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What is Concur?
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What is Concur?

e Concur is the Expense Management system used by Toastmasters International for:

« The Submission of Expense Claims

v Sign in to Concur | Concur Solu. X+ = o %
L] D J’
< c % lutions.com/nui/: o5} A o A3 A, 8 = :
 The Approval of Expense Claims « Gl #t-@urEED s
PPPPPPP SotsC 83 [ Stu'sBookmarks @ TimesheetEntry [fJ] Giantlogin W Apply For Job forSe.. ™ Gmail @ studio.photobox.co.. » 3 All Bookmarks
ET” concur @ English (US) v

You can access Concur using the following link:

www.concursolutions.com




User Request & Setup
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User Request & Setup

Toastmasters Members are NOT automatically setup as Concur Users.

The only exception is the District Executive Committee (DLT + Division Directors + Area Directors),
whose members are setup at the start of a new Toastmasters term.

Club Officers & Club Members

« NOT setup as Concur users by default

Concur User Request — Information Required

First Name
« Concur access must be requested as required «  Last Name
(i.e. if their club qualifies for an incentive award) * Toastmasters Membership ID:
« Email the D91 Einance Manager to request access - * Email Address (as used by the member to register with
Toastmasters)

Please provide the following info sl

Role (i.e. Club President/Treasurer)

Users must be activated by WHQ +  Club Name
The D91 Finance Manager will confirm via email when * Country of Residence
the member’s Concur access has been activated.




Registration & 1st Login
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Registration

Go to www.concursolutions.com Select ‘SAP Concur Password’
st o N v Sign in to Concur | Concur Sol X + — O DG T N v Sign in to Concur | Concur Sol X + — O X T
1 Logl n € > C M 25 concursolutions.c... © W ﬂ"“. 2 % K O = @ L &« C M 2% concursolutions.c.. © YW l'““‘. 2 % K O = @ L
Podbean SotSC B8 [ Stu'sBookmarks @ TimesheetEntry [ff] Giantlog in » 3 All Bookmarks Podbean SotSC B8 [ Stu'sBookmarks @ TimesheetEntry [fJ] Giantlog in » 3 All Bookmarks
ET7 Concur @EngishUS)Y | ET7 Concur @ English (US) v
Concur Username = Sign In <SignIn

memberiD@toastmasters.org

Username, verified email address, or SSO code 67625898 @toastmasters.org

67625898 @toastmasters.org Sign in with:

Member ID must be 8 digits.

SAP Concur Password

For example:
:) Remember me

FO’gOt username

Sign in with an email link

12345678 @toastmasters.org

Need help signing in

Learn about SAP Concur for your business

If your Member ID is only 7
digits, then add a leading ‘0'.

Learn about SAP Concur for your business

For example:

01234567@toastmasters.org

Service Status (North America)

Cookie Preferences



http://www.concursolutions.com/

Registration

1 ’ H 1 ’
Select ‘Forgot Password Hit ‘Send
v Sign in to Concur | Concur Solu X oy — [m] X F v Forgot Password X oy = [m] X F
<« C M % concursolutions.c... o Yt C. 2 % X O @ &« C M % concursolutions.c.. o YY C. 2 % & O @
Podbean SotSC 5§ 3 Stu's Bookmarks @ Timesheet Entry 'm Giant log in » 3 All Bookmarks Podbean SotSC 38 [3 Stu's Bookmarks @ Timesheet Entry 'm Giant log in » 3 All Bookmarks
g7 Concur @ English (US) v EXY concur @ English (US) v
1] P

< SignIn

< Forgot Password

67625898 @toastmasters.org Enter the username associated with your account. We will

send an email with a link to reset your password.

0 Password

1

Hitting ‘Send’ will send an email
(to the email address that you

L used to register with

| Toastmasters) with instructions
on how to reset password.

67625898 @toastmasters.org

Learn about SAP Concur for your business

) t Check your email and follow the
instructions to reset your
password.

Service Status (North America)

Cookie Preferences




Registration

Once you have reset your
password, restart the sign-in
process.

Restart Sign-In Process > Enter Username & hit ‘Next’

Select ‘'SAP Concur Password’

N Sign in to Concur | Concur Solu X + = O X
€« > C M 2% concursolutions.c.. © YW ﬂ"“. 2 % K O = @
Podbean SotSC B8 [ Stu'sBookmarks @ TimesheetEntry [ff] Giantlog in » 3 All Bookmarks

FXY Concur

@ English (US) v

v Sign in to Concur | Concur Solu X + = O X
&« C M % concursolutions.c... © Y l'““‘. 2 % K O = @
Podbean SotSC B8 [ Stu'sBookmarks @ TimesheetEntry [fJ] Giantlog in » 3 All Bookmarks

FXY Concur

@ English (US) v

Sign In

Username, verified email address, or SSO code

67625898 @toastmasters.org

:) Remember me

FO’gOt username

Need help signing in

Learn about SAP Concur for your business

<SignIn

67625898 @toastmasters.org

Sign in with:

SAP Concur Password

Sign in with an email link

Learn about SAP Concur for your business

Service Status (North America)

Cookie Preferences




Registration > Two-Factor Authentication

Enter Your Password

v Sign in to Concur | Concur Solu. X+

Podbean SotSC B8 [ Stu's Bookmarks @ TimesheetEntry  [ff] Gian

EXY Concur

<SignIn

67625898 @toastmasters.org

Password

t log in »

= O X

&« C M % concursolutions... ©a ¥ 'v?‘. T 2 & 9 =@

3 All Bookmarks

& English (US) v

J

Forgot password

Need help signing in

Learn about SAP Concur for your business

Two-Factor Authentication must be setup...

<SignIn

01038676@toastmasters.org

Set Up Two-Factor Authentication

You must set up two-factor authentication to continue to sign
in. An email has been sent with instructions to set up two-

factor authentication. [

If you do not receive an email, check your spam folder or con-
tact your company administrator for support.

Return to Sign In

Need help signing in

Learn about SAP Concur for your business

An email is
automatically sent (to
the email address that
you used to register
with Toastmasters)
with instructions on
how to set up
two-factor
authentication.



Registration > Two-Factor Authentication

An email (as shown here) will be

sent from ‘noreply@concur.com’

(to the email address that you SAP Concur
used to register with

Toastmasters).
Two-Factor Authentication Set Up Request
) Hello Lynne Cantor,
Hit ‘Set l:'p Tyvo-Factor To set up the two-factor authentication associated with Login 1D 01038676@toastmasters.org, please click on the
Authentication’. following button

et Up Two-Factor Authenticatio

If the button Is not working correctly or is not being displayed, please copy and paste the link below into your
browser
hitps./

sg.concursolutions.co
reset=mfa&handle
lwx48shmStapxheSgg4nfwma
This link will expire in 24 hours
If you are experiencing difficulty with this link and require assistance, please contact your programme administrator
at your company.
Kind Regards, Customer Support Concur Technologies, Inc.

nin/pwd?lang=en-
1sMQyaspWialXGiinxviyQZFIERX4DAED792GhVYOSSRIY %2F Ymé&token=dd-

Please do not reply to this i essage This email was sent from a notification-only em nlz.‘v:‘:l“;n that
cannot accept incoming email
You are viewing this transactional email based on a recent booking or account-related update




Registration >

Restart the sign-in process.

t Sign-In Process > Enter Username & hit ‘Next

o-Factor Authenticatio

e eanP Concur Password’

N Sign in to Concur | Concur Solu X + = O X
€« > C M 2% concursolutions.c.. © YW ﬂ"“. 2 % K O = @

Podbean SotSC B8 [ Stu'sBookmarks @ TimesheetEntry [ff] Giantlog in » 3 All Bookmarks

FXY Concur

@ English (US) v

v Sign in to Concur | Concur Solu X + = O X
&« C M % concursolutions.c... © Y l'““‘. 2 % K O = @
Podbean SotSC B8 [ Stu'sBookmarks @ TimesheetEntry [fJ] Giantlog in » 3 All Bookmarks

FXY Concur

@ English (US) v

Sign In

Username, verified email address, or SSO code

67625898 @toastmasters.org

:) Remember me

FO’gOt username

Need help signing in

Learn about SAP Concur for your business

<SignIn

67625898 @toastmasters.org

Sign in with:

SAP Concur Password

Sign in with an email link

Learn about SAP Concur for your business

Service Status (North America)

Cookie Preferences




Registration > Two-Factor Authentication

Enter Your Password Set Up Two-Factor Authentication...
y v Sign in to Concur | Concur Solu. X+ = O X P
€« C @ 2% concursolutions.. @ Yt 'éa. @ oH X O =@ L < Sign In
Podbean SotSC B8 3O Stu's Bookmarks @ Timesheet Entry 'ﬂl Giant log in » 3 All Bookmarks
:_.,5‘ ¥ Concur & English (US) v - 01038676@toastmasters.org

Complete Steps 1 & 2

Step 1: Download or open an authenticator app (such as
Microsoft Authenticator, Google Authenticator or your
company's preferred authenticator apls)

Step 2: In the authenticator app, add SAP Concur by scanning

67625808 @toastmasters.org the QR code below or by entering the manual setup key.

Password

Show manual setup key

B 3 5 B ¥ . 3 S N X =] ' F-
Forgot password Step 3: Enter the 6-digit code shown In the authenticator app

Need help signing in 6-Digit Authentication Code

Learn about SAP Concur for your business




Registration > Two-Factor Authentication

Login with Google Account

Download an Authenticator App Set Up Authenticator App OR Use without an account
STE P 1 . Q. google authenticator € Cancel

N W
Download an

Authenticator App. <% * %>
le Authenti — ———
Google Aut entlcatD

Utilities

The example

ShOWfII here is *hkkkx 98K = Google (No.s) Utilities Stronger Security With Welcome tO GOOg|e
‘Google . .

R TS Google Authenticator Authenticator
(shown in the A i ) Get verification codes for all your accounts using Sign in to back up your codes to your
Apple App store Strongersec:;t!i\(/::g:\ Simple setup using A de used 2-Step Verification Google Account

but also available
from Google Play)

Google

Microsoft Authenticator 0 Lynne Cantor Gayer S

lynnecantorgayer@gmail.com

Protects your online identity

{;
Get started
*kkkxkx 93K (& Microsoft... [(no.1) Produc...

@ # S & Q .

Search

Continue as Lynne

Use Authenticator without an account




Allow Authenticator App

Registration > Two-Factor Authentication

STEP 2:

Add Concur by
Scanning the QR
Code on the
Concur Log in
Screen.

Select ‘Add a Code’

= Google Authenticator G

Looks like there aren't any Google Authenticator codes
here yet.

Add a code )

Change account

Add an Authenticator Code

il 02 WiFiCall &\ 20:15 © @ 68% @)

Add an authenticator
code

To begin, either scan the QR code or manually
enter the setup key.

(&) Scana QR code

Enter a setup key

access to the Camera

< Add an authenticator code

“"Authenticator” Would
Like to Access the
Camera

Authenticator uses your
camera to scan barcodes.

Don't Allow




Registration > Two-Factor Authentication

Scan the QR Code Enter the 6-Digit Authentication Code

< SignIn < Sign In

01038676 @toastmasters.org 01038676 @toastmasters.org

Return to the Concur Set Up Two-Factor Authentication

Login screen and...

Set Up Two-Factor Authentication

Step 1: Download or open an authenticator app (such as
Microsoft Authenticator, Google Authenticator or your
company's preferred authenticator apls)

Step 1: Download or open an authenticator app (such as
Microsoft Authenticator, Google Authenticator or your
company's preferred authenticator aps)

Scan the QR code
with the
Authenticator App
and...

Step 2: In the authenticator app, add SAP Concur by scanning
the QR code below or by entering the manual setup key.

Step 2: In the authenticator app, add SAP Concur by scanning
the QR code below or by entering the manual setup key

Show manual setup key

Step 3: Enter the 6-digit code shown In the authenticator app




Registration > 1% Login Success

The following landing page is x| @ Inbox (109008) - lynne canto
displayed upon successful 15 Login C % usconcursolutions.com/home

EFYYConcur Home v

TOASTMASTERS

INTERNATIONAL

Alerts

@ asan employee of Toastmasters International, you are eligible for a free Triplt Pro subscription. EEERENMEFURFRIETEY  No, thanks

My Tasks

m Open Requests m Available Expenses - m Open Claims

You currently have no active requests. You currently have no available expenses. You currently have no open claims.

v & &

&Y Concur




Completing Your User Profile
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Click on Initials (i.e. ‘SM’) & then ‘Profile Settings

Completing User Profile

v Home X + O X F

When you first login, complete your user | | ,
< C M 25 concursolutions.com/home W a o u":"n ® 2 % X O &
profile by Completing the following details: Podbean SotSC BB [ Stu's Bookmarks @ TimesheetEntry [fJ] Giantlogin eW Apply For Job for Se.. M Gmai » O\ Bookmarks
ET¥Concur  Home v ® |\s@
 Your Personal Information: Title & stuart Marshall
TOASTMASTERS
INTERNATIONAL ! @3 Profile Settings
- Expense Settings: Bank Information 1) sgnou
Alerts

 Other Settings: Language &

O rsan employee of Toastmasters International, you are eligible for a free Triplt Pro subscription. Learn More and Activate [NIE-GIY

Date/Time Format

My Tasks
m Required Approvals — m Available Expenses — m Open Reports -
Alison M. | AMD91-011024-Malvern Spea... You currently have no available expenses. You currently have no open reports.

£77.92 — Expense




Completing User Profile

Complete Your Personal Information: Name & Contact Details

Enter your Title.

v Profile Options

<« C M %

Podbean SotSC 88
ETY Concur  Profile v
Profile Personal Information

Your Information

Personal Information
Company Information
Contact Information
Email Addresses

Expense Settings

Expense Information
Bank Information
Expense Delegates
Expense Preferences
Expense Approvers
Company Car
Personal Car
Favorite Attendees

Other Settings

System Settings

Concur Connect

Change Password

Concur Mobile Registration

X

[3 Stu's Bookmarks @ Timesheet Entry

+

concursolutions.com/profile/profile_user.asp

‘m Giant log in

Change Password System Settings

Profile Options

to customi

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.

Personal Car
Personal Car

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

oW Apply For Job for Se..

M Gmail

System Settings

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

Expense Delegates

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

Company Car

Company Car

Change Password
Change your password.

» 3O All Bookmarks

®

T e gl F E KD 5“3’@

SM

v My Profile - Personal Informatic X +
<« C M 25 concursolutions.com/profile/PersonalProfile.asp#
Podbean SotSC 53 3 Stu's Bookmarks @ '"I Giant log in
EXY Concur  Profile v
Profile Personal Information Change Password

Your In

Company Information

Contact Information
Email Addresses

Expense Settings

Expense Information
Bank Information
Expense Delegates
Expense Preferences
Expense Approvers
Company Car
Personal Car
Favorite Attendees

Other Settings
System Settings
Concur Connect
Change Password
Concur Mobile Registration

System Settings

Pxd a

oW Apply For Job for Se...

P @ . 28

e

M Gmai

My Profile - Personal Information

Disabled fields (gray) cannot be changed. If there are errors in these fields, contact your company's travel administrator.

= [m] X

x O3 = @

» 3 All Bookmarks

® SM

Fields marked[Required] and [Required**] (validated and required) must be completed to save your profile.

Title Hfst Name
[Required]

Mr v

Company Information

Employee ID

Contact Information

Mobile Phone Country/Region

Middle Name

Mobile Phone

Preferred Name

Stuart

Last Name Suffix

v

Go to top

Go to top

L




Completing User Profile

Complete Expense Settings: Bank Information

Profile Personal Information

Your Information

Personal Information
Company Information
Contact Information
Email Addresses

Expense Settings

Expense Information
Bank Information
Expense Delegates
Expense Preferences
Expense Approvers
Company Car
Personal Car
Favorite Attendees

Other Settings

System Settings

Concur Connect

Change Password

Concur Mobile Registration

Change Password System Settings

Profile Options

Select one of the following to customize your user

Personal Information
Personal 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.

Personal Car
Personal Car

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

e Profile Options X & = a X

< C M 25  concursolutions.com/profile/profile_user.asp g a oy @ . o & O =@ @

Podbean SotSC 83 [ Stu's Bookmarks @ TimesheetEntry [ff] Giantlogin oW Apply For Job for Se.. M Gmai » 3 All Bookmarks
t:”'" Concur Profile v

em Settings

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

Expense Delegates

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

Company Car

Company Car

Change Password
Change your password.

Complete all Bank Details

Note: these are the details that will be used in order
to reimburse you for expense claims

Bank Information

Bank Country/Region
UNITED KINGDOM

Sort Code

Bank Name

Active

Full Legal Name of Account Owner

IVaIenJa Slavina

Town

Save

| authorize the use requirement below

Bank Currency

Account Number

Branch Location Status
Building Number and Road Building Name
Locality Postal Code




Completing User Profile

Other (System) Settings: Language & Date/Time Format

E’_A‘;' Concur  Profile v

Profile Personal Information Change Password System Settings

Your Information

* o
Profile Options
Personal Information
Company Information
Contact Information S

Personal Information
Email Addresses R
Personal Information

Expense Settings

Expense Information

Bank Information
Bank Information
Bank Information

” Expense Preferences
Expense Delegates z :
Select the options that de
receive email notif

pages that g

Expense Preferences
Pmpts are

you select a certain
Pomit or Print.

Expense Approvers
Company Car
Personal Car
Favorite Attendees

Other Settings

System Settings

Change Password

Personal Car

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

Concur Mobile Registration

Select one of the following to customize your user profile.

System Settipg
Which tig ou in? Do you prefer
4-hour clock? When does

day start/end?

Expense Delegates

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

Company Car

Company Car

Change Password
Change your password.

o Profile Options x
< C M 25 concursolutions.com/profile/profile_user.asp g a oy ﬁ . o & O
Podbean SotSC 83 [ Stu's Bookmarks @ TimesheetEntry [ff] Giantlogin oW Apply For Job for Se.. M Gmai

» 3O All Bookmarks

®

(m] X

90

SM

Update Language & Date/Time Format

System Settings

Regional Settings and Language

Default Language | English (United Kingdom) v

Number Format | 1,000.00 v/
Placement of Currency Symbol | Before the amount v/
Negative Number Format | -100 v

Negative Currency Format | -100 v

Date Format | dd/mm/fyyyy v
Time Format | H:mm v
Hour/Minute Separator | : v|22/06/2023 18:46

Time zone (local time) | (UTC) Dublin, Edinburgh, Lisbon, London

Calendar Settings
Start week on | Monday v
Start Day View At| 8:00 v
End Day View At | 20:00 v

Default View | month v

Other Preferences

Rows per page | 25 v




Login




Login

Standard Login

Concur Username =

memberiD@toastmasters.org ~

Member ID must be 8 digits.
For example:

12345678 @toastmasters.org

If your Member ID is only 7
digits, then add a leading ‘0'.

For example:

01234567@toastmasters.org

Go to www.concursolutions.com

Select ‘'SAP Concur Password’

v Sign in to Concur | Concur Solu. X +

Podbean SotSC B8 [ Stu'sBookmarks @ TimesheetEntry [ff] Giantlog in

FXY Concur

Sign In

Username, verified email address, or SSO code

67625898 @toastmasters.org

:) Remember me
Forgot username

Need help signing in

= O X

€« > C M 2% concursolutions.c.. © YW ﬂ"“. 2 % K O = @

» 3 All Bookmarks

@ English (US) v

Learn about SAP Concur for your business

w2 Sign in to Concur | Concur Solu. X +
“ C M % concursolutions.c... © Y l'““‘. 2T HN K
Podbean SotSC B8 [ Stu's Bookmarks @ Timesheet Entry 'm Giant log in

FXY Concur

== m} X
D ow @
» 3 All Bookmarks

@ English (US) v

<SignIn

67625898 @toastmasters.org

Sign in with:

SAP Concur Password

Sign in with an email link

Learn about SAP Concur for your business

Service Status (North America)

Cookie Preferences



http://www.concursolutions.com/

Login

Enter Your Password Two-Factor Authentication - enter the authentication code
o Sign in to Concur | Concur Solu. X+ - (m} X E v Sign in to Concur | Concur Sol. X+ — O X P
< C M %3 concursolutions... ®o Y '.:'2\. T 2 & 9 =5 @ I € C M 2% concursolutions.co.. ©a W fi’*. 2 2 & O =Y [
Podbean SotSC 158 1 Stu'sBookmarks:: g Timesheet Entry ,m Giant Togin » [ All Bookmarks Podbean SotSC BB [ Stu'sBookmarks @ TimesheetEntry [} Giant log in » 3 All Bookmarks
Y Concur @ English (US) v £ Concur e

<SignIn

I 67625898 @toastmasters.org
67625898 @toastmasters.org

D B

Two-factor Authentication

Enter the authentication code generated by the authenticator
app on your mobile device or browser.
6-Digit Authentication Code

Unable to enter authentication code

Password

Open the Authenticator
app & enter the
authenticator code
displayed.

Forgot password

Need help signing in

Need help signing in

Learn about SAP Concur for your business

Learn about SAP Concur for your business




How to...
Submit a Mileage Expense Claim
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Submitting a Mileage Expense Claim - Overview

High Level Process
1. Click on START A REPORT

2. Next enter a REPORT NAME in the following format: XX-D91-YYYYMM - Description
Where XX = your initials, YYYY = Year, MM = Month & Description = Reason for Expense

For example: SM-D91-202407 - Ferndown Club Visit
3. ADD EXPENSES - complete all required fields (including descriptions), upload receipt(s) and save

4, Repeat for all expense lines and, once complete, review & submit

Notes

» All expense claims (Division, Area or Club) must be submitted via Concur

» Claims MUST be submitted within 30 days of incurring the expense

* Expense Approval consists of 3 stages: DFM + DD + WHQ




Submitting a Mileage Expense Claim: Step 1

g7 concur  Home v o &

&  Required Approvals 0 Available Expenses 0 [J  Expense Reports 0
TOASTMASTERS
Start a NEW
I ° @ You are eligible for a free subscription to Triplt Pro, provided by your employer. Leam More and Activate  Not right now X
Available Expenses Expense Reports + Approvals

clicking on
‘+ Start a Report’ [j i [j

No Available Expenses No Reports No Approvals

able expenses, you'l see them When you have reports, you'l see them here When you have approvals, you'll see them here

here

&Y Concur




Submitting a Mileage Expense Claim: Step 2

E!? Concur Expense v ® sm

Create New Expense Report

Add details and select ‘Create Report'.

Details include:

* Report Name:
Enter a Report Name in the following format:

XX-D91-YYYYMM - Description
Where XX = your initials, YYYY = Year, MM = Month

& Description = Reason for Travel

For example: SM-D91-202407 - Travel to Club X

» Report Date: the date the expense was incurred

 Comment: further details/explanation of the expense
(to assist with the approval process)

TOASTMASTERS

INTERNATIONAL

Hg

Create New Report > 4

* Required field

Report Name * Policy
XX-D91-YYYYMM - Description *District Expense Policy
Report Date
11/23/2024 (=)
Comment 135/500

Add comments/narrative to provide details/background of the expense.

For example:

Wb visits, add the name of the club visited...

Cancel Create Report

FH' MPGI

Drag and drop files to upload a new receipt. Valid file types for upload are .png, .jpg, .jpeg, .pdf, .tif or .tiff.

Note: The Report Name must be entered in the specified format otherwise the
claim will be automatically rejected




Submitting a Mileage Expense Claim: Step 3

Add Expense(s)

Click ‘Add Expense'/

EYYConcur Expense v

Manage Expenses

Home / Expense / Manage Expenses / XX-D91-YYYYMM - Description

XX-D91-YYYYMM - Description £0.00
Not Submitted | Report Number: YTKNON

Report Details v Print/Share v Manage Receipts v View Available Receipts

Expenses ® Add Expense ]

No Expenses

Add expenses to this report to submit for reimbursement.

SM




Submitting a Mileage Expense Claim: Step 4

ST Concur  Exnense v @ SM

Add Expense to Report X

/ Search by expense type, category, description Q Collapse All Sections

Add Expense to Report

A 01. Travel
Airfare (7060) I

Convention Registration Fees (7056)

Select ‘New Expense’
and choose the
expense type
‘Mileage (7062)’

Rail (7066)

Taxis/Shuttle (7064)

A 02. Other N

Advertising (7036) r

Cancel

Add expenses to this report to submit for reimbursement.




Submitting a Mileage Expense Claim: Step 5

Fill in the ‘New Expense’ details, with
reference to the guide below:

Field Required Contents (Greyindicates default value)

Expense Type

Mileage (7062)

Transaction Date

Date of Travel

Business Purpose

Reason for travel, i.e. "Travel to Club X"

Enter Vendor Name [Not required
City of Purchase Home Town
Payment Type Cash/Out of Pocket
Amount Claim value = Number of Miles x Rate/Mile*
Note: 'Numberof Miles'should reflect the figure captured in the field below
Currency UK, Pound Sterling (GBP)

From Location

Location of journey start...

To Location

Location of journey end...

Number of Miles

Total return journey length.

Note: The Number of Miles must match the trip length on the attached map

Reporting Code (9XX) Travel - Your Role
For example: Division Directors select '(957) Travel - Division Director’
Event Period N/A
District (D91) District 91
Subsidiary (XXX) Level of Role
For example: Division Directors select (091D) Division'
VAT Number Not required

Fuel Receipt Date

Not required

Fuel Receipt Type

Not required

Comment

Additional narrative on reason for journey

New Expense

Mileage (7062

11222024

Cash/Out of Pocket

Travel to Ferndown Speskers to deliver an Award.

Travel to Femdown Speakers

Bourne=mouth, Dorset

UK, Paund Stesling (GEF)

Ferndown Villsge Hall

(954) Trave! - District - Finance Manager

{091) District 91

None Selected

Said Available Receipts (0)

Hde Recoipt [

Attach Receipt X

pence by selecting “Amach”. Valid fle types for upioad

T Upload New Receipt | T

You have no available receipts

2025-26

45p

per mile




Submitting a Mileage Expense Claim: Step 6

Attach Receipt

Mileage expense claims ‘receipts’ are required and take the form of a map of the journey (i.e. from Google maps)

New Expense

Step 6.1: Select ‘Upload New Receipt’ &= - Step 6.2: Navigate to the relevant ‘attachment’ (i.e. map of journey) and select.

Hide Receipt [
omss e Attach Receipt X New Expense [ oo experce [RS8
. . de Receipt (5
Available Receipts
s ot a Receipt

Mileage (7062)

I Upload New Receipt | LT

11222024 Travel to Femdown Speakers Mileage (7062)
Bownemouth, Dorsst 11232024 Travel to Femdown Speakers
R Bownemauth, Darset
Cash'Out of Pocket
: o
Cash/Out of Pocket ')
UK, Pound Stesling (GBF)
You have no available receipts - an-
s > 6.7 UK, Pound Stesling (GSF) N\ £
BH12PQ Ferndown Villsge Hall \ D
: . v % et -
: BH12PG Ferndown Villsge Hall ) P
15 (854) Traved - District - Finance Manager 3 2
) P
Destrics 15 {954) Traved - District - Finance Manager |
-
Nia (091) District 91 5
v ‘Woodford Road, Bournemouth BHL
s Nia {091) District 91 3PQ to Famdown Vilage Hall -
= Google Maps.paf
Distr e
Remove
Dist

Travel to Ferndown Speskers to deliver an Award,

p— ...

None Selected

Travel to Femdown Speal

None Selected

Step 6.3: Save Expense

TOASTMASTERS

INTERNATIONAL




Submitting a Mileage Expense Claim: Step 7

Do you have more than
one journey (mileage
expense) to claim? ISAP ncurS Expense v > @

YES! Th en add ad d |t| 0O na| XX-D91-YYYYMM - Description £6.75
expense lines (by IO S GO
repeating steps 3 to 6) for Sgrese (@rze)

each additional journey. e s

Datel  Request edlT

NO! Then you are ready
to ‘Submit the Report’ fort

aaaaaaaaaaaa

approval (and move on to R
step 8).




Submitting a Mileage Expense Claim: Step 8

User Agreement Acceptance & Final Submission

Step 8.1: Select ‘Accept & Continue’

EX concur

Manage Expenses

Expense v

Home / Expense / Manage Expenses / XX-D3

XX-D91-YYYYMM
Not Submitted | Report Number: YTKN

Report Details v

User Electronic Agreement \

® sMm

By dlicking on the ‘Accept & Submit’ button, | certify that:
1 T true and accurate accounting of expenses incurred to accomplish
are no expenses claimed as reimbursable which relate to personal or
All required receipt images have been attached to this report

and the
2
3

1 have not received, nor will | receive, reimbursement from any other source(s)
In the event of overpayment or if payment is received from another source for any
claimed | assume responsibility for repaying the Company in full for those expenses.

ficial business for the Company
lowable expenses.

foythe expenses claimed.
rtion of the expenses

m Copy Report Delete Report

Print/Share v Manag View Available Receipts [
Expenses
O Commentll Receiptll PaymentTypedT —  Expense Typedl Vendor DetailsiT Dated® Requested!T
(] B Cash/Out of Pocket Mileage (7062) Bournemouth, Dorset 11/23/2024 £6.75 .ee
£6.75

&Y Concur

Step 8.2: Select ‘Submit Report’

ET> concur

Manage Expenses

Expense v

Home / Expense / Manage Expenses / XX-D91

[ Report Totals

Company Payments

£6.75
Employee
XX-D91-YYYYMM
Not itted | Report + YTKN Employee Payments
Report Details v Print/Share v Manag EOOO
Company
Expenses
2 Amount Total: Due Employee:
[J cCommentlT Receiptdl Pa .55 £6.75
0 B = - ) ) . .
equested Amount: Total Paid By Company: Total Owed By §mployee:
£6.75 £6.75 £0.00

Copy Report Delete Report

View Available Receipts £
Requested!T
D24 £6.75 ane
£6.75

et (D

SM



Submitting a Mileage Expense Claim: Step 9

Report Submitted confirmation

Your mileage expense claim has now been successfully submitted!
Select ‘Close’ to return to the ‘Manage Expenses’ section.

ET concur ExPenseV\ @

Report Status \ X

@ Report Submitte
XX-D91-YYYYMM - Description

Manage Expenses

Home / Expense / Manage Expenses / XX-D91

XX-D91-YYYYMM

Not Submitted | Report Number: YTKN(

Copy Report Delete Report

Report Details v Print/Share v Manage: View Available Receipts E
Expenses (® Add Expense
(J Comment!l Receiptll PaymentTypell Expense Typell Vendor DetailsT Datel™ Requested!T
O 5] Cash/Out of Pocket Mileage (7062) Bournemouth, Dorset 11/23/2024 £6.75
£6.75

SM

XY Concur

Note: The Manage Expenses section can be used to view all
of your active reports and view their status.

ET7Concur  Expense v ® sm
Manage Expenses
Home / Expense / Manage Expenses

Manage Expenses

| (® Create New Report

Report Library View: Active Reports v

XX-D91-YYYYMM -...
112312024

£6.75

Due Employee:
£6.75
Submitted

Submitted & Pending Approval
Debbie Williams

Available Expenses

Drag and drop files to upload a new receipt. Valid file types for upload are .png, .jpg, .jpeg, .pdf, .tif or .tiff.

© Enable Expense Assistant to allow unassigned expenses to be placed automatically in a report for you. Learn More

View: All Expenses v 1 Upload Receipt

T e




How to...

Submit a District Incentive claim

TOASTMASTERS

INTERNATIONAL



Submitting a Claim for a District Incentive - Overview

High Level Process
1. Click on START A REPORT

2. Next enter a REPORT NAME in the following format: XX-D91-YYYYMM-Incentive-Incentive Abbreviation
Where XX = your initials, YYYY = Year, MM = Month & Incentive Abbreviation is as per the summary on page 61

For example - a ‘Great Golden Quarter’ claim Report Name = SM-D91-202411-Incentive-GGQ
3. ADD EXPENSE
« Complete all required fields (including descriptions)
« Upload/attach both (i) the Incentive Voucher AND (ii) the receipt/invoice for the expense you are claiming against

Note: This receipt/invoice must have a value equal or greater to the value of the incentive awarded (assuming the club intends to
claim the full value)

Notes
« All District Incentive claims must be submitted via Concur

« Claims MUST be submitted prior to the expiry date (as stated on the PDF Incentive Voucher)

* Expense Approval consists of 3 stages: DFM + DD + WHQ




Submitting a Claim for a District Incentive: Step 1

g7 concur  Home v o &

&  Required Approvals 0 Available Expenses 0 [J  Expense Reports 0
TOASTMASTERS
Start a NEW District
° I ° @ You are eligible for a free subscription to Triplt Pro, provided by your employer. Leam More and Activate  Not right now X
I ° ° Available Expenses Expense Reports + Approvals
‘+ Start a Report’ [j . [j
No Available Expenses No Reports No Approvals
hen you have available expenses, you'l see them When you have reports, you'l see them here When you have approvals, you'll see them here

&Y Concur




Submitting a Claim for a District Incentive: Step 2

EX” Concur  Expense v

Create New Expense Report

Add details and select ‘Create Report'.

Details include:

* Report Name:
Enter a Report Name in the following format:

XX-D91-YYYYMM-Incentive-Incentive Abbreviation
Where XX = your initials, YYYY = Year, MM = Month &

Incentive Abbreviation is as per the summary on page 61

For example: SM-D91-202411-Incentive-GGQ

Manj

Hom|

L 91

* Report Date: the date the claim is being submitted

e Comment: Club Name & Incentive details

Create New Report

SM-D91-202411-Incentive-GGQ *District Expense Policy 11/23/2024 8

Comment

Hallmark Speakers - Great Golden Quarter Incentivd

Note: The Report Name must be entered in the specified format as outlined
on this page otherwise the claim will be automatically rejected




Submitting a Claim for a District Incentive: Step 3

———
;5.' ¥ Concur  Expense v

Manage Expenses

xpenses / SM-D91-202411-Incentive-GGQ

SM-D91-202411-Incentive-GGQ £0.00

Not Submitted | Report Number: 9A9K37

Add Incentive Claim (‘Expense’) Bl e e

Expenses (® Add Expense J

No Expenses

Click ‘Add Expense’

report to submit for reimbursement

Y Concur

® SM

View Available Receipts




Submitting a Claim for a District Incentive: Step 4

Add Incentive Claim (‘Expense’) to Report

Select ‘New Expense’
and choose the
expense type
‘Incentives (7082)’

ET”Concur  Expense v

M Add Expense to Report

New Expense

Available Expenses (0)

description

Educational Materials (7006)

Equipment Purchase (Less than $500) (7048)

Equipment Rental (7090)

Express Mail/Courier (7046)

Gifts & Thank Yous (7080)

Maintenance & Repairs (7052)

Meal Events (7016)

Newsletter (7024)

Outside Contractor (7042)

Personal Expense - Due to District (3710-000000)

Photocopying (7030)

Postage & Shipping (7044)

Printing (7020)

Promotional Materials (7008)

Reimbursements - Registration & Tickets (6060)

Collapse All Sections

Cancel

Eo concur




Submitting a Claim for a District Incentive: Step 5

Fill in the ‘New Expense’ details, with
reference to the guide below:

Field Required Contents (Greyindicates default value)

Expense Type Incentives (7082)
Transaction Date Date the claim is submitted
Business Purpose Incentive Name
Note: Refer to the Incentive Summary table for the relevant Incentive Name.
Enter Vendor Name [Not required
City of Purchase Not required
Payment Type Cash/Out of Pocket
Amount Incentive value
Note: The full incentive value canonlybe claimed if the receipt value is equal or
greaterthanthe incentive value.
Currency UK, Pound Sterling (GBP)
Reporting Code Relevant Reporting Code for Incentive
Note: Refer to the Incentive Summary table for the relevant ReportingCode.
Event Period N/A
District (D91) District 91
Subsidiary District
Comment Club Name & Incentive Name

ET7Concur  Expense v

Manage Expenses

Home / Expense / Manage Expenses / SM-D91-202411-Incentive-GGQ / New Expense

New Expense

Details Itemizations

Exper

* Required field

Incentives (7082) X v
Transaction Date * Business Purpose
11/23/2024 (=] The Great Golden Quarter 100%
Enter Venc me City of Purchase
v
t Type *

Cash/Out of Pocket v

Amount Currency

40.00 UK, Pound Sterling (GBP) X
Reporting Code 1 EventPeriod * 2
(583) Club Growth - Membership ... v N/A X v
District 1 Subsidiary * 2
(091) District 91 District X v
Comment 49/500

Hallmark Speakers - The Great Golden Quarter 100%

Note: The Business Purpose & Reporting Code must be entered as listed on
page 65 otherwise the claim will be automatically rejected

Save and Add Another el

ez -

Hide Receipt [

Receipt

- -
17

Click to upload or drag and drop files to upload a new receipt
Valid file types for upload are .png, .jpg, .ipeg. .pdf, .tif or .uff.
SMB limit per file.

Add Receipt




Concur claim details for District Incentives

2025-26 District Incentives Summary - Business Purpose & Reporting Code

Please ensure the relevant BUSINESS PURPOSE & REPORTING CODE is used for all District Incentive claims,

as per the table below:

INCENTIVE = AWARD NAME REWARD REPORTING CODE

Smedley Award ribbon. 25 clubs in the draw will get £25* (582) Club Growth - Membership Growth
Talk up Toastmasters Award ribbon. 25 clubs in the draw will get £25* (582) Club Growth - Membership Growth
Beat the Clock Award ribbon. 25 clubs in the draw will get £25* (582) Club Growth - Membership Growth
100% Early Renewals - September First 25 Clubs will get £40* (583) Club Growth - Membership Retention
100% Early Renewals - March First 25 Clubs will get £40* (583) Club Growth - Membership Retention
Get to 20 20 clubs in the draw will get £100* (582) Club Growth - Membership Growth
Club Banner £100 for New Clubs Chartering by 30th June 2026 (580) Club Growth - Building New Clubs
Sponsor A Club Outstanding Member Pin N/A

Triple Crown Triple Crown Pin N/A

Distinguished Toastmaster (DTM) DTM Pin N/A

7/7 Club Officers Trained Club Officer Pins N/A

Outstanding Member Recognition Outstanding Member Pin N/A

Pathways Pioneers £40 https://d91toastmasters.org.uk/incentives-leaderboard/ (571) Recognition - Club

Leadership Innovators £40 https://d91toastmasters.org.uk/incentives-leaderboard/ (571) Recognition - Club

Excellence Champions £40 https://d91toastmasters.org.uk/incentives-leaderboard/ (571) Recognition - Club

*Monetary awards can go towards room hire, zoom licence or TM store only within 30 days of announcement

TOASTMASTERS

INTERNATIONAL




Submitting a Claim for a District Incentive: Step 6

Note: District Incentives require 2 ‘receipts’ to be attached (otherwise the claim will be immediately rejected):

Attach Receipts

(i) The incentive voucher and (ii) the receipt/invoice for the expense being claimed against.

Step 6.1: Select ‘Add Receipt’ Step 6.2: Select ‘Upload New Receipt’

Home / Expense / Manage Expenses / SM-D91-202411-Incentive-GGQ / New Expense Home / Expense / Manage Expenses / SM-D91-202411-Incentive-GGQ / New Expense

New Expense

Hide Receipt

Hide Receipt

New Expense

Details Itemizations ceipt Details Itemizations Attach Receipt X

+ Rexured Sod * Required field Available Recei¢s (0)

Expense Type * 2 s :
i : Attach an available receipt tofbe expense by selecting "Attach™. Valid
Incentives (7082) X v X v file types for upload are .png. .IRg, Jreg. .pdf, .tif or tff.
Transaction Date * Bus se * Transactio Bu T Upload New Receipt | T
11/23/2024 8 The Great Golden Quarter 100% 11/23/2024 8 The Great Golden Quarter 100%

Enter Vendor Name City of Purchase Enter Vendor Name City of Purchase

o - - v
[
1

Payment Type * S Ao Payment Type *

Cash/Out of Pocket V. Cash/Out of Pocket v

S Cunanay™ Click to upload offgrag and drop files to upload a new receipt. P s ®

e s Valid file types for§pload are .png, .jpg, .jpeg. .pdf, .tif or tff. > e

40.00 UK, Pound Sterling (GBP) X v MB limit per file. 40.00 UK, Pound Sterling (GBP) X v
Reporting Code * T Eve g 2 Add Receipt R Code® R You have no available receipts

(583) Club Growth - Membership ... X Vv N/A X v (583) Club Growth - Membership ... X v N/A X v
District 1 Subsidiary * 2 District 1 Subsidiary * 2

(091) District 91 District X v (091) District 91 District X v
Comment 49/500 Comment 49/500

Hallmark Speakers - The Great Golden Quarter 100% Hallmark Speakers - The Great Golden Quarter 100%

Save and Add Another [eELLL



Submitting a Claim for a District Incentive: Step 6

Note: District Incentives require 2 ‘receipts’ to be attached (otherwise the claim will be immediately rejected):

Attach Receipts

(i) The incentive voucher and (ii) the receipt/invoice for the expense being claimed against.

Step 6.3: Attach Receipt #1 New Expanse o
Hide Receipt [
Navigate to the relevant ‘attachment’ Detals  Hemzatons Receipt
(i.e. Incentive Voucher) and select. _ ' * Requied fielg & e |
‘ln‘:;e;\vlivvesv (7082) X v
5| [ s

v DISTRICT 91 TOASTMASTERS
Payment Type * CONGRATULATIONS
FOR WINNING
Cash/Out of Pocket v Hallmark Speakers
Amount * y
40.00 UK, Pound Sterling (GBP) X v
ent Period *
. (583) Club Growth - Membershi... X W N/A X v
Step 6.4: Save Expense
1  Subsidiary *
(091) District 91 District X v

Hallmark Speakers - The Great Golden Quarter 100%

Remove

Save and Add Another [e=T -




Submitting a Claim for a District Incentive: Step 6

[
E d It Expe n se X7 Concur  Expense v o @
Manage Expenses

In order to attach Receipt #2 Home / Expense / Manage Expenses / SM-D31-202411-Incentive-GGQ
SM-D91-202411-Incentive-GGQ £40.00 Copy Report |  Delete Report

Not Submitted | Report Number: 9A9K37

(i.e. the receipt/Invoice that is being
claimed for)

Report Details v Print/Share v Manage Receipts v View Available Receipts [

Expenses | ® Add Expense J
(J CommentlT ReceiptllT Payment Typell Expense Typell Vendor Details{T Datel™ RequesteddT
2 [ @on
0O 2 k- =, Cash/Out of Pocket Incentives (7082) 1123/2024 £40. o
| |
Delete
Copy
Move >

Step 6.5: Edit Expense
Click on the'..." & select ‘Edit’

XY Concur




Submitting a Claim for a District Incentive: Step 6

Note: District Incentives require 2 ‘receipts’ to be attached (otherwise the claim will be immediately rejected):

Attach Receipts

(i) The incentive voucher and (ii) the receipt/invoice for the expense being claimed against.

i et ° @ Step 6.7: Select ‘Upload New Receipt’

Manage Expenses

Home / Expense / Manage Expenses / SM-D31-202411-Incentive-GGQ / Incentives (7082 Home / Expense / Manage Expenses / SM-D91-202411-Incentive-GGQ / New Expense
.
Incentives (7082) £40.00 Detete Expense | Cancel New Expense Cancel
11/23/2024
Hide Receipt &
Hide Receipt &
Details Itemizations Receipt Details Itemizations Attach Receipt p <
¥ Recqivreq fief (@ (¢ * Required field Available Receljts (0)
Expense Type * o ense Tvoe * i
= DHEEE ype Attach an available receipt t\the expense by selecting "Attach”. Valid
Wcenihoes LA iy, Incentives (7082) X v file types for upload are .png. Yall -jpeg. .pdf, .tif or _tiff.
Transaction Date * Business Purpose *
Transaction Date * Business Purpose * T w Recei
11/2312024 B  The Great Golden Quarter 100% X Upload New Receipt | {T

11/23/2024 (=] The Great Golden Quarter 100%

ter Vendor Name City of Purchase w
v Ente

DISTRICT 91 TOASTMASTERS

City of Purchase

- g
Payment Type *
CONGRATULATIONS :
FOR WINNIN
Cash/Out of Pocket v Hallmark Speakers Payment Type *
Amount * Currency * Thin VOUCHER is vl scuipt i your CONCUR clsim fox the Cash/Out of Pocket V.
240,00 UK. Pound Sterling (GBP) X v e seitptaniial
Amount * Currency *
Reporting C 1 vent Period * e .
40.00 UK, Pound Sterling (GBP) X ~
(583) Club Growth - Membershi.. X v NA X v . .
You have no available receipts
i % . Reporting Code * 1 EventPeriod * 2
Distric Subsidan
(091) District 91 District X v (583) Club Growth - Membership... X WV N/A X v
Comment 49500 District 1  Subsidiary * 2
Hallmark Speakers - The Great Golden Quarter 100% _ (091) District 91 District X v
13.png
Remove Add ‘ (2 Open Comment 497500

= Hallmark Speakers - The Great Golden Quarter 100%

Step 6.6: Add a 2nd Receipt




Submitting a Claim for a District Incentive: Step 6

Note: District Incentives require 2 ‘receipts’ to be attached (otherwise the claim will be immediately rejected):

Attach Receipts

(i) The incentive voucher and (ii) the receipt/invoice for the expense being claimed against.

Incentives (7082) £40.00 DetteEperse | Conce * FINAL CHECK *
Step 6.8: Attach Receipt #2
Hide Receipt Check both of the
Navigate to the relevant oot emztons Receip required ‘receipts’ are
, L . . — attached (otherwise the
attachment' (i.e. the receipt/Invoice o * Recured i claim will be immediately
that is being claimed for) and select. incentives (7082 X rejected)).
Note: The eligible expense types are e | [ st e 8 CO;I:(;Iié’Iﬂu:;A;ISNS
listed in section 6.1 > District Incentives - Hallmark Speakers Receipt #1:
Overview & Eligible Expenses (page 19) v ’
fkon / The incentive voucher
Cash/Out of Pocket v o wihOre
4000 UK, F;ound Sterling (GBP) X.'v
step 6.9: Save Expense (583) Club Growth - Membershi... X ~ AN/A Q X v E— —
F091) District 91 District X v Rgceipt Receipt #2:
Hallmark Speakers - The Great Golden Quarter 100% The rece|pt/|nvo|ce for
Remove |  Ad | [ZOpen the expense being

claimed against.

Save and Add Another [eET UL




Submitting a Claim for a District Incentive: Step 7

ET7Concur  Expense v ® sM

All District Incentives
should be claimed for

separately (to assist with
status tracking). SM-D91-202411-Incentive-GGQ £40.00

Not Submitted | Report Number: 9A9K37

Manage Expenses

Home / Expense / Manage Expenses / SM-D31-202411-Incentive-GGQ

Submit Report Copy Report | Delete Report

Report Details v Print/Share v = Manage Receigss View Available Receipts

You are ready to o (o)
1 S u b m it t h e Re p o rt' / (0  CommentlT ReceiptllT Payment Typell Expense TypelT Vendor Details)T Datel™ RequestedlT

f o r a p p r ov a I I J 2 17.,:‘]" Cash/Out of Pocket ncentives (7082) 11/23/2024 £40.00
°

£40.00

Note: District Incentive
claims should contain a E.%7 Concur
single expense line only. s untes

Contact Support

Cookie Preferences Last signed in: 11/23/2024 01:49 pm

Cookie Statement © Copyright 2024 - SAP Concur - All Rights Reserved

51




Submitting a Claim for a District Incentive: Step 8

User Agreement Acceptance & Final Submission

Step 8.1: Select ‘Accept & Continue’

EX”Concur  Expense v

User Electronic Agreement

Manage Expenses

By clicking on the ‘Accept & Submit’ button, | certify that
1. Thisis a true and accurate accounting of expenses incurred tyaccomplish official business for the Company
Home / Expense / Manage Expef and there are no expenses claimed as reimbursable which relate to sonal or unallowable expenses.

2. All required receipt images have been attached to this report.
3. have not received, nor will | receive, reimbursement from any oth

sM_Ds’_.zoz‘ 4. Inthe event of overpayment or if payment is received from another si

claimed | assume responsibility for repaying the Company in full for those e

ource(s) for the expenses claimed

rce for any portion of the expenses opy Report Delete Report

Not Submitted | Report Nun

Report Details v Print/Share View Available Receipts [

Expenses

Cancel

[0 CommentlT ReceiptdT Payment TypedT Expense TypedT Vendor DetailsdT ~ Dated™ Requested{T
] 2 [ : Cash/Out of Pocket Incentives (7082) 11/23/2024 £40.00  -ee
£40.00

EXY Concur

Service Status (US2)
Contact Support

Cookie Preferences Last signed in: 11/23/2024 01:49 pm

© Copyright 2024 - SAP Concur - All Rights Reserved

Cookie Statement

Step 8.2: Select ‘Submit Report’

ET” Concur  Expense v

Manage Expenses

Home / Expense / Manage Expe(

SM-D91-202:

Not Submitted | Report Nun

Report Details v Print/Share
Expenses

[0 comment!T Re

o B

Report Totals

\

Company Payments

£40.00
mpls
EEEE opy Report Delete Report
Employee Payments
£0.00 View Available Receipts [
Company
Amount Total: Due Employee: Owed Col
£40.00 £40.00 £0.00 Requested T
. £40.00  -ee
Requested Amount: Total Paid By Company: Total Owed Byf{gmployee:
£40.00 £40.00 £0.00
£40.00

Cancel

XY Concur

Service Status (US2)
Contact Support
Cookie Preferences
Cookie Statement

Last signed in: 11/23/2024 01:49 pm
© Copyright 2024 - SAP Concur - All Rights Reserved



Submitting a Claim for a District Incentive: Step 9

Report Submitted confirmation

Note: The Manage Expenses section can be used to view all

Your District Incentive claim has now been successfully submitted! of your active reports and view their status.

Select ‘Close’ to return to the ‘Manage Expenses’ section.

ET7Concur  Expense v o &
Manage Expenses
Home / Expense / Manage Expenses
ISAPL E
. Concur  Exp D& ® SM
Report Status \ X ] Manage Expenses
Manage Expenses
° Report Library View: Active Reports v [ @ Create New Report ]
@ Report Submitted Yot
Home / Expense / Manage Expe{
SM-D91-202411-Incentive-GGQ £40.00 SM-D91-202411-Incentive-...

i 11/23/2024
SM-D91-202¢ e o ) Brtew feon £40.00

Due Employee:

Not Submitted | Re Nun
| Report £40.00
Report Details v Print/Share View Available Receipts Shnny
Submitted & Pending Approval
¥ ! Debbie Williams
Expenses (® Add Expense
E)iNe IT  Receiptll Pay Typell Expense TypelT Vendor Details|T Datel™ RequestedT
i Available Expenses
B2 m Cash/Out of Pocket Incentives (7082) 112312024 £40.00 SR Drag and drop files to upload a new receipt. Valid file types for upload are .png, .jpg, .jpeg, .pdf, .tif or tiff.
£40.00 © Enable Expense Assistant to allow unassigned expenses to be placed automatically in a report for you. Learn More

View: All Expenses v T Upload Receipt




How to...
Submit a Misc. Expense claim

Follow for all other expense types
(except Mileage Claims & District Incentives)

TOASTMASTERS

INTERNATIONAL



Submitting a Misc. Expense Claim - Overview

High Level Process
1. Click on START A REPORT

2. Next enter a REPORT NAME in the following format: XX-D91-YYYYMM-Description
Where XX = your initials, YYYY = Year, MM = Month & Description = Reason for Expense

For example: SM-D91-202411-Hallmark Promo Mats
3. ADD EXPENSES - complete all required fields (including descriptions), upload receipt(s) and save

4, Repeat for all expense lines and, once complete, review & submit

Notes

* All expense claims (Division, Area or Club) must be submitted via Concur

» Claims MUST be submitted within 30 days of incurring the expense

* Expense Approval consists of 3 stages: DFM + DD + WHQ




Submitting a Misc. Expense Claim: Step 1

g7 concur  Home v o &

&  Required Approvals 0 Available Expenses 0 [J  Expense Reports 0
TOASTMASTERS
Start a NEW
I ° @ You are eligible for a free subscription to Triplt Pro, provided by your employer. Leam More and Activate  Not right now X
Available Expenses Expense Reports + Approvals

clicking on
‘+ Start a Report’ [j

No Available Expenses

When you have available expenses, you'll see them When you have reports

il

No Approvals

When you have approvals, you'll see them here

her

&Y Concur




Submitting a Misc. Expense Claim: Step 2

Create New Expense Report

Add details and select ‘Create Report'.

Details include:

* Report Name:
Enter a Report Name in the following format:

XX-D91-YYYYMM-Description
Where XX = your initials, YYYY = Year, MM = Month

& Description = Description of Expense

For example: SM-D91-202411-HallmarkPromoMats

» Report Date: the date the expense was incurred

 Comment: further details/explanation of the expense
(to assist with the approval process)

TOASTMASTERS

INTERNATIONAL

ET”Concur  Expense v ® SM
Create New Report X
Hom| * Required field
M SM-D91-202411-HallmarkPromo... *District Expense Policy 11/23/2024 B8
Comment 54/500
Marketing/Promotional materials for Hallmark Speakers.

Available Expenses

Note: The Report Name must be entered in the specified format otherwise the
claim will be automatically rejected




Submitting a Misc. Expense Claim: Step 3

é”;'Concur Expense Vv ® SM

Manage Expenses

Home / Expense / Manage Expenses / SM-D91-202411-HallmarkPromoMats

SM-D91-202411-HallmarkPromoMats £0.00 Submit Report VSR
Ad d Expe n se(s) Not Submitted | Report Number: SVBQ27

Report Details v Print/Share v Manage Receipts v View Available Receipts [

Expenses "{ (® Add Expense J

Click ‘Add Expense’—

No Expenses

Add expenses to this report to submit for reimbursement




Submitting a Misc. Expense Claim: Step 4

HX”Concur  Expense v ® SM
E. Add Expense to Report X
-~
Available Expenses (0) New Ex
56&’:?/ Q Collapse All Sections
'Eize’ Dy expense type, category, description

Add Expense to Report

Printing (7020)

Promotional Materials (7008)

1 7 Reimbursements - Registration & Tickets (6060)

Select ‘New Expense

Room Rental - Event (7014)
a n d C h O o s e t h e re I eva n t Sales Tax (incl. GST, VAT, etc.) (7072)
expense type... Storage (7088)

Supplies & Stationery (7012)

Sympathy Expense (7084)

Telephone (7032)

Trade Show Registration (7040)

v
Cancel

™

Add expenses to this report to submit for reimbursement.




Submitting a Misc. Expense Claim: Step 5

Fill in the ‘New Expense’ details, with
reference to the guide below:

Field Required Contents (Greyindicatesdefault value)

Expense Type Select the relevant 'Expense Type'
Transaction Date Date the claimis submitted
Business Purpose |Brief summary of expense
Enter Vendor Name |Notrequired
City of Purchase Not required
Payment Type Cash/Out of Pocket
Amount Expense amount
Currency UK, Pound Sterling (GBP)
Reporting Code Select the relevant '‘Reporting Code'
Event Period N/A
District (D91) District 91
Subsidiary (XXX) Level of Role

Forexample: Division Directors select '(091D) Division'
Comment Details and explanation of expense

New Expense

Details Itemizations

-
Expense Type

* Required field

Promotional Materials (7008) i
Transaction Date * Business Purpose *

11/23/2024 8 Promo materials for Hallmark

City of Purchase
v

Payment Type *

Cash/Out of Pocket v

Amount *

27.48 UK, Pound Sterling (GBP) X v

(560) Marketing - Other X v N/A b QL

1  Subsidiary *

(091) District 91 (091A) Area X

Comment 88/500

A range of Promo Materials (X, Y & Z) for promoting Hallmark Speakers in the local area.

Save and Add Another [e1 L

Hide Receipt

Receipt

) -1

Click to upload or drag and drop files to upload a new
receipt.
Valid file types for upload are .png, .jpg, .jpeg, .pdf, .tif or .tff.
SMB limit per file.

Add Receipt




Submitting a Misc. Expense Claim

Common Expense Codes

Please refer to the following examples of some common codes when submitting expenses.

We must ensure the correct codes are used so that actual expenditure is mapped against budgeted expenses.

Concur Expense Claim Fields

Expense Category Expense Type Reporting Code

Travel 01. Travel > (7062) Mileage (957) Division Director ; (958) Area Director
01. Travel > (7064) Taxi / Shuttle
01. Travel > (7066) Rail
01. Travel > (7068) Other

TLI Room Hire 02. Other>(7014) Room Rental - Event (706) ETTLI

TLI Catering 02. Other>(7016) Meal Events (706) ETTLI

COT Room Hire 02. Other>(7014) Room Rental - Event (706) ET Training Club Officers

COT Refreshments 02. Other>(7016) Meal Events (706) ET Training Club Officers

Division Venue Hire for
Educational Events

02. Other>(7014) Room Rental - Event

(70X) ET - Other Expenses

Marketing Materials

02. Other > (7008) Promotional Materials

(560) Marketing - Other

New Clubs Banners

02. Other > (7008) Promotional Materials

(580) Club Growth - Building New Clubs

New Clubs Pins

02. Other > (7004) Badges & Pins

(580) Club Growth - Building New Clubs

Perpetual Trophies

02. Other>(7010) Awards (Trophies, Plagues,
Ribbons & Certificates)

(802) Speech Contest - Division

Note: this is NOT an
exhaustive list of all of the
available ‘Expense Types' or
‘Reporting Codes’, so please
check the full list (available in
the drop-down menus of the
relevant fields) in order to
select the appropriate code.




Submitting a Misc. Expense Claim: Step 6

Attach Recei pt Misc. expense claims ‘receipts’ are required - please attach the relevant invoice/receipt.

Step 6.1: Select ‘Upload New Receipt’ Step 6.2: Navigate to the relevant ‘attachment’ (i.e. invoice/receipt) and select.

New Expense Cancel New Expense Cancel
Hide Receipt Hide Receipt
Details Itemizations Attach Receipt X Details Itemizations Receipt
* Required field Available Receipts ( * Required field

Expense Type *
Attach an available receipt to the exp¥gse by selecting Sl

Promotional Materials (7008) X v "Artach”. Valid file types for upload are ;Ngg, .ipg, .jpeg, .pdf, .tf or Promotional Materials (7008) X v
tiff.
Transaction Date * Business Purpose * Transaction Date * Business Purpose *
. T Upload New Receipt | T z
11/23/2024 B8 Promo materials for Hallmark -— 11/23/2024 8 Promo materials for Hallmark P Ro M O MATS R U S
Enter Vendor Name City of Purchase Enter Vendor Name City of Purchase
v v Client: Hallmark Speakers

Payment Type = Payment Type Invoice: £27.48
Cash/Out of Pocket v Cash/Out of Pocket v

Amount Amount * Currency *

27.48 Kiw 27.48 UK, Pound Sterling (GBP) X v
Reportiig Code™ o S You have no available receipts Reporting Code * 1 Ee 2

(S60) Marketing - Other X v N/A Crine (560) Marketing - Other X v N/A i
District 1 Subsidiary* 2 Distr 1 2
(091) District 91 (091A) Area X v (091) District 91 b
Comment 88/500 88/500
2 R z v
Arange of Promo Materials (X, Y & Z) for promoting Hallmark Speakers in the local area. A range of Promo Materials (X, Y & Z) for promoting Hallmark Speakers in the local area.
PROMO MATS R US.pdf

Remove

Step 6.3: Save Expense

s | s




Submitting a Misc. Expense Claim: Step 7

Do you have more than
one misc. expense to EDPConcur;  Expense: © s
CI aim? Manage Expenses

Home / Expense / Manage Expenses / SM-D91-202411-HallmarkPromoMats

YES! Then add additional SM-D91-202411-HallmarkPromoMats £27.48
expense |ineS (by l:ot Sut;r:itltled] Re:)‘onSNumber: :/BQUR |
repeating steps 3 to 6) for

each additional expense.

Submit Report Copy Report | Delete Report

View Available Receipts [

Expenses

(® Add Expense J

[0 CommentlT BseefftilT Payment Typell Expense TypelT Vendor Details)T Datel™ RequestedlT
= " Cash/Out of Pocket Promotional Materials (7008) 11/23/12024 £27.48

£27.48

NO! Then you are ready
to ‘Submit the Report’ fort
approval (and move on to
step 8).

&Y.Y concur




Submitting a Misc. Expense Claim: Step 8

User Agreement Acceptance & Final Submission

Step 8.1: Select ‘Accept & Continue’ Step 8.2: Select ‘Submit Report’

':’AW. Concur  Expense v ® SM ’TW‘,- Concur Expense v| Report Totals \ X ® SMm
[ User Electronic Agreement \ b4
Manage Expenses Manage Expenses
By clicking on the ‘Accept & Submit’ button, | certify that Company Payments
1. Thisis a true and accurate accounting of expenses incurred to 2gcomplish official business for the Company £27 48
Home / Expense / Manage EXpens  and there are no expenses claimed as reimbursable which relate to peMpnal or unallowable expenses. Home / Expense / Manage Expe| e
2. All required receipt images have been attached to this report. Employee
3. I’ have not received, nor will | receive, reimbursement from any other Rgurce(s) for the expenses claimed s I
SM'D9 1'2024 4. Inthe event of overpayment or if payment is received from another sot\ge for any portion of the expenses Py Report | Delete Report SM'D9 1-202‘ opy Report | Delete Report
claimed | assume responsibility for repaying the Company in full for those ex| [ Employee Payments
Not Submitted | Report Numb Not Submitted | ReportNun  £0.00
& 5 S Company
Report Details v Print/Share \ View Available Receipts (& Report Details v Print/Sharg View Available Receipts B
Expenses Expenses e
Amount Total: Due Employee: Owed Com)|
[=LLUNN  Accept & Continue £27.48 £27.48 £0.00
C It Rece. - - s R dit O ¢ It Re B 411
= Requested Amount: Total Paid By Company: Total Owed By A
B2 = Cash/Out of Pocket Promotional Materials (7008) 11/232024 £2748 e 0 5] £27.48 £27.48 £0.00 £27.48
£27.48 £27.48
Cancel

EXY Concur

XY Concur



Submitting a Misc. Expense Claim: Step 9

Report Submitted confirmation Note: The Manage Expenses section can be used to view all
of your active reports and view their status.

Your misc. expense claim has now been successfully submitted!

1 ’ 1 ’ . SAP4 @ E L SM
Select ‘Close’ to return to the ‘Manage Expenses’ section. e B ®

Manage Expenses

7

E” Concur  Expense v| Report Status X ® SM Home / Expense / Manage Expenses

Manage Expenses

Manage Expenses

Home | Expense  Manage Bxpe| ~ SM-D91-202411-HallmarkPromoMats
[ Report Library vew Active Repors v [ ® create New Report |
SM-D91-202¢ opy Report | Delete Report :
Noe Subimined | Rep = SM-D91-202411-HallmarkPromoMats
Report Details v Prir v age Receipts v View Available Receipts 11/23/2024
> Due Employee:
_ £27.48
c IT Receiptll Pay Typell Expense Typell Vendor DetailslT Datel® RequesteddT ;
Submitted
= Cash/Out of Pocket Promotional Materials (7008 11/23/2024 £2748 .
= H . fometan S TS Submitted & Pending Approval
£27.48 Debbie Williams
.
Available Expenses
WCODCUI’ Drag and drop files to upload a new receipt. Valid file types for upload are .png, .jpg, .jpeg, .pdf, .tif or .tiff.
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