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Manage Card Programs | Manage Accounts | Manage Transactions | Manage Lodge Transactions | Merchant Code Mapping || Seftings || View Import Logs

o This page allows for the management of card programs. To find a specific card program, specify the appropriate criteria and click Search. Use Manage Accounts to link
individual accounts to card programs

Find every card program where | Card Program Name Begins With Search
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and click Search
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0 This page allows for the management of card programs. To find a specific card program, specify the appropriate critg
individual accounts to card programs

Find every card program where | Card Program Name Begins With a I Search

UF=ZARALET,

BRI —IVR SR/ 11

H—R TJOIS L% H—RIOTSLBEANDUET,

2. BR]Z0IvITDE R—ZOBRETIUTDE T (CHERNMUX FRRSNET.

H— K 7’0935 LOFMRIFRL
H—R TOISLEREFFHTH— R TOISLEFRERT D ENTEET.
b H—R TOISLEFRUERTBICHE :

1. [h—RITOVSLDOEE] R—T [#HR] 20Uy oLET. [H—RTOIS5 L%
FAERR] 5 700 Ry DANKRRENE T,

Expense: SEAN— R ERHFFROEG|IBBHEDER 7
RIEEHH: 2019 12 B 20 H
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Create New Card Program X

Card Program Name: l

Type:

Country:

Ssuer:

Policy:

Card Icon:

Frequency:

Start Day:

Start Day 2:

Day of Weel:

Statement Date:

Select One

POSTED_DATE

[ | Customize Statement Report Name

|. Cancel

TROEED, RRTFANZASIULET,

HPB LVER

Hh—RTJOISL%E BHDH—RITOTSLZZADUET.

v BURS A TZ2BIRUET .

3] H—R TOTSLZ2FEITUEZERUET,

FITTT H—R TOTSLZFETURRTEEBRUET.

RS — ERSIBAML R — MMCERTZRUS —ZBRUET. LR— MMIH

— R JOUSLDFERDIZD (AR ENE T,

Expense: S EAN— R ERHFEROEBIBBHEDOER
=IEEHH: 2019 F 12 A 20 H
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SIS IVER

H—k 73>

H—R TOISALCBNT, H— RERERT 7> OBEEREIR
LET. BEEBIRULRVES. H— ROSITEEISBIRENTL
BTAAEI AT ANEETHERALET,

L #EATE3R8ICDVTOBRIE. CORFIXZ D (BT
A2 OHF] #SRBLTIRE0,

N
i
b0

H—R JO0S LDEGIBEHEEER S D21 U)LODSEE ZEIR U
ESCR

FuEE

YA\ Zfind M ZERUEY. A 1EFEEA 2 [EEE:s

DTOTSACOIHFERENET .

Fae 2

A 2 BB &ERZIYAUILEBEHZERUET. A 2 @FERDT

OIS AICDOIHHERENET,

fEH

YA O\ Z2HInT 2BEZERLET. BEFROTIOTISALCD

FHBERETNET .

HY5|BAfEE

(BXE = 5t EH) CBS H5|IZZNICHIET BEBILR— MMIEIDH
T2rHDOBMT—45 94T (EtL ; BR)ZERUET,

HRSIBAML R— bz
HRIIA X

BIRUIEBEE., LUTD 4 DOFRESNTRRENET,

4| customize Statement Report Name

Default Mame:

#linclude Statement Period (mmidd - mmidd)
Ylinclude Sequence Number ( o)

Include Last Segment (yyyy)

BAEE D]

BRIEERA 17 XFTI . COORETERMSSD I N TODES| B
LiR— MCERENE T,

S |[BAfE Dz =
»Hd

(BIE = A>) EBIBE#LR— b~ F—450MIEE S8 TRZED
ia_o

Expense: SEAN— R ERHFFROEG|IBBHEDER 9
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SIS IVER

ST RAESZEED (BIE = A2) BBOLIR— el 25%Ee (REXERRLIR
&) —bk) . T:02]  [:03] REDBLESZLIR— NRCEDFE
3_0

BREIAS MeED | H— ROEBESOT 4 Hi226HF 7.

3. [RE]1ZIUYOULT. FRDH—R TJOTSLAZZATACREFLET.

#TBENKREDHS| PHEDOHEZERT S

H— R TJOJSLEERE Q. BEIBRMEDITCHD [RR] 20Uy ITdE THMNRED
TUVWVRWESIBBIE DR THZIRE T DT ENTEXT,

Modify Statement Period x
Start Date:
End Date: [ES.-'EE.-‘EE*I:
Status:
| | Cancel

CDOATZ 3>z ERLUTEMZMARE I D E(CKD. RITORBYOH— REITTNRET D
ZTOMDEE(CK D> TEE I DEGIHMSOHEICHIESEDTENTEXT,

> HSIEREDRIMZIEET BT :

1. [h—RIJTOVSLDOER] R—TEYRGH— R TOJSLAZERL, [RR] 2D
ZOUvIUET,

Card Program Name | Type Issuer Country Policy Statement Periods

UNITED STATES US Expense Policy
UNITED STATES US Expense Policy

CBS for Year 2015 Purchasing Card Capital One
CBS Statement Perio...  Purchasing Card Bank of America

2. BTHEMNKREDES | AMEEOCHEZ#ERL. BE] 20Uy IULET,

Expense: S EAN— R ERHFEROEBIBBHEDOER
=IEEHH: 2019 F 12 A 20 H
© 2004 - 2020 SAP Concur All rights reserved.
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Find every statement period where| Status Any

% Create Future Periods :]

Search

Modify Statement Period

Start Dati End Date Status
06/06/2014 07/05/2014 Closed
07/06/2014 08/05/2014 Open
FUWBRMZEIRLUT [¥#TH] DEZIEELET,
X

Start Date:

End Date: [ 08/052014

Status:

B3 o

[(®FE] =20 v OULFET.

BELZENS. BEIRMEOHMA BB (CHRIELET.

o3> 5 OBOEEN—

H—R JOJSAEBEO—IL (DH) BEFDODI—H—(CE. COITANDFICIENSDD
FIH, Hh— R TOVSACEELREH— ROBOHFOEE, BIXUHRSIBEMEEI——0O—
IWEFBDI—H—DENDYTOHTHEESNTLET,

[

[AEDER] R—(FRDT7IZ 3> 2FKITI DRICERLET.

EAN— RCEAEITDIRO-IILD7 ITIEDERAICDONT, FULFTORFIAS

b TO—WEFORRE] ZERUTIES0,

BA. RESXICOY SOBDRER

FrR 0 — ROEEDAERL

Expense: SEAN— R ERHFFROEG|IBBHEDER
RIEEHH: 2019 12 B 20 H
© 2004 - 2020 SAP Concur All rights reserved.

11




Bz D — ROEOIELE

H— ROEBDEIDHT

H— ROAEEDE D ST ORERR

H— ROEDHIBR ([U-r hEEE] T [HIR] /RY > ZRET DHENHDET)

Excel D—2>— MDFT—H DI ZKR—

NOTE: EANEEE L. BONEDHTENTVDIIL—THEEATOHEIDHTLEENTE
353_0

H— ROEDRTR

AR DR EAD— FEEE N — RORX (IR CEET DIRRTFANZAS
U TIRFRERZRRIDIENTEFT,

NOTE: EIBENEDIRS CEDTEIORE(E. BODIIL—TEE ) —RICBID1—H—D
BDICHIPBENTNETD,

» H—ROBZRFISICE:
1. [BAD—R]IXR->T [ABOER] 5T 20Uy IULFT,

2. FTRTHASN TV IRREEZANLET,

BRI —IVR A/ 11

BRRTFA BRI DH— ROBZRHEIDTFAMEANLET . LERE
EFEEROD [Miller] Yo, OEBSDORED [1234] 17ETT.

RERIGPR ABDUIRRRTFA N EIRR T DB RELER T,

H—RTOISA GA | IRTOH— R TOTSLTATHSRRITDH. BAHL—K T0O

TTIRER DTS LDIH D TIRFRI DhEEELET.
FRIZRDIRTE FIReIgERAT S 3>
12 Expense: JEATI— B ESHEFAROEGIBHEDOER
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BRI —IVR

SR/ 11

BEAOEINT : RREM(C—HL. h— REEELFUEBRD

IR TDOOREE

BIDUTHEDEADE : RFSAC—HU. H— REBELRCKE
BRI TR TOOIE

KREIDYUTOEALORE : BMREMFIC—HL, FLI—T—(CEIDY
THNTULRLY, FEEICEHEM TSN TULVRUWIEE

IREOEFZEEOY DO/ | MREFIC—BHL. I—F—(CBIDH
THNDTENRN, FEEICEHEMS TSN TULVRVLORE

HIBRBEDOEZZHD

SRT I AT AN [HIBRE] OH— ROBZFRHTD (FIv
T IRy OZXNVZER : FIEARTE) H\ FREEDD (FIvI Ry
DER) NMERELET.

Fv > IVEOOREE
253

AT AT =N [Fv 2 )VE] OH— ROEZRNTD
(FTv T IRy DIN 2R : FIRIEE
I My OER) NMERELET.

) N FEEFEDD (FIv

3. [RR]RY>=TUYD

ITDERERTI VDT (CHERNTKRENE T,

Wanage Card Programs || Manage Accounts

and click Search

Wanage Tra

nsactions || Manage Lodge Transactions || Merchant Code Mapping | Settings || View Import Logs

0 This page allows for the management of card accounts, including creation and assignment to employees. To find a specific card account, specify the appropriate criteria

archText ~ Seardl hin Search By Card Program Type
peterson Name on Car Any

Show Only

Allindividual Accounts Include Deleted Accounts Include Cancelied Accounts. Search

Name on Card s | Accoun tType  Last Segm... PaymentTy... Employee Name Email Address Login ID Employee ID Card Program Hame
Sue Peterson A Individual 1700 IBCP Sue Peterson andomver. @ SuePeterson@.

De

No

¥ — ROEEDIER

Expense OEANT— REIEE(Z, COTYUTPHMBSEICIIL-TICRBIFEDI—T —ZIBEL.
FIULEAND— REFEFTERIDICENTEFI ., FILLVI— ROEZ/EHR T DR, 1 DD

Expense: JEATI— B ERHEBROHG|IBRHIEDOERE

RIEEHH: 2019 12 B 20 H
© 2004 - 2020 SAP Concur All rights reserved.
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D2 3> TOREDIER CEID S TZRRKICITOZIENTED AT I NHDFET. FIRETE
DEHDTY,

NOTE: A — RDA > /R— NMUBHR(Z, JEAS— REBENEAD— REFEBTAND LS
B, A2R—bhENeh— REFBTANhSNZERIZ LESUET, £ZL. B—R
DEDHTHI— B ADN—ZEHIT DT« —REFERIT D LEHDFEEA. KDD
(C. RIRDEIDHTHE XUZDMDIBRICDODNTDESEAY E—HERENE T,

y  FHHH—ROBZERTSICE:

1. [AEOE®] X—=T [#M] z0Vv o UFEY. [Fifh—ROBDEM] 517700
IRV DZAPFTRENE T,

Create New Card Account X

Centrally Reconciled:

Account Type: | Individual v

Marme an Card: I |

Payrnent Type: I Select Payment Method kKey R
Account Mumber: l Enter Account Mumber

Clearing Account Code: | Enter Clearing Account Code

Effective Date: | Select Efective Date
Card lcon: | Select One .. v
Card Program Mame: | desy R

Account Code;

Save and Assidn Save Cancel

2. TROEED, MRTFANZANDUET,

14
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SR/ 11

m)eie v

AREEDERZEIRULE T,

H— RICEEENIZ&R]

EEEDZRZE. N—RICEHSNTVDESDERCADLE
a_o

XIIAT

FLUWH— ROZINTA T%= [RIWFAT] ROvIF5F D> U~

MEERUET,

AR [T UR NI EAD—R A2R—k J0—R

(CRAEY BRI TOHFNEENET,

RINFA T OBIMERECDWNTOEMIE. BEHR
[Expense: ZINGF1F] #BRBLTLEE0,

OREEES

FUWEAD— RESZHFOHZFEALT [ABES] Jr—JLR
(CAPDUET (ffl : 123445678975) .

EE : Expense ([CKD T, SFEAIT—RESHNELLDNEDSHRES
N3CEEHBDFEAN. FEEH 14 XFEHS 16 XFETHIMMR
H¥=y g1

REEEMB IR

[BRBEREI—R] T« —)L RCTBERNBI— REANDLE
9, ZHERBI— R(E EEENFHIVDH— RTHREN
BRWEEAZBRUIEE. SO ITDIRILVDOEERZ R DTIRIC
SEATBEHIFERLET,

AR [SH(CHER/RAN A (CBCP) 1#BEBELTY UL
BzaURBEREL/R— MADEAD— REGIREZIRH T B (C
(. BEHBEREI—R] T« —IILRICADFRETT. AHDULR
VEE. Ta —ILRDRRADDIzHREEEL R— bzl TSR
WS EZBIT DI — XAy —IhRERE(CRRSNFT . 22
L. AT (CH LTI TICIIBRBERIE I — RASRESNTL
BBE. DT+« —ILRERATIESDDEEA.

FhH HD—BROFEHBZANDLUET . BREIFEAT— ROFETCLD
TEIOHTENEANTHD. H— RO OF+ T (CRDABEN
ERATEDLOEDSNIEHDZETT,
MM/DD/YYYY FFR CTHSZEEANT DN AL P —h5HM
EEATOUYYIULET,
Expense: JEATI— B ERHEBROHG|IBRHIEDOERE 15

RIEEHH: 2019 12 B 20 H
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SR/ 11

H—R 743> TR UIch— ROBEICEET 2 H— R 7O DBEERL
F9. BERURMEE, D— RO I TEE(CH U TBEEDT
AA2ZI AT LMERUEFT, TR E =2 b (AMEX) U
>tzw b (MasterCard) . XA (VISA)IRETT,

L FATE3RBICDVTOBRIE. CORFIX D (BT
AO>DHE] #BBLTLIES,

H—RTOISL%E H—R TOTSLEEERUET,

BERBI—R RBYAT(CEDH TSN GL (FRBhEIR) OEE FEX93
GLEBYERIBO—READLEI., TN ZEEFEHMLE (SAE) D
[EEREVEOI—R] Do =)L RTAANTERVWZHFITITLED,

3. WINnz#ERLU CULEBZETTULERT,
¢ REFE:[REF] ZOVYIUTCEIRTAICZOHRUWAORZREFLET .
¢ REULTEDYT: [REFELTEAIDYT] 20Vy oL TCOEZRIFL. COOREC
EREDII-T LRI DNEEZIDHTEY,

COAT> 3>z ERIT DR [BIDYUTIOBDH—RICEBENZAR] £0VD
HA4700 IRy DINRRENET .

16 Expense: S EAN— R ERHFEROEBIBBHEDOER
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Assign Account with Name on Card: Chris *
Miller

Tranzaction Release Period (days) I 30

Search: [Enter at least 3 characters to look up employee(s)

Login 1D Last Name First Name Middle Hame Employee ID «

BEICIHCT, BHRZEANDLET,

o HRSIARAAR (B) : 1 ~ 999 DIEDEHZEANLET., H—REIDHT
DORMHB ZDOHF=Z5ILWT, BEEOEBRZIFELET. H—REID
SCOR, I—Y—([CAMEN3EmEI05t LB (G SRR TRIFNUE/RD
Fth. H—REIDHTOHM G BREFEDKTETY.

| [EXSIABIMARI] SBE QR FELEEOTERA2R— N W—ILEFE> TD1>
R— NENEEEI COFBRTEEYT . [EEIAM] HECDVNTOFMI
COHA RD [BE] 2SBS0,

o IRF: H— ROBZEDHTCHREEDOHZ 3 XFULANDULET ., EIDH
T EBELRAUIIIL-THEEORESICHIRENTNET.
Expense: JAAJI— R ERAERROES | BRHIE DEE 17

RIEEHH: 2019 12 B 20 H
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BFDH— ROEDIEIE

BIFDOH— RO CEENBEREF (G, BRULORZ [{EIE] RY> THE, EEZMAET.
ERECFAUIIIN-TOI-F—-(CEIDHTOENEH— ROEDH. wHEITDZENTEET,

» BIFOH—ROBZEEISICE:

1. [AEROEER] R—>T. OREFET DENMRRTFASZAD L. [RFE] =20V
wIULERT,

2. BRNORRERETERULET,

3. BE]ZUJvIOULET.

I ) T

Name on Card & ccount Type Last Segm... Payment Ty... Employee Name
Chriz Miller Individual 4733 IBCP Chriz Miller
Sue Peterson A...  Individual 1700 IBCP Sue Peterson

[B—ROEDIEIE] F1 700 Ry IANKRESNET

4. WECGUTOES, IWVYAT, EHERIEI— R FEEMEBEHOEZZE
BLEY,

18 Expense: S EAN— R ERHFEROEBIBBHEDOER
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Modify Card Account x

Account Type:

Name on Card: I Chriz Miller
Payment Type: I IBCP
Account Number: I
Clearing Account Code: | 22232
Effective Date: | p2M&/2015
Assignment Date:
Card lcon: | Suede

Card Program Name:

5. ®RF]1 Z0UYIOLET.

H—ROEDEIDHT

Expense MEAT— REBE(C(E. REIHH— ROBAIARNTRRSNE I REEHDOH—
REEDEBUIIL—TAROREE(IC 1 BICDE 1 DEFEIDHETRIZENTEET, FEIH
DH—R UM FEAD—R A2IR—bETLSZY b B— REHNSTRITID - R X>
IN=DUR K T4 — R, BIUERBENDREEDH LWLWH— RZET(ESNE T IN5D
H— RICT TICMEEDRZFINGD D TH. Expense WDREE (C(EEHEF IFSNTLER Ao
HD—RZREB(ICEIDHTD E. H— RICEEYT BIEEIIEHRD Expense ([CRRESNET,

L —EoFIETH— ROBEERLUTENDYTIHECDNTE. TORFIAS KD
[0 — ROBEOMER] o33 > a2 8RBIIEE0,

. WMEIAFHMBORE. CBS PHD> bk

BT —4 EEGIAFRBEORE S, SHFEROERGIBME (CBS) NES T I(ICHBEASN
9 IRTEOHAB K D RIDELS | BBHIE DA DEG | (FE BN (CIERRICIADF T,

Expense: SEAN— R ERHFFROEG|IBBHEDER 19
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© 2004 - 2020 SAP Concur All rights reserved.



4

FNA CEBI AR (CBI T 2R (CDNT(E. CORFIAS D [FEHE. B
SIARHABDETE. CBS 7HI> K~ Oto3>a8RUTIIEE,

H—RFOEZEDYHTSICE :

1. [AEDOEME] R—>7T, H—K LIO— RZEET DIBURRRTFTFIANZANDU. R
Rl 2OV IULFET,

2. JRSNETMSL - RE&ERULET,

NOTE: 7— ROEE(E, 1 EICDE 1 DUNEIDETRZENTEFE A

3. [BIDET] 20Uy oULET,

I8 0 )

Hame on Card « | Account e Last Segm... Payment Ty... Employee Hame
Chriz Miller Individual 4733 BCP Chrig Miller
Pamela Brooks Individual 4589 IBCP

Sue Peterson A...  Individual 1700 IBCP Sue Peterson

20
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[BIDYTIOEDH— RICERENZAF] 577700 Ry IR RESNET .

Assign Account with Name on Card: x
Pamela Brooks

Transaction Release Period (days) I 30

Search:l

Login 1D Last Name First Name Middle Name | Employee ID =

4. ROBWEASIULET,

o HNSI2GERAE (B) : 1 ~ 999 DIEDEHBZANULET . H— REIDHTOHMAH
5Z08FE5I\WC. BNESEEORBEZRELE T H— REIDHTDER. 1—
Y- (CARHSNDEEIDEt EHIEZDOEEATRITNERDFEA, H—REIDY
ToORME. BYEEORTETY,

| [EXSIABIMARI] SBE QR FELEEOTERA2R— N W—ILEFE> TD1>
R— NENEEG COFBRTEEYT . [EEIAR] HECDVNTOFMIE,
COHA RD [BE] 2SBS0,

Expense: SEAN— R ERHFFROEG|IBBHEDER 21
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¢ BRFE: H— PORZRDHTIREEDMZ 3 XFULANDUET ., BREAERE.
BRRZEITUTCVWIERELRUIIL-TADRES (CHR=NET,

5. [BIDYET] 20Uy IULET,

H— ROEDEID 2 THERR

ERELI Y -HREACIIL-TCBLTNDIEE, EBEII-F-—NS5EAND—RDOEDY
TZRRL. REIHDOH— R UXBMIRIZENTEFT . COEEE [BAD—R] R—ZH
SIT2CENTEFET . H— ROEIDHTH@IFEND & BEEREELFUIIL—-THROMDIESE

(CEIDHTENDKLIICIDET,

NOTE: EEENSEANT— ROEIDHTHRFENTVTE. REBEL/R— MNIEBINEFE
LTCWDiEE. BEI(IREENFE TREZHIRIDIFEFTEDLIIR— NMIEDFERT ., &
HEBENLR— MHOSEBIZHIBRTD E. TDEAT— RICEIDHTOSNTLROEEEN
TOBEIZERATEDILDCRADET . FT. REENSEAN— ROE|ID B TZERHR
IDE INTOREZEHDEENA®, RBHFEHLR— MTEEL TLVRWI RN TOES|IH
[REIZH] [CIRDFET,

»  BIFEOH— ROBEDHTZEFERT BIC:

1. [AEDOEM] R—>7T, REEZRFREIDEUIMRRTFANZAD L, [RR] 20
UwDUET,

2. JRSNETMSLO—RE#ERUET,

3. [BIDHTHERR] =20 v OLET.

=3 =3

Hame on Card « | Account Type Last M... | Payment Ty... | Employee Name Em

Chriz Miller Individual 4733 IBCP Chriz Miller Chr

Pamela Brooks Individual 43259 BCP

Sue Peterson A...  Individual 1700 IBCP Sue Peterson sug
22 Expense: SEA— R ESHFEROBG|BAHEDOER

=IEEHH: 2019 F 12 A 20 H
© 2004 - 2020 SAP Concur All rights reserved.



WD 17700 IRy DANRRESNET .

Unassien account with Name on %
Card: Chris Miller

e Are you sure you want to unassign the selected account(s)?

4. [FW] 20Uy ULFEY,

H— FAEOHIER

SHTHERASN TR, FEERRE(CEIDH TSN TLRW— ROBTHNE, EEEE
BCOI—TADEDORETEHIBRT S ENTEFET . H— ROBIF—FX(C(F [EIDHT
H] & [REIDHET] HHDFET,

NOTE:EAN— RIFSRFLMS VI K FU—K] 2NFET. COBEBERES AT AICKE
DFEIN. REENSIERRERDTT, Feo ROT 1 — RICEDEASD— ROED
HoO TCHBEMIBRRENDIZLEHDFEEA.

CFIRDwHEIIC

[EAN—R] O [®E] 7T T [H— RAEDOHIFZEFRITS] DRENERSNTNDREDH
BHEE L [HIR] RY>ZERT DT ENTEET.

L 2U<E KAA RO [2EE] o33 >52T8BIEE0,
»  H—ROEBELIBRTSICE :

1. [AEDOEMR] R—>7T, H— ROBZRET DBEVIRRTFANZAD L. [RFR]
ZOUYIUET,

2. RSNZAITHSLO—RZERUEXT (BEERA) .

Expense: SEAN— R ERHFFROEG|IBBHEDER 23
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3. [HIBR] 20w OULET.

Hame on Card « | Account Type
Chriz Miller Individual
Pamela Brooks Individual
Sue Peterson A...  Individual

3 I I ) )

Last Segm... ment Ty...  Employee Name
4733 BCP Chris Miller

4339 IBCP

1700 BCP Sue Peterson

En

WD 7700 My DANTRESNET.

Delete account with Name on x
Card: Pamela Brooks

9 Are you sure you want to delete the selected account(s)?

4. [BW] 20Uy OUTERLUEN— ROBRZHIBRLET

HIFR U2 h— ROEDE

BEEQ. MATHIBRUIZD— RORZET (B7O57«J10) 32 &nTcaEzxd, OEGEID

HTEDBE L. REIDITOHEENDDFT . OEMSEIDHTEDIGS. BHRESEI A FHAR

ZFAUTEBIENSESNET . T, RIS EDOREIFBEER SN, 5| A AR OEHE
([CEOTERIDBTHRDRER(CH U TCRRFZEIFRRCRADETT, NBEZRODHTESNDI—

Y& BREELAUIIN-TTHINENHDFET.

NOTE: &ctae(d. [EAN—R] > [&RE] T T [H— ROEDHIBRZEFEI S D] DRENE

IRENTWBFOHFERTRENET,

EXb: COYATDOH— ROBERRT BDICIE. BRREMGC [HIRULEOEEEHS] ZEH

LET,

24
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S| AFMBOERZMH TEHRHUET -

HEIAEME(R) : H— RMETOBMNS ZOBFZ5 10T, BSEEORIEAZHELET.
H—RETDER, 1—Y—(CA RSN SEEIDEIRE (EZOFERR (CIRFTNERDEEA. H—
REID S TORM (G, BIERORTETY,

RANTSOF714 R - EIDYTHEDOOELESIHDEIDHT

HEIDFR R IERRZEG I DEEIHEORNZ. BIfFDH— RO SHMALRVWKS(CT BT
B IDRICOBDEIDETHEFRZ L THEFI. TNICKD. BEOHIRAHIFR=N. BE&ET
DIRILFEERENEEA. BEREELRAUIIL-TAORIOI-H—(CEDETENDLD.
IR ZBEETCETDRDICIEDET,

ZFIRADwHIIC

[EAN—R] O [EE] 7T T [H— RAEDOHIFZEFRIT S]] DRENERSNTNDEREDH
BIEE (L [HIFR] RY>ZERAITDIENTEET, Fllld [HER—] > [2MERTE] Dtz

023> RITIEN,
» H—ROAEZETISICE:

1. [AEOEME] R—>7T, H— ROEBZRHES DBEVMRETFANZASILET. [H
BRUEOBZZHD] DFTvI Ry IRZERULTND I EZHR LT, [RR] =20
UwOUET,

¥linclude Deleted Accounts

2. RRSNTATHSLO—RZFERUFT (HBEERE) .
B> b H— ROEMNHIBRSNTOUL, [HIBR] OFIC [([FU] BRRESNFE T,

3. [®&x]Zz0 v IoULET.
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ment Ty-.. | Employee Name

Name on Card « | Account Type Last Segm... | Pay Email Address

Chris Miller Individual 4733 IBCP Chris Miller ChrisMiller@Random\Verbs. ..
Pamela Brooks Individual 4888 IBCP
Sue Peterson A .. Individual 1700 IBCP Sue Peterson suepeterson@randomver...

4. RO 47O Ry OIANEK RSN [IRW] 20Uv I ULFET.

Restore account with Name on Card: Pamela x
Brooks

g Restaoring the card account(s) will allow the card account(s) to be seen by the employee
and for transactions to be seen and expensed. For any card accounts that are assigned to
an employee, the default Transaction Release Period value will be used to determine
visibility of transactions. Are you sure you want to restore this card account?

OFEMNMETEN. BIDHTONRREICRRSINETT . Fo. REHOOFBFEBACETRRE
N, SBOEDETICHEATETT .

5D TTEEHDET .

H—RAI—T—(CEDYTSNTLWNLE, BIFEOERSIA\HEABOEIERTY .

HIBRDBR(CAFARGEOEEINMFEUEHEE. BEIN(CIRIARGEOL O— RAMER SNE
3_0

Excel 9—93— MMIIRR—b

RREOERE LU TRRSNIEN— ROBDT —FETIRR-hITBZENTEFT, TIR

—k~ F—%(d Excel D—20>— MNERTY ., BED Excel D—20> — M EERRICIEENBIRET

g_o

[

CORFIAAS D [Excel T—0>— MNBAO—R F—=FZITOR— ] 2ZE8E<
ZE0,
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toS3> 6: BEIEER—S
H—R FOPSLEBREO—IL (DH) EHDI—F— (T COIT DT ILRIENSD
FIH. FOCREH— R TOISACKHELLBEROEROHCHBENTNET,

(O st APh— RICEES ZEO—ILDT I IIEDELEIC DT,
D TO—)LEFOLRE] 2#SEBBLIIZE,

FULEZORFIAY

5| EER—-S&EDTEAND— FREIZEHRT D

BEIBER—HES &, BUIIIL—TO1—H—(CEE|IZEEM TR ENTEET, DR
—ZTlE UTFoceERnTEFT,

o JEAN— REBBIDREE LEIR
o EREB(CHBIOAREZIIEAR

e Excel J—U>— MMMDFT—HDIIKR—

5| EBR—SADF7 IR

» [WEIEER] R—SAFIERXTBICE:

[EABD—R] R—>T [ARDER] 5T =20 IV IULET,

Manage Card Programs || Manage Accounts | Manage Transactions || Manage Lodge Transactions || Merchant Code Mapping | Settings | View Import Logs
SearchText ~  Searc hin
I Wame on Card
Filter By Filter Text
No Additional Filter Hone I
Show Only
Any Hidden
0 Select one or more transactions below and click Release selected rows or Hide selected rows.
Name on Card Las Employee ID Tra Transaction 5ta... Merchant Hame T tion A Tra ti Dat.
. L S L AYLsE pote
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EAN— RHBEIDRE

EXE D MEIEH®] X—>T, BBIZARULEDIERRICLIZD T DI ENTEXY . 6z
FRRIDCF BREATZI>DIIL—-T&ERUTENDEBIDTIL-T&IBELET . FIH
HEDLARBERNEE [H— RICEESNIZEAT] DETT . [H— RFFBEER] F2E [&REIA
> B [E%8 ID]. [EBI51 7] [RT—FX]. [Bf]. [£8] BREDEBI & (THZTAN

B3N TEFT,

NOTE: ‘A h— REIEE(L. BOOHS|IZRRIBCEFITEEREA. F£e. BURWTESZD
(FRIC)IL—T o1 —5 —(CEEL TWLWBEBIEITTY,

P EAD—FHREIEZRRIDICE:

1. [IEIE®] 20Uy IULFET,

2. BEIZIRFRIBIC(E RDIT 1 —ILRZASLET,

J1—ILR SR/ 11

BRRTFA

WA BRODEAND— REBIZRFRIER & UTERRIT DIHD—BDORRT+
ABZEANLET . REBREEERELRACIIL-TDI1-F—(CHIRENT
L/\ia_o

N

[RFETFABN] [CANDUETRESNICEEIRFRT — Y ZBRUE Y.
o H—RICERENTZAR
XFEAN U TRFRZAIBLET . BREKDAD(CEETS(TEMDXF
ZAALET,
- AE&#S (2—H)
AR BRRTFAMEBIEFRLETEC—HUTVWDIRENDDFT,
o RIBEIATB
[RAZEIAT N (. ORBSDORECHD 4 HIDRETY.
o {EXRE ID (E2—H)
AR RRTFAMEBIERFRLETEC—HUTVDIRENDDFT,

28

Expense: S EAN— R ERHFEROEBIBBHEDOER
=IEEHH: 2019 F 12 A 20 H
© 2004 - 2020 SAP Concur All rights reserved.




SR/ 11

T —%
4

RDATZI>ONITNHEBIRT D LT, BRRBRZRDADZENTE
ig_o

EBMDI A III—RRL: INTO—HERRUET RRERZIT 1LY
—ULZFEEA) &

MBIRM: COAT>3a>ZBIRL. ADULEFESZLL. UTFFEEE
M EDWITNAZIEELE T,

MEBEDRA: COATS I2EERL. AN UEXFITIHED. &
. BB, FZEFTERC—HID. DVWINHZEELET.

FRIZRDIR

REFERZRDHAT I —(CHTIEFFEDEDCR O THRRUET .

ERDIRE: [LR— MIREIDHT] HADRT—H XTI,
WBRIERR: OGS FEHMMERE (T UTIFRRICT DT E@ERL
TEIRTOEMEIZATTY . Xih Bih. BICRITFHERNCNICES
nx9.,

EEDEIEENE: 3T 2R— MNETARBEOMODERSI EEE L TVDE]
BEENSDDERT, BUT v — R T7AILICEEINMEREREL TVDIEE
(F. BEINEEL TVWDOREENH D EEZSNE Y. BBIEA > R—
ENFIN FRRICEDFT ., HDIEBINUAIDRRDZITEITICK
DTAZR— bESNEEEIEEBELTVDIHES. TOMEIFEELTND
EHREN, A 2IR— hENFERA.

H— REIDYTH: 5Dt LA ERBIAREEN DS (— RHVESE
BICEAIDHTONZAMNNSREEED [HEILRRE] =ECIEESN
H#z5I\WzHEDAD . £&EXEHD—RA 10 B 30 HICEIOHTS
N, BEBIAREAREN 20 BIZE TS &, 10 B 10 HXDRICFRAE UTZE
5l(& [H— REIDHTAET] (CRADFT. EBIEA>R—bhanFEINn, Ik
FRICRDZET,

FEFhERL: B5|DT LB ERGI AREIEN OGS (FEIENSHEED
[ERSI ARMIRE] RE(CHEESNZBERZSIVWEE K DD
LR—BCKREIDYT: 5131 -5 —(CRRSNTE D, BEBELIN
— hMIEDHTENTLWEEA,

I1—5—3kHRR: 1-H-—NDEEIZLR— MIBMET, EAN— REE
PMEIRRICUIEZEZRUTVET,
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3. [BR]ZVIvIOULERT. REFMFIC—HIDEBIN [HEIEHE] R—(CITRRSN

353_0

BRDHS|IZRDIITZR. EAN— REEBEIZENSORSG|IZH— RFB&EICARI DN T
(FERRICLET . BREEREACIIL T OIS —FZFEECROSN TSz, BIEE
[FCORFRFERDINTDOTI>3> (BFH. FRR) ZRICENTEFTT,

A

BRDI)IL—FICWBREE T, &ailC [User]l &4, HhD [McDonalds] &WLWSEEION
BIE(CRET BIERTRDEB|IDHZEIRFETDELUET,

R=2ORFRT I3 2VICE RREREZRRT DCOHDEZASIUET .

TJ1—ILR%

RERTFA b

ANT3E

15—
[h— RICRENELH] ZEAT3RE. LHO—BHUETT, DILRD—
REERTEET.

T —%&44

M

[INEBFEDZFI] Z#IRT D LRRFMNEDDET . COIFA(F PRTIRES].
[(REED] IRECHELE T, BRUZRMHC—HT 2EROHFZBSNDEZ
ABDLET,

FRIGRDIRTE

EBDIERR
ZOMOEREX (G [1—T —IERR]. [EEDTIRENE] RENHDFET,

BRECOIZIVEITROES DT,
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Manage Card Programs Manage Accounts Manage Transactions Manage Lodge Transactions Merchant Code Mapping e

Search Text Search In

I user Name on Card

Fitter By Filtter Text
Merchant Name BeginzWWith I ]
Show Only

Any Hidden q.)

BRERIER(IRRT 7 DT (CTITRRSNE T,

LV E[F/NE:
b EAN—REGIZAHTBICE
1. N— RAEE CHIMEE(CAMT BEEIDF TV IORY IRZERUET .

2. [DBIRESNEFTOLAE] 20Uy O UET, BRUCEBINMEEBICAMEINE T,
BHUR[E Expense (COJA> UFEEFC. SEESNEEBIZELR— MIBMT D2 EN
TEFE9,

1 O IR— MBS LVIERRDIRILAY A THE| 2T B

ATM Bl UDEBIZ A THMRIAE U TA 2iR— hand &, A2 MR— b W—ILBMRAILE T,
U ARINEEEOEI— RO A 2R— bSNARADHGREE (CEEM TSN TUVIRVMEE (R,
ZOEE|(FA 2 R— FENTEBEBMNICIFRRICIRDF T, I—F—0OBERBI— ROIMERS
NTREUHTEIDHTHEIRECIRADF T, Fo. BIREBQFEEIZRREUVCFHTEIDHTD L
5ETEEXT,

HERACAOEI—RZ2EDHTS

[EE] > [&4] > [AREE] > [1—Y—8E] R—>TI1-—Y-ZRRL. [REHEBELHE
SNEDOHTFE] T RILBRFREREI—R] ZAN U COEI—- FZEIDETET,
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4 Approvers  ®H Authorized Approval Limits €% Expense Preferences ¥ Invoice Preferences 1 Expense Delegates

Expensciandlinuoicelsettingy 3] Invoice Delegates 3] Company Car

Country of Residence State/Province Ledger Reimbursement Currency Cash Advance Account Code
I UNITED STATES Washington DEFAULT I US, Dollar 10759

Driver ID s a Test User? Org Unit 1-Division Org Unit 2-Department Org Unit 3-Region

Custom 19-Payroell ID Choose Vendor Access Group 1 Choose Vendor Access Group 2 Choose Vendor Access Group 3 Bl Manager

Davis, Pat (patdavis@randomvert

Default Language

English (United States) -

IEIZIRRICTS
> EAD—REBIZFRRCITBICE :
1. N—RABE CHIMEB(CH U CHRRCIBIEIDF TV Ry IRXERRUET .
2. [BRENEZTDIRT] 20Uy IUEY. BRULEBIHRES (COF U THFRRICR

NET., HEEHIRE Expense ([COT A>T BRFCEBINIERRICIRDET,

Excel D—93— BRI RXR— b

BREROERE L TRRSNIEAN— ROEDT —FFIIXR—-bhFDZENTEEFT, TIAR
— b =53 Excel D=0 — bMERTT . BED Excel -0 — MERRICIEENTIRET
ED

L ZoRFaX> kD [Excel D=3 — MMH—R F—9%THOR— ] £#TSBL
k=l AN

o3> 7: OYSOEDOER - fIE

BWHOI—F—(CH— RZEFEITIDDTERL, HIRADEAD— Re—HgHtId L%z,

AT H—RE TOv>2923 (BRD) 1] LEEVFY. CDiBE. I—F—HitikaH
FIDEIC. HIREBFEZI>TIBEH. 1> R— b0y TG (CREBEN—BOHEE
8 ID 25U F9. O ID (FOv ZOBDA > iR— hDRICEBFERAEN. S XFLANHKRE
A—Y—2Z2USTIDHDFEELRDET,
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—HIBT—INRONST. I-—F—-(CEDH TR LN TERVOY ZEEIE. TR 72
Oy 2SI EENET. BEEG [OY SHSIOEE] R—>ZF > TRRL. RBARESIZ
EULWI—Y—(CEIDHTHTENTEFXY . 2o CEIDHTOSNIEEEIZMOI—Y—(CEID
HTEIZELETEFY (BBINERERELR— MCERZBMENTORWEE (CDHETEE) .

KRB > R— bhEnizht. —EIIHES ID HRunOy Gl Coiza, BElE TR
EHREN. FHTIL—Y - (C—HSEIHENSHDFT.

A= A2 R— b ESRFER(CRO>TCEIDETOSNZOY ZH5EI,

CFIADRIIC

Ow ZEGIHENS A b ETIEUSEET D72, FRRDERZIHRIES 0N,

INCOFITEHOOY SR (CRRZERET D&

Oy 2OBZHATIREEN AT LARCHBIFELTNDI L,

MEEBNIERELHBOIIL-THECBL T\ &, JIL—TDEIDHTDHE

ETY,
FATRAEBTIEULMERES ID 2RI L. ROMBNIE. RIBE(CHER UIELE
LET.

SAFAFARRAOY EBIZ—HEEXISELFIH BEWIRET DI LEEHDFH
9. EENBEEMITZAT UBE. FETRSIZ—HSE D T EN AN ZHE:R
R(C [ERoTz] 8 ID WMERSN TV DIBFIZEREL TIEIELE T,

SAFAGARPREGIZFHRITDE. SITNKRUEZLZEREBCBAMULET. 2
FreEOvZORMRBAEVNSEEOVI NN ZRLET.
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Ov > h—ROEDF7I5 1 T4k

ERI>DILY> MMIOVS H— REEZEMICTEEI. INZEITIDCE B—EX UOT
AREFXELET, BMCTDE I>FT1T1D CC A 2M—MNEITv— RRADOY ZEEIZ
AL, ENoZzEt)(CABLET . [IREORFZEOY A/ U J(&. Expense DiE
AB—REBY—IILZNUTHRATEDLDCRDFT,

L v h— ROBOF7OF 1 TLCDNTOEMIE. ZESH R [Expense: OV B
—R] #BZEH S0,

o3> 8: OYSHEIDEERNR—S

[Oy EHEIDER] XR—>THE|ZEHE

[OY ZEEIDE®E] R—>T(E. FRROIENTEET,
o MRERELR— NIETEBMENTULVR, > R— NEOOY DOMRES|ZRRT D
o AHARROWZHEElI. SKURD CEHEMIFSNZOY ZEEIZREL TGERTD
e BHDIUI—-TICEBITDI-—T—=EREL. BEIZEDHTSD

e Excel D—0>— NCIFT—HEITOAR—KTD

I1—Y5—ADER=

I—H—(XBEEDEAN— REB|IEBHRIC. Expense TOw SOREBEHDOREREL /R— b
([SENMUET.

Ow ZORES|IH [LIR— MIENTESEE] €U 3> (CRRESNFT . [h—RERDIE
] &&RUE T,
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My Concur  Request Travel Expense | Invoice Reporting  Administration  Profile

View Charges  View Reports  Mew Expense Report A Reperts  Process Reports

Expense Report List

Unsubmitted Reports

View =| Create Mew Report Add Card Charges

Expense Reports
Report Name Comme... Status Fay.. | Report Date ~

Training Class 4 ot
provide training for... fiot Sub.. Fat P

Smart Expenses

Import =

Expen... Expense Type
Oe Travel .. Undefined

[<] Travel .. Undefined

Trawvel

s at
i Mot Sub... Mot P..

September Expenses
Advertising and recr.

Mot Sub... MotP..

EYROY DO/RES|ZEIRL. [ 2R—B] > [COLIR—BMA] F2l& [ 2R—B] > [#h

HMLR—BMA] DIECOUY DI ULET,

My Concur  Request Travel Expense Invoice  Reporting  Administration  Profile

View Charges View Reports New Expense Report  Approve Reports  Process Reports

Expense Report List
Unsubmitted Reports

View v| Create Mew Report | Add Card Charges

Expense Reports “ Smart Expenses

| Report Mame Comme... Status Pay... Report Date ~ Total

Delete Report

| Training Class ,
Provide traming for . Not Sub... Mot P.. 11/02/2010 usp .. | Lo — —
= Jravel Not Sub... NotP.. 11,02/2010 oo ||[ ToNew Report ned 02/21/2009 £26.14
Travel ... Undefined 02/21/2009 £1.01
o Septemper Dxpenses Mot Sub... Mot P... 10/13/2010 USD1... ©
' < [=) Travel ... Undefined 02/21/2009 £26.1)
~n \ i At o — —
\ X J—
Ov OFRSIMEERELR— MNIRRSNET,
My Concur  Request  Travel Expense Invoice Reporting  Administration Profile
View Charges  View Reports  New Expense Report  Approve Reports  Process Reports
Travel Delete Report Submit Report
(#) New Expense | Import = | Details -| Receipts ~ ‘ Print / Email ~ |
Expenses View T <( Smart Expenses )
(| Date Expense Type Amount Requested Import = |
Adding New Expense (| Expen... Expense Type Date Amount
6 Travel ... Undefined 02/21/2003 £26.14
0o'e Travel ... Undefined 02/21/2008 £1.00
\D [S] Travel ... Undefined 02/21/2009 £26.14_J
TOTAL AMOUNT TOTAL REQUESTED
£0.00 £0.00

Expense: SEAT— R ERHEEROEG | AHZEDOEIR
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Ow ORI ZRIRYT D L. [BEFE] F7(COY SHEDRIAVT A THRRESNE T,

My Concur  Request Travel Expense  Invoice  Reporting  Administration  Profile

View Charges View Reports  Mew Expense Repert  Approve Reports  Process Reports
Travel l

(® New Expense Import - Details - | Receipts - Print / Email ~

Expenses Delete | Copy | | View v | « Expense
v Date ™ Ex T A it Requested
€ S moun — Expense Type Transaction Date
02/21/2009  pirfare 2614 2614 Airfare ¥ | 0zjzifz009
a0 Travel Management Co0000000001 ' '
Business Purpose WYendor

An appropriate exchange rate is not found for the currency that the report/entry
references, Select another policy or contact the system administrator, (Error evaluating

receipt limit rule: CES Standard). Enter Vendor Name City
)
Payment Type Amount
v 26.14 ad
[% Cammant
TOTAL AMOUNT TOTAL REQUESTED
£26.14 £26.14

XINFATHOY SORDOEDTH D). HEB(CIHHARENFRA.

[OYSHWEIDER] R—SIADF IR

NOTE: [Ov ZHBIDEE] FT (&, TOWEEN T IFT« TSN TN BIEEDHFIRATIEETT .
WeaeZ 7707« 16T B(C(E. BIFE Concur (CH—EXZETHRFES 0\,

> [OYSEHEIOEE] R—SAFIOEXITBICE:

[EABD—R]IR—>7T [OYSHBEIOER] 5T 20 v IULFET.

Company Card

Manage Card Programs || Manage Accounts | Manage Transactions Manage Lodge Transactions || Merchant Code Mapping || Seftings | View Import Logs

Lodge Account

I Select a lodge account.

Search Text Search In

All Searchable Fields

Show Only

Transactions Not Assigned to Employees

0 Select one or more transactions below and click Assign To Employee

I 1

Imp... Traveler Name Ticket/Reser... Merchant Name Descrip... Additio... Transa... Currency Transa...  Posted ... | Employ... | First... Last...
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Ow SRR

[OYEBIDEHE] R—(C(F, BERELR— MCELEBIMESNTULRVEBINERRENE
9, OvZOEEERTDE. ITHARRSNET, FITEOVSESIZERLTED, FIBHUIC
[FHRES. FHES. BT, REERMEMHITDIEHDIERRENSHDET,

» OYVSORZRRIDICE:

1. [Oy>EEI0ER] 20Uy IULET,

2. BI4—ILROADE. TROLSICITWET,

1=K

B2l

Ow O

WA ROYVIIIZ UX IS, A 2R— MNEOOBRZERUET,

BRERETFI b

BELRDZ—RBOXFINZANLUTURX ERD. BRNOESE|IZIRFELE
3_0

RERGPR

[RR] CANSNEXFIIN, ROFIDFICEFNTVBT—FIDHER
RUET,

o A2R—hEITES

« ®’ESR

o FUvNTFHES

o MNEE/EDRZH]
ROABEZIERE, INTDT A —ILRZRREUET,

o RFOIGEERINTDIT 1 =)L (BIE)

FRIZRDIRTE

RERERE T ILI—LUFT,
o MEEICEIDHTSNTUNDESEI

o EB(CEDY TSN TULERWES] (BEE)
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3. [BFE] Z0VyIULFT. ERLEZOY ZORDEBIN, RRETYTFDTFICITRRSN

F9,

Im... Traveler Name Ticket/Res... Merchant Name Description
1 AMIN 12566026429884 London
1 ARRIOLA 12566034080696 % London
1 AZIM 23696095300625 London
1 BAKKER 23696095300754 London
1 BLAKE 12566030932251 London
P ~assnocys oncencu 4nc 204 R

ERRTETT(E, [HEEA] Z2E LS U THEINRRSNEIH. RSN TV
ITNEURBEXDOEECTDIENTEFET,

LD EEIOUEABZFRRICDOVTOEME. [BEIERTOUABZ E T ILS—]
BB,

HWEIRRITOAENERET 1 IILT—

BETE, [HiRER] OHWNZEELCTILI 7Ry NERCEEINTEATWNET ., TDMMDIIIZEE
E(CHBIZUENRBERDCEFINEIUYIU. [RIBCEARER] F2(F [BIRCEAER] 23ER
LEYT ., "RIDINEEMTZIIHIRT BT eI UyIXRZENIR H—V)LZ2EHE
FI. RRFLFFRRICTEDINOUXA M FITYVIRY DX EEECRRESNET, FTV
OMY D REAZFZEATICLT, ENENDINZRRFIZ(IIERRICHELET .

Ticket/Reservation Mumber * Transaction &... Currency Mercharnt Mame
12566034081525 4| Sort Ascending GEP

23696006952605 Z| sort Descending GEP

12566034080652 GEP

1256602642984 (B Columins b Ticket{Reservation Mumber
1256603080696 21,600.00 Transackion Armount
05396099736182 -29,100.00 Currency
23696095300625 17,900.00 Merchant Hame
12566030932063 11,300.00 .
12566034082030 1,500.90| ). Treansection Date
23696095300754 17,900.00 stz B
12566034081024 17,000.00 Employee 1D
1256603401201 17,000.00 First Mame
12566034080630 17,000.00 Last Name
12566030932251 17.000.00 "GBEP
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AERZOY B ZHHET D

ARBAIZERS| & (F. [EHRE ID] OF (MENRVWEDZIEULFET . ULIzh> T, REARESGIZRED
1T3%mEa. FI (& [HERE ID] OF (ENRVWEDZRLET ., COIDINEXZFIATD

& REIHOEB|IZ YR MDD EIICRRI D ENTEFT,

Ov G| DR

» OYSHEIZRRIDICI:

1. [BRETFABN] (CXFZANDLET, TEORREEZERTEET.
¢ WEEBID
¢ EEBDOH
o A2IR— hERITES
¢ DNEAJEDZE]
¢ FUYNTFHES
¢ HRER

2. [BR] =20 )y IUTRRMIBULET,

Search In &l Searchable Figlds 12

Show Only Transactions Mot Assigned to Employees @

REFRBE(C—EHT DG DHNRRENE T,

Import ... Trawveler Mame Ticket'Reservation... Merchant Name
1 AMIN 12 26429584

1 ARRIOLA 12 4080696

1 BELHASSEN 12 34081201

1 BLAKE 12 30932251 b\

1 CAMPBELL-BREEDEN 12 30931794

1 CASEY 12 34082516
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Oy SEsEIDEDHT
Oy SEEINREA, FZEBo TADHTSNEEE ELTHBIENZ & BB ZEBEDIIL

—TADELVWI—F—-EBETEFIT, INZITDICE. FIHICEEIZERL. RICI—H—
([CEIDHTET,

DTS5 ZEIRT D
P HE|IZEIRIBICIE:

BElzE#EIUYy O ULERT, BRULEBIFENTN/\AS1 b, EIDHTHTEDIRET
HdTELERLET (RZEE8R) .

B> b: Windows @ Shift + Ctrl F—Z URNS IO IRECTEEIZI)L— T ERTEET,

5|21 —Y—(CEDYTS
» BFRUEERSIZI—Y—(CEIDYTSICIE :

1. [ERBICHIDHTS] 20 Vv ILFET.

@ Aszsign To Emploves

It Run{jmber TH

2. DBIRUEEBIZEEEICEINNTS] DY+« 70O0 Ry IXT [IRE] (CHELEL08
D3 XEEANLES. REETI> (F) 200w oL TRREREIBLES. X
(%) #OUYOULTTFFAN RO EZEZMIRUET,
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../../../../Users/paulab/Box%20Sync/TechPubs/_WRITERS/Paula/_SVN_Projects/CTE%20Trunk/en/Expense/admin_exp/compcard/lodge_view.htm

Assign Selected Transactions To An Employee o

Search: | Miller ® [0
Lodin 1D Lazt Mame Firzt Mame Emploves IO =
ChrizMiller@@TechPu... Miler Chris ChrizMiller@Tec

l .ﬁ.ssign{b“ Cancel

3. BRERERNSTZERIVYIUTREEZ 1 ABIRLET (BIRTEDDIEE 1 AL
IFTY) o« SNUCKD [BIDHT] RIATIOFT1TCIRDFET,
EX M REEZRDIFBIICIE, HWaeBECRRERZLNEZXET .

4. [BIDYT] 20Uy oULFI. BEINMEIDHTSND & [OY SEEIOER] X—-=
[CRDZEY,

Ov H5IDBEID 2T

ITICEIDHTOENTLWSOY ZHB|IZ, BDHTEDRESPERE LR UTIL—T DM
FEICAIDHTRTENTEFT ., BEIDHTZITOCE FIHICEBIZERL. RIC [1E%EE
([CEIDHTS] e ZENE T,

BEIDITI SMEIZ&EIRT S
> ERSIZEBIRTBICIE:

B5l1ZBEEIUYYIULET. BRUCESEIFZENEI/\ASA hen, BIDETHTEDIIRET
HdLERLEFT (REER)

B> b: Windows @ Shift + Ctrl F—%3 LRSI IORIZETEEIZT)IL—HEIRTEFET,
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512501 —Y—ICBEIDYTIS
> BHRUESIZI—Y—(CEEADYTISICIE:

1. [ERKICHDYUTS] 20 Vv ILFT,

@ Assign To Employves

Imppart Hun{jmber TH

2. [ERULEEREGIZHEEICEDLETS] DY« 700 Ry IRT [BRR] (CREELDS
D3 XEEANLES. REETI> (F) 20Uvo L TRREREIBLUETD.
X (%) #OUVHILUTTFER N Ry IR ZZMICRLETD .

Assign Selected Transactions To An Employee »
Search: Miller x [ O
Login ID Last Mame Firzt Name Employee ID =
ChrizMillen@TechPu... Miller Chriz ChrizMiller@Tec

l Assign To Other EmplayemLJ Cancel
L,

3. BREBROITOFNSHEEZEZRIVYIULTRERLEYT (CCTREIRTEDDE 1
ATZIFTY) o SNICEKD. MORRKEICEIDYTS] RYNATIFT1T(CIRDFET,
EX b REEZRDIFBICE, HWEBECRRERZUNEZIFT.

4. [MbDHEEBICHIDYTS] 20UV IULFET. BBINEIDHTSND L. [OY S
DEE] R—Z(CRDFT,

Ovw SHSI D& D X TR

ROFIET(E. BIDHTEDOESGIDEIDHTE/ERL T, RABESIDIEEFS(CRETEET .
COOHEREIE, RO TEIDHTOSNIEEGIDEIDHTZHERL. BIDHTINSREENREDOND
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FTHEIZ 3] E— RICITBEFICENTT, EEELE BEECOIL—To1—5—(CHE
BUEBICOHF IS 3> ERTTEET,

DY THEFRI SENGIZ&EIRT D

» HR5IZERIBICE :

iy
o

BEIZEEIVYY I ULFET . BIRUZEBIEENZIN/\ASA b, BIDHTHTEIIRET
HdLERLEFT (REER)
E>b: Windows @ Shift + Ctrl F—Z# UIIHS Y IRBETEBEIZIIL—TEIRTEET.

¢

5| Zf#Izd D

> EIRUEERSIZI—Y—HSEIDY TR SICIE :

1. [EREHSEDYTHEIR] 20V Y IULET,

@ LInassign To Employee

Ticket/Res

2. BROYA770O0 IRy OIPFRENZS [OK] 20U I LET,

e

Are you sure you want to unassign the transaction(s) from the employee(s)? The transactions wil
return to the orphaned transaction queue for future assignment.

= @J[ Cancel |

RBAZRHERS| DER D RN

A 2MR— NEAFDOY SOMEES| (CEFNDEEE ID AMEULSRL, FEFERE ID iARD
NSRVSE IRAREEI EHRENET . TDHBE, SRATAR>RDFT I3 EZRITUET.

1. HEICEFNDEREBHRZEEIC, BBERREDHSWD [&AET] T1—ILRERSU
FI. TRIC—HITDE ZOI—Y—(CHEINEED TSN, TENZHNSEDIA—IL
MEEENFET,
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2. —HURWNEE, BBl A 2 /R— hSNTHSARREGI HOEMOESESNET .
Fle. EAN—REEEBC(E. ARRZOY EBEIZREVCIEZA-ILTHSEFEFT .

3. OvZHEIMEELTWLWBOYORAEDMISRVNES. BEI(E1 > R— hand,
SATHMCZBENZHINET I, TJr—ROTOCR(EHELET, TEXRI
HICZaTEF (K] LLTIY—IE=NET,

Excel 9—93— MIOAR— b

RREOFERE L TRRSNIZN— ROBDT —FEITIXR—-hITBDIENTEFI, TIR

— bk~ F—%(d Excel D—20>— MNERTY ., BED Excel D—20> — M EERRICIEENBIRET
g_o

L ZoR*ax> bo TExcel T—I5—MABD—R F—HBIVZAR—K] 288BLT

<FEE0.

o3> 9: WK(HIEIDEER—->

[#HERS|DER] 5T FFEDRBN— R T« — R 51 T2EAL T3 EBHOHBICERS

nx9.
Manage Card Programs Manage Accounts Manage Transactions | Manage Lodge Transact c-{manage Fleet/Fuel Transa:tars)\er-:l'an: Code Mapping Settings | View Import Logs
Fleet/Fuel Card
Search Text Search In
All Searchable Fields
Show Only
Transactions Mot Assigned to Employees @

L zosTsLtbamh— RosME. /EH- R [Expense: &l — R #88BLUT
<IEESLY,
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o3> 10: MEEI— ROMRATF

EAD—R T —RENMEELFTTY— O— K (MCC) ZFRALEYT. Inid. BElIICEEN
DEEERZHA T DIeHDNEEI— RTI ., F/fo. Expense D [MEEI— RHSEESY AT
ANDOMEAFHF] T—TILICEFERENET . CDT—TIUIRES 1 T&EAND— REBI(CED

HTCREHITHERALET.

NOTE: NZE/ED— RIERBETERSNTCVDEH, RETEFEA. COEESNZI—
RiE. BAVRIDEE TS RTACHENUDFTMAATNTNET . T — RITFRHL
RUVIIERED— RAEFENTVBHE. ZOO— RESRATACEMENET. €D
— ROIBEEBEL/R— MIEASNBRIC(E [RER] ERRSNF T MMOMEBET—
RERRRIC, REEDOI— RIEFREY AT (CHRATITNEIET T,

bn8EREd— RDMEATFCDNT

MEIEO— RICE. BEYATZ 1 DRFEIDE TR ENTEFT . —A. BREFAT(ICE
MR — RZEEHEIDH TR ENTEFXT, EAD— REBEINSRFAICADETNDEIC,
DX BMIRVWNEEID— RE2EATVDISEE. BBYT(E RER] (CRADFI., D [KE
2] FISRTLREBHIATTY., Expense O [BEDEBIM] R—(CRRINET . HESIR
BB LIIR— b ZRE I DHIC. COEIZRYS—HNOBMMEES A T (CEIDHTINEN
HDFT,

NOTE: X EZDEBINEFN TV EREBBEL /R— MDOIRENTEEE A,

DNERRE ] — RODBUEE S A TADHIFFBHIE

S ZFAFNEED— ROFBREY A TADIMT T ZITVE R A. BRREY1( S IREY1S
W—)UICKDTHERRTEBDICH L. CBS Y2Z2DMDLR— MIBRIRRES - THES| (ZBE
BUTWRULWEDIREIBCENTEFEA.

Ulet o T [FROMETTF] AR5 > (3ERh &R D, BRES 1 THISF T anNEsa(c
[HNEEJE O — ROBRIRBAY A TR FREHT TV —CEELTLWERAL EWDIS— Xv
T—-HhRRENET,
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SR ROES|BHHE (CHS (T D188 ET — RO T

SHFEROEBIBBHZENERCAD TULBIFEE. Expense DEAN— REBEE(IRUS —(CK
DIAT T DR EZZEIT D ENTEFT, L& E. HDIFEDIERET— ROIMIGATF
IRTORIS—DIREDSELEFT., TDDIED 1 DEEFEHDORIS—DB Tty bR
L. TOMEEI— RZREBHFT IV -—HSLUREIA T ICEDETRABL THRATIFDZEN
TEFEY,

> [MNEBET— FOMRMFF] (CFIERTBICR :

1. [BAD—R]R—>T [MBEI—ROMBFF] 9720 ) v o ULFET, [NBEI—
RHOSEBEYI A ITADHATF] R—(C. S ATLARDIARTOLR— MIEBITE
DREEYATORRI R MIERRESNET,

Company Card
Manage Card Programs || Manage Accoun ts || Wanage Transactions | Wanage Lodge Transactions || Werchant Code Wapping || Settings | View Import Logs
Merchant Code Mapping to Expense Types
0 This page displays a list of merchant codes associated with their expense types
Find where | Expense Type Begins With

=3

Expense Type Status

Airfare Mapped
Airfare Ticket Tax

Awards

Not Mapped

Not Mapped

Bank Fees Not Mapped

Booking Fees. Mapped

Breakfast Mapped

Mapped

2. [RF—HX] FI=HR L. BEIATHITICHIMAIIFEINTLDINE S EHIMLE
ER

o B NEAED— ROREES AT (CHIATFESNTVETD,

¢ K KEETHD., MM IHNBETT,
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HEDEESI AT (I IMBEI— RORRMFITERTIT S

Expense DEAN— REBES LURHFEROEG I BHEERE Q. 7O7 1 TRESAT

ESAFTLAADIERET— ROEIDEHTHOEVR MR I D ENTEFT.

» WEDRERESAT(CHTSMEBEI— ROMBATZRRTBICIE :

[MERE O — RO SEES A TADOMIFT] R—ZTRECEUTRR U,

[EEY1T] 5

SEBOERIZBIRUET . R(C BIE] 20Uy 09D L [BESTATAOMBEI— RDE

W] R—SHERESNET,

Manage Card Programs Manage Accounts Manage Transactions | Manage Lodge Transactions

Assign Merchant Code to Expense Type Airfare

merchant code from this expense type, but is still available to assign to another expense type

Find every merchant code where| Merchant Code Begins With

=30 0 )

Merchant Code
3048 CRUZEIRO DO SUL

Merchant Code Description

3045 NIGERLA AIRWAYS

3044 AR LANKA

3043 AER LINGUS

3042 FINNAIR

3041 BALKAN-BULGARIAN AIRLINES
3040 GULF AR

Merchant Code Mapping

Settings || View Import Logs

0 This page displays a list of all the merchant codes that have already been associated with a particular expense type. Removing a merchant code disassociates the

Search

Vendor

MEBE]— RZBEIATNEIDYTS

SRFAGMEED— ROFEET A TADHIAT I ZITVE B A, ULIZA DT RO
3] R FERHERD, REES A THWIMSFSNZBEIC [NNEEI— ROREES
THEREBENDTTU-CEELTVERAI ELWDSIS— AvE—IHFRRENET.

NOTE: SHE(CIEU T, MEEDOLRICEDREEDEEY A TDRERET. MBEI—R
(CEDKBIEDRBYAN T2 LESTEFI. BEH— ROREICDNTHERI BT
REHA B [Expense: RHFEROEGIBMEL R— b BEH—R) | ZHHH<LE

=W

> MNEBEI— REZEEY AT ARRMFITBICE :

1. [MEBEI—RHOSEESIATAOHMTT] R—>T, BESATZERULET,
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2. (BE]Z0JUvIOULET,
3. [FOMAFIF] 20 )y o ULET . FIRATEERIMNEEI— PR RESNE T,
4. BROMAEI— RZERLUET,

5. [MBMHIFB] 20VUvOULET. [BEYAITADMBEI— ROEIY] R—IHERR
=NE9,

Company Card

Manage Card Programs | Manage Accounts | Manage Transactions | Manage Lodge Transactions || Merchant Code Mapping || Seftings = View Import Logs

Assign Merchant Code to Expense Type Bank Fees

o This page displays a list of all the merchant codes that have already been associated with a particular expense type. Removing a merchant code disassociates the
merchant code from this expense type, but is still available to assign to another expense type

Find every merchant code where| Merchant Code Begins With Search
Merchant Code Merchant Code Description Vendor
054 FSI ACCOUNT BANK

051 EXPRESS PAY BANK

050 EXPRESS DEPOSIT BANK

hNEAREd— RDiwEE
> MNEAREI— RERET BT

1. [hNEBEO— RHOSEEI A IADMEFT] R—ZTHRE(CIEUTHREL., [BEYA(
1 I SRESYMT (MEES. BHaERE) B&RUEY,

2. (BE] =0 v IOULET.

3. RECHUTRRL. [(MBEI—R] OFHSTZ#IRUT [BE] 20 v IULFET.

Assign Merchant Code to Expense Type Bank Fees

0 This page displays a list of all the merchant codes that have already been associated with a particular expense type. Remaoving a merchant code disassociates the
merchant code fram this expense type, but is still available to assign to another expense type

Find every merchant code where | Merchant Code Begins With Search
= =

Merchant Code Merchant Code Description Vendor
054 FSI ACCOUNT BANK

051 EXPRESS PAY BANK

0s0 EXPRESS DEPOSIT BANK
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4. [£3—R RUS—(CTIREOMBAIT] DXy T THEYLBEEZLFET. D
ZBEIBREDHIATTELT, INTDFIFT+ TI@RU S —([CBRASNET.

Company Card

Wanage Card Programs || Manage Accounts | Manage Transactions | Manage Lodge Transactions || Merchant Code Mapping || Settings || View Import Logs
o Default Mapping All Policies for Code 050 2\ Customize Mapping per Policy for Code 050

All policies will map the selected merchant code to the expense type you choose here.

Merchant Code:
Merchant Code Description:
Expense Category:  QOther
Defaut Expense Type:  Bank Fees
Vendor Category: | None

Vendor:  None

cancel TG |

5. [RN]1 220Uy OULEFET. [O—RORYS— @iEFHIEHRIIAX] DRy TH
TRSNFT,

Manage Card Programs || Manage Accounts | Manage Transactions | Manage Lodge Transactions | Merchant Code Mapping || Seftings View Import Logs
4 Default Mapping All Policies for Code 050 o Customize Mapping per Policy for Code 050

Select one or more policies to customize their default merchant code mappings to the expense category and type you choose here.

Policy Expense Categary Expense Type

6. MUS—ZBIRL. TOT—TINESEC UM SEREDOMIMIITZEELFET,

51 B

BEHTIYU— REYATICHITDIHNTITI-—TI., BRDIHTIV =R
RIDE TNICEET DRBEY A THFIABIEEICIRDET.

= v LTTBAREBHT IV —(CEIDHETESNTVRRESYAITIT
3_0
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7. [®T]1Z20UvoULT [BEFMLT <expensetype> ANDIBEETI— RDEIE] DX
—ZICRDEY,

NOTE: R&45 A TJDEDH TSN TULWRWINEEID— R(E [REER] OREY1TEUL
TAR— hENBles. REENBURRESY A T HBIRI INELNHDET,

BEEHY A ThSEET]— RO T ZMHERT D
»  BESATHSMBEI]— ROMGIHFEMBEIRT B :
1. [MNBRREI— RHOSEES A TADHITRIT] =T BEYTEERUET,
2. [EE] 20U IULET,

3. [MEEEI—R] OHTO—RaE&ERLET,

Wanage Card Programs || Manage Accounts | Manage Transactions | Manage Lodge Transactions || Merchant Code Mapping | Settings | View Import Logs

Assign Merchant Code to Expense Type Bank Fees

0 This page displays a list of all the merchant codes that have already been associated with a particular expense type. Removing a merchant code disassociates the
merchant code from this expense type, but is still available to assign to another expense type

Find every merchant code where| Merchant Code Begins With Search
Merchant Code Merchant Code Description Vendor
054 FSI ACCOUNT BANK

051 EXPRESS PAY BANK

050 EXPRESS DEPOSIT BANK

4. [MWRAIFEEER] 20Dy 0T D EHRBI 1700 Ry IIANKRENET,

This will unmap the Merchant Code from the Expense Type. Are you sure you want to
unmap this merchant code?

5. [BW] 20Uy DOULET,
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COMAET—
ER

~

>~ 11:

R EHEIBRENT .

BER—

BIDEEIATICEIDHTOENDLDICS AT ALICHKENE

BEAD— REEESIURHFEROEGIFMEEEE . [EAN— REE] BHOD [EE] 77

EAN— REBEICEDDIREVEERZITSENTEET,

Company

Employee

Card

|:| Enable card charges on My Concur

|:| Allow users to delete company card transactions without adding them to a report

[C] Allow employees to edit the Transaction Date for company card transactions

Allow employees to view additional information (Level 3 data) for company card transactions

[]Enable card charges on My Concur and View Charges in Expense

Manage Card Programs || Manage Accounts | Manage Transactions || Manage Lodge Transactions | Merchant Code Mapping View Import Logs

0 This page determines the level of control the employee will have over the behavior of the company card transactions. Transactions to be released to the employee
are specified by date range (today minus number of days you enter equals date range) and are applied only to transactions imported with a configurable importer,

S#%E. [P20-)L] J)IL—TxEMHET S [Expense DiEAHD— ROERE | OHH [HE]
HIERETEEI, [PO—)UL] TJIL—TTE>RLEBIDOIIL—TZEERL TS
[Expense DEAD—ROEEE | (&, [HE] YT (CHUTHREAT I TEXT,

Role
Group

No Expense Company Card Admin
Not Applicable

Expense Company Card Admin
Local only

Expense Company Card Admin
Global

No Card Program Admin
Not Applicable

Settings tab is not accessible

Read-only access to non-CBS settings

Edit access to non-CBS settings

Card Program Admin
Local only

Read-only access to CBS &
non-CBS settings

Read-only access to CBS &
non-CBS settings

Edit access to CBS settings &
read-only access to non-CBS
settings

Card Program Admin
Global only

Can edit all settings

Can edit all settings

Can edit all settings

» BEAD—ROEEILCTILRTSICI:

1. [BABD—R]I X7, [®E] F¥TZ20UvIULET,
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Employee

|:| Allow users to delete company card transactions without adding them to a report

[ Allow employees to edit the Transaction Date for company card transactions

|:| Enable card charges on My Concur

Allow employees to view additional information {Level 3 data) for company card transactions

["]Enable card charges on My Concur and View Charges in Expense

Transaction Release

Release to employee all company card transactions this many days back from the date of card azsignment a0

General Settings

Motify the Company Card Administrator via email when a card account is created and needs to be manually assigned to an employee
#| Motify the Company Card Administrator via email when orphaned lodge transactions arrive

#| Allow card accounts to be deleted

Identify Travel Agency Fees using the ARC code in the Ticket Mumber

Include Merchant Mame when naming a Cash Advance if no other descriptive data is available

Alveays take the VAT from the feed even for 0 amount, if retrieved from the transaction (AMEX ThIKD only).

Company Bill Statements

Allowe Company Bill Staternent users to submit statement reports| o davs| pefore the staterment period end date.

#| Automatically itemnize statement reporttransactions when possible
Promptthe user for copy-down of expense type from parentto itemized entries when the parent expense type is changed
+| Allow employee expense type preference hased on the merchant name to override the default expense type hased on the merchant code

#| Automatically set the default business purpose Statement Report for Period (DATE).

2. AT 3 =R, BRITIREZRDET,

A/ BRI
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SR/ 11

EAFI— RERBIZ LAR—
[CEMETICHIRT BT E
Al

YIFERTE = B

CDERENBINCTIR>TLDEFE. [HIBR] U>2h Expense D
[EABD— REEI] R—H LU Concur 7R—AD [FIFTIEELE
AB—RER] Uz a > (CERRIN. MHESTEALT— REE]
HHIBRI DT ENTEET,

EE:

o SEAIT—REBIESRFTALANS VIS FU—K &anxE
T, COBEBRIISATAICTEDEIN, REEANIFIER
RERDET,

o FANI—Y—(F. BELECLWDTETA N T—4%H|
BRIDCENTEDLD., TORECEMRRL H— REB|%
HIBg g DT ENTEET,

EAN— REZIHDiREZ
EZRB(TFFA]

YIHERTE = 3

CORENBRCIRDTVDE, ERE(FEAND— REEIDHE|
HZwRETDIENTEET. BLT DL H— RSN S5EE
HENLT—INH2RED (BEZRE] X—>(C, B5IEH
HREEAJREIR D «« —)LRE U TERRSNE T, BUSUISEAD— R
5| ko [E5IH]. [Zih5k]. [BE]. [REL—K] XU
[&£#] T+ —)L PEWIHERE TREARTY . [B] TJr—)L
RZREDRE(CEE I DIENTEDDIE. CDRERLITTT .
LABRSEEINS 1 HOEEN S DHEFHZEAL VDR
S ED TIIEFIEEET T

[My Concur 7/R—A] R—
ZTH— REKRZEME

IERRE = B

CDFRIE(FH UI TEREFIAWZETEE A
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SR/ 11

EAD— RERB| DENNER
(LNIL 3 57—%) DR
ZIEEE (T

YIFERTE = B

COFRENEN T, FEAD— REEIDLANIL 3 F—90HD15

B, TNZERTYDBEHRRNY IXNCENT —FZ2REB (CFRR
LET. RXE(E. [EAD—REREI] X—>, [BEUZAR X
=2 [ANDIRE] X—ZTTOWEEZFERT D ENTER

ED

FI VO Ry OINERMOEE (S, BEDH— REBIDT—5D
HNRYTTYT D4 > ROCRRSNET, TERE, Mz
EETE X8, R ARESICUEELNF I Y hES
ATt BEDISAREZRDZENTEFT.

REFEE D [My Concur]
IR—AB KU [FBERDFR]
ThH— RiEkRZEBME

IEAEE = B%

CODFHTELHE ULl TIEISHFIBWEEITEE A

iV Gl VN ]

H—REIDHTANSHES
DEHFMFBLTVDIAN
TDEANT— REBIZESE

B(CAFH

IERRE = B

1 75 999 DEDESEANLET, H— REDYTENST
PEHEEUSIVTEMEREEELET, SITAL TOH
EINDS A TDH— ROMEHBIZ LS CH DS TES., 0
Bl & DFIDEH E B ICTDIEB 8 (CABENT, FER
DERBIZA T ELTA SR— hanzEd.,

ER: CORESRELETIRA K- N V—ILEE> T
R NENTEREI COBBATEET,

Bl : SEA' 9 A 28 BEAREL T, BEDEE 20 EAHTS
& NBIBAEE 9 B 8 BERDETY (9 B 28 BNS 20 B
BI<&9A8A) . 978 BMMICREUHBIFINTHRE
BCAMENET,

HIHAERTEDIE(L 30 T,
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e =Nz h— ROEZF
ENCIER(CEIDLE TS0
ENGDHmE. EAN—R
BIRE(CA—)LTIEBAN

IHEAEE = B%

COFRENBNDGE. 2 R— MRS U ERlienizh— R

AN I - —(CEIDHTSNTUVRWVE (RFT—FXN [RE!
2H]) « IRTOH— REBE(CA—)LBHNEESNET,

ABARROY ZHEIZREL
ZHBa. EAN— REEE
([CA—)LTEAN

IEAEE = B%

AEROY ZEEI & FRLIIBR(CKD -5 — (CEEMITS
NTUVWRWEBIDZ ETY .. CORENBRIDEF(E, ABA/RERS]
A IR— bENDESRFT LN A—=)LZER L.
EAN— REBE(CXEEINTT.

Expense d

H— ROEEDHBRZ 5]

YIHERTE = B

COORENBRDEE(F, EEE(CH— FOBZHIBRT SHERN MY
5=nxd.,

Fowv hMESOD ARC O—
RZfER LU TIRITSHDF
BRI THDINENRTE

FIERRTE = £

CDERENBMCTIRD TLDRE, > 7R— bDERIC ARC O—

RORHID 3 XFTHRITEHOFHEROEE| TH M EShEH
BrLET. HTEEDIBEE. RITSHEAMERT 3 —ARDINEESE
J—R (MCC) (CHMTIFET . MCC (4722) (EHEHENIRIT

SHDOFHENETIRETA T (CHIATIFTDENTEET,

LIRS — A FIATER
BACIILFRZIEET D
EEE MBEOREIZS
H3d

A 2R— heNeT —INFElZES TR EA.
[ED%ZFIEES|IBZERULEY,

S NE) I

BEINS7T—45ZEEULIZ
Ha., €810 THo T
BAMEERZ T — RH
SRS AMEX TMKD D
H)o

CDEE (FEEICHIE UTeRBHEOH CRRESNET .
WENEWDEES. AMEX TMKD 7 — REZEEMEEITIEE(IC
ZD T« — ROMMIMIERAMER =N, BEtEISNELA.
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SR/ 11

St1FEROES|BAHE

SHFEROES | BAHE 1 —
B —HYERS | BHRE DHARIE
TEXDE [X] B < [Al]

FElE [#&] > ([CHLS|BAHE
L7R— bzl

L7R— bR AR 2 B 5 | BAHEE DRARIE T H DRI = (34 DL
ITNMNTI|BELFET . C5IDTEICKD> THEIRHLR— bz
MR TRFE TRENICARBI D ENTE. BREIBHOEED
BTEIREIC/ER SN D BREFT OZIENTEET,

EEXIE BRI 1 B 30 HICRTISELT, IRTDOLIR—
k& 25 BETICIRH I D2ENHDIHES(E 5 #AN (30 - 25
=5) . J{SA—%% [Fi] (CLFET. 5 BEETHEREHAT

BICIE. BE S ZAN, I\SGA=5% [#] [CLFET.

BIRE/RIE (FERGIBAHE LR
— NERS| DRI E = HENF
%

BRI TWBRE (FIHAERTE) > 7/R— NRF(CERSIBRMEL
R— M ETESINBEMEtENET.

BB T=2ZEE LIS
& BENSHEEI> hUIC
BEST=2IE-TBL
SAvt—-TERR

BIRTDE, BEUCHRRESYA TZ2FI> NUAOE—- 5D

>92L5TO0>T R TCA—H—(CRLET. BHICIDE (#])
HIRTE) « RN EESINTEIO T hMIFRESNg, JE
— FI2DFIT 3 BETEINFER A,

MERE O — RICKBEIED
BRBEYA T =0T IC. it
FEDBRIERTE THDME
[ERICEBRBY T =E

=

E

BRI D E (FEARE) « AT ARI—Y—IMBERELLE
BYA T ENEET— ROMISTFTZBIEE U TERLEY.

HARIA (B 4) DERBI L 7R —
NCBIEDEHENZEE)

=L

CEIE

BIRT 2 & (RERERTE) « #HEN T« —ILR (NySF—%3E
—UL7zED) H' CBS LiR— hOHA & EBICEBITANENE
ED

EMCITDE. LIR— bOERENEBENZAN T Z20ENSD
DEI,

Eb: COMBERTIA—AICATZa>TEINTES KA
] T« —ILRESDETERENET.

WIS EZERUE T,

Expense: S EAN— R ERHFEROEBIBBHEDOER
=IEEHH: 2019 F 12 A 20 H
© 2004 - 2020 SAP Concur All rights reserved.




4, [OK] 20Uy OULEY,

o3> 12 A 2R—b OVDERE

Expense MEAN— REEE(L. Expense W—ILH\SEAD— RDA > R— s OJCT7ot
ABXPFT>O0-RUT. [ETH] [RT—FR]. [ETES] (LBEDVWTEEAD— RO

SR— MUBEER T D ENTEET,

» A2R—b OJERRIBICE:

[EABD—R] R=2T [A2R—b OVDRFR] 20 IV IULFET. [1>R—bk O
DRR] R—IHFRRENE T,

Company Card

ge Card Programs || Manage Accounts | Manage Transactions | Manage Lodge Transactions | Merchant Code Mapping || Settings || View Import Logs || Check CR Account

0 This page displays all company card imports that have been performed, the last date they were run, and whether the import was successful. Click the import name to select a specific
card job and then View Run Summary or View Run Details to view the details ofthe run. All imports are done using the Integration Administrator application

IMPORT NAME « IMPORT RUN HISTORY FOR:

Lodge Account Find every run where
Last Run: 09/10/2015
Status: Completed with Warnings Run Number » LastRunDate | Run Status | File Name Record Count Summary Details | Transaction Details

CDF3 Card Fead

Last Run: 08/04/2015

Status: Completed with Warnings
WEX feed

Last Run:

Status

Lodge Feed
Last Run: 09/10/2015 I}_
Status: Completed with Errors

FPage 1| of1

o

No transactions to display

[12R—BE] OFTA2R—b 23TZ20UvIUTERULET,

Import Name

Company Card for Training
Last Run: 071042014
Status: Success (Mo File) %

3. [1YR—BFRITEE: <3TJ&>] OTIC2aThikreENEzd,
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Import Run History For: Company Card for Training

Find every run where| Run Date Equals mmiddfyyyy m

Run Hu... | Last Run Date Run Status File Name Record Count | Summary Details
2 07102014 12:3...  Success (No Fie) o View Run Summ... View Run Details
1 0710/2014 12:3. Completed with War. CC_SueP_American_dt_01. txt 4 View Run Summ. View Run Detailz

4. AT 3> RO [RITORFERM] ©OZ 3> (CRBEFTFARZEADLT, RZERD
ADTENTEET.

T1—ILR& HEA

=1TH BEER3IEEF (RICEHELW]. [REDKEWN] 2E) #BRL. Bft
% mm/dd/yyyy O TADLET . [RFR] 20UV IULET,

AF—HFX BHDOERITAT—IRZERL. [BR] 20V IULFET,

EITES BEERDERET ([RICFELW]. [REDAREWN] L) ZFERL. TR
I32a3T0ty beREIIESZANLET. [BRER] 20Uy ILE
ED

5. BREROPHNS, 3 TOERTZERBIDIATSa>zoUvIULET,

¢ RFDOYIV—DFRR: RITORERBREZFDIZLHRADITTERRUET.

Expense: S EAN— R ERHFEROEBIBBHEDOER
=IEEHH: 2019 F 12 A 20 H
© 2004 - 2020 SAP Concur All rights reserved.



Import Run Summary For: Company Card for Training Run# 2

© Run Configuration .

Import Name Company Card for Training

Impert Definition File Mame CCCl_ConcurStandard.xml

Import File Format

Import File Mame

Application Server unknown
Run Executed By SYSTEM
Payment Type IBCP

Bank Charge Transactions

Cash Advance Transactions

Payment Transactions
ATM Withdrawals

Value-added Tax

@ Run Statistics

Run Number 2

Start Time 07M0/2014 12:38 PM
End Time 07M0/2014 12:38 PM
Total Run Time 00:00:00

Status Success (No File)
Records Count o

Error Count o

Warning Count 0

¢+ ROTOHMORR: T3 TDRTHICESENHDHEEOT Xyt—hEkEh.
FRSNFT,

Import Run Details For: Company Card for Training Run# 1

Find every log entry where| Level | u | |Any | w |
Level Record ldentifi... | Message
Warning 2 A new Merchant Code, 0000, was added to the database. Use the Merchant Code Mapping page in Expense Company Card

Administrator to map the merchant code to the appropriate expense type based on your corporate policy.

6. HECIGCT, OJEREHERL TS,

7. [M1R—PFRITBEICRD] 20 v I LT, BYJ-FRRICREDZFT,

Import Run Details For: Company Card for Training Run# 1

‘ Return to Import Run History '

Find every log entry where| Level ‘ W | |Any | w |
Level Record ldentifi...  Message
Warning 2 A new Merchant Code, 0000 , was added to the database. Use the Merchant Code Mapping page in Expense Company Card

Administrator to map the merchant code to the appropriate expense type based on your corporate policy.
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o3> 13: BH—R F—H% Excel I9—I>—MIIRXR—b

FTRSNTVBITDON— RFT—F% Excel T—TI>— NMIIOXR— KT ENTEFT. B
£, COOHEES [AEDER]. [B5IER]. [OY SHREIOER] SKXU [1>R—bk OYDR
R] VI THEAIDZENTEFT,

COOMEERER T BT EAT— REBBENTTCT7ILEAL. Excel CTOAR—KTDH
— ROBDFT—HEERUET, UTOHITE. FAD— REREN [OY SEEI0ER] 57
TZDATZI>=ERALTVET, MDY T DML, [ >R—b OJDRR] 5T DOHkE
(FEETHA) ZBRVLWTEEBNCALTT,

» H—R5F—H% Excel 9—I>—MIIVRAR—BMTBICIT:
1. TORAR—BITBFT—INEFNTVWDRI I CTF7IERAULET,
2. TOT—HAERRULTERRLUET.

3. T—JILDFD—ETI(CHSD [Excel [CEE] RY>72IUvIULET,

4 Ll

Page 1| of1 (] Send to Exc:fl

Export all the results as an excel spreadsheet format.

4. RSN [BRZRFIITRE] Y7700 Ry DXTI7AIL&&fHF. Excel D—
D2 — NeRFIDHEEELE T,

5. [RFE] 20U wv LT Excel J7 I =ZRFLUET,

[f >R— b OYDFRFR] TOA >R— b OVEBIT—5DR~R

20—)0L DIL—ZF(CEIDYTENEH— R JOVSAEBEBEO—/LIE. OFI«4—RO1>
MR— REICEKR SN > R— b~ OJICEENDREIT—FERRCEFT,
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» F—H% Excel ALY RS— M IVRAR—ITBICIT:
1. [A>iR—b O9DFRR] R—SICT7ITERUET,
2. [1oR—b&E] DOTFT. BHDOA>R—bEIJUYOULTIORAR—NUET,

3. [E5IDEF#] T [FD>0—R] 20Uy IULFET,

Summary Details /‘Fransaction Detaa

View Bun Summary MView BunD.. Download

View Bun Summary MView BunD.. Download

View Run Summary MView BunD.. DD-.-'-.-I'IlEI?El

View Bun Summary Mew Run D Downld

YView Run Summary MVew BunD.. .\EE-.-‘-.-I'IlDEIEl _}

4, CNT. BBI7—4N Excel @ [RE=NZE21—] (C [4T7 ID] (CKBITERTER RS
nx9.

/>3 14: BPAIDFHEE

H— REBEEZ, H— RERDIREUREIC [LIR—MIEBNTERE] (CRRSNDIH—R
TAACEBREIDYUTRITENTEZEI, TNICEKD., EHOH— REFSI—T -, TR
SNTVBERDNEDH— ROBBINEIBCENTEFET,

EXE PAUAY TFRTLAOD—RL— K h—REBEH— ROMmAZRF D> TL\D5E
A, [LR—BMCBINTESEE] TH— RBERDNKRRENLCECTDEVNIDMNDFEFA. 2
DFRET(E., OA—RL— b A—RETVAURE. BEH—RICAL—MEZEIDETDIZEN
TEFYI., TNICKD T, IH— RERNERRESNIEEICEDHD— RICKDFBRMNZH#ANT D&
NTEFET,
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FIATIRER &

BOBRKOT > TILEUTOESDTT,

- O—XxX

SEDE - BIRUCH— FOBRIEDE

=k . Bty b
(AMEX) (RRE—H—
)

o |
(VISA)

NOTE: 2ZEIRURWEE. SXTLANEETZIN— RO ITERCEDEHMEDL—R 7
AA2ZERUET . TaTERICEKDTH—R PO EEEIRSNLGH > EHE
&, REOBFEENMEAEINET, #l: => & (AMEX), Bty b (RXF—H—
R) . XHA (VISA)

18Rk
COMEERRTEIT BDICIE. A2R—NHEEBEN S I T EEZRE I DRCEZEBELEI,
[BD=—RPZA4O>DFR] ODROVT F 0> RV IINSEZERUET.

62 Expense: iEAN— R ESHFERDOESIBBHIZDOER

=IEEHH: 2019 F 12 A 20 H
© 2004 - 2020 SAP Concur All rights reserved.



[ =33 UWVERE. 1—Y— HAR [42R— NIOR— NEEE (Rai
B) | #TSBLIEE0,

o232 15: KEFLHIR

Expense EAD— REIBE (L. ZEAD— R 1 2R— hDOFEITZEA 2 R— NIWEEIRE (LT
LET, SHOBRICLD T >R— bk ARDO%TSE8. Concur V951472~ H—E
AUCCHEBNEZ<RENRNSDHENHDET,

o3> 16: FH3HEEHEILRMEIDEL

FzE LS| ARRAREICDWNT

Concur Expense OiEAN— RikiE=FERIDHE. [FH] & TEEIGEEAR] DO#EECD
WCRELIDIBENDDIMNELNFERA. CD 2 DERR(CHIZIUIET—F RA> R THD.
Expense (CBWVWTHWICEZENREMENRNE WS CEZIBRRTDICENEETY, N,
EAD— RDA ZR— RRIC TREB] OF v INERITSN. H— ROFNDHTHIC MEEIA
FRAR | DRENMERETNDIZHTI,

FEHMHI ULy b A—R Tr—ROA2R— b TJOCREEHL. 1>7R— b TOE
ADETICHIF U T, BEIORRELIFERRDZ I TZRITLUEY . H— R TJr—RIT &
EEN—R T4 —REFRITULEI. COrceH. [FEHA] (F. BHEANHEL (FCEFEE) &
NDHNCHRAAFTNIZEBICSHDEDZEFTEFTE A

fl1

12 B 1 HICH—FAEEOOREIC 11 B 15 HOEMHZFRELZEA. 12 A 1 HICH—K
Ja4—RZA2R—bT3DE 11 B 15 HORMWEN D+ — RADEEIDERECH (BF (& 11
A 30 H) &LERENET. DR, CNSOEBIEN— RFFBEE(CRRSNE T, ZIEU. 12
A 1 BEDBIOESIDRRFCIIFHFRRODAT —HF A IHEZRITEEA. CNSDHEIEZ
DFRR(E. H— REIDHTH(CERESNZ [EBIARME] (LD TRESNET (UTDEH

3Z22R)
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DED. A—RHEIDHTENDEMLDBIOWMSIDERRE.  THEIAFRME] OFRECKIDT
DHFRESNDICH. BIDHTENTEN— FORBEDORDHTORIC [FRHH] ZRELTER
KRB DERRBA. =7, H—ROEIDHTHLIDRBOREMBZRELLIHS. BYHBEEEIOY
D —XHE LD BBEINET,

o 2

12 A1 BCH—R&EOMIC 12 A 15 HOFEYHZFELUZHS. 12 A 1 BICH—K J«
—RZEA2R—b3FDE 12 A 15 HOFEMEN T« — FADEEIDERECH (B%(E 11 A 30
H) chEBENFEI . CNSDEBIEH— FFBECIIIFRRICADE T, N> EHELK
ROBMTHD., EH— R A2MR—h TJOCANEGIOFEMDE e HZHME L. B3E EER
SCHOBMMREUCICRDFTEBIZIFRRICUKEITDIZHTT . DFD. H— REIDHTH(TE
ESNEGIARBREIE. H— FEBIORRICHEZSAFEA (UTOEH 4 Z288) .

SttH— RENE|Z2RiET B /s D¥kEE

Expense TEAN— RERGIZEMY D/2HDIE LW EBR (S, H— REGIDfiH /Rt DR E
D¥REC A Z B (8T I D EN B DIRHICHKD ET .

SFUA 1

FUWI—Y-—DJIL—T(C(F. H— REEIDOMHHE ERIEE & U TREDEREHZE DN TS
BENSHDIHE

S CES A—Y - LWIJIL—TDH— REBIDfEHE /FEE & U TREDEREE B4 % B
R(ETIDRENGDHZE(E. [HEWE] ZEALTH— REGIOREZEHET. Dk
Bz ER T D/2HD 1 DOEEQRFEHREME. 1—F—(CHUTEEUERDBE L DRI, B
— ROBZH#FI U TCLI—F—(CEDHTRIENTETDIIETYT., OBEEDHTIHS. =Y
DERECHMELWS EZMER T DIz (C. FRHEEARK EE 1 HETRIFTNIERDFE A
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$FU 2

[FRE/RRAtRERaC B (AR, FEFEMBXDBICH— RFFBEICH— RAEIDHE TSNS L&
RIAECERVNGE

[EWE7RRtaEnsc N BH(C(FRVMES, FRFBEIDETSNIZR B (CKRIZO>TINRTOH—R
FREEICH— RHAEIDHTON TR Z EZHER TS RVNEE(E. G RMEIMZERA L T,
[FH] T+ —I)LRZZEDFHRICT DI LZB<BEHLET . EBRIC(E. 600 L)L LT
— RDEEDTA =T EBEINHBBOREICL DT, [EREMHE] (TSRFREFIYAFX
D 1BFEE28) ZHIITEEIT, COSFUATHE. BECEZDEEIZAMIDDTE
<, IEFRRICTDZEZHEHOULET . CNE EADL—REE rYV—)LD [IREIEE] X—
T2 DI —(CKBDEBEIDRTRZMAERTETDILHTY,. 2120, BEIZ HITIEND
HTITVWET, COR—ZDATZ 3> Tl REI-T—(CRRSNTVIEEIZIERRICT
SFEA
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E =17

B0 #1
CES Company Card Deployment Strategies
Effective Date vs. Transaction Release Period
CASE #1 Transaction Status Codes

Card Assignment = Dec 1

Effective Date = <pot provided> m Before Assignment
Transaction Release Period =1 {Not Visible)
m Before Effective Date
Begin Loading Assign Card {Not Visible)
CC Trans (Load 600 Record) m Unassigned
Nov 1 Dec 1 {Visible)

Transaction
Posting Nov
Date 30

All company card transactions default to a status of ‘BA’ when they are loaded. Only the act of assigning
a card account to a user will potentially change that status. If no Effective Date is assigned to the
cardholder's account the Transaction Release Period (TRP) will determine which transactions will be
visible to the cardholder and which will be hidden. In this case the TRP is set to one day which means
that any transaction with a posting date of one day prior to the card assignment date or later will be
visible to the cardholder in CES.
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FH #2

CES Company Card Deployment Strategies
Effective Date vs. Transaction Release Period

CASE #2

Card Assignment =Dec 1
Effective Date = <not provided>
Transaction Release Period =10

Begin Loading Assign Card
CC Trans {Load 600 Record)
Nov 1 Dec 1

Transaction
Posting Nox
Date 21

With no Effective Date established this case merely illustrates the effect of changing the TRP to a
lengthier period. With a TRP of 10" all previously loaded transactions with posting dates up to 10 days
prior to the assignment date will be visible to the cardholder in CES.

50 #3
CES Company Card Deployment Strategies
Effective Date vs. Transaction Release Period
CASE#3 Transaction Status Codes
Card Assignment = Dec 1
Effective Date = Nov 15 m Before Assignment
Transaction Release Period =1 {Not Vvisible)
Before Effective Date
Begin Loading Assign Card m {Not Visible)
CC Trans (Load 600 Record) Unassigned
Nov 1 Dec 1 m (Visible)
Transaction
Posting Nov
Date 30

An Effective Date can only establish the visibility of a transaction at the time a card import is processed
and it can only affect the transactions within that particular card import file. Since the Effective Date is
set to a date earlier than the card assignment date it has no impact on the visible stafus of any card
transactions except those within the first card feed since card assignment. The Transaction Release
Period will completely control which transactions are visible and which are hidden.
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EH #4

CES Company Card Deployment Strategies
Effective Date vs. Transaction Release Period

CASE #4

Card Assignment = Dec 1
Effective Date = Dec 15
Transaction Release Period = 1

Begin Loading Assign Card
CC Trans {Load 600 Record)
Nov 1 Dec1

Transaction
Posting Dec Dec
Date 1 15

In this case the Effective date is set to a date later than the card assignment date. Since the Effective
Date is set to a date later than the card assignment date it takes precedence over the Transaction Release
Period and will ensure all transactions prior to the Effective Date remain hidden.
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