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What is Concur?

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

« The Submission of Expense Claims

e The Approval of Expense Claims S 200 i 1 Cantis, Bt Wi e R B g s

You can access Concur using the following link:

www.concursolutions.com
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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 Concur User Request — Information Required
« NOT setup as Concur users by default *  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 Address (as used by the member to register with
« Email the D91 Finance Manager to request access -

‘ Toastmasters)
Please provide the following info
P f g inf * 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.
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Registration & 1st Login
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Registration

Go to www.concursolutions.com

Select ‘SAP Concur Password’

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

TOASTMASTERS
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v Sign in to Contur | Concur So x +
15t Login ’
« =2 C M 3 concursolutionsc.. ©o W 4’. 2 N K D
Podbean  SotSC gg 0 SwsBoockmarks @ Timesheet Entr ’ll Guaant log »
&Y Concur

) Remember me
Forgot username

ed help signing Ir

@ English (US) v

- o X F

;;0

3 An Bocimarks

v Sign oncur | Concur So x +

<« C M 23 concursolutionsc.. ©o W 4’. 2 oN x D

Podbean SotSC gg 0 Sw's Boockmarks 9 Timesheet Entr ’ll Geant log »
&Y Concur

- o

;;0

O AnBock

@ English (US) v

Service Status (North America)

Cookle Preferences

X

marks



http://www.concursolutions.com/

Registration

Select ‘Forgot Password’

< SignIn

g ! ..

~
'! 67625898@toastmasters.org

O-

Service Status (North America)
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v Sign in to Concur | Comcur Soi. X + ~ 0 X ?’

€ C M % concursolutionsc. @0 W @ ¥ R X O = @ |

Podbean SotSC 28 0 SwsBeckmads @ Temesdeettnty [} Go » D A% Bockmark
&7 Concur @ English (US) v

Hit ‘Send’

Forgot Password x + ~ 0 X

C M % concursolutionsc. @0 W @ ¥ R X O =@
88 | [0 SwisBockmarks @ Temesheetfny (] Gantiog » D A8 Bookmark

& English (US) v

XY Concur

< Forgot Password

Enter the usemame associated with your account. We w

send an email with a Uink to reset your password

E—

Hitting ‘Send’ will send an email
(to the email address that you
used to register with
Toastmasters) with instructions
on how to reset password.

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




Registration

— Restart Sign-In Process > Enter Username & hit ‘Next’ Select ‘SAP Concur Password’
v Sign in to Concur | Concur Sot. X | - o X P v Sign in to Concur | Concur Sot. X | - o X F
€ 2 C M % concursolutionse.. ©o I f". 2 RN x5 D = @ L « C M % concursolutionsc.. ©o I ?. 2N x5 D = @ L
Podbean  SotSC ] O SwsBookmarks @ Timesheet Entr ’ll Gaant log m » 3 An Bocimarks Podbean  SotSC ] O SwsBookmarks @ Timesheet Entr ’ll Gaant log m » 3 An Boockmarks
:__,1 ¥ Concur @ English (US) v ‘ :__,1 ¥ Concur @ English (US) v

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

67625898@toastmasters.org
67625898 @toastmasters.org

Sign in with:

SAP Concur Password

) Remember me
Forgot userr

wme

Need help signing In

Service Status (North America)

Cookle Preferences
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Registration > Two-Factor Authentication

Enter Your Password

v Sign in to Congur | Congur So x + - () x k’
« C M % concursolutions.. ®o Y ("‘. 2 N & D = Q
Podbean SotSC 88 3 Stu's Bockmarks @ Timesheet Entry l. Giant log in » 3 Al Bookmarks
e Concur @ English (US) v
I
1
<Signin .

67625898@toastmasters.org
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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.

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’ SAP Concur

(to the email address that you
used to register with

Toastmasters). Two-Factor Authentication Set Up Request

Hit ‘Set Up Two-Factor

Authentication’. o >

If the button Is not working correctly or IS not being displayed, please copy and paste the link below into your

factor authentication associated with Login 10 0103867 6@toastmasters.org, piease click on the
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Registration > Two-Factor Authentication

Select ‘SAP Concur Password’

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

v Sign in to Concur | Concur Sot. X | - o X

€ 2 C @R % concursolutionsc.. ©o ¥ @ ¢ = x O = &
Podbean  SotSC gg 0 SwsBoockmarks @ Timesheet Entr ’ll Guaant log » O AN Bocikmarks
&Y Concur @ English (US) v

€« C @

v Sign in to Coneur | Concur S0l X 4

3

Podbean  SotSC ] 0 SwsBookmarks @ Timesheet Entr

23 concursolutions.c.. ©o WY ?. 23

'll Gaant o

o
.

= o x|
x 0 =@
» O AN Bocikmarks

@ English (US) v

Restart the sign-in process.

) Remember me
Forgot usern

TOASTMASTERS
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me

ed help signing Ir

Service Status (North America)

Cookle Preferences




Registration > Two-Factor Authentication

Enter Your Password Set Up Two-Factor Authentication...

v Sign in to Concur | Congur So X + - 0o x
« C N % concursolutions.. ®o Y ﬁ"". 2 R &£ DO = @ < Sign l n
Podbean  SotSC gg [ Sw's Bockmarks @ Timesheet Entry l. Giant log in » 3 Al Bookmarks

&Y Concur @ English (US) v | 01038676 @toastmasters.org

Step 1: Download or open an authenticator app (such as
Microsoft Authenticator, Google Authenticator or your
company’s preferred authenticator .l;i.,}

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

W manual setup key

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

TOASTMASTERS
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Complete Steps 1 & 2



Registration > Two-Factor Authentication

Login with Google Account

Download an Authenticator App Set Up Authenticator App OR Use without an account
\ 20:03 L B2Y .. < App Store . = ST g —
Q) google authenticator € Cance D
STEP 1: :

Download an
-~

i o
Authenticator _ X ¥
App. @@9? AuthentacatD i » X )

*% k%% 98K 3 Google we 5 Utilities Stronger securlty W|th Welcome tO GOOQ|€
The example ; Authenticat
shown here is Google Authenticator uthenticator
'GOOgle * e i Get verification codes for all your accounts using Sign in to back up your codes to your
Authenticator’ S poi e 2-Step Verification Sooe Aocom
(shown in the . S|
Apple App store,

but also available
from Google Play)

Google

9 Microsoft Authenticator @ O Lynne Cantor Gayer v

yrne ¢ yeragma vl

Protects vour online identity
Get started Continue as Lynne

*kkxx 93K 2 Microsoft o 11 Produc
= o Use Authenticator without an account
B . 4 S < Q .
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Registration > Two-Factor Authentication

STEP 2:

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

TOASTMASTERS
INTERNATIONAL

Select ‘Add a Code’
02 WiFiCall B 2004

= Google Authenticator o

Looks like there aren’t any Google Authenticator codes

here yet
Change account

Add an Authenticator Code
1! 02 WiFiCall T -\ 20115 oG GBY .
< Back

O
=

Add an authenticator
code

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

(&) Scana QR code

Enter a setup key

Allow Authenticator App
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

Return to the Concur
Login screen and...

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

TOASTMASTERS
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Scan the QR Code

<SignIn

01038676 @toastmasters.org

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 an',.,:-

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

Enter the 6-Digit Authentication Code

< Sign In

01038676@toastmasters.org

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 npi,;)

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

Step 3: Enter the 6-gigit code shown in the authenticator app




Registration > 15t Login Success

The following landing page is
displayed upon successful 15t Login

EX¥Concur  Home v

TOASTMASTERS

i O employee of Toastmasters International, you are eligble

My Tasks

m Open Requests
YOU Currently have No active requests

TOASTMASTERS
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Completing Your User Profile
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C o m p I eti n g U s e r P rOfi I e Click on Initials (i.e. 'SM’) & then ‘Profile Settings

When you first login, complete your user

profile by completing the following details:
- Your Personal Information: Title
- Expense Settings: Bank Information

- Other Settings: Language &

Date/Time Format

TOASTMASTERS
INTERNATIONAL

< G m 23 concursolutions.com/home w a

odbean  Sot5C 8B [ Stu's Boockmarks 4§ Timesheet Entry l:l Giantlogin W Apply For Job for Se.

Home *x +

AP
=+ Concur Home

& Stuart Marshall
TOASTMASTERS

INTERMATIONAL €§3 Profile Settings

L
I:D'I Sign Out
Alerts
i e employee of Toastmasters International, you are eligible for a free Triplt Pro subscription Leam Mone and Activate IR
My Tasks

m Required Approvals — m Available Expenses -3 m Open Reports -

Alisen M. | AMD91-011024-Malvern Spea..

You currently have no avallable expenszes You
£77.92 — Expense

wrently have no open reports.




Completing User Profile

Complete Your Personal Information: Name & Contact Details

Enter your Title.

v Profile « Personal informa x + - ) x
{ € C M S concursolutions.com/profile/PersonalProfileasp® oS A g2 U % & D B
o v « 10 = o ol - ' o @ . @&
i - ¢ 88 | O Swibockmeks § TesbeetEnty (Il Go oo O » | [ AR

€ C @A 5 concursolutions.com/prof f ¥ 4 & = @ R X D = & @

- 8 o n P M G . | 09 ANBsckmark Sa” Concur  Profile v @ sMm

E.T?’Concu, Profile v ® SM Profile Personal Informatic Change Password Systermn Settings

Profile Personal Information Change Password System Settings My Profile - Personal lnformation

Your Information

Persor

Profile Options

Select one of the following to customi>

Personal Information
L e

System Settings

Em

Expense Settings

Infor

Which tir e
Bank Information

Bank

Expense Settings

Information Expense Delegate
Bar Int

o F
Expense Preferences
Ex % ps who are allowed a
Ex ; Sele ) Sl of athar
- 8 rece n

page

1 appear whe

ny such as Submit or Prir Company Car Favorite Attendes

Personal Ca Comparny Car

AR Personal Car 2o ek Other Settings

Pessonal Car Change Password i )
Other Settin Change your passwos P Yoo

- gs Concur Mobile Registration RSN YOUY PRsen i €

System Setting Set Up access to Concur on your mobile Change Password
Conne

device

Disabled fields (gray) cannot be changed. if there are errors in traved administratoe

HRequired] and [Required**] (validated and requ

[Required] Swer X

&
Company Information Go to top
Contact Information Go to top

TOASTMASTERS
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Completing User Profile

Complete Expense Settings: Bank Information
Complete all Bank Details

Note: these are the details that will be used in order
{ v (© wromu Opson x + - o x| to reimburse you for expense claims

Bank Information

sdbe F+ ] 0O a3 Bockmant g Timeibeet Ent W Gazicg OW pply For lon .. ™
ISAP Bk CountrpfRigon Bk Cerency
U Concur Profile v
— UMITED KIMGDOM w
Profile Personal Information Change Password System Settings
Senl Ce e i
¥ I I
Your Information Profile Options
Personat information B b Bunnch Locn
Select one of the following to customize your use I I
Personal Information
u prefe
Aeciive
Expense Settings n doe =
- { your workday stavend? I
Bara Informat Expense Delegates
3 Expense Preferences Dolidstes ore Sacioneteviic e Alwnd Full Legal Name of Account Ovener Buskding Bumber and Road Bulkding Name
Select the options that define when you I ok
Ex aberga 1
: re
o pa ¢
action, such as Submit or Print Company Car Tamwrs Lcakty Porstal Code
T Company Car
Favorite Attences Personal Car I |

Personal Car Change Password

x Change your password m sihestra th Use requisement helow
Concur Mobile Registration e withe s T e

Up access to Concur on your mobie

Other Settings

device

TOASTMASTERS
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Completing User Profile

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

{ v « Of X 4+ - o X ¥
€ C R 2% concursolutions.com/prof f ¥ w & = @ ':\. Y R X D =
s 8 O 3 Time i o M G » O
FI7 Concur  Profile v ® System Settings
Regional Settings and Language

Profile Personal Information Change Password System Settings

| Default Language  English (United Kingdom) v

]

Your Information Mumber Fommat | 1,000.00

Peor

Profile Options
Flacemeni of Currency Symbol | Before the amount

rmat Select one of the following to customize your user profile

Megaiive Number Format | 100w
Personal Information

Pers

System Settig

Megative Currency Fomat | -100 v

Information

Update Language & Date/Time Format

Calendar Settings
Starl wook on | Mondiry W
Star Dary View Al 800w
Ered Dy Wi AL | 20000 W

Dbt Wt onth W

Diher Preferences

Expense Settings Bank Information Date Forma | ddmmiyyyy
Experne Information Bank information Tane Format| Homm -

Expense Preferences Hourinuie Separator w 2062023 1846

Time zone (Jocal time)

{UTC) Dubn, Ecénburgh, Lisbon, L

Fiorars pobe iy | 75 w

wredon nr

Company Car
Comparny Car
Change Password

X Change your password
Concur Mobile Registration i da

33 10 Concur on your mobile

TOASTMASTERS
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Login
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Login

Standard Login

Go to www.concursolutions.com

Select ‘SAP Concur Password’

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

TOASTMASTERS

INTERMNATIONAL

v Sign in to Coneur | Concur So x +

« =2 C M 3 concursolutionsc.. ©o W 4’. 2 N K D

Podbean  SotSC gg 0 Sw's Bockmarks 9 Timesheet Entr ’ll Guaant log »
&Y Concur

) Remember me
Forgot username

ed help signing Ir

- o

;;0

O An8ocim

@ English (US) v

ks

X

v g;— n 1o Comeur | Concur Se x +

€« C R % concursolutionsc.. ©0 Y @ ¥ % K 3

Podbean SotSC gg 3 Sv's Bockmarks A Tongsdiaat Ents ’ll = 2
&7 Concur

Service Status (North America)

Cookle Preferences

- o

;;0

O AnBock

@ English (US) v

X

marks



http://www.concursolutions.com/

Login

Enter Your Password

3_-';' Concur

v Sign in to Concur | Congur So x + - (=] X F
“ C R % concursolutions.. ®u T @ ¥ = = O = Q
Podbean SotSC gg £ Sw's Bockmarks Q Tumesheet Entry l' Giant log i » 3 Al Bookmarks

@ English (US) v

Two-Factor Authentication - enter the authentication code

v Sign in to Concur | Concur So x + =, (n) %

« C @ % concursolutionsco.. Go Yr (". 2 2 5 9O = @ L_

Podbean SotSC 88 [ Sw'sBcokmadks @ TimesheetEntry (] Giant log » O Al Bockmarks
&7 concur @ English (US) v

< SignIn

67625898 @toastmasters.org

Two-factor Authentication

Enter the authentication code generated by the authenticator

app on your mobile device or browser

Open the Authenticator
app &enter the
authenticator code
displayed.

TOASTMASTERS
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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

TOASTMASTERS
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Submitting a Mileage Expense Claim: Step 1

Start a NEW
Expense Claim by
clicking on

© You wre eligitie ir » boe subscrigeon 1

Teiph Pro, provided by your employer  Loam Mow asd Actvane  Wet Aght ~ow

‘+ Start a Report’

¥ Concur

TOASTMASTERS
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Submitting a Mileage Expense Claim: Step 2

57 Concur  Expense v ® sMm
| m Create Mew Report x
Create New Expense Report ‘. s
n X6-D91-YYYYMM - Description *District Expense Policy
Add details and select ‘Create Report'.
1112350024 =
Deta i I S i nc Iu d e: Add comments/narrative 1o provide detailsbackground of the expense,

For example:
of club visits, add the name of the club visited...

* 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

Avanaws ARSIIZTS
Dvag and drop files to upload a new receipt. Valid file types for upload are .png. jpg. .jpeg. pdf, tif or tff.

- Report Date: the date the expense was incurred } — ]
Note: The Report Name must be entered in the specified format otherwise the

« Comment: further details/explanation of the expense claim will be automatically rejected

TOASTMASTERS
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Submitting a Mileage Expense Claim: Step 3

FCDI‘ICUT Expense @ sm
Manage Expentes
XX-D91-YYYYMM - Description £0.00 Datete Repor

Not Submitted | Report Number: YTEKNON

Ad d Ex p e n s e (s) : Report Datalls v Print'Share %  Manage Receipts v View Avallable Receipts [

: Expenses (®) Add Expense
[
|

Click ‘Add Expense’

No Expenses

TOASTMASTERS
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Submitting a Mileage Expense Claim: Step 4

FT¥ Concur  Exoense v & SM
Add Expense to Report *
Add Expense to Report o T i
Airfare (7060 I
Select ‘New Expense’
and choose the
expense type
‘Mileage (7062)’
AT SRpETEES 10 IS Teport 10 SULITL Tor TembmSerment. d \

TOASTMASTERS
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Submitting a Mileage Expense Claim: Step 5

Fill in the ‘New Expense’ details, with

Requnred Conte Nts (Grey indicates 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: 'Number of 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...
Numberof Miles |Total return journey length.
Note:The Number of Miles must match the triplength 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 [Notrequired
Comment Additional narrative on reason for journey

TOASTMASTERS

INTERMNATIONAL

New Expense

kileage [PO62

LR

CaslhiOut of Pocket

iy

Desanct

Travel io Femadown Speshars i delver an Avwed.

B BT

m

m

Tearwel b Femdown Speakers

Bowrnemouth, Dorset

UK. Pound Sieding (G

Fetndosn Willage Hall

954 Tegoed - Drstrice

{Ci) Dasnct 91

Mong Selected

Finanee Manage

ey

Amtach Receipt

Available Ruilpu {ﬂ]

ABASH &0 Susiibie red St B0 T Sxparesd By SASCEARE TRESCNT, WBL e fyhdd Mor pload

e o O DO POT, BF O N

You have no available receipts

2026-27

55p

per mile



Submitting a Mileage Expense Claim: Step 6

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

New Expense ey -

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

o
i
|

Bousrpecnith, Dors ® ow 1120200 B  Towiio Femdomn Spesten

You have no available receipts

Mo e

[4: ]

Step 6.3: Save Expense

TOASTMASTERS
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Submitting a Mileage Expense Claim: Step 7

Do you have more than
one journey (mileage — o—
expense) to claim? —

XX-D91-YYYYMM - Description £6.75 Dl
YES! Then add additional o B i Vi
expense lines (by S i ot
repeating steps 3 to 6) for S e s = n—
each additional journey.
NO! Then you are ready
to ‘Submit the Report’ -
for approval (and move R - PRy v

on to step 8).

TOASTMASTERS
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Submitting a Mileage Expense Claim: Step 8

User Agreement Acceptance & Final Submission

Step 8.1: Select ‘Accept & Continue’

L-.r:'” Concur  Expenis +

¢
l User Ebctronic Agreement

Manage Experaes.

o  Expenss | Manage Drpenses (G081 1 v ace ¢ el g 4

b L mer pourcel] Pihe eepernes clsmed
R e e T el
Feon Subsmimed | Repor Mumbesn YTHRG

Peport Detali v PrieShare v Manag

Expeniss

[ CommemllT Receipell Peyssent Typeil

0o ® | Canvou ol Podet

XY Concur

TOASTMASTERS
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Step 8.2: Select ‘Submit,Report’

S Concur  Expense v

Manage Expernes

rorme ¢ Dxperee - Marage Dipenses ¢ 0C004

XX-D91-YYYYMM

Not Submitsed | Report Number: YTENG

feport Detals v PrreShare v Mg

Expenses

O | Commenti! Recopnlt M rroe

&Y Concur

7 | @
Report Totats X

Company Payments

£6.75

— T
Employee Payments

£0.00 View leoslatic Recests T
Company

43 Requestedi!
BI5
Reguested Amourt: Totat Paid By Compan,
67s LS
675




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.

ETFConcur  Expense @

[Hepunitatus \ % |
Marage Expenes

@ Report Submitte
XX-DIL-YYYYMM - Description

Hiome ¢ Expends | Mansge Expenses / XX-081

XX-D91-YYYYMM

Mot Submitted | Report Mumber: YTKNG

Reporm Detals v PntShace v MO cvaps = View Available Receipe (7]
Expenses (%) M Expeense
O commentll Recepill Paymens Typell Expense Typell Vendor Details 1T Datel® Requenedl?
o B []  covouotpoc Mileage (052 Burtarrcuth, Dorute lra ey £67S
E6.TS

XY concur

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

:_‘,’" Concur  Expense v @ sM
Manage Expenses

Manage Expenses
Report Library ve. Actve Repors v | @ create New Repon

JOL-DIL-YYYYMM -...

11233034

£6.75

Due Employes
£6.75

Submimed

Submitied & Pending Approval
Debbie Wiliams

Available Expenses

Drag and drop files fo upload & new receipt. Valid file types for upload are png. g jpeg. pdf, &if or it

. tant 10 Allow unatLigred aqpended 1o placed aumomatcally in & nepon for you, Learm Mone
0 Enable Expense Assi I ig be y for y Mon

All Expenses W T upload Receipt
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Submit a District Incentive claim

How to...
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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

e 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

TOASTMASTERS
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Submitting a Claim for a District Incentive: Step 1

TOASTMASTERS
Start a NEW District
Incentive Claim by
clicking on

© You are eligitie for 5 Dee SUBacrgEon 15 THR Pro, Drovided by your employer  Loam Mom and Actvane Mot Aght sow

No Avalable Expenses No Repoms No Agpeovals

‘+ Start a Report’

¥ Concur

TOASTMASTERS

INTERMNATIONAL



Submitting a Claim for a District Incentive: Step 2

g Concur  Expense v @ S
2 Create New Report by
Create New Expense Report - _
| SM-091-23024]1 1-incenthve-0G0 "District Expense Policy 11r2Ar3024 B
Add details and select ‘Create Report'. B

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

- Report Date: the date the claim is being submitted } — ]
Note: The Report Name must be entered in the specified format as outlined

e Comment: Club Name & Incentive details on this page otherwise the claim will be automatically rejected

TOASTMASTERS

INTERMNATIONAL




Submitting a Claim for a District Incentive: Step 3

ET¥Concur  Expense 3 5™

pi e

.Y Concur

TOASTMASTERS

INTERMNATIONAL



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)

TOASTMASTERS

INTERMNATIONAL

¥ Concur  Expense v ® =M
M Add Expense to Report X
-

Syrailabie Expenses ()

Q Collapas All Sectang

Eu7 voncur




Submitting a Claim for a District Incentive: Step 5

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

Required Contents [Greyindicates default value)

Expense Type Incentives (7082)
Transaction Date Date the claim is submitted
Business Purpose Incentive Name
Mote: Refer to the Incentive Summanry table for the relevant Ince ntive Name.
Enter Vendor Name |MNot required
City of Purchase Mot required
Payment Type Cash/Out of Pocket
Amount Incentive value
MNote: The full incentive value canonlybe claimed if the receipt value is equal or
greater than the ince ntive 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 M/A
District (D91) District 91
Subsidiary District
Comment Club Name & Incentive Mame

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

Sr¥Concur  Expense v

Marage Experried

New Expense

et il Mbong

neentives (T0E2)

11233024 [=]
CashiOut of Pocioet -
=0.00

({583) Club Growth - Membershig o

{091) Destrict 91

" Recuired field

How

Tret Great Golden Quamer 1009
w
UK. Pound Sserling (GBP) oW
Hidd, x “:
Cstric K ow

Hallmark Speakers - The Great Golden Quaner 1005

[ sove Expere | Sove s s oo JERES

@

SM

@ e

Hade Recegs (0]

Receipt

i
h 8
i =
Clich 1o uplioad of Crag and crop Tles 1o upload 8 new neceipt
Waalicl fibe: ypess for upload are .DNg. JPE. JPeR. POl o or i
SMB it per fibe.

A Receipt

TOASTMASTERS
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Submitting a Claim for a District Incentive: Step 6

Attach Receipts

Step 6.1: Select ‘Add Receipt’

New Expense

Cectads Mz abong

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

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

Hide Receipt [

New Expense

Doty Heamiz sl

Required feld
rcentives (F082) E Incentives [F082
SRR B Tree Geomt Golden Cuarter B00% 117200024 B Tne Grea Golden Guamer 100%
-
CasnvDut of Pocket w CashvOut of Pocket w
2% 10 uplad B new PecEpt
PL peg P Wor N
40000 UK, Pound Stering (GEP) o #0.00 UK. Pound Steriing (GOP)
(S83) Cluls Geowth - Memberthip W o M o [563) Clubs Geowth - Migrmbrship ¥ oW W
2
081) District 51 District oW (91} Diserict 1 Digarier

Fallmark Speakers - The Grest Goiden Cuarter 1005

T

TOASTMASTERS
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Halmark Speakers - The Grest Golden Quarner 10054

Step 6.2: Select ‘Upload Ngw Receipt’

m o

Haze Recegpd. 11

Astach Recelpt

Available Receipgs (0)
dqiach &n svalsble recept 5o
Tie types for upiond are Dng

(= =xperae by selecting “imach™. Vald

T Upload Mew Receigt LT

You have no available receipts



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

. New Expense Save Experne R0
Step 6.3: Attach Receipt #1 P -
Navigate to the relevant ‘attachment’ Delain Hemzasaes Rvesipt
(i.e. Incentive Voucher) and select. - * Requred e
L1204 B The Great Golden Cuartes 1004

V4 :‘v

CONGRATULATIONS

[

CasivOut of Pocket hd Hallmark Speakers
40,00 UK, Pound Sterling (GEP) oW
(583} Club Growh - Membershi oW Fh x oW
Step 6.4: Save Expense
(091} District 91 Destrict Moo

Hallmark Speakers - The Grest Golden Guarier 100%

S and Add Peothes [IlEEE

TOASTMASTERS
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Submitting a Claim for a District Incentive: Step 6

. STFConcur  Expense v ® =M

Edit Expense
In order to attach Receipt #2 ;
(i.e. the receipt/Invoice that is being SM-D91-202411-Incentive-GGQ £40.00 eSSy
Claimed fo r) Mok ‘QJI:\'“'.bed| Report Number: SASKYY

Report Detslls »  PrinbShare v Manage Recsipts Wiew dfovsilable Receipts [

Expenses | (=) Add Experse
CommentlT Receiptl! Payment Typell Experse Typell Vendor Details )T DuatelF Requested )T

= = CashiOun of Pocket Incengves (T083) 1123024 E40L00 s

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

v-:.' ¥ Concur

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

EITConcur  Expesias ® s
1
anage baperrae .
i Step 6.7: Select ‘Upload
Incentives (7082) £40.00 D) oo e New Expense
e Fecoige [
it semsbona Receipt Dhedaiy Hermiz sl
Required
v (0 * entives (7082 % w
L2004 8 The Great Golden Cuarsier 100%
11232024 B The Geeat Golden Guamer 100%
f = %
w -
TRACT 1 TOALTMASTER -
COMGRATULATIOMS
ot o P - a e
Hallmark Speakers
Cash/Cut of Pocket L
& P ng SGRF o
40,00 UK. Pound Steriing (GIF) o
CAT Cluls riwtr --dal How W Mo . .
You have no available receipts
S o . (B8 Clgls Gegath - MgrmEsrahin W (17 W
Haidman Spsakert et Goien Guarmes 10 (09 Distiet 91 Digarice W
Halmark Speakers - The Grest Golden Quarner 10054

Step 6.6: Add a 2nd Receipt e eEmE) -

TOASTMASTERS

INTERMNATIONAL




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

Incentives (7082) £40.00 Bl 0 rperme | Cancel
Step 6.8: Attach Receipt #2 —
Navigate to the relevant fr pemsnons Feceiet
‘attachment’ (i.e. the receipt/Invoice . "R
that is being claimed for) and x v i
select. : :
112024 B  The Great Golden Cuarter 100% CDNGR.&II:I_ E;ILTIGN 5
Note: The eligible expense types are Hallmarl; Spealers
listed in section 6.1 > District Incentives - -
Overview & Eligible Expenses (page 19) I . o //
&0.00 UK. Pound Stering (GBP) X v
Step 6.9: Save Expense -
{091y District 91 District oo Receipt

Saw and Add Ancer (e ]

TOASTMASTERS
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* FINAL CHECK *

Check both of the
required ‘receipts’ are
attached (otherwise the
claim will be immediately
rejected).

Receipt #1:

The incentive voucher

Receipt #2:

The receipt/invoice for
the expense being
claimed against.




Submitting a Claim for a District Incentive: Step 7

EX¥Concur  Expense v @ M
All District Incentives i
s h O u Id be CI a i m ed fo r Home | Expense | Manage Expenses [ SM-D91-202411-Incentive-GG0
separately (to assist with SM-D91-202411-Incentive-GGQ £40.00 Suomic repo I

Status traCking. Not Submitted | Report Number: S9A9K37

Report Details »  Print/Share v Manage Recains View Available Receipts (B

(¥) Add Expense |

You a r.e ready to | Commemil Receiptdl Payment Typelf Expense Typell Vendor Details 1T Dated? Requested )T
‘Submit the Report’ -

B B =l CashiOut of Pockes Incensives (7082) 1232024 £40.00 .-
for approval!

Note: District Incentive ey
. . L Concur
claims should contain a o
single expense line only. Comet e s R o

& Copyright 2024 - SAP Concur - All Rights Resened

TOASTMASTERS

INTERMNATIONAL




Submitting a Claim for a District Incentive: Step 8

User Agreement Acceptance & Final Submission

Step 8.1: Select ‘Accept & Continue’

EXFConcur  Expense v
Ueer Elecironic Agreement
Mg Eagerries

Home | Experee | Manage Expel "":'_'"""
2 Alireq porl
31 1 o e T Ty CENENGOURDE(S] A e e, Ol

SM-D91-202¢ : »oeee . ; o nceer s\ycefor ny poricn o he expenses
gl | ddatenk sedgscoitiiey for' ragaleieng Wk Ccairpaiaty I o theshi .

bt Submiied | Repor Hun

Feport Detals v PrincShane

Expenses

O Commentl! Recsptit  Payment TypedT Expente TypedT Requested T
] 2] :_“ CashiOut of Pocket Incenshes (TEZ) LRI04 £40.00
E40 00
E: ? Concur
Service Staous (USD)
Coontsct Support
akie Pretererots il egreeel irc LUZI02S 0049 om
Coukie Slapermert © CopyTight 2024 - SAP Concur - Al Rights Reserved
- - -

TOASTMASTERS
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Step 8.2: Select ‘Submit \eport'

ZrFConcur  Exp - ®
[ Repost Totals 4
Manage Expenses
Heme | Experse | Marage Bxpey ‘=OMpany Payments
£40.00
SM-D91-202¢ " Sopy Peport | Detete Preport
Not Submitted | Reportbun  Employee Payments
Feport Detalls v PrintfShane £0.00 Yo m
Compansy
Ex |
Commenl R i Requesteal!
O ® equested Amow £40.00
R aed Nt Totsl Pakd By Cornpany:
ES0.00 L4000
E40.0D0
&Y Concur
Serace St (UED)
Comsa Suppon
— Liast signesie: § L0 0409 om
Ciopide: Statement € Copyright 2024 - SAP Concur - A1 Rights Resened



Submitting a Claim for a District Incentive: Step 9

Report Submitted confirmation

Your District Incentive claim has now been successfully submitted!

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

EX7Concur  Expense v

e s |’ Report Status \ = 1 ?

@ Report Submitted

SM-D91-202411-Incentive-GGQ £40.00

SM-D91-202:

Noit Submited | Report Mun

Report Detals % Print/Shane

Expenses (&) Add Expernie | -
[ Commentll Receiptll Payment Typell Expense TypelT Vendor Details LT DatelF Requested T
0 ] :_ _- CaahvOut of Pocket Iincerves (TORZ) 10232024 £40.00

L4000

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

£ Concur  Expense w

1]

58

Manage Expernes

Manage Expenses

Report Library ve« actve feports w

(3] Create Mow Repor

SM-D91-202411-Incentive-...
i Bra el

£40.00

Oue Empioyes

E40.00

Soptwretied

Subrritied b Pending Appnowel
Detise Wlloms

Available Expenses

Dragg and drop et 10 upload & new recsipt. Walid fle fypes for upload ane png. JBE. jDeg. ool B or 1=

0 Enabis Expends Astistant 12 allow unassigned expenies 1o B placed sutormatically in 8 repor for you. Leam Mose




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

TOASTMASTERS
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Submitting a Misc. Expense Claim: Step 1

Start a NEW
Expense Claim by
clicking on

‘+ Start a Report’

¥ Concur

TOASTMASTERS

INTERMNATIONAL




Submitting a Misc. Expense Claim: Step 2

EX¥Concur  Expense v @ sM
Create New Expense Report L E— x]
Add details and select ‘Create Report'. M e B ey "1 1};3’_.2;24 .

| SM-D91-202411-HallmarkPromo. .

Marketing/Fromotonal materials for Hallmark Speakers.

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

Available Expenses

- Report Date: the date the expense was incurred } — ]
Note: The Report Name must be entered in the specified format otherwise the

« Comment: further details/explanation of the expense claim will be automatically rejected

TOASTMASTERS
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Submitting a Misc. Expense Claim: Step 3

¥ Concur  Expense v @ sSMm

Manage Expenses

SM-D91-202411-HallmarkPromoMats £0.00 Deiece Repon
Ad d Exp e n se (s) Not Submitted | Report Number: SVBQ27
Report Details v Print/Share v Manage Recepts v View Available Receipts E
Expenses 49{ (® Add Expense

Click ‘Add Expense’

No Expenses

TOASTMASTERS
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Submitting a Misc. Expense Claim: Step 4

B Concur  Expense v @ SsMm
:1 Add Expense to Report x|
Auailable Expenses (D) =
Search Q Collapse All Sections
Add Expense to Report
Promational Materials (T008)
Reimbursements - Registration & Tickets (6060)
Select ‘New Expense’ Room Rertal - Evert (1014
and choose the relevant Sl T o, 5, T ) 072
Storage (7088)
expense type... )
Supplies & Stationery (7012)
Sympathy Expense [7084)
Telephone (7032)
Trade Show Regstration (7040)
Canc

g e

Add expenses to this report to submit for reimbursement.

TOASTMASTERS

INTERMNATIONAL




Submitting a Misc. Expense Claim: Step 5

Fill in the ‘New Expense’ details, with New Expense
reference to the guide below: . s
Expense Type Select the relevant 'Expense Type' p,amm.;'m. saterials (7008) X v

Transaction Date Date the claim is submitted

Business Purpose |Brief summary of expense HEsE0 O Promo marerials for Hallmark

Enter Vendor Name [Not required

City of Purchase Not required . - :_ i

Payment Type Cash/Out of Pocket S v

Amount Expense amount R — A o mou
Currency UK, Pound Sterling (GBP) 248 UK. Pound Sterting (GBF) X v e s wpone s
Reporting Code Select the relevant 'Reporting Code' - 'mﬂ'ing_ . . 5 = ' § : A Receips

Event Period N/A -~ __ _ i

District (D91) District 91 (091) District 91 (0914) Area X v

ST 00(X) Level of Role SR -

o X . . , A range of Promo Materials (X, ¥ & Z) for promoting Hallmark Speakers in the local area
Forexample: Division Directors select '(091D) Division

Comment Details and explanation of expense

— ..

TOASTMASTERS

INTERMNATIONAL




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

TOASTMASTERS

INTERMNATIONAL

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 e —

New Expense

Hide Rvceige 5 Hide Receipt [
Dietady Hermarafang Abtach Recsipl b4 Diedaily Merres Aok Receipt
0 3 ek . . o a
* Reganed fie Available Receipts | * Requred feld
Amach o irealabis IeCe B e expRCEs by Leleoing & G
Promotional Materials (T008) oW Amach’, Vsl file fypes. for upload sne g jpeg. pat, Gfor Promnotional Maserals [ 700 o
N — - T Uplosd Mew Recep 1T - _—
117732024 o Paoeng matedials for Hallmark —_ L2304 B Prowmd matefials for Hallmar PROMD MATS R US
v v Client: Hallmark Speakers
Invoice: £27.48
CashiOnt of Pocket - CashOnt of Pocket w
27.48 UK, Pound Sterrg (GEP) Mo 37 &R UK, Pound Sterling (GBP) W w
You have no available recelpts
(S50} Marketing - Ceher oW hA wow [560) Marketing - Other How Pl oW
{091} Detrict 91 [C91A) Area x v [09L) District 91 (DSLA) Area How
i EEE
A rangs of Proms Materials (X, ¥ & I) for promating Hallenark Speakers in the 100a] area Arange of Promo Materials [, ¥ & Z} for promoting Hallmark Speakers in the local area ot

ferrine

== Step 6.3: Save Expense

TOASTMASTERS
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Submitting a Misc. Expense Claim: Step 7

Do you have more than
one misc. expense to
claim?

&7 Concur  Expense v ® SM

Manage Expenses

o SM-D91-202411-HallmarkPromoMats £27.48
YE S! Th e n a d d a d d Itl O n a | Not Submitted | Report Number: SVBQ27

expense ||neS (by Report Details v Print/Share v Manage Receipts v
repeating steps 3 to 6) for Expenses
each additional expense. o lemn o

Submit Report Copy Report Delete Report

View Available Receipts (@

l (® Add Expense

Payment TypelT Expense Typell Vendor Details T Datel? RequestediT

Cash/Out of Pocket Promotional Materials (7008) 112372024 £27.48 wes

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

=¥ Concur

TOASTMASTERS

INTERMNATIONAL




Submitting a Misc. Expense Claim: Step 8

User Agreement Acceptance & Final Submission

Step 8.1: Select ‘Accept & Continue’

X7 Concur  Expense v ()

7
User Electronic Agreement

Manage Expenses

Home | Experve / Monage Expard  on o

2 Al recu

3 Rave ¢ ¢ other Xnroels) for the expenses claimed
sM'ml‘zou + nthe & anoEher SO0 10 BTy POLION Of The Expenses

claimed | assume responsitility for repaying the Company in Aull for those expinses

Not Sutmitted | Report Numt

Repont Detalls v Print/Shave & View Avaitabie Recepes B
Expenses
| T T = Requested)T
0O ® = 48
£2748
.Y Concur

TOASTMASTERS
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Step 8.2: Select ‘Submit,Report’

\

TX¥Concur  Expense v| Report Totals

Manage Expenses

Company Payments

Hoee | Expense 7 Macage Expel £2748
Errployee

topy Report | Delete Report

SM-D91-202¢
Employee Payments

Not Submited | RepotNun  £0.00

Company

Report Decals v Print/Share

Expenses X
) Commemil Ry
| Requested Amount
O ) 48

.5 Concur

View Avastatée Receipes [@

Requesteal!
Total Paid By Company: |
£27.48 £2748 we
€27.48




Submitting a Misc. Expense Claim: Step 9

Report Submitted confirmation

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

2T Concur  Expense v[ Report Status

Mariage Expenses

@ Report Submi
Home 1 E Marage Brpey SM-D91-202411-HallmarkPromoMa

SM-D91-202¢ iopy Repont | Delete Repor
Mot Submitted | Feport Nun [ Ciose
Report Details «  PrintiShare v Manage Receipts v View Availsble Receipts [@
Expenses (&) Add Expense
O CommentdT Receiptil Payment Typell Expense TypedT Vendor Details 1T Datel? Requested T
O = = Cash/Out of Pochet Promational Materials (7008) R P e £27.48
E2T748

E- ¥ Concur

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

of your active reports and view their status.

-:.' FConcur Expense v

Manage Expenses

Home | Expense | Man

age Expenses

Manage Expenses
R'Ep'ﬂrt Lihraw view: Active Reports

SM-D91-202411-HallmarkPromoMats
1102372024

£27.48

Due Employee:
£27.48
Subamitted

Submitted & Pending Approval
Debbie Williams

Available Expenses

[ (=) Create New Report ]

Drag and drop files to upload a new receipt. Valid file types for upload are .png. jpE. .jpeg. pdf. .Gf or _tiff
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