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SAP Concur

for Experimental users

Online booking &
Travel Requests
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. OBJECTIVES AND PRE-REQUISITES:

The following slides explain:

= How to make an online booking

= How to submit your travel request

Pre-requisites:
The ESRF recommends that beforehand, you looked at:

= |ntroduction to SAP Concur for ESRF users

=  General information of SAP Concur for ESRF users — First connection

Trains outside of France cannot be booked online via SAP Concur. Please refer to
the « Travel request without online booking » handbook
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SAP CONCUR - HOME PAGE

From the home page, online booking
starts with « Trip Search »

SAP Concur Home ~ ® TeE

+ + + 06 00 02
Start a Start a Claim Enter Authorisation Available Open Claims
Request Reservation Requests Expenses

rip Search \Compa ny Notes

Please update if ESRF event

C of B iment (for test: l : P
opy of Experiment for ests ony) hd Dear ESRF users and visitors,
XEE @ Several SAP Concur user guides are available, for scientific users and for visitors
_— participating to conferences or workshops.
Please note ESRF closest airports are Lyon (LYS) and - t Read
Geneva (GVA) (+ Grenoble-GNB, only seasonal activity) cad mare
y Tasks
o Mixed FlightiTrain Search
i [ Round Trip \ One Way Mutti City
. Open Requests —» Available -5 Open Claims =
rom @
Departure city, airport or train stati
e S f13/12 tesD-14 Expenses 14/11 Experiment at the ESRF
ne £20.00 — Travel £€26.90
+ airport or train stati You currently have no available
city, aifport or &rain station 01/12 Experiment at the ESRF expenses Y 12/12 Experiment at ESRF
Find anairport | Select multiple airports £350.00 — Travel (o 3 €222.40

16/11 Conference at ESRF

m £255.00 — Travel
01/03 TestD-14

Show More £20.00 — Travel

16/01 Trip from London to Lyon -...
€17.39 — Travel

My Trips (0) -

You currently have no upcoming trips.

Page 4 The European Synchrotron | ESRF




. SAP CONCUR - TRIP SEARCH (1/4)

Page 5

Trip Search

Please update if ESRF event

Copy of Experiment (for tests only)

X2 8

Please note ESRF closest airports are Lyon (LYS) and
Geneva (GVA) (+ Grenoble-GMNB, only seasonal activity)

Mixed Flight/Train Search

[ Round Trip | One Way Multi City
From g
[}'Jepar:ure city, airport or train station ]
Find an airport |  Select multiple airports
To@
Arrival city, airport or train station
Find an sirport |  Select multiple airports
Depart @
ddimmdyyy) | depart v 14:00 w8 v
v
Return g
ddimmiyyy) depart » 1400 w 8 v
v

1

e

Default value is Experiment (i.e travel policy for
experimental user)

Default value is Airplane or train search

Reminder

Default value is “Round Trip”

Departure/arrival: to be filled-in by traveler
By default, the application researches flights to/from both
Lyon (LYS) and Geneva (GVA)

Dates: to be filled-in by traveler (minimum D-14)

By default, the application will report available tickets from 6:00
to 22:00 for flight. For train you must indicate an approximate
schedules.

Fill-in « From », « To », « Depart » and « Return » dates

And then, click « Search »
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SAP CONCUR - TRIP SEARCH (2/4)

For example: London-Lyon (or Geneva), from 16 to 22 Jan. 2024

Tr|p Summ ary Please note that tickets are booked as non-refundable and non-changeable. Any extra costs won't be supported by the ESRF. < R e m I n d e r
H : - -
(s) Select Fiights or Trains London, United Kingdom To Lyon, France —" ™
Round Trip Tue, 16 Jan - Mon, 22 Jan
LON - LYS . ) ) )
Depart: Tue, 16/01/2024 Hide matrix Print / Email
> Return: Mon, 22/01/2024 —_— ﬂ % m AFEF % = 7
All British Swiss Multiple KLM Air Multiple easyJet Luxair
@ Finaise Trip e
Most Preferred
- < Nonstop 86.44 184.02 313.04
| Change Search w ‘ 135 results 104 results 30 results - - - - 1 results -
\ J
s Al 5.66
— Depart - Tue, 16 Jan ~ 1 stop _ 205.66 197.18 234.08 244.64 306.00 _ 35175
92 results 16 results 39 results 17 results 1 results 18 results 1 results
[ ] L)
Depart 6:10 - 18:55 Sh by Schedul
0 chedule
°® ® Shop by Fares p by
Arrive  8:50 - 22:40
. 4 Displaying: 227 out of 227 results.
- ~ Flight/Train Number Searct Q Sorted By: Price - Low to High v
Return - Mon, 22 Jan ~ Previous | Page: 1 of 23 | Next | All
[ ] L J
. Depart 6:00 - 21:40 n e 7:35LGW - 10:15 GVA Nonstop 1h 40m €86.44 «——
=
L Arrive  8:00 - 22:36 ) Y 10:05 GVA - 10:45 LGW Nonstop 1h 40m o
s = 1 British Airways 2552 / 2551 operated by Avianca Argentina
g Travel
° Least Cost Logical Fare Show all details ~
Price EURB6.44 - EUR362.00 Optlons R
. J
' B . 15:20 LGW -+ 18:00 GVA Nonstop 1h 40m £€86.44
Display Settings —, British L 4—
Airways iew Fares
4 10:05 GVA - 10:45 LGW Nonstop 1h 40m o
Display Settings )
Hide flights without refundable fares  British Airways 2554 / 2551 operated by Avianca Argentina
L 9 Hide Propeller Planes Least Cost Logical Fare Show all details v

You can adjust the desired schedule

Page 6 The European Synchrotron | ES




. SAP CONCUR - TRIP SEARCH (3/4)

TRAVEL SUGGESTIONS ARE COMPLIANT WITH ESRF TRAVEL POLICY:

€3]

@ | Great! — |
e 7:35LGW - 10:J me ! €86.44
YOU Chose the mOSt - Airwaysl 10:05 GUA - 10 @ This trip conforms to your company travel rules. | o View Fares

economical fare, compliant e e 2552124
With ESRF travel poncy Least Cost Logical Fare

O itisthe cheapest available fare

Show all details v

A | These tickets require justification and are subject to ESRF prior agreement
’Warning \. i |

6:55LHR — 9:3 This option triggers one or more company travel €127.03

rules. We will log this choice if you choose to A View Fares

710 GVA = 80 purchase it.

A This fare is more than 40% higher than the basic
price and requires a justification

., British
Airways

Show all details

@ Sorry, these tickets are not authorized by ESRF travel policy

Show all details

Not allowed

. 6:55 LHR —» 9.1 [This option triggers one or more company travel
—,  British rules that prevent it from being selected. [x) Not Allowed
Airways 21:40 GVA — 22-1 © This fare is more than 60% higer than the basic
price and is not compliant with ESRF travel
regulations

Show all details
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SAP CONCUR - TRIP SEARCH (4/4)

Select your tickets, by clicking on

British 7:35LGW - 10:15 GVA Nonstop 1h 40m €86.44

" Airways? i
3 10:05 GVA - 10:45 LGW Nonstop 1h 40m o

1 British Airways 2552 / 2551 operated by Avianca Argentina

Least Cost Logical Fare Hide all details ~
DEPART X Tue, 16 Jan - London, United Kingdom to Geneva, Switzerland Hide details ~
Tue, 16 Jan 7:35 LGW — 10:15 GVA 1h 40m British Airways 2552 View seats

Airbus Industrie A321 /176 kg COze
Operated by Avianca Argentina

RETURN % Mon, 22 Jan - Geneva, Switzerland to London, United Kingdom Hide details ~
Mon, 22 Jan  10:05 GVA — 10:45 LGW 1h 40m British Airways 2551 View seats

Airbus Industrie A320-100/200 / 178 kg COze
Operated by Avianca Argentina

Fare Options Free Checked Bags Refundable
Economy Basic Fare (O)
Rules Benefits/Services 0 No 0 €86.44

Luggage

Economy Plus (O) 1 Y/N?
Rules Benefits/Services Up to 23kg (total) No o €114.44 .

Plus Flex or Economy Fully Flex €1,100.44

o : res Mot Allowed
Rules Benefits/Services DT Fees may apply 9

View more fares

Amadeus
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SAP CONCUR — BOOKING CONFIRMATION (1/4)

The flights you selected: | -

Traveler’s data, automatically
reported in Concur (can be
completed by the traveler)

Trip Summary

Flights Selected
Aound Trig
LOW - LYS
Degart: Tue, 16/01/2024
Retumn: Mon, 2200112024

Finalise Trip

Review and Reserve Flight

Review Flights
DEPART A Tue, 16 Jan - London, United Kingdom to Geneva, Switzesiand Hide: detals
Tue,16Jan T35 LGW -+ 10:15 GVA 1h 40m British Airevays 2552
Hirbus Inclestrie AZ21
Operated by Avianca degentina
RETURN % Mon, 22 Jan — Geneva, Switzerland to London, United Kingdom Hide detals
Mon, 22 Jan 10:05 GVA -+ 10:45 LGW 1h 40m British Airevays 2551

Airbus Indisirie AZ0-100/200
Operated by Mvanca Agentina

Enter Traveller Information

Ensure all traveller information below is correct. @

@ Remember Your Passport Yo ieanal travel wil reci o other e i Remerniser to bring your iderification
with you on your day of travel
Primary Traveller Edit| Review all

Name: Test externe EXTERNE  Phone: 0476382076 Email: savelafifesdfi v

Frequent Flyer Programmes Add a Frogramme
For Bridsh Alnways.
ho Programene selected v

Select Seats
Select your preferred seats, othenwise Concur will request them for you based on your Profile.

Fight Seat
BA 2852 MNobag (0} Wiew seat map
BA 25851 MNobag (0} Wiew seat map

Review Price Summary
Description Fare Taxes and Fees Charges
Birfare €8.00 €78.44 €B6.44
Total Estimated Cost: €86.44
Total Due Now: £86.44

Method of payment

This purchase will be changed to your company directly.

A This is a Non-Refundable Ticket
Customers holding MON-REFUNDABLE type tickets may USUALLY cancel ther jourmey, and reuse thess tickets to any destinstion in the camier's system,
within cne yeeer following the DATE OF ISSUE (READ THE FARE RULES 1o be certsin this spplies). tians MUST b dled by the inerded
(originel) departune day, or tidkess will be void and heve NO value for fusure e, These nudes spply 1o DOMESTIC ticketing ony.

By completing this booking, you agree to the fare rules and restrictions.

o

s | IT OK, click here for next step

T
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SAP CONCUR - BOOKING CONFIRMATION (2/4)

Flight option end date
(your flight is pre-booked until this
date, your travel request must be

Trip Summary

() Finalise Trip
Review Travel Details

Entar Trip Information
Submit Trig Contemaricn

Travel Details

Trip Owverview

| want o Trip Masve: Trip from London g Lyon & Sioctml cutade Usmoer? ENGF your iR

R

Start Date: 16 January, 7024 rromay CF CONFEC W T

End Date: 22 January, 2024
Created: 01 Decembar, 2072, Test axtoma EXTERNE
(Mocified GI Dacermbar, 2023)

Description: o Desciptan &valabla) &

Agency Record Locator LINELW
Pazzangers: Test Exserne Extama

Total Estimated Cost: CBE 44 EUR [Dums)

| g Adrfars must oe thoketed Dy 011202023 2366
[

validated before this date).

Flight details

If ok, click here for next step

Cantral Europsan

Reservations

Tussdsy

@

Monday.

18 Jamusry 2024

Flight London (LGW)to Geneva (GWV&) S

‘P.casc noee that chargeabike S6at assignment will not be covered by ESRF

Erifish Alrways 2662
Spmrsted by BA ELUROFLYER

Dapariurs: 7:26 Confirmation: LINXLW Bead: Mo saeat
Lo Gatwick Arpat (LGW] e Seac 1 2w
p—

Curstior * haur, 42 minute
e

Arrival: 10:16

Ganwa Arpe (GVA]

3 T

Akdtior Dty
A Arna AT Satwnce. 712 smere
=T

Smexmem 178245 20

S A

22 Jamusry 2024
Flight Geneva (GVA)te London (LGW) Bt
M ot chasmeiia sast aszigreert wil ot b covered by ESRF

Erish Alrwsys 2661
Cpwwe: - BA EUROFLYER

Depariure: 10:06 Confirmation: LENALW Bead: Mo saat
Ganwa Arpe (GVA] Tam Comterms Saaz: 1 e
3 T

urmimn © e, 3 e
)

Arrival: 10:45
Lordon Sambwick. At (LEW]
-

Sarance T2 kesTaren

e o
Total Estimated Cost
Air Vowsr Fara bhotme
Aistars spacinct mrcrt: chow ER
Tiam andleec TEA ER
Total Eatimated Coat: mes R
R ictians
Cuze  PAX NONREFBASIC-ZD

TICKET MOT ¥ET ISSUED. AIRFARE QUOTED I MIMERARY IS NOT GUARANTEED UNTIL TICKETS ARE ISSUED.

thin point ¥ canceiled. Hote: Ary part of the trip et b imsent puechase or hes desosl e wil not be

==
v
v
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SAP CONCUR - BOOKING CONFIRMATION (3/4)

Trip Summary

@ Finalise Trip

~ Review Travel Details
Enter Trip Information
Submit Trip Confirmation

Trip Booking Information

The trip name and description are for your record-keeping convenience.

Trip Name Trip Description (optional)
This will appear in your upcoming trip list. Used to identify the trip purpose

Trip from London to Lyon

P Y

end a copy of the confirmation to: @

Send my email confirmation as
@HTML OPlain-text

Trip name

automatically filled-in
(changeable by traveler — purpose of your trip)

Please enter information about this trip then press Next to finalise your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

Page 11

If ok, click here for next step

Y

The European Synchrotron | ESRF



SAP CONCUR — BOOKING CONFIRMATION (4/4)

Trip Confirmation

Trip Summary
T COMPLETE BOGKING. plasa press the “Confim Bocking™ Burion after reviewing this page.
@ Finalize Trip To CANCEL, press S Cancel bugon.
+ Review Travid Detais
- Enter Trip Information T”P Ohverview
Submit Trip Confirmation

Trip Name: Trip from Londo fo Lyon
Start Date: 16 faruary, 2024
End Date: 22 Jaruary. 2024

Crusted: 0 Docomber, 2003, Tost axtame EXTERKE (Moaod: 01 Decombar, 20731 A A H .
Dot o e i Inal review O € DOOKINg

.
Agency Recon Locatar: LI,

Passengers: Test Extame Extama
Tatal Estimated Cost: (3548 EUR

| @ Ao
Acthaie Tr 10 58 yOur plans and Sty one sep ahead whiks ravelling.
F{E=NCEAP2BCE P=GNBHX2105)

sed oy 01H2B0RE 23: 66 Contral Eurapean

Agency Mame: Amanican Expeess LGET FRESRS

Reservations
Toesdey 18 January 2034

a Flight London (LGW) to Geneva (GVA)

Erifish Alrways BEE2
Cowrates - BA EURCFLYER

Departurs: T:36 Confirmaiion: LINALW Beat: Mo seat
L Gatwiske Arper (GIW] e

p—

Curation. ¥ b, &0 mnute

=

Arriest: 10:16
‘G A (GVA]
3 s

Mondsy 22 Janusry 2024
9 Flight Geneva (GVA)to London (LGW)

Eriflsh Alrways 2661
Cpweas = BA EURCFLYER

Departurs: 10:06 Confirmation: LIHALW seat: Ho seal
(G A (GVA] Dy Comsees

If ok, click on “Confirm bookings”

Ve bz
Total Estimated Cost
air Vo Fare Mot
Abaa et sereasrts caoo Eun
Tazm woe o 7B R
Tolal Eatimaiad Coak: 644 EIR

Raatrictions

oz PAX NONREFBASIC-Z0

TICKET MOT ¥ET ISSUED. AIRFARE OUOTED I IMMERARY IS NOT GUARANTEED UNTIL TICKETS ARE|ISSUED.

A 4

D £ 2

Almesl shans. . Plasss corden Shis Snrey.
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. SAP CONCUR - CREATION OF THE REQUEST HEADER

Now, your online booking needs to be approved by ESRF

You can see below the header of your travel request (automatically filled-in)

Edit Request Header x

Trip from London to Lyon Request ID: 4C399

* Required field

Request Policy * @ Request Name * @) Start Date *

Experiment v Trip from London to Lyon 16/01/2024 ]
End Date * Start Time * End Time *

22/01/2024 B 07:35 ® 10:45 ®
Main Destination Country Experiment number * 9 Travelling with

v
PNR A Total Posted Amount

\:| Tick here if your trip includes private steps@) € 86.44

Total Approved Amount

Cancel m

Complete your experiment number ‘
(ex : CH-6402) Click “Save” for next slide
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. SAP CONCUR - TRAVEL EXPENSES

As booked online, your flight expense is automatically reported,

« Air ticket (Self-Booked) » is the ticket you pre-booked

SAP Concur Requests ~ ® TeE

Manage Requests

Home / Requests / Manage Requests / Trip from London to Lyon

Trip from London to Lyon € 86.44
Not Submitted | Request ID: 4C99 | 4 Required approval date: 01/12/202% 21:55

Request Details v  Printw  Attachments v

TRIP
€86.44

PNR: L3NXLW

EXPECTED EXPENSES

A

1B Expense type|T Details )T Datel” Amount|T Requested|T

I Air Ticket (Self-Booked) o London (LGW) - Geneva (GVA) 16/01/2024 €86.44 £86.44
<

€86.44

You are requested to add the extra travel expenses you would
— | like to be reimbursed by the ESRF, such as shulttle, bus,...

(see next slides)
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SAP CONCUR - ADD TRAVEL EXPENSES

Click on « Add »

And then, select the extra travel expenses

Home / Requests / Manage Requests / Trip from London to Lyon

Trip from London to Lyon € 86.44 Add expected expenses andior travel plans X

- -
Not Submitted | Request ID: 4C99 | A Required approval date: 01/12/2

| |Search for an expense type

Request Details v  Printv  Attachments v
w 02. Transportation

TRIP Air Ticket
€86.44 Bus-Metro-Shuttle
PNR: L3NXLW External contribution

Private car — full rate

EXPECTED EXPENSES

Private car — low rate

Add Railway Ticket
Tolls/Road Charges
O Expense typelT « 08, Other DatelT Amount|T Requested|T
— - Miscellanecus
LJ Air Ticket (Self-Booked) 16/01/2024 €86.44 € 86.44

Visa

€ 86.44

For example: « Bus-Metro-Shuttle », for the transfer from Lyon airport to the ESRF
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. SAP CONCUR - ADD TRAVEL EXPENSES

Fill-in all the mandatory fields (i.e those with « * »)

For this item, fill-in the ticket price

Home / Requests / Manage Requests / Trip from London to Lyon / New Expense: Bus-Metro-Shuttle Cancel a

New Expense: Bus-Metro-Shuttle

16/01/2024
v
Transaction Date * Ti tion Amount C Y
16/01/2024 (] Euro v

Click « Save » to validate (or « cancel » to go back)
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SAP CONCUR - ADD TRAVEL EXPENSES

Now, the shuttle ticket is added to your travel request

Home / Requests / Manage Requests / Trip from London to Lyon

Trip from London to Lyon € 116.44

Not Submitted | Request ID: 4C99 | 4 Required approval date: 01/12/2023 21:55

Request Details v  Printv  Attachments v

TRIP
£86.44
PNR: L3NXLW

EXPECTED EXPENSES

Add

A

[y Expense type|T Details]T DatelT Amount]T Requested|T

() Air Ticket (Self-Booked) London (LGW) - Geneva (GVA) 16/01/2024 €86.44 £86.44

|i | Bus-Metro-Shuttle 16/01/2024 € 30.00 €30.00
€116.44

-1 Click again on « Add », for extra travel expenses
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. SAP CONCUR - ADD TRAVEL EXPENSES

Click again on « Add », for extra travel expenses

Trip from London to Lyon € 119.44
Not Submitted | Request ID: 4C99 | A Required approval date: 01/12/2023 21:55

Request Details v  Printv  Attachments v

TRIP
€86.44

PNR: L3NXLW

EXPECTED EXPENSES

L, &

[} Alerts|T Expense typell Details [T Datel* Amount|T Requested|f
0 Air Ticket (Self-Booked) London (LGW) - Geneva (GVA) 16/01/2024 €86.44 €86.44
\:l Bus-Metro-Shuttle 16/01/2024 € 30.00 € 30.00
\:| E Bus-Metro-Shuttle 16/01/2024 €3.00 €3.00

‘ 0 Comment ‘ €119.44

‘ [E Tram tickets in Grenoble

EXTERNE,Test externe 01/12/2023

A

When necessary, add explanation in the comment field of each travel expense
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. SAP CONCUR — CHANGES / CANCELLATION

For changes or cancellation, click to select the item, first

Trip from London to Lyon € 119.44

Not Submitted | Request ID: 4C99 | 4 Required approval date: 01/12/2023 21:55

Request Details v  Printw  Attachments v
TRIP

€86.44

PNR: L3NXLW

EXPECTED EXPENSES

@] Ad‘rtsu Expens e Details|T Datel~ Amount|f |Requested|T
O London (LGW) - Geneva (GVA) 16/01/2024 £86.44 £86.44
O Bus-Metro-Shuttle 16/01/2024 €30.00 €30.00
» O 5 Bus-Metro-Shuttle 16/01/2024 €3.00 €3.00
c110m
~
Click on « Edit » Click on « Delete »
for changes to remove the expense

Once all foreseen expenses are reported, please click on « Submit Request »
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. SAP CONCUR - TRAVEL REQUEST IS SUBMITTED

Once submitted, your request is filed with your other travel files (depending on the
date of departure). A different color indicates the status of each file.

Manage Requests

Request Library View

Trip from London to Lyon tes D-14 Experiment at the ESRF Conference at ESRF Test D-14

16/01/2024 | 4C99 13/12/2023 | 4C7N 01/12/2023 | 49VP 16/11/2023 | 49X4 01/03/2023 | 3WJD
€119.44 € 20.00 € 350.00 € 255.00 € 20.00
Not Submitted Submitted Approved Approved Returned

Submitted & Pending Approval
SUPERVISEUR, Test superviseur

Sent Back to Employee

Trip from London to Lyon - Expe... test

16/01/2023 | 3LNF 17/03/2022 | 3F6T
€17.39 € 300.00
Not Submitted Returned

Sent Back to Employee

Check your emails regularly and follow your notifications
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