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SAP Concur

for event participant

Expense Report

& mobile application
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. OBJECTIVES AND PRE-REQUISITES:

The following slides explain:

= How to create and submit your expense report, with SAP Concur mobile
application

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

= Download the SAP Concur mobile Application, to get certified copies
of your travel tickets
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. GENERAL CONTEXT

Receipts are required for the refund of your travel expenses:

Two alternatives:

v" Certified receipts, thanks to SAP Concur mobile application

» Paper receipts are no longer required

v Original/paper receipts sent by postal mail to ESRF Travel Office

Compliance with ESRF travel policy:

v Unexpected expenses and higher amounts are subject to ESRF approval

v Expense report must be submitted not later than 30 days, after the end date
of the trip
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. CONCUR MOBILE

SAP Concur

Concur Technologies, Inc.

Experiment at ESRF

GETITON €222.4O
Google Play ot Submined

# Download on the

S App Store b\

Thanks to SAP Concur mobile App.,
you will be able to:

- Take photos of your receipts and get them certified

- Add the certified tickets to your claim

- Submit your expense report, electronically
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CREATION OF THE EXPENSE REPORT

From the home page, select « Requests » to view all your active Travel requests

Page 6

16:20 2

= FTY SAP Concur

Experiment at ESRF

€222.40

Not Submitted

@ S} |

Home Expense Travel

L] O

| 4GH

Q

¥
Request

Then, choose the

related approved travel request

10:48 24 il 461 ED
Request
ACTIVE ALL
O Experiment at the ESRF €350.00

@

Home

1 Dec 2023 - 4 Dec 2023 1D: 49VP
Approved

Conference at ESRF €255.00

16 Nov 2023 - 16 Nov 2023 ID: 49%4
Approved

Test D-14 €20.00

1 Mar 2023 - 2 Mar 2023 1D: 3WJD

Sent Back to Employee

Trip from London to Lyon... €17.39
16 Jan 2023 - 20 Jan 2023 ID: 3LNF
Not Submitted

test €300.00
17 Mar 2022 - 18 Mar 2022 1D: 3F6T
Sent Back to Employee
& ] ¥
Expense Travel Request

| @ 4
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CREATION OF THE EXPENSE REPORT

Expenses of the approved request are reported

. Select « Details » to check the request header

10:49 A 4G D
<  Request Details
10:51 £ 46T GO
Conference at ESRF €255.00 .
16 Nov 2023 - 16 Nov 2023 total amount <_ ReqUESt Detall's
Approved
Conference at ESRF €255.00
DETAILS EXPENSES 16 Nov 2023 - 16 Nov 2023 total amount
Approved
Bus-Metro-Shuttle €50.00
16 Nov 2023 DETAILS EXPENSES
—y
Bus-Metro-Shuttle €5.00
16 Nov 2023 Attachments
Air Ticket €200.00
16 Nov 2023 [Ez=) Comments 0
London, UNITED KINGDOM - Genéw...
Request Policy* >
Event

Request Name*

Conference at ESRF

CREATE EXPENSE CLAIM Start Date* End Dater
16 Nov 2023 16 Nov 2023
[ | @ 4
CREATE EXPENSE CLAIM

T
/ m ® <

Click on « Create Expense Claim », here
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CREATION OF THE EXPENSE REPORT

Well done! the expense report has been successfully created

l

10:52 2 il 46T (88D
<  Claim
Conference at ESRF €0 00
16 Nov 2023 reimbursable total

Not Submitted

DETAILS EXPENSES RECEIPTS

No Expenses

When you have expenses, you'll see your
expenses here

The expense claim header is automatically filled-in
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1555 2 il 46T (E h O e e
<  Claim I I l pa'g
Conference at ESRF €0.00 1556 2 467D
1 Dec 2023 reimbursable total
Expenses
Not Submitted
Claims Expenses
DETAILS EXPENSES RECEIPTS CUEULE
L [y Mobile Expense Claim 202... €1.90
Claim IB* Dec 1, 2023
ED388354FA8340169E52 e ——
Policy* _> o Conference at ESRF €0.00
Event Dec 1, 2023
Not Submitted
Claim Date* o ExperimentattheESRF  €25.00
1 Dec 2023 Nov 14, 2023
Not Submitted
Start Date* ® Alerts
16 Nov 2023
[} Experiment at ESRF €222.40
End Date* Dec 12, 2022
16 Nov 2023 Not Submitted
Subimitted
Report Currency* +
@ Sl [} “
Hame Expense Travel Request
] @ <
L] @ <

The expense claim is pending for your receipts
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. TAKE A PHOTO OF YOUR TICKET AND GET A CERTIFIED RECEIPT

From the home page, click on the capture receipt logo

16:20 24 Ll 46T (BD)

= ETY SAP Concur Q

Experiment at ESRF

€222.40

Not Submitted

@ =] 1] n

Home Expense Travel Request

[ ] @ L |
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Please zoom on the
receipt as much as
possible and once

« ready to capture »
appears, take your photo

Ready to capture...
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TAKE A PHOTO OF YOUR TICKET AND GET A CERTIFIED RECEIPT

16:45 Z il 46T (B

X Confirm Amount

] E-BILLET
N de réservation | WCXOB1

Compognle : Comito Pro (BlaBiaCar Bus)

g o BlaBlaCar
© Départ: & © Arrivée :
25.10.2023 19:00 25.10.2023 21:30
Genéve - Adroport Grenoble - Gare Routiére
‘Gare routiére -1, Route de l'agroport 21 11 Place do |a Gare
s Le Bfmsml\ ox 38000 Grenoble

7 Comment trouver mon bus
Vot bus owre  favant lo numéro suvont

N°bus: 50609

T Embarquement @sonamair

g Voyagez ave un enfont de moins de 3 ans,
Un 1" de sg6 vous sers ottrbué Th avant e déport. mm“"m"_mw_ﬁ’wm
s Hhoute: vos iones: Les pauses el arréts réglementaires sont inclus dans
e amps de trojet.

euw-:‘ i .:v:ln nmaﬁmux (p«uw- Los Paures sosteprindon en
(G mmunm.mmn Lt (o = Wi -

Urgence
+33(0)1 70 96 86 40
Angeluriauement pendont vors oroge (24/24 T/7)

What is the amount on this receipt?

Incorrect

m] @ <

Confirm the amount is
correct,
or select « Incorrect »

16:45 Z Ll 4GE B

X Finalise

N* da réservation : WOX: “

wcmcvmnmbn) me‘f
© Départ: © Arrivée :
25,10.2023 19:00 26,10.2023 21:30
Genéve - Aéroport Grenoble - Gare Routiére
Garo routiére -1, Rﬂleda ‘aropont 21 11 Place do Ia Gare
215 Le ms-nu\ 38000 Gronoble
c
£ Comment trouver mon bus
e s e & Tovont o numéra ot
N° bus : 50609
7 Emborquement (1) Bon & savoir
e S B by i)

St Mhqumiss ooutidgomes. Les pauses et améts réglementaires sont inclus dans
1o tomps da trojot.

obligatores pour. hwmu‘mm(m-pm
membre.
(Pl S s v vy oo

En cas de passage de frontidre.vous pouves e
Présentez-vous 19 minates avont le départ, soumis & das contrdles douoners.

Urgence
) +33(0)1 0968640
Appe uricquemant pendant v

25.00
NEXT RECEIPT —> m

Your scanned receipt
Is now certified!

(see the blue logo on the top left)

Select « Done » to upload
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16:46 2 aill 46 (B
Expense
Claims Expenses
— | @ Bus-Metro-Shuttle €25.00
e Oct 25, 2023

Blablacar - Grenoble, FR-38, ...

@ 5] ()] ¥

Home Expense Travel Request

u @ <
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. ADD THE CERTIFIED RECEIPT TO THE EXPENSE CLAIM

Click on the expense in order to check the reported information

Expense Type*
Bus-Metro-Shuttle

Date*
Oct 25, 2023

Supplier

Blablacar

8:31 4Gt (&
PERP—— —
e - Adroport rencbie - Gare Foutir
are 1, Rt 11 Plocs do In Gare
- e il
£ Comment trouver mon bus
s s & Forant e i v
bus : 50609
5 Embarquement (7) Bon & savoir
ey deves cbligatorement oppartes un siege oute.
i Les pouses et arréts reglementoires sont inches dors.
urisss-vas de vore pitc i s o de ok
‘abigotcires pout Ies voroges interalionaus (passepor
R S £n cos de passags de trontlbee,vous pouvez Stre
Amount*
€25.00

<

Page 11

8:38 46t &
<  Expense
Scroll down and click 8 B BT
on the line(s), which : Pt
need(s) to be - o
corrected, then save |- :;,_:;::";J.:w B
your modification by .
I I Amount*
qllcklng on the top el
right-hand corner of
the page e M e ;
v
«—— | ¢ Expense SAVE Nis 15,2023 | Revised
o | OZIERRSTAN OIBI07 | | s
AUT. 307543 OPER. 010723  Blablacar

= ®

Move to Claim

4

T

Once ok, click on « Move To Claim »
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. ADD THE CERTIFIED RECEIPT

Choose the expense report you created beforehand

. .
10:58 44 il 467 (6D 1105 £ a1l 467 GD

& Move to... <  Claim

Unsubmitted

Conference at ESRF €25.00

16 Nov 2023 reimbursable total
o Conference at ESRF €0.00 _
Ly Nov 16, 2023 The I’ecelpt IS Not Submitted
Not Submitted added ’ nOW
5 Experiment at the ESRF €26.90 DETAILS EXPENSES RECEIPTS
Nov 14, 2023
Not Submitted Bus-Metro-Shuttle €25.00
© Alerts 16 Nov 2023
Grenoble, Isére
o Experiment at ESRF €222.40
Dec 12, 2022

Not Submitted

—

_ mwm
@ 4 Select « + »
to add extra expenses
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. ADD EXTRA RECEIPT

Select « New Expense » to add a line or select
« Expense List » to add another certified receipt X Selected 1 @
A

\/ Bus-Metro-Shuttle €1.90

Dec 1, 2023
1 Voyage - Grenoble, FR-38, FR

Then, « Move To Claim »
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SUBMISSION OF THE EXPENSE REPORT

Once all your expenses are added, select « Submit »

11:14 2

< Claim

Conference at ESRF
16 Nov 2023

Not Submitted

DETAILS EXPENSES

Bus-Metro-Shuttle
16 Nov 2023

Grenoble, Isére

Bus-Metro-Shuttle
16 Nov 2023

Grenoble, Isére

46T D

€26.90

reimbursable total

RECEIPTS

€25.00

€1.90

Page 14

User Electronic Agreement

By clicking on the 'Accept & Submit’
button, | certify that:

1. This is a true and accurate
accounting of expenses incurred to
accomplish official business for the
Company and there are no expenses
claimed as reimbursable which relate
to personal or unallowable expenses.
2. All required receipt images have
been attached to this claim.

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

4. In the event of overpayment or if
payment is received from another
source for any portion of the expenses
claimed, | assume responsibility for
repaying the Company in full for those
expenses.

CANCEL  SUBMIT

Read the agreement
and « Submit »

A
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. SUBMISSION OF THE EXPENSE REPORT

The expense report is correctly submitted and is pending for ESRF approval

11:16 A4 i 465 B

= ET7 SAP Concur a Similarly, on the mobile app...

Conference at ESRF

€26.90 ...and on the web application

Submitted & Pending Approval

oo 0 e SAP Concur Expense ~ ® TeE

Manage Expenses

Home / Expense / Manage Expenses / Conference at ESRF

Conference at ESRF €26.90

Submitted & Pending Approval | Report Number: 27BDAL

REQUEST
Remainin,

Approved e
€223.10

€255.00

Claim Details ¥  PrintShare v Manage Receipts v

Receipt{T  Payment TypelT Expense TypelT Supplier Details\T Datel Requested|T
3 Cash Bus-Metro-Shuttle Blablacar 16111/2023 €25.00
Grenoble, Isére

=1 can Bus-Metro-Shuttie 1 Voyage 161112023 €190

Grenoble, Isére
—

@ e o ¥

Home Expense Travel Request

[ ] @® <

ESRF
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