policy Groups Tell us about your company and we'll customize Concur to work best for you.
3) Cost Tracking
4) Expense > What type of industry is your company in?
) We will use this information to set the default cost data that Concur will track for you.
5} Invoice > Don't worry- You'll get to review these and change them if you want. Don't see your industry? Select one that is similar
6) Users q

Some of the menus options have moved but the actual pages remain unchanged.

Current Administration | Now available at...

menu option

Web Services Administration > Company > Web Services

Expense Tools Administration > Company > Tools

Depending on your permissions, Tools may appear immediately after to
click Administration.

Change Log Administration > Company > Change Log

Current Setup menu Now available at...

option

Expense Administration > Setup > Expense

Depending on your permissions, Expense setup may appear immediately
after to click Administration.

Travel Administration > Setup > Travel

Depending on your permissions, Travel setup may appear immediately
after to click Administration.

Resizing — Responsive Design

If the width of the screen is reduced, E appears. Click to access the additional menu options.

Administration | Help ~
CONCUR Requests Travel Expense Invoice Approvals Reporting [}
Profile -
-
Travel Arrangers Trip Library Templates Meetings Tools Me{ App Center
A = = ® Travel Alerts
= - PP - - e e e

If the width is further reduced (for example, to
display on a tablet) the Administration menu Reporting  Administraion ==
moves from the upper-right corner and the icon
below Help becomes Profile.

App Center

zZ1 04

Available Open
Expenses Reports
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Profile - Profile, Sign Out, Delegate, Travel Assistant/Arranger

Profile settings, sign out, and administer for another user (for the delegate or travel
assistant/arranger) have been moved to the Profile menu.

Welcome, Chris Collins [ You are administering for: Yourself] Last logged in: 09/16/2014 05:43 pm (Details) (7] Help | Log Out

CONCUR

My Concur | Travel Expense Invoice Reporting Admiyjstration Setup Profile  App Center

Reporting Locate  Administration  Profile  App Center

You are administering travel for I Me - I\

Activate Subscripion | No thanks

R T T T Tt

Administation | Help

Home Travel Expense Invoice Approvals Reporting App Center .
Profile = Py

CONCUR  + 00 00 00 00

New Required Payment Available Open
Hello, Chris Approvals Requesis Expenses Reports

Profile Menu

Administration | Help ~
CONCUR Requests Travel Expense Invoice Approvals Reporting App Center Gt [}
-
Your Information H H Terry L Brown
Personal Information P rOfl | e O ptl O nS
Company Information Select one of the following to customize your user profile. Profile Seftings | Sign Out

Contact Information

B Personal Information System Settipg:
Email Addresses Your home address and emergency contact information. Which time zgng B
Emergency Contact When does ygur| Administer for another user.
Credit Cards Company Information Contact Infogm:
T | Seti Your company name and business address or your remote location address.  How can we don|
ravel Settin
& Credit Card Information Setup TravellA Cancel m
Travel Preferences You can store your credit card information here so you don't have to re-enter  You can allow of
International Travel it each time you purchase an item or service. Xp for your J
Frequent-Traveler Programs E-Receipt Activation Travel Preferences
AssistantsiAmangers Enable e-receipts to automatically receive electronic receipts from Carrier, Hotel, Rental Car and other travel-related preferences.
participating vendors. . .
i Travel Vacation Reassignment
Reques{ Settmgs ‘Going to be out of the office? Configure your backup travel manager.
Request Information Bank Information Expense Delegates
Request Delegates Bank Information Delegates are employees who are allowed to perform work on behalf of other
employees.

Request Preferences

Profile Settings

In the enhanced UI, the user clicks Profile > Profile Settings. The changes in the Profile
Options page involve look-and-feel except Expense credit Card. Refer to Additional Expense
Pages in this document.

Sign Out (Log Out)
With the enhanced UI, users click Profile > Sign Out.
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Administer for Another User — Delegate or Travel Assistant/Arranger

The delegate or travel assistant/ arranger

Chris L Collins uses Profile to select a user. He/She clicks
Profile, selects the desired user, and clicks
Profile Settings | Sign Out Apply.

NOTE: If the delegate has 10 or less users,

Administer for ancther user... then they appear in a drop list. If there are

| more than 10, then the user enters the

IyrmTenvl Jerbe ser first few letters of the desired user's name
E"“'E"““"'@'“'d““cﬂnc amﬁ“} and selects from the search results.

HE|p -

The Profll_e menu option then becomes P — o
Administer for <name> and the Brown, TemyL = dud’
single "user" icon becomes a double "user" icon.

Administer f 9
Brown, Terry L \h &*
Logged to administer for
0 Brown, Terry L
Re%?l _ ) To return to working for himself/herself, the
Prafile Settings | Sign Out user clicks Administer for <name> and

then clicks End admin session.

Additional Travel Pages

Here are the other changes to Travel. Most enhancements involve look-and-feel.

ARRANGER VIEW HOME PAGE

In the current UI, arrangers in Travel see the Make this my homepage link (top right) when
viewing the Arranger home page. This has been removed in the enhanced UI.

Now, arrangers can elect to have the Arranger page as the home page via Profile > Profile
Settings > System Settings (left menu). In
the Other Preferences section, in the Home
Page list, the arranger clicks Travel Arranger
View. Home Page

Other Preferences

Expense Processor
Reguest Processor
i Travel Ammanger View
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Search Results Pages

Change Flight Search, Filters, and Total Estimated Cost have moved from the right side of the
search results page to the left side of the page.

Administration | Help
CONCUR Travel Approvals Reporting B .
-
Travel Arrangers Trip Library Templates Meetings Tools Meeting Admin Concur XA Open Agent
R R c E Print / Email
Trip Summary Picking up the car at: (ORD) on Tue, Oct 14 09:10 AM !
Returning on Wed, Oct 15 02:00 PM
o Hide matrix
(¥ ) Car Reservation
N Al = o= =] < & - = -
31 resulis Mini Car | Economy Car | Compact Car | Intermediate Car | Intermediate Car Hybrid | Standard Car | Standard Convertible | Full-size Car | Prc
Total Estimated Cost Co
AVIS 53.00 53.00 54.00 -- 55.00 312.48 57.00
usb
1 19620
usD 48.25 46.62 47.22 48.25 82.33 49.43 - 51.11
Total
196.20
»
Change Car Search ~ Displaying: 31 out of 31 results. << Previous 1234 Next>> | All
e iGupIdaic Sorted By: Policy - Most Compliant v
10/14/2014 | 0810am ¥
Drop-off date i
10152014 | 0200 pm * Economy Car (Sabre) G4 E-Receipt Enabled  mare info AVIS
Pick-up car at $63.00 per day Unlimited miles v ?!'\
- Automatic transmission ol
®/ Ajrport Terminal') Off-Airport (Corporate rate} Total cost §166.60+ ‘5‘—}
Please enter an airport.
ORD - O'Hare Intl Arpt - Chicago. IL 2
YA S E R AN 1y v SN N

Also note that - for air, car, hotel, and rail bookings - the Reserve button now reads
Select

Travel Review Pages — NEW

This is a new feature with the enhanced UI. This page allows the user/arranger to see, review,
and change pertinent options about each segment. Here are a few samples:

e A review of the segments booked

REVIEW RENTAL CAR

Avis Car Rental 1 ocation details

Type Pick-up Drop-off
Ecaonomy Car Airport Terminal Airport Terminal
Features ORD: Chicago ORD: Chicago

09:10 am Tue, 10/14/2014 02:00 pm Wed, 10/15/2014

e Preferences (comments previously called Message to Vendor)

PROVIDE HOTEL ROOM PREFERENCES

Your preferences and comments will be passed to the hotel.

Comments (30 character max)
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e Traveler information including name, contact information and frequent guest program
details

ENTER TRAVELER INFORMATION
Ensure all traveler information below is correct. @
PRIMARY TRAVELER Edit| Review all

Name: William Never Phone: 314-769-9055  heidi worms@concur com ¥

Document Type

Passport ¥ | View Details

Frequent Flyer Programs
For American Airlines

American Airlines — 34P13Y8 v

e Seat Assignments for Air/Rail

SEAT ASSIGNMENT

Make your trip more enjoyable by selecting your seats now. Otherwise, Concur will request them for you.

Select Seats

e Method of Payment

SELECT A METHOD OF PAYMENT

How would you like to pay?
o Choose a credit card
Mobile Test Card® (_1111) v Add credit card

*Indicates credit card is a company card

« Rules and Restrictions

ACCEPT FARE RULES AND RESTRICTIONS
NON-REFUNDABLE TICKET
Customers holding NON-REFUNDABLE type tickets may USUALLY cancel their journey, and reuse these fickets 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 ficketing only. Select these flights anyway?
RULE APPLICATION AND OTHER CONDITIONS .
NOTE - THE FOLLOWING TEXT IS INFORMATIONAL AND NOT VALIDATED FOR AUTOPRICING. EXCURSION FARES APPLICATION CLASS
OF SERVICE THESE FARES APPLY FOR FIRST/BUSINESS/ECONOMY/COACH CLASS SERVICE. CAPACITY LIMITATIONS SEATS ARE
LIMITED.
ELIGIBILITY
NO ELIGIBILITY REQUIREMENTS APPLY.

DAY/TIME
PERMITTED MON/TUE/WED/THU/SAT

* | agree to the above fare rules and restrictions.
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Additional Expense Pages

Here are the other changes to Expense.

Attendees Table within an Expense

Attendees (0 Attendees: 1 | Attendee Total: $0.00 | Remaining: $0.00 | No Shows: g $0.00

New Altendes J| Advanced Search O e ey | search Recently Used
|:| Attendee Name Attendee Title Company Attendee Type Attendee Count Amount
O Brown, Temy This Employee 1 $0.00

In the enhanced UI:
e« The buttons above the attendee names have been rearranged.
e As the browser size is reduced, the attendee button bar can now collapse from both the
right and the left side to compensate.
Personal Credit Card in Profile

If your company allows you to import your personal credit card transactions, note that your
card information now appears in Profile instead of on My Concur.

Administration | Help ~

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

YourInformation Personal Credit Cards

Personal Information

Company Information

Contact Information

Email Addresses

Emergency Contact 6 IBCP [11111] Active $4,540.78
Credit Cards

Card Program Type Card Name Card Number Card status Total Unexpensed

Travel Settings

Travel Preferences

Expense Settings

Expense Information
Bank Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees
IC Cards

ommuter Pass Routés
Personal Credit Cards

Invoice Settings

Also be aware that your card transactions no longer appear on My Concur. They appear in the
Available Expenses section of the Expense page.
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