Quick Reference Card - Concur

Concur - Personal Car Management and Claiming Mileage

In order to claim mileage reimbursement, each traveler will be required to establish personal

cars in their profiles. Mileage reimbursement will not be available to the traveler until the

Personal Cars are created.

Procedures

Sign into Concur
with your ID and
password.
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Click on Profile

Hello, Traveler3

Requests Travel Expense App Center
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Open
Reports

Click on Profile
Settings.

Traveler3 Test

Profile Settings

Sign Out

All of the traveler’s
Profile Options will
appear.

SAP Concur @

Profile

Your Information

Click on Personal
Car.

Personal Inform

Requests  Travel  Expense  App Center

nation  Change Password  System Settings

Profile Options

Select one of the following to customize your user profile

Personal Information
Your home address and emergency contact information

Company Information
Your company name and business address or your remote
location address

Credit Card Information
You can store your credit card information here so you dont have
to re-enter it each time you purchase an item or senvice

E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts from
participating vendors

Travel Vacation Reassignment

Going to be out of the office? Configure your backup travel
manager

Request 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

Concur Mobile Registration

Concur Mobile Devices Travel Vacation Reassignment

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?

Contact Information
How can we contact you about your travel arrangements?

Setup Travel Assistants
You can allow other people within your companies to book trips
and enter expenses for you

Travel Profile Options
Carmer, Hotel, Rental Car and other travel-related preferences

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

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

Change Password
Change your password

Support | Help~

Profile &
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The Personal Car
Registration screen
will open.

Click on New.

Personal Car Registration

lays allthe personal cars that have been registered. Click New to register another car.
Method: Personal Car - Variable Rates

Vehicle ID Vehicle Type Active

Complete the Vehicle
ID and Vehicle Type
fields.

The Vehicle Type will
have a dropdown list
of the available
reimbursement
rates. It is
recommended that
you name the
Vehicle ID the same
as the Vehicle Type.

Click the check box
for Preferred Car for
only the vehicle type
you will be
reimbursed the
most.

Click Save.

Personal Car Registration

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

Reimbursement Method: Personal Car - Variable Rates

Vehicle 1D Vehicle Type Active

Vehicle Types:

e Federal Rate = The traveler will be reimbursed the Federal Rate
as defined by the IRS.

e Reduced Federal Rate = The Reduced Federal Rate is 50% of the
Federal Rate. Some departments require the use of the reduced
federal rate when a personal car is driven when other options
were available. Check with your department business officer to
determine if this rate could apply to you.

¢ State Rate = The State Rate will be required when mileage is
charged to a state funded WBS element.

The vehicle has been
added to you
Personal Car Profile
and will now be
available to claim
mileage on a Travel
Expense Report.

Repeat this process
to add all applicable
cars to your profile.

Personal Car Registration

personal cars that have been registered. Click New to register another car.

ethod: Personal Car - Variable Rates

Vehicle Type Active

Federal Rate Federal Rate
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A traveler’s profile
could contain up to 3

different Personal Personal Car Registration
Ca rs . This page displays all the personal cars that have been registered. Click New to register another car.
Reimbursement Method: Persenal Car - Variable Rates
[ tev
N OTE . O nce a [] Vehicle ID Vehicle Type Active
. [] Federal Rate Federal Rate Yes
personal car is used e
[0 state Rate ate Rate es
on a travel expense :

report, the Remove
option will no longer
be available.

HOW TO CLAIM SAPCDn:ur@ Expense e Roporbing= o — Loeas
M I LEAG E : Manage Expenses Processor=

A Alerts: 1 .
On a General Travel

i 08/31/2020-Monthly Mileag $56.33 @
PO| Icy EXpense @ Retumned | View Report Timeline
Reportl C||Ck Add Report Details w | PrinyShare w  Manage Receipts w  Travel Allowance w
Expense.
Click on Create New
x

Expense, type Add Expense
Mileage in the
Search for an 0 .

expense type f|e|d, Available Expenses
and Click on
Personal Car Mileage

Create New Expense

Mileage

“ Recently Used
Personal Car Mileage
~ 03. Personal Car Mileage

Personal Car Mileage
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Complete the
Mileage Calculator.

Be certain to click
Make Round Trip to
capture all of the
mileage for the
entire trip in one
entry.

Click Add Mileage to
Expense.
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Complete the
required fields.

NOTE: If you use the
Mileage Calculator,
you should only have
to complete the
Transaction Date.

Review the Vehicle
ID. The Vehicle ID
will default to the
Personal Car that
was selected as
Preferred Car in your
profile. Be sure the
appropriate vehicle
representing the
correct rate for the
travel is selected.

Click Save Expense.

SAP Concur [€] | Requests  Travel | Expense  Approvals

New Expense

Details ltemizations

£ Mileage Calculator @ Allocate

Expense Type *

Personal Car Mileage

Trip Purpose *

07. Other Travel =

Traveler Type

01. Employee

To Lacation * Payment Type

2452 Harrodsburg Rd, Lexington, Paid by Employee

Conr

Vehicle ID * Distance to Date
STATE RATE v 0

Amount Currency
273 US, Dollar

Reporting »

AppCenter  Locate

Transaction Date *

Additional Information

Distance *

7

Reimbursement Rates

Administration= | Help=

Profile ~ &

Show Receipt [F]

* Required field
Trip Type *
Domestic v
From Location *

411 S Limestone, Lexington, KY 4

Related Request/Expense Report @

Number of Passengers

0

NOTE: The State Rate will be required when the mileage is charged to a

state funded WBS element.
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The mileage expense
has now been added
to the General Travel
Expense Report.

Continue adding
additional expenses
to the report until
the travel report is
complete.

08/31/2020-Monthly Mileag $59.06 i@

© Returned | View Report Timeline

Report Details w  Print/Share w  Manage Receipts w  Travel Allowance w
[0 Aerts Receipt Payment Type Expense Type
o A Paid by Employee Personal Car Mileage

Vendor Details

o

Datev Requested

08/15/2020 $2.73




