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Administration ~ | Help ~

SAP Concur @ Requesis Travel Expense Invoice Approvals App Center E— .
T -

SAP Concur

Hello, William

13 01 02 09 09

New Authorization Purchase Payment Available Open
Requesis Requests Requests Expenses Reports

TRIP SEARCH COMPANY NOTES
+ = = G) Welcome to Concur .
!
S ek Quick Task Bar
Round Trip One Way Mul Gity Thank you for your participation

A new way of filing travel expenses is coming. This automated travel and expense system from Concur

F;’"? . POS— Technologies will simplify current procedures and ultimately eliminate the current paper-based system.
eparture city, airport or frain station
Find an aport | Select mulliple siports. Read more
o | MY TASKS |
Amival city, airport or train station MY TASKS
Find an airport | Select multiple sirports.
m Required Approvals —» m Available Expenses—» m Open Reports -
Great! You currently have no approvals. 04711 Delta 04/05 November Expenses (11/01/20...
Show More $434.40
04/05 American Airlines 04/05 client visit
$502.70 $314.60
MY TRIPS (2) -
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Administration ~ | Help ~

SAP Concur E Requests Travel Expense Invoice Approvals App Center Pro °
rofile ~
-

SAP Concur + 13 01 02 09 09

New Authorization Purchase Payment Available Open

Hello, William Requests Requests Requests Expenses Reports
4+ = = ©® Welcome to Concur
Welcome to Concur!
Flight Search
Round Trip One Way Multi City Thank you for your participation

A new way of filing travel expenses is coming. This automated travel and expense system from Concur

Fg""? . . ; Technologies will simplify current procedures and ultimately eliminate the current paper-based system.
cparture city, airport or frain station
Find an airport | Select mulfiple Read more
To@
Arrival city, airport or train station MY TASKS
Find an airport | Select multiple ain
Required Approvals —» Available Expenses—» Open Reporis -
Greatl You currently have no approvals. 04111 Delta 04/05 November Expenses (11/01/20...
Show More 5434 .40
04/05 American Airlines 04/05 client visit
$502.70 $314.60
[MYTRIPS @) | -
02/23 Courtyard 02/19 Business Meeting
$605.41
Trip fi Seattle to M hi
;;RZI fip from seattie to Hlemphis 02123 Avis 02/19 client visit
i §527.82
Morer @ 0112 Courtyard 01130 Trip to Seattle
$1,389.93
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E-Receipt
FEREONIE
REREDBTNIE:
o X—)LiEx]
o JOYTh

EE: SHOIATLEBROEBWNCELD. INBOA TSI FTERATERVEEHHDET , SFHICOTEL
TIL SAP Concur BIEEFTHBIVEDOEZE,
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TOI7AVIBRICTIERTBICIE
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[2O274) AT°53Y] OR-SHFRRENET
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Profile Porsonal Informasion

Change Password Srs

Profi

e Options

o y’ 0
Select one of the following o customize your user prd “ Acting as other wser

Personal information
Your home address and eone
information

oncy contact

Company Information
Your company name and business address o
your remole location address

Credit Card Information

You can stoce your credit card inflormation here
1 have 10 re-enter it each Sme you
purchase an Bem of service

E-Receipt Activation
E n.\hl_(v Q-100HDIS 20 aAoma al*‘ (OCRe

% Concur

Willam Nate Never

OW 3T W TN you S Yo
T an;(-mon

Setup Travel Assistants
You can allow other pe
Companigs 10 book ¥ips and eate
you

within yoes
exponses for

Travel Profile Options
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RIBEL THEEABINTIBE, LOTRIEEITI BNIRIBTIRELFT , eEX(E, LiRk— MDA
PIRIBETT,

RELLTHETSICIE

1. [2’07740] > [M1-Y—EUTERIE] 200w ILET,

2. BEYRMGEOZRIZERLET.

3. [ty>a>zRm] Z20UvIUEd,
R CORFRT [’ O0T7M0] XZa1—h (D1 —H—EUTIRIE] TRIRULEARTIICROTU
EE
INTIERCZOI-F-DRIBERDFUIZ, BREFBBELIN— MOVERRENRIZITIZENTEET,
DI —ZEIRITBICE. FEROFTETRIOZRIZIIWILET,

4. BROHIRIICRBICE, [MDI-F—-EUTIRE] UYL, [EYSa &R T] &IRLET.
ER: CCT [2'0F71)] XZ1-HRRENEY,

Administration ~ | Help ~

Acting as -
Never, William N

." Currently acting as
U " Never, William N

uthori Profile Settings | Sign Out
Requ

-
/3 Acting as other user @

-

o] o Act on behalf of another user

() Act as user in assigned group (Proxy)

() Book travel for any user (Self-assign)

partiq
trave Cancel
m Coj
e
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RERELN— MeRIFNR TS

RERELR— MIRIER T3
1. ROVITNMNIRDET,
e SAP Concur Oik—»L R=2, 9499 29 N—LT. [#IREM] (CHh-VILzEaEDHE.

[EEBELR—N] 2709709,
- Fel& -

e SAP Concur Oik—AR->, [BERE] OXZ1-0 [BERER—L] 5740, [#h
LWL R— bDfERR] 29Uy LT,

SAP Concur @ Requests Travel Expense Involce Approvals App Center

Manage Expenses
Active Reports Report Library & A
A ) o1 suswiieo NOT SUBMITTED [ wor supmwen |
Seattle Trip PCard Report 05/26 - PCard Report 05/26 -
2015-07-16 06/25 06/25
Create New i | s50.00 $294.47 $8,161.13
Report :
0 Exceptions

2. INTOWRAI—ILE (FROTHRER)  BLUSHEMEEITHERDITA—IRICADULET

3. [RA] Z9WWILET,
FIATIRER [RIA] HRYTT7YT D4V ROICRIRENET  (RILZEIR, BULKIE [IRA] 29V
YILET ). RHEORBRICIOTE. [HEFH] MRyT7vT D42 ROICRRENFT RN F2
FVWRZIVYIL, HRFHEEZSONENHEZL TSN

Office Supplies
Expenses *
Dat: Exper
Exp Source D A
e = s0380
Hot @ $1.042.81
Off P @ $88.23
Buss @ 1 1 $45.78
Aurfs @ $203.20
Office Suppbes G 1 $ag
Ot L Offi @ 1 14 s88
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4. ZORFRT. LTFOVWTNHDIRIEZITVET:
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FUVWEEZREKA NI, EBEZIC-UsFlZEHRIBENTIHETT . CNIETHEDRUFELETS
TR U TRIEFITY S
#E2IE-F3IC13
1. BEBELN-MREWSIREET, JE-UWVEREBERLET.
2. [AE=-]1 #VWILET.

Client Visit
Expenses 20 EEE | Ver © € | NewExpense Available Receiots
0202z 0ense S n
12018 Business Meal (attzndees) §123.00 $123.00 . > . >
00 Mataroi Grill, Szatio, Washinglor v ;
FUWVRENMERRSNE T, [BEYMD] LU [£EE] MMIE-2nFT . RO[ICTFECE
(AN

o« REBOTOBMN—HEHFT,

o TTORBOINTORE. FESE. BRELAIOIAY M BLCSIMIREROZERL . FHLL
RE(CJE-2nE Y.

o TOEREBEOIL>vII—RIEIR. E-Receipt. E/NAIL I MIEIR, H5RAT 3> (HIEMR
FRICBITD) (. FILLRE(COE—2nFEEA.

ER: INSOERIGEBEVEOORE(COHMMIIESND D FILUWERE((CFIE-2nEE
Ao

o TOREOZINIATHIL Sy - ROIGE. ILVEBEDOZINIAT I ROVITID> UZK
NSIRETEXT
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BRERELR—MIh— RERSIZIENNTS
SAP Concur i—AR—ITlE. LiK— MOBIITESREOMIC. REILDIL Sy M- RERBIOUZ M
FRENET,
RENSELR— NOH— KB ZEINY 37535 FOBITY:
o TOTAIBIRENREELR— MSBINTS
o [EAD—KER] RS ([BEHBHE] > [EAD—KEBI] YTXZ1-M)
o [LR—MIENMTEZRE] ~- (BEAE] > [BEMEA—A] JIXZ1-KW)

P77 BREBERBLR—-MSIENTS
POF4T RUR— MNADH— RERBI2EM T BICIE
1. [LR—MNOEMTEZEHE] /oo hSRSTHRERRRLET, (L)
2. POTIRREREEL - NCEIDY TEIEI 2/IRLET .
3. [LR—MCEBITES#EE] 15, [BEN] 27Uy LET,
BENBEL.EATEZTAIY (EAN— ROREINTSIBE) MEBELEER-SOERIC
KrENET.
o [COVR—PA] BERULBE . ZOERSNEBINLA- NORdEnES.

o [FRHMLR—M] BBIRUGE. [EEBEVR—-MNIRER] X-DhiFREngg.
BEEBOLR—NMIANZLET.

[

BEAN—RREROR=IDSEMTS
BERELR— MR ZBI0H TSI
1. [#EEFEE] 97290990, BTAZ1-15 [EAN—KERBI] &=RUET.
2. EEBEBIOF TyIRYIAEEIRUET
16
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E> b =B LOFIVINYIAZEIRT 2E 2 TORBINNERENE T

3. [EmSEDOLR—N] ROVIIISUZMSRERELR—MIBIRULET,
4. [BRIEBEZEN] Z0UyILET,

Lik—

Approvaly App Conbar

- It e E
I: '[:'[:”. L .:Hl L\ |' :”_":':[“':- Agd Charges To | Monihly Lpenses
At Tirrats Prisfasd TOTAL AMCLUNT
AN Corporate aned Parscnal Cards A0 Usuried Charges £407 98
ardl Progra... | Da g Experee Ameunt
E:'i 2011205 Cake Mhorae Lretesd 54578
Sepme, WA
|::'i AR Tefticg WNare i np Lincatnad 53 I
[} 20141811 Britia Alrwarys autare 115000
i FTRTRT Cate Monie Undatiead $45. 76
G i4-10-219 Ceffae Waielriiie Urntefand 55818
Souma, WA

MOENMTESRELISIVNSIENT S

[LIR—MTEMTESEE] hSLR—MCERBIZEIDE TS,

[LK—

MOEMTES#EE] (CEIUTOIFETTIZANEIRETT:
SAP Concur ik—A R=SOJAWIHIRIN—- LT, [LiR—MIEIMTESEE] 27 )vIUFETS,
SAP Concur h—A R=>0 [X4 HRAI] 15 [LR—MIBINTE3#EE] 27UyIUFT,

SAP Concur h—A R—=>0 [BEHFH] 27UyI0. YIXZ1-OMEEEER—A] &R
LEI,

. ZEIBEBIOF VIR RGERLET

E> b =B LOFTYVINIRZEIRT 2EETORSGINNERENFET .

. [BE] 20Uy ILFET,
. ZEIIUR-MEBER, F2E [FRLR—M] 2#RUET,

o BUIFEIBLR-MOBARIGE . ZOLR—MFE ERENZEGINLA— MR TSN
ig-o

o [FHMLR—M] BIRUIBE. EEEEVR—MIRER] X-DhFREnEd. &
BEBOLN—NZANZLET,
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AVAILABLE EXPENSES

Ajr France Or
. Wyndham Hotels and Re Hode
Cafa Monte Eost
United Alrlines Saat
Orffice Warehouse Seall

Office Warehouse Seat

ReRRQQAQ:

Delta Alr Lines Seattio, WA
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BRERELR— MIZ&INEEZEMTS

UiR—MCIZEMEEZEMTBICE

1. 79T1TRRERELR- S [FALVEE] 27UvI0. [BRULVWEEZRER] 57%7)vI0
F9,

2. [BEDEM] V1> RUT, UAMBSEZE I IEEIA T ARRUEIRULET,
R=INEFEN. BIRUVITEEIMTORAT— L REEB I — L RIITRRENF T .
AR SUNCCTERTES I — I REERELET

3. SHOBRIAET WARI—ILRAERT—ILMCIBEREZANILET

4. [ZIWHAT] ROVTIIURENZIUSIL T, [AIEHA] ZIRLES.

5. UXTFOEBOE\WITNNEIIILET,

o FARBORT (FANEAA—>%7yTO-RLUTRTID)
o BAFAME (FFEZEFHLTD)

o MeRR (FREZECINTD)

o RF (IBHEEZREFID)

o Frotl (COREBREZRFEIICGREID)

Expense
Expanse @ ransacton Date
I?"”‘é IZ."
B -
Busirmss Purpose andor Name
City Payment Type
sattie, Washington ompany Pa o
AT
Personad Expense [do nof reimburse
IE: D |w
Conmrme
Bast T
m - - - " S -
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#x 21D ERHAIE
BHHMEOSTEERL T, 255 LSSV BOm S ZIERT 3, FETNENOHMERECIEEY
BENTEST,
ML T I
1. BEESORBEIERL. [BAM] 270 IUET,

Office Supplies

1

Expense Req |
Office Supplies $25.00 $26.00 e e
Seattle, Washington l ff X | .
Material $40.00 Ente:
Sea
Materials 52500 00
Se
0 Office Supplie 0.00 00.00 | N
Office Depot, S ingtor
N e -

A oo
2. [#RULWV BAHA] OHTHS. RAIDOBBHMLICER I 2R EI( T#IEIRLET

a5t PHMEENcEER, BEM-ZOEAICRREINFT,
3. BREN 0 [ ([RPFTHEREORMMEZHITUET .

4. BRZENIT 3N, [BRfME] OYTTEY 2REDEEEIRL. HERI(—ILRAD AT
Z2UEY,

AR QISR ANNBZHEE. PPlZERL TREZEFIIIen TEET.
5. BAMOFERZANLLS. REF] 20)09I0FT .
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ate v Expense Amount

0772472014 Office Supplies $25.00
Seattle. Washington

Materials 00

Washington

Materials
Seattle, Washington
077202014 Office Supplies $100,00
v (%] Qffica Depot. &, Washingto

Adding New ltemization

TOTAL AMOUNT

$150.00

Requested

<00

v

Total
v
Personal Expense (do not re

[¥E&E] (CHRfNER RSN,
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EHEDPMHILE

BE. RTIOBFRECE, =R B BESA B8, 7U-"JAE BFERNE ANHEREDSF
SFRFEENZINTVET, IEFESIAREZRFBHIC. INSORFEEZRHELATEBDFE AL 181
BORHLICIO T ERERHZREERMMEITEN TEET , Tz, RTILDFERE LDOFRDDEE
RZBRHMEL . THTEROL — MEE(CHIELET,

BREOEHZIERTBIC
1. BEREUN-MzRVIRET. [BERBM] 270y)0. BEST [BRE] 2#RLE
g_o

R=INEFEN, BIRUVIEEEIMTOREAT— L REAEBT1 - L RITRRENF T,
TR SHNREITOZAZRELET BHEPRTILEROITVBIEI T,

2. SHOBRIAEIT WAI—ILNAEZANILET,

3. [BA#AME] Z0UvIULFET .

Trip to London
Adding New Expense ‘ I-ES v
T e e [
| i =
e
I.i A
i!:‘ru:: Y, | 4 I
'O-Eéga;:g T ;Eg}‘__:s;sé ‘ Mr,:;“ Aftach Receipt | Cance
Concur Expense (&, BR5|BBLUFIVIM Y B%ZCFIVIPY MESLUEBBEZA S

LEY,
4. FIVI4>H. FIVI/7IME. BH. LOEBABIZADLET,
5. ZOALEMPEZEIRL. £ERZANILEY,
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6. [BAMOD&REF] 27)vILFT .

Trip to London

0 TOTAL REQUESTED

53 $1,00153 [ caree
7. ERNIARTOBEATE—THO N A—TRBMOENZEIRLET .
8. WAZNSZEH (1ABED) sLUumai (1Aaskh) ZAHLFT.

AR LEMB] UDIZFIAL. RTIVEERMSEINHZA NI BN TEET .
9. [BRMD&REF] Z7)vILFT,

10.BAHMED R ERILRE (UL-AY—EX BEHESE) iHd5ald. (] J/—)LNTEENIE
RENFT. REN 0 A (CRZFTEREORMILZHRITLUE S,

11. BEYM1T] OROYTIIDAZ1-%IIWIL. BUIRREIA TERUET .

$1,001
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SAP Concur [C]

Entertainment -
sness Meal (attendees)
Trip to London
Lodging
Expense Date Amount Exception
11132014 NZation amounts do not acd up to the expense
eXp ( Receipt:
Date v Expense Amount Requested ing: GBP 85.00
1111372014 Lunch $4267 Dues v
The Monccle Café, London, UNMI IJ
Personal Car Mileage $23.09 - t}
S Washington
11/13/2014 Room Rate $781.16
Vv 00 Hiton Hotels, London, UNITED Kit
$8.51

24
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12. SHOERIAES T WRIA—IRAERTA—ILRADILET,
HEICLBEEINGDOIIEE . RERZ AN I BEETRIIAEL — Ma(T I hOBEITRE
SNERENFT,

13. IRCOEHRZADLS, [REF] 20V ILET .

Trip to London - ‘Sibok repoit
Expense Dat Exception
oom Rate 11 1 em o s 40 0 the & a
Expense Amount Requested Total A GBP 550.00 d: GBP 465.00
112720 Lunch 67 e
The ocle Café, 1 8|
171132014 Personal Car Mileage $23.09
Seattle, Washing
1111372014 Room Rate $835.77 $1.16
v Q0 Hiton Hotels, London, UNTED Kit GBP 550.00
¢ Fee 1 X
ng 2552 )
m Rate 17 | Ix
v |l I
1 Tax $2
ne Fees 0 s1 PR v
ng P 15.00 sass2 »
TOTAL AMOUNT TOTAL REQUESTED IE Atocate | | Cance
$856.92 $856.92

14.55&0 0 [ (CR3F TREEDRMEZHITLET
15. S (CEERESNBINETFBVWEE(COWTE., [FARHE] OF vy I R2ERUTIZE L,

16.[&R#F] 27')vILEY,
ERERMOFERE. [ER IBEIMTIR-SOERAICRREINET.
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SAP Concur [C]

ate v Expense

Adding New Expense

Trip to London

Amount

Requested

Room Rate

Room Rate
Room Tax

Entertainmen

Hiton Hoteis, Londor

TOTAL AMOUNT

$1,001.53

$941.98

26

@ Recently Used Expense Types

Room Rate
Business Meal (attendees
Miscefaneous

All Expense Types

Business Promotions

Mise Pr
i8¢, P

Communications
Celular Phone

Long Dstance

Onine Fees

Postage

Office Supples

Laundry

Materals
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RE&EZEHEISENT S

SEREDRE(LL. RFEEDEINVELRDET. INSOREI(T TR, [AFE] HFRRENFI,
SRORFEEZEMIS

RERELR-NC(E. BOPRBEELLTEBIMNIGEINEINTVWA L ECHETEZEW,

Business Conference Lunch

+ New Expense + Quick Expenses port Expenses * Details v Receipts Print / Email ¥
Expenses [ | j View v (K| | New Expense eipts
JEcewe, wvasigw
Date v Expense Amount Requested ~

2 Payment Typ

Adding New Expense y
Iic:‘ any Pal A
Amount
|'€ 00 v
Commen

Personal Expense (do not reimburse

Attendees
€ Attendees: 1 | Attendee Total: $75.00 | Remaining:
$0.00 | No Shows: o $0.00

' m Enter last or first name

Atte... Attendee Title Company Attendee Type

Peter. This Employee This Employee |

TOTAL AMOUNT TOTAL REQUESTED

S0.00 50.00 m‘ cate H Attach Receipt H Cancel |

1. RICRAFBEZARUCENH35E. BFEERAZA NI I ETHEICRRBETENT
BIENTEFT,

2. BREBSHLVEEEZANITEER. [ARE] REZJ7UyIL [FHULVWEIRE] Z#RUE
3-0

Attendees
€ Attendees: 2 | Attendee Total: $75.00 | Remaining:
$0.00 | No Shows: ¢ $0.00
‘ m Enter last or firstname
cait s Title  Company Attendee Type
lanager ABC Corp Business Guest
This Employee This Employee X

| New Attendee |

ize || Allocate

| Aftach Receipt | Cancel

3. [AREEDEM] U1 RITE SHTROHSNTLSFHULVERFBEDBERZEMUET . (5L
ARZRIAR IR CESINTVEY)
27



SAP Concur

4. HFULLEREEZREFL. FEGEMNIB(CE [REF] 2000 ET,

COREBCHUTETOFHLLVAFBENR RN, FERFERFBERH CHEICHEINSIL
(CTFERLEE0,

SHOFEPRIS —(CLD, REEDT—ILRZFIFAL. ENTNORFBEICHU TEREZELET D
HENDDHENHNET, HEE. FKRED 0 [ THHLZHERRITIE,

5. [&R#EF] 20UvIULFT,
BFEE74IMMRE(CFRREINFUL,

Business Conference Lunch

4 New Expense <+ Quick Expenses port Expenses v Details * Receipts ~

- enses &«

Date v Expense Amount Requested

Adding New Expense

22014 Business Meal (attendees) $75.00 $75.00
Ballard Bridge Cafe, Seattle, Was
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SAP Concur

EEZi IS
ARFEOTOS T MBI PR EZAA T 2EN TEFT, EH—F L FEROREZAIN T2 ENTER
ER
AR SHHCOMEEEZFIAL TVBNEANRB(CE. SAP Concur BIREFTHRIVEDHELIZZL,
BREERRI I
1. BREBELR-MBIVIREET, B—OREZERELIRET (L. [REFEE] 770
[EeHR] =0y ILE T,

m | Alloe ate | | Attach Receipt | | Cancel |
EHORBERR I (L R-SOEANSEIRIRE RN,

o R=IEHAID FHRULEBEEDERK] Z7')vILET,

- Fzld -

o [E¥4] > [ECHE] Z7VUvILET,

[LR—MOER] V1> RONFRTRENE T BEHREH,. RBBERHE. SLUBEIFRREINET,

Totad $234.00 4 $234.00 {100%) 5 $0.00 (0%)
S £ 50 i soscon oy [ 0t von vt | BTz
" Aol “dawn " Y W

[EEEE] U1~ RONFRENE T, IREHEE. REFR. SLUBENTRINTT.
2. [ERREE] OROYTIVY YRS, [%] Fzld [£8] ZRIRLET.

S BRI —ILRDTFRR T4—)LRPUZAMVERELET . UAMSEIR, F(RBEIRE
HeT1—)VRICABLET,
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SAP Concur SAP

AR SHANSHBRBEOBIEDFHRE I —ILNERE T IHENDDET . BIEDIBIREZZE
BUBAE. T—ILRO LB EIRICHFRV=BINRTRENET .

3. HELCSUTERZEMLET.

RN T -DFEETEFT . BIDAEETE 100% THIMBBENHDET . ESTRVGE,
EBIN-IOIFTNRRENLIR— MORENTERRDET,

4. [R#F] BVUWILET,
5. FRfitERERRLIES [OK] 27UviL. 20 [58T]1 #9UvILET.
o FEN 100% fEeNEE. #E—# @y 2 rEngd.
o BUREN 100% EREENTORMES (SOERE). BRE—ECO 7 I NRNE

ER
= New Expense = Quick Expenses Import Expenses v Details ~ Receipts » H
Expenses View v &
Date v Expense Amount Requested
Adding New Expense
2015-10-09 Business Meal (attendees) $234.00 $234.00
@ 0 Dinner Place, Seattle. Washington
2014-10-29 Office Supplies $68.23 $68.23
e Office Warehouse, Seattle, Washir
TOTAL AMOUNT TOTAL REQUESTED
$302.23 $302.23
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SAP Concur SAP

S EHE| DIRE

BIMODEIRDOSE . SVEG | 2R EINRBES (B I INENDDET .

BEOBESUNTHUWVEEZIFAI D¢ B5|IE3 2 BRIAREENREIIHDEINDT—IL R
MERRENET

BEBL—-ML HNEABBES1THS Oanda Corporation LDIRMEENET . 22U, BIOAEL — MefE
F93CEERBETT . JL Dy H—REREITI. JLSvh H—REENBEL - MIiREUET.

AETREVLEEZLET S

1. BEBELURN-MBEVRET [FRUVVWEE] 270vI0. SHTROSNTVSIEIRZIEN
LEY. (ERAMEEHEIRTREINTVEY)

RORICTERLEZ0,

o [&EA] J—ILROERIDUANS, ERUZ BEZLERLET,
[REL— ] OJ1—)L RHIRRENET

o [REL—-BN] & ANENEEIBSSIEECLHEBRICANEINET,
IWRBEDE D (CEENTTEINET .

o BERFTEDL—MeHNTEN BIOL—hTEIBLRBETEFT . L - MORBLFREZYIDE
ABICF. [HREL—BN] Jr—ILrOtEICHD [REE] 27Uy ILET.
2. EOOI—)LREIRTANDL. [&RF] 29U ILET,

Trip to London
=+ New Expense +aQ E ses mport Expenses v Detsils v E&c&"s v

Date v Expense Type Amount Requested

Adding New Expense

P =Amount in USD

TOTAL AMOUNT TOTAL REQUESTED

$0.00 $0.00 m| temize || AttachReceipt || Cancel
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SAP Concur

FREREAL SHAESIVEENRBE DM T TRRSNDILICTIERE0,
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SAP Concur SAP

V1Y IZEDIEN
EENEEL R e T B, ORI E—ECANT BN TEET,
DAY IRBRIET S

1. fEENEELR- MY [D1yIHE8] 57)vIUET,

Trip to Miami
es & P eipts
D Expense Type A Req i
A
Adding New Expense Expense Type

2. [V1vO%EE] ~R->T. Bt BB EBEN. #8h. @ESOELRBIREAILET,
REREBRELR-MIEMIBERIC. hATL T4—)L ROEOMOERZA D THIENTEF
ER
[COEEZER] 2FIAL. MEOEBLRVOOZEMRLET . ROTTTHUNERSNEE
ZHRETEEI . [HIBR] NI2ZERULT. BEORVWIAYIRREZHIFRLET,

3. [RF] 2009 ILET.

Quick Expenses X
Quick Expenses Mileage Expenses
Add Row h Expense Cumency |USD | v
Date Expense Type Business Purpose City Amount
Der15R20M7T Office Supplies $25.00 x
e Meetings 540.00 x
W M7 Postage 12 y x
&

Q0 Q0 Q00O
X X X X X X X
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SAP Concur [C]

[FFE] (ChREENRTRINET,
4. ZOMEBIREENHNEASDL. [RE] 270I0LFT,

&t +a Details * Prin
Date v Expense Type Amount Requested
v 09/15/2017 Office Supplies $25.00 $25.00 A
Bellevue, Washington v
09/15/2017 Meetings $40.00 $40.00 Transaction Date
Bellevue, Washington —
/1572017 :
2017 Postage $12.00 $12.00 )
Bellevue, Washington Business Purpose
ue, Washington
Payment Type
mpany P X |~
Amount
[ ] Personal Expense (do not reimburse)
Comment v
TOTAL AMOUNT TOTAL REQUESTED
$77.00 $77.00 b
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SAP Concur

IhRHEDETIERDOAL

SRORIZ—(CEo T IWRVERIBCESE TR OB N EICRIIZENHDET . IVEEZZEFR(IC
EARAURD. #HASEZEAIINELNERA. SHMLARL— b RHECRERBIR (E1TIERE, E1T
IERESTOERE) ZRELFT.
ETIEREDRREZIFR T B(C(S

1.

RERELR-MEVIRET, [BEZEM] 270U, BRES T ETIER | ZBIRLE

o REHMTDOERIG. RHNREVET, &5 Bl HAE, IWVEEOETIER. FTlL
S,

o HMETREEERIDAIC, TOIrIUCEMEZERI DHNENDDET .

SHOBRKCLOT LTFOVWINHADIREIFZLET:

o R=INEFEN. WABIUATZIZDI—ILRIFRENFT . RN T IL IvTDE
ITIEREAEZREL TLSI5 A}, [FEITIEREY -] OUZINKRRENFT .
- F(d -
- A -

o J-UJI0 [EFTIEBEEY -] 0V RONBEECRREN, ZHREIL—-MADT
EEY,

. SHOERIAED T INTORAI—IL FRAERI -V RIBEIEREZA S LET . INVEEDIHE.

ESXATHEAULETIEROSET 2 ANILET  HLABEOHS. EITIERMET ORI T
ED AN ZRDENBIENHDFT .

58 Y UIEA. FEATIERE SN ERELZL — MeTtlc IR BTN TEINE T,

. [REF] 200w ILET.
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SAP Concur

E-Receipt 2777171t 93
E-Receipt (&, FEUNET —AIDEFIRT. SAP Concur NEIEBXELU TROMBINEBEBESRIBENT
EF 9, E-Receipt DBRELARE(F. TILATTICLOTERDET,

SFt(E. E-receipt OFEZIFBIU THWENBDDFET , £lc. CHETE E-receipt MEERBEED1
= ETPIF4TEENZFCTOTPA ) TREGF Rl GREL TBRENDDF T . TIAFTICEO T, E-
Receipt N7 —A%X2F1CENOEFEUIRZEETIIHENHDET  FHlBICOEEL T SAP
Concur BIREEFTHEVEDEZE,

S24H E-receipt #B%MET 3L, SAP Concur R—A R— EICHA > Py T =BT vt —SEmEHIR
nNF9. [’0I7MI A2’>a>]1 R—3T E-Receipt #7974TILITBENTEFT,

ER: BECEOI AT LMERRDEWNCLD, COATIAHFIRATERVMEENHDET , SFHICDOTELT
(& SAP Concur BIREEFTHRBIVEDEZE0,

E-Receipt 27771719 3ICiE
1. [2'O2740] > [OI7AMEEE] =7UvILETD,
2. ['OI74N A733>] R-ST. [E-Receipt D7IF1~R—=>3>] 20IwILET,
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SAP Concur

SAP Concur |§|

Profile

Your Information

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

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs

Assistants/Amrangers

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

Invoice Settings

Travel

Personal Information

Expense Invoice App Center

Change Password System Settings

Profile Options

Concur Mobile Registration

Links = |

Concur Mobile Devices

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact
information

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

Credit Card Information

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

E-Receipt Activation

Enable e-receipts to automatically receive
electronic receipts from participating vendors

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

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

Change Password
Change your password.

System Settings

‘Which time zone are you in? Do you prefer to
use a 12 or 24-hour clock? When does your
workday startend?

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

Setup Travel Assistants

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

Travel Profile Options

Carrier, Hotel, Rental Car and other travel-
related preferences

Bank Information
Bank Information

Expense 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.

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

Help ~

Profile -

==

[E-receipt D7 V74T {bLL1-Y-ARE] 'FTrEINFT,
3. [E-Receipt DFIF14R—=>3>] R—TT [ZBB] OUIEIINILET,

SAP Concur [C]  Tavel

Exponse

Profile

E-Receipt Activation

suppliers and 10 find out mote, ciick

Rocehving e-raceipts can save you ﬁ peo-populating your axpense report. To enable e-receipts with participating

Flaase note that this selting does not control Ml o-receipts E-receipts Seliveced by a Concur App Canter parnar with
which you have connected your Concur account, and certain Triplink supplers, are controlied through the App Center of
your My Travel Network settings. For more infoemation. contact your company's Concur account administrator

¢ Mobd

4, [E-Receipt D7 IF74N—-33>Y] BEE%

E-Receipt (FIERICAEMMEENFUE,

5. E-Receipt OF7IF7AN=33>%ERHCUIZWEEE. [E-Receipt DFPIF4NR—=3>0] R—D

T [Z5B] DUZI%DIIVET .

SAP Concur

Profile

Your Information

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

Travel Settings

Travel Preferences

Personal Information

Expense Invoice App Center

Change Password System Seftings

E-Receipt Activation

Concur Mobile Registration

. [AR] 200990,

Links ~ | Help =

Concur Mobile Devices ==~

You have successfully enabled e-receipts with participating suppliers. You may disable this functionality at any time by accessing this

page from the Profile menu.

You previously enabled Concur to obtain e-receipts for you with certain participating suppliers, but you may disable this

functionality at any time. If you disable this setting, Concur will no longer request e-receipts from such suppliers. Please
note that this setting does not control all e-receipts. E-receipts delivered by a Concur App Center partner with which you
have connected your Concur account, and certain TripLink suppliers, are controlled through the App Center er your My

Travel Network settings. For more information. contact your company’s Concur account administrator

If you wish to disable this setting, click here.
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SAP Concur SAP

EEABL K- FOERILRE

RENEEL K~ MEfERRLIZS . ETRIL T\~ ROT7 0K — 2528 AICRE LD, RBOMRIREHERUT
NI BIENTEET,

EEREL K- MTVE1-BLUHRITBIC:

1. BEBELR-OR=H5, [EIRI/A=] 279990, ROYTHI> URRBSAT a2 =UE
DERLET . RAHDFIHBIRERA TS A% EELE T FIFBIRERATS A EUTTY:

o FAX REERER: UR- OOV -LEBRECHERBENEOFIVIUZAE, — &
O)=1—RphEFNIZ PDF I/ I ZEIRILE T

o FHILAR—b: LIR—hOYT)—t, IRTOLIR-h LNIVIEREZSOLR—MZEIRILET

o FRURELKR—b: BINEC—ROMENE/N-I-R. LR—b LNLOYIU-BERNIEENT
REOUANEIRILET

o FMLR—bDIE—: FEHLA—rOIE-ZEIRILES.

Office Supplies

E D Receipt Print / E
Date v Expense Amoun t Requested
Adding New Expense
0772472014 Office Supplies $25.00 §25.00
Seattle, Washington

@ Recently Used Expense Types
0772472014
Office Supplies Postage

$100.00 $100.0
$100.00 $100.00 i

> 0772072014

2. [F¥ILR—B] BE T, FFafEsR0 T [EMRI] 20Uy I0F Y,

RERELR— MIRHT3ICE
1. [BERELKR-N] R->T [LR-bORH] 27UvI0F . [LiR—MEEH] D12 RUNERTR
NF9,

. BN ERETHDEZETRL THS [LiRk—bDIRH] Z7UyIUET

Office Supplies

Import Expenses * Details v Receipls ~ Print / Email v
Expenses | | ew v («| | New Expense Available Receipts
Date v Expense Amount Requested
xpens:

Adding New Expense
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SAP Concur

[LR—b AF=FR] D12 RONRRENET .
3. [FAU3] 27)yILET.
LiR— hOIRBICKEIUIIHZ S LIR—b I5—FRE75—hOXAYE—IHTRRENET, I5-ZIEIETS
. FREARIDFTT (CBEFLEVWNBEBIZEF. %10 SAP Concur BEEE(CHEVEDEEZ,
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SAP Concur

FREBRELR—-MLE1I-BLUERTS

B, RSN EEEL R ML E 1L, WRORERES 2N HDET . SAP Concur 7k
—LR=IR, [Y4 FAY] T, EBEELR-NOURNER BTN TEST,

EEEELR- MLE1-BLORRT B

1. SAP Concurhi—A R=> D, [¥M ART] O [ERBFS5] ©/231> T, [RERELR-
M Z0UwILET,

Help ~
SAP Concur Requests Travel Expense Invoice Approvals App Center .
Profile -
-
Approvals Home Requests Reports Cash Advances Purchase Requests Payment Requests
Approvals
Trips Requests Statement Cash Purchase Payment
Reports Advances Requests Requests
Expense Reports
Report Name Employee Report Date Amount Due Employee Requested Amount
8;:: Ett:}:::; Never, Wiliam 1022016 UsD 0.00 USD 68.23

AERFFEOLIN— M [EEBFSORERELR—N] (CRRENFT, BSVLR— M IUvIL
ig_o

2. UR—bOs¥lzHERL. [H&ER] Z7UvILET,

40



SAP Concur SAP

REBELRN— MERY

AGRER REINEERELN-MLE1-BIMWRZHAGEL . MahbolizallEEZURVLZL

FI. LIR—bOIRTOFEEN FEVRAN [CRRINET . LIR—NMIREERNEINTVSIHEE.
[MEER] V23V ([(RRINFT,

BERELR— MEEDORDICHERICRTICE

1. SAP Concur hi—A R=> D, [V ART] O [EBFS5] ©/2310T. [RERELR-
M Z0UwILET,

AERFFEOLIN— MY [EEBFFS DRERELR—N] (CRRENFT, BSLLR— b IUyIL
ig_o

2. [MERBAERU] 27)ILET,

Approvals Home Reports

Office SUPPIIES pumn s
Summary

Details + Receipts * Print / Email %

Expenses view * |5 | summary
Transaction D... Expense Type Enter Vendor ... Business Pur... City Payment Type Berrr e

(EPOrL Summary

08/05/2014 Office Supplies Staples Cash Report Totals

(=) 08/05/2014 Office Supplies STAPLES Cash Amoun tDue Co... Amoun 1t Due E...
Postage US Postal Service  Postage for mar. Seattle, Washin Cash 50.00 $1,026.23
Materials Office Depot Reference Mate Seattle, Washin Cash
> Office Supplies Staples Office Chairs Seattle, Washin... Cash
O Migcellansous 07/14 Misc. Pro... Cash
O Office Supplies 07/14 Office Su Cash
@O Miscellaneous WMARRIOTT Cash
O Bank Fees Finance Charge .. Cash
L3
TOTAL AMOUNT TOTAL REQUESTED
$1,126.23 $1,026.23

[LR—b2ZERT] V1o RONRRENET,
3. MEBCLR-MERIBEZEHIATSIIAS M AL, [OK] 29UyILET,
MHEBCLR-MERTE. [FEBHFSOERERELR—M] (CERRESNBBDET,
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SAP Concur

RERELR— MEZIEELBRL
L= NCIS - Mot e, MEERENSEURSNZIENBET . RREEL K- MEURSNSE
AT 30 ML ET
EEAEL - MEESSUBIRITBICIE
1. Li—MeBICICIE. SAP Concur i—h A= LDy 929 K—AD [Lif—eRi<] 9

AW ILET
Administration ~ | Help ~
SAP Concur @ Requests Travel Expense Invoice Approvals App Center Bt < &
SAP Concur + 14 01 06 10
New Authorization Purchase Available Open
Hello, William Requests Requests Expenses Reports

[POT4TRBUKR—N] ©U33>(C. [ERU] ELTUR=b AMIUCRRENE T, AGREDIA
> IMIEERD T (CRRENE T,

Manage Expenses

REPORT LIBRARY View Active Reporis w

RETURNED 1172872017 NOT SUBMITTED 04172018 NOT SUBMITTED 0411772018

Trip to Dallas Training Trip Training

o

Create New Report

$53.00 $602.70 $349.00

Sent Back to Employee
John Smith

2. BRER—b 94N IWIU. LIR—MeREET,
3. ETIEZATL\. [LR—bODIRH] 20UvIUET,
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