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SAP Concur [C]  Expense

App Centre

/AEITIEX

//CCI'I'ICX

ello, User UK

MY TASKS

Available Expenses

08/09 Dan Hotels
£509.06

31/08 KUWAIT AIRLINES
E92569

31/08 VisaPhone
£917.47

31/08 TAN
£371.97
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+ User.UK Test

Stal Profile Settings
Cla

:’: Acting as other user g

Sign Out

. Cancel
Open Claims anee

0110 Cash Allowance test
£370.00

17/09 mdunsden
£132 588 54

17/09 abcde
£200.00 Retumed

16/09 Petr Melnik Test 01
£15.00
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SAP Concur @ Expense App Centre

Profile Personal Information Change Password System Seftings Concur Mobile Registration

Your Information {:Ompaﬂy Car Registration

Personal Information

Company Information ys all the company cars that have been registered. Click New to register another car.

Contact Information nt Method: Company Car - Variable Rates

Email Addresses

Expense Settings

Expense Information [] wehicle ID ET\gine Size Active
Expense Delegates Savidw Diesel - 1600cc or less fes
Fxpense Prefarances MHA1S ZGK Petrol - 1401ce to 2000cc Yes
EFG3 AFY Diesel - 1601cc to 2000cc Yes
FEi16 JKU Petrol - 1401cc to 2000cc Yes
Company Car | [ cEB123 Diesel - Over 2000cc Yes
FersoTmrem [0 aBci23 LPG - 1400cc or less Yes

Favourite Attendess

Other Settings

System Settings
Connected Apps
Concur Connect
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SAP Concur Expense App Centre -

Profile -~ - 4
=

Profile Personal Information Change Password System Settings Concur Mobile Registration

Your Information COmpaﬂy Car Registration

Personal Information

Compam; Information This page displays all the company cars that have been registered. Click New to register another car.
Contact Information Reimbursement Method: Company Car - Variable Rales

Email Addresses m

Expense Settings

Vehicle ID Engine Size Fuel Type Make & Model
Expense Information
P I HRP2605 | I Diesel - 1601cc fo 2000cc | w | I Car (Diesel - Over 2000cc) | W | I KlA Carens
Expense Delegates
C0O2 Emission Rate Registration Date
Expense Prefarences
I 3500 | I 05/06/2019 ||_|
Expense Approvers -
Company Car Frefemed Car

Pearsonal Car

Favourite Attendees
e -

Other Settings

[] wehicle ID Engine Size Active
System Settings Savagw Diesel - 1600cc or less Yes
Connected Apps NA19 ZGK Petrol - 1401ce fo 2000cc Yes
Concur Connect RFB5 AFY Diesel - 1601cc o 2000cc Yes
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Help ~
SAP Concur @ Expense App Centre —

Profile - W
o

Profile Personal Information Change Password System Settings Concur Mobile Registration

Your Information Personal Car Registration

Personal Information

Cnmpany Information This page dizplays all the personal cars that have been registered. Click New to register another car
Contact Information Reimbursement Method: Personal Car - Variable Rates
Email Addresses Period for Distance Limits:  Annually
E;{per‘ﬁe Se[[”‘*gz Starting Month:  April
Expense Information Starting Day: &

Expense Delegates
Expense Preferences
Expense Approvers

Company Car [] Wehicle D Car Type Accumulated distance to date by Car Type (this period) Active
Personal Car ABCA56 Car 1329 es
Eouoyrits Atondook DEF123 Car 1329 es
) [] wtrer Car 1329 Yes
Other Settings
J

Copyright © 2019 CEMEX International Holding AG. SAP Concur




/AEI’I’IEX

SAP Concur @ Expense App Centre

Profile ~

Profile Personal Information Change Password System Settings Concur Mobile Registration

Your Information Personal Car Registration

Personal Information

Company Information This page displays all the personal cars that have been registered. Click New to register another car.

Contact Information Reimbursement Method: Personal Car - Variable Rates

Email Addresses Period for Distance Limits:  Annually /
Expense Settings Starting Month- - April

Expense Informatio

Expense Delegates

Expense Preferencs m

Expense Approvers

Company Car Wehicle 1D Engine Size/Fuel Type Initial Business Distance This Year [f)

Personal Car IAMSTzsu | v | ICar {Petrol - 1401cc to 2000¢ | v | Iu
Favourite Attendess

Preferred Car
Other Settings

System Settings m Cancel

Connected Apps

Concur Connect [] Vehicle ID Car Type Accumulated distance to date by Car Type (this period) Active

Change Password ABCA5E Car 1328 —

Concur Mobile Registration DEF123 oy 1329 Yes
[] irer Car 1328 ECE
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SAP Concur [C] = Expense

App Centre

/AEITIEX

Manage Expenses View Transactions

Cash Allowance test

| + Mew Expense | | + Cuick Expenses | Import Expenses Details ~

Expenses

| | Date *

| Expense Amount

Receipts -

View v &

Requested

Adding New Expense

Print / Email ~

Mew Expense

Delete Claim m

Available Receipts

*=01. Travel: Meals

Breakfast - Individual Meal

Business Meal (Attendees)
Dinner
Individual Meals
Lunch
*02. Travel: Lodging
Huotel
*03. Travel: Aerec Rates
Airfare
Airline Fees

TOTAL AMOUNT

£0.00
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TOTAL REQUESTED

£0.00

Ground Transportation

*05, Travel: Ground Transportation

*D8. Travel: Tolls

Car Maintenance/Repairs

Road Tax and Mersey Gal
Toll/Road Charges Trainjfg

9. Travel: Mileage

Company Car Mileage

*41. Travel: Other Travel Expenses
Incidentals
InternetfOnline Fees
Laundry
Mizcellanecus
Parking

Timlamdm & n

..*30. Entertaiment
Entertainment- Clhent
Gifts - Staff

*=50. Office Expenses
Courier/Shipping/Freight
Office Equipment/Hardware
Office Supplies/Software
Postage
Printing/Photocopying/Stationery

*60. Communications
Mobile/Cellular Phone
Telephone/Fax

*80. Operatiocnal Expenses




SAP Concur @ Expense App Centre

/AEITIEX

|
Profile - 4
4

Manage Expenses View Transactions

Cash Allowance test

Print / Email ~

MNew Expense ” Receipt Image

Delete Claim m

Available Receipts

View Reimbursement Rates

Expense Type

Transaction Date

Purposze of the Trip

I Company Car Mileage

| v | qunmuw

=)

I Cash Allowance test

From Location

To Location

I Madrid

I Barcelona

Receipt Status

Comment

I Receipt

| + MNew Expense | | + Cluick Expenses | Import Expenses Details » Receipts »
Expenses Viewr &«
|:| | Date » | Expense Amount Requested
Adding New Expense
TOTAL AMOUNT TOTAL REQUESTED
£0.00 £0.00

Payment Type

b

[ Allocate H Attach Receipt H Cancel ]
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SAP Concur @ Expense App Centre

Manage Expenses View Transactions

Cash Allowance test oetee ciam ([T

| =+ MNew Expense | | =+ Cwick Expenses | Import Expenses Details * /
Expenses View r & K Receipt | e |
CAPENSES & | eCeipt Image Available Recei|
|:| | Date » | Expense Amount Requested
Adding New Expense Vehicle ID Odometer (Start - End) Mumber of Passengers
| savasw |v] 0 |- 2
3700 |
Total Distance: Amount Distance (Business, Personal) Distance to-Date:
|3TDD |- | 370.00 GEP | v | | 3700 . D
o |
VAT Number
TOTAL AMOUNT TOTAL REQUESTED
'EU UU 'EU DU / [ Allocate ] [ Attach Receipt ] [ Car
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How to infroduce a Company Car Mileage y/ A
Expense

SAP Concur |§| Expense App Centre
To avoid confusions between the

Manage Expenses  View Transactions Company and the Personal Car Mileage.
Once you submit a Car Mileage
Cash Allowance test expenses, an informative message will Suomit iaim
_ | | o appear, so the user will know where to | |
[ 4+ Mew Expense l [ + Cwick Expenses l Import Expenses Details ~ Receipts » Print / Email = 5 Hide Exceptions
enter it.
Exceptions
Expense | Date | Amuuntl Exception
Company Car ... 021072019 £370.00 ﬁ_\. Please enter mileage for cash alternative cars in the company mileage section.
Expenses View v & | New Expense Available Receipts
|:| | Date | Expense Amount Requested F
Adding New Expense EWEHSE| | |
|:| 02M10/2019 Company Car Mileage £370.00 £370.00 To create a new expense, click the appropriate expense fype below or ype the expense type in the field above. To edit an existing expense, click the
expense on the left side of the page.

A

@ Recently Used Expense Types

TOTAL AMOUNT TOTAL REQUESTED Company Car Mileage Hotel Breakfast - Individual Meal

£370.00 £370.00 bttt s

T=nrio
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* Mileage

o All mileage claims must have a VAT receipts that covers the journey they are claiming for (except fully electric vehicles — see exceptions). You
cannot complete a no receipt declaration for these. If you have a cash allowance instead of a Company Car you need to claim reimbursement for
mileage by using the Company car mileage section to ensure you are correctly reimbursed. Personal car mileage claims are only for those
individuals who have neither a company car nor cash allowance.

* Car/Vandrivers — personal mileage (*09. Travel: Mileage)

o Company Car/ Car Allowance — If someone has a company car, should be claiming as company car mileage, not personal. Anyone identified as a
car driver and claiming personal mileage is basically being overpaid, people will get 45p per mile instead of the fuel advisory rate for the car.

o Vandrivers - The full amount can be claimed if the employee has a fuel card, but has lost it or does not have it on them for some reason. Also
where they may have a hire van or additional vans required by the business. If the employee does not have a fuel card and has a company van
then the company mileage section should be used.

* Travel Fuel Expense (*14. Travel: Fuel)

o) Comgany car or car allowance — No Fuel card — Drivers should all be claiming fuel as a company car driver (*09. Travel: Mileage) and being
reimbursed the fuel advisory ppm rates.

o Not a company driver — Not identified as a company car or van driver but if it’s a business journey then the employee should simply be claiming
(*09. Travel: Mileage) as personal car mileage, 45p per mile.

* Receipts

o Please ensure you obtain a VAT receipt for all fuel expenditure so that if you claim any mileage allowances the company can reclaim the VAT,
}NhIC# hé:lps reduce unnecessary cost to the business. We cannot process the claim without these or need manager approval as this is extra cost
or the Company.

* Exceptions

o  fully electric car — will not have usual fuel VAT receipts

Copyright © 2019 CEMEX International Holding AG. SAP Concur
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*CMX UK Personal Car

Car Type Effective Date End Date Rate 1 to 10000 Rate over 10000 | Rate Per Passe...

Car 06/04/2011 0.45 0.25 0
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*CMX UK Company Car

New
Engine Size | Effective Date v End Date Rate
Petrol - 1400cc or less 01/06/2022 0.14
Petrol - 1401cc to 2000cc 01/06/2022 017
Petrol - Over 2000cc 01/06/2022 0.25
Diesel - Over 2000cc 01/06/2022 0.19
Diesel - 1600cc or less 01/06/2022 0.13
Diesel - 1601cc to 2000cc 01/06/2022 0.16
Fully Electric 01/12/2021 0.05

//CEITIEX
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SharePoint site

SAP Concur


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