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Access the SAP Concur tool

/AEITIEX

Pick an account

Use another account
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https://www.concursolutions.com/UI/SSO/p0031135y4ki

App Center

/AEI‘I’IEH

Hello, User UK

Start a
Report

-+

Upload
Receipts

03

Available
Expenses

Available Expenses — Open Reports —
10701 TAXI MARI CARMEN 01/27 Test Report
EUR 25.00 £20.00
10/01 UBER TRIF HELP.UBER.COM 11/22 Personal Mileage
EUR 5.25
10/01 UBER TRIF HELP.UBER.COM 11/22 mileage
EUR 2.00
11727 testmilgdec
£10.00
11/26 TEST
£10.00
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Expense

App Center

Help =

Profile - .
-

//CEITIEX

Manage Expenses

Test Report

View Transactions

Mew Expensze

| + Mew Expenze | | + Qwick Expenses mport Expenses Dets Receipts =
Expenses View = &
| | Date = | Expense Type | Amaount Requested |
Addling New Expense :
TOTAL AMOUNT TOTAL REQUESTED
£0.00 £0.00

Print | Email =

Delete Report

Submit Report

Available Recsips

Expense Type

Transaction Date Business Purpose

Enter Vendor Mame

City of Purchaze

I Fariing | i | I 02/02:2020 ||_|| I Business Purpose | I Wendor Nams | | London, Graater London
Payment Type Amourt Comment {optional) Receipt Status
I Cash | o | I 20.00 | | GEF | g | Calculste Tax | | | Feceipt | b |
Parking Type AT Mumber
| |

I Off Sareet'Muli-Storey

[v]

| [ Atsch Receipt || Canest |

m [ Allocate
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Help ~

E App Cent
SAP Concur [c] SRS B Profie ~ a

Manage Expensas Wiew Transactions

TES[ Re pD rt Delet= Report Submit Report

B | | 4+ Cuick Expsnses | mpaort Expenses Diatzils Receipts = Print / Email = Hide Exceptions
Exceptions =
Expense Type | Diate | Amount | Exception
Parking 020212020 £20.00 0 NORCTENT - Upload your rec=ipts to each expense tem using Attsch receipt option.

Expenzes @ @ View = € | Expense | Ayailable Recsipts
= M Expense Type | Amn}uml Requested |
7| 024022020 Parking £90.00 £90.00 Expensa Type Transaction Date Business Purpose Enter Wendor Mame City of Purchase
I I'"'E'ldﬂf Wame, London, Greater I Parking | w | I 0200212020 ||_|| I Business Purpose | I \endar Name | | London, Greater Londan
| MNORCTEMT - Upload your receipts to 2ach expense item using Atiach recespt opton. | EENELT Ammi':ﬂ —
ICash | V| IEU-« ||E'=' | "l Calculate Tax
Ri=ceipt Siatus I
| Receipt I | w |
—
Parking Type WAT Murniber
I Ot Sarest/Muki-Stonzy | W | |
TOTAL AMOUNT TOTAL REQUESTED o . —
£20.00 £20.00 m [ ltemize ] [ Allocats ] [ Attach Re
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Credit card / Cash expense affidavit Heemex

If you lost the receipt, please click on
“here”. A missing Receipt declaration
will be created

ed for uploading:
Mo iz select=d

Or choose an image from your Available Receipts.

Available Receipts
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Credit card / Cash expense affidavit Heemex

Missing Receipt Affidavit

A recsipt iz reguired for this expenss. If you are mizsing your rec cleazs usa this missing receipt
affidawit.

T create an affidavit, choose from the Expense(s) below that require a Recsipt

Expense Type
M Parking
. endor Mame, Londen, Greater London
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] E = i Cent
SAP Concur Hpense App Center Profile - 9
-
Manage Expensas Wiew Transactions
Test Report peee oo ([
| Import Expenses Details Receipts * Frint / Email =
Expenses m @ iewi g ReceiptImags fuilable Receipts

¥| Date » | Expense Type | Amaount | Requested |

| qrray WY Parking £20.00 £20.00
B Vendor Name, London, Grester

Missing Receipt Affidavit - Parking

Date of Expense:  02/02/2020
Vendor:  Vendor Name
Amount:  £20.00
City:  London, Greater London
Business Reason:  Business Purpose

Acceptance: | certify that | lost my receipt and this is a valid business expensa.
User UK1 Test

02/05/2020

2:28 PM Greanwich Mean Time

TOTAL AMOUNT TOTAL REQUESTED
£20.00 £20.00
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SharePoint site

SAP Concur


https://cemex.sharepoint.com/sites/Concur/SitePages/Learn-Concur.aspx
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