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How to Book Travel in Concur



VEL

Incorporated

Update your travel preferences

Travel | Reporting  Administratio Profile

Home Arrangers Trip Library Templates Meetings

On your
smartphone

book your travel
on the go!

Q Book Travel

ook a kiotel, ar, and more

Flight || Car || Hotel || Taxi || Flight Status

@ Round Trip (@] One Way © Multi-Segment

Meeting Admin  Policy Profile  Tools

Travel Alerts
.‘:37’.Trip1t creates instant mobile itineraries for business and personal trips.

Simply connect your Concur account to Triplt, | Connect to Triplt Mo thenks
@ ‘fou haven't signed up to receive e-receipts. [ 5ign up here
Company Notes | | TravelMap || Upcoming Trips | | Trips Awaiting Approval

4 (I \ A

lgoortant Booking Information!

|Departure City g @- Find NPa_l:eSLA_iLPort Wilen using Concur Travel for the first time:

Select nearby airports

Arrival City [
Select nearby sirports
Departure [
]
Return [

T [aepanls] [3a0pm =] =3 5]

D Pick-up/Drop-off car at airport

Add a Car or Hotel

[ Find a Hotel

|:| Specify airline [f) D Refundable only air fares

Class of service: | Economy class ﬂ [F7]

Search flights by: ©) Price @ Schedule

gl Click on the Profile’ menu option.

2) Review your profile and make any changes or additions.
3) Sawve your profile, even if you didn't make any changes!
You are now ready to make your Concur Travel reservation!

Need Help with yo
While on Concur if you have any questions, us:

You are administering travel for: | Me

El [ Search ]

Concur Travel

Book Air, Car, and Hotel with your
personal travel preferences while
complying with your company travel
policies and obtaining negotiated rates.

Don’t need a flight? You can reserve a

Car and/or a Hotel without booking an

airline ticket. Just click the Car or Hotel
tab located on the left.

For Concur Travel Online Technical Support:

Contadt Travel Incorporated
Fhone: 888-738-8444
Hours: 7:30AM - 12:00Midnight Eastern Time Monday through Friday

¢ If you have difficulty booking enline and cannot find a selution in the Concur 7Help tool in the upper right hand corner.

® |f you received an emor message
& Any other technical issues

Flightz w/ no double connections:

Search by Price or by Schedule

Click here to view frequently asked questions regarding Goncur Travel,

Click hero to view what airlines consider as 'illegal booking practices',




Atlanta, GA To Chicago, IL Tue, Jan 29 - Wed, Jan 30

Baggage Fee Policies

* Print / E-mail

Hide matrix
( @ — [ H——] = \
===
Al United AR A Multipk us Swabi
110 results American Delta ultiple . e
& 4 Carriers Airways
Nonstop 215.84 21980 219.80 219,80 475.80
41 results 5 results 3 results 10 results 21 results 2 results
1 stop 325.72 31270 . 229.20 238.60 M—kﬁw‘éﬁ
66 results 12 results 10 results 34 results 10 results [EwhBiz]
2 stops 311.00 . . . .
\3 results 3 results

Show fare display legend €@

Shop by Fares | | Shop by Schedule

Expand All Details
Displaying: 10 out of 110 results.

Sorted By: | Policy - Mast Compliant [ |

Price Carrier Depart Arrive Stops Duration
£219.80 ATL M2bam = ORD &33am 0 2h8m

A Delta ORD 1:00pm = ATL 353m 0 1h53m
Compare + Meore like this + Hide details @

Hartsfield Intl Arpt (ATL)
Depart: Tuesday, 7:25am

Stops: O Duration: 2h 8m

Outbound flight: Atlanta, GA (ATL) - Chicago, IL (ORD) Jan 29

Economy: T McDonnell Douglas

Return flight: Chicage, IL (ORD) - Atlanta, GA (ATL) Jan 30

O'Hare Intl Arpt (ORD)
Arrive: Tuesday, 8:

33am

A

& |

" Seat Map

Change Flight Search [ ]

From: ATL
ATL - Hartsfield Intl Arpt - Atlanta, GA

Select nesrby sirports.
To: CRD
ORD - &'Hare Intl Arpt - Chicago, IL

Select nesrby sirports

Departure

01/29/2013 || dey =] | 2:00am [w] =3 =]
toggle fiight chart 0

Return

01/30/2013 || def [ | | 3:00pm [+ =3 [+]

toggle fiight chart 0
D Specify airline [f) D Refundable only

air fares
=] 12

Class of service:
Search flights by:
@ schedule

Economy class

& Price

Flights w/ no double connections:

Saarch
Outbound - Tue, Jan 29 [ ]
Depart | =
6:00 AM - 11:44 AM
Arriva - o]

Use the Matrix to narrow
your search results. If you
have an Unused Ticket on
file, it will appear in the
Matrix making it easy for
you to apply towards your
new reservation.

Shop by Fares or by
Schedule.

Modify your Flight Search if
needed without the having
to start from the Home page.

Use the Seat Map feature to
determine how full a flight is
BEFORE you book it.



The Seat Map allows you to view how full a flight is BEFORE you reserve the flight.

Seat Map
Close
ADELTA -
Delta Flight: 0812 McDonnell Douglas MD-80
O'Hare Intl Arpt (ORD) - Hartsfield Intl Arpt (ATL)
01,30/2013
cddd4ddddsdasagitiacsacanuans | -
o> EEEEEEEEEEEENEEANNNEREEQEE ~
1011121314151617 18192021 22 23 24 25 26 27 28 29 30 31 32 33 34 35 36 I =
= FEEEEEEEEEEEREEANRRNREE A E | = :3'
cx EEE R R RN R ERRRURNGEC A NN NUEGHETE.] -
e tE RN ERERER RN D RRN NI LEE) )
Seat assignment is subject to change up until time of departure Available seats [by class of servi -
@ Available seat ff} Occupied seat Preferential seat Exit row FO5 P03 ADL Y205 BDB MADS HOS

Q% K09 108 UDs T09 EDE

Leave vacant or assign last seat 2 Selected seat

i Preferential seating is not generally available for discounted fares, or travelers without higher
levels of frequent flyer status. G




Travel Details

o2 Print
Trip from Atlanta to Chicago Jan 29 - Jan 30
Description: (Mo Description Available)
Trip Record Locator: 3Ma(EBI Created on: 01/16/2013 at 10:02 AM
Passengers: William Mever.

Tuesday Jan 29, 2013

Air
@ Atlanta, GA (ATL) to Chicago, IL (ORD)
Concur Travel will attempt to

Tue Jan 29 Delta 312 Duration: 2 hours, 10 minutes Monstop .
_ assign your seat based on the
,C.. Change This Leg  Atlanta (ATL): 11:00 AM Chicago (ORD): 12:10 FM . .
eCancel all air Terminal: 5 Terminal: 2 prEferenCes |IStEd in your
Confirmation Number: GYWQT7X Status: Confirmed .
Flight Information profile. You also have the
Air‘.:raﬂ: Douglas MD-50 Distance: 608 miles option to Cha nge your Seat
E-Ticket
Cabin: Economy [T) Seal: 25E & Change Seat h Wlthln cOncur Travel.

Meal: Refreshments for Purchase

Add: QTai @ car @ Hotel

Hotel

(& Fairfield Inn & Suites Chicago Downtown
216 East Ontario Street Chicago, Illinois, 60611 1-312-787-3777

Tue Jan 29 Checking in: Tue Jan 29 (15:00)  Checking out: Wed Jan 30 (12:00) You also have the Optlon to
ﬁ. Change Date Room 1, Days 1, Guests 1 Status: Confirmed add a Car to your
e cancel this hotel Confirmation Number: 32305299 5FN5
' Rate Code: REGC00 reservation.
Daily rate: 579.00 UsSD Total rate: 579.00 UsD

Phone: 1-312-787-3777
Cancellation Policy

Cancellation Fees may apply
Cancel Permitted Up To 01 Days Before Arrival. 91.95 Cancel Fee Per Room.

Adt: O © cor @ ote €



Check-in Tue, Jan

Sorted By: | Custom

H Hide ANl Details

Displaying: 100 out of 100 results. <=Previous | Page: 1 of 10 | Next== | All
1. Fairfield Inn & Suites Chica... ¢ ¢ 0.84 rniles 579
ki &) 716 East Ontario Street $214
Chicago, IL 60611 R
maore info compare + hide rooms &
ﬁ]ntemet: Wireless: Free, Ethernet RJ-45/Wired: Free
Regular Rate Guest Room 1 Queen Please cancel 1 day before arrival (Rate Code: *
REGCO0) (Warldspan) E

29 - Check-out Wed, Jan 30 2 Show Map &, Print [ E-mail

El With names containing:

YW 8.7 Mi Includes Breakfast Internet Wifi Guest Foom 1 Queen Please cancel 1
day before arrival (Rate Code: VLKS0D] [Warldspan)

Regular Rate Guest Room 1 King Corner REoom Please cancel 1 day befare
arrival [Rate Code: REGEBOQ) (Worldspan)

Regular Rate Guest Room 2 Double Please cancel 1 day befare arrival (Rate Code:
REGADD) (Worldspan)

Rate details / Cancellation policy

Use the following

+ Add a Program

)

Hotel Program: | Mo Program selected El Reserve ﬂ

Total Estimated Cost ]
Bir s
' 219,50
s
Total 319.80

Hotel Preferences
Room Type Smoking Preference
Dan't Care E| Dan't Care El

|:| Foam pillows |:| Rollaway bed

[ crib

Message to Vendor
9
Change Search QI
Price (<]
Neighborhood (<]
Hotel chain (¢ ]|
Hotel Amenities 0'

View a Map of Hotels
to locate propertiesin a
local street view.

Filter your hotel results
by using Change Search
parameters. Filter by
Price, Neighborhood,
Hotel Chain and
Amenities.

View Rate Details and
the Cancellation Policy.

Add a Frequent Guest
program number.



Map of Hotels in a local street view of your destination
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Chicago property info.
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Lo NCUTr DOLLAR GENERAL
Of special note is the ‘Comments for the Travel Agent’ : Use this only if you need agent
assistance with your reservation. Using this field will result in a higher service fee. The

b .'"9 reservation will not be auto-ticketed.
Information
Trip Name Trip Description o

il 200037 B YOUI VDO 3 PO At Uead 50 ety e I Durpam

Mooel Reservation 2 GOCOLETTSVILLL TN, USA

Com for the Travel Agent
":'. 4
v ’ e ' -

Please enter information about this trip then press Next to fimalize your reservation, If you close at this poimt
your reservation may be cancelled. Note: Amy part of the trip that is instant purchase or has deposit required
will not be cancelled.

Onspay Trip << Provius | Ned>> || Cancel



Air
@ Chicago, IL (ORD) to Atlanta, GA (ATL)

Wed Jan 30 Delta 1877 Duration: 1 hour, 59 minutes Monstop
Chicago (ORD): 4:45 PM Atlanta (ATL): 7:44 PN
Terminal: 2 Terminal: 5
Confirmation Number: GYWQTX Status: Confirmed
Flight Information
Aircraft: Douglas MD-30 Distance: o0& miles
E-Ticket
Cabin: Economy (T} Seat: S4E

Meal: Refreshments for Purchase

Air View Fare Rules
Airfare quoted amount: $184.18 UsD
Taxes and fees: $35.62 UsD
Air Total Price: £219.80 UsD
Hotel: §79.00 LISD
Total Estimated Cost: $298.80 UsD

TICKET MOT YET ISSUED. AIRFARE QUOTED IN ITINERARY IS NOT GUARANTEED UNTIL TICKETS ARE ISSUED.

Your Concur Travel reservation request has been submitted. Once your reservation has been processed, Travel
Incorporated will send you an eltinerary and this will serve as your final trip confirmation.

Itinerary created on 01/16/2013 at 10:02 AM

Almost done... Please confirm this itinerary.

[ Dizplay Trip ] [ << Previous I Purchase Ticket=» I Cancel

Trip Confirmation

Review your completed
reservation.

Click on ‘Purchase Ticket’. Your
reservation is not complete until
‘Purchase Ticket’ is clicked!

If you do not wish to purchase
the trip, click ‘Cancel’.

We hope you enjoy using
Concur Travel!



DOLLAR GENERAL

How to
File Credit Card Expenses
In Concur



My Concur  Travel | Expense Reporting  Administration

View Charges  View Reports

Expense Report List
Unsubmitted Reports

View v| Create New Report | Impaort

New Expense Report  View Receipt Store

D Report Name Comments Status

Mo Expense Reports Fourg

Expense Voucher w/Credit Card Transactions

Profile

Payment Status Report Date

Create new expense voucher and click IMPORT

Total Request...

Your itinerary and credit card transactions appear

If your corporate card was used for a purchase you MUST
wait until the credit card icon (actually transaction) feeds
into Concur before you can expense it! | &)

lllllll]l

All Cards v | Impot - Match Unmatch Delete
O Expense Detail Expense

= Corporate Card Charges

=] STAPLES 00112821 MANSF... Undefined

|:| e SUBWAY 00114355 FORES... Business Meal (attendees)
0e TVLINC 6358779656 SAL 7... Undefined
0 National Car Rental DALLA... Car Rental

G =] COOL RIVER 22258792 DAL... Undefined

G =] AMPCO - AUSTIN BERGST... Daily Parking
=] BJS RESTAURANTS 488 M... Undefined
ue SPORTS PAGE GRILL DALL.. MealsIndividual
Ue WYNDHAM HOTEL LOVE ... Undefined
0e Courtyards GOODLETTSVIL.. Hotel

(= Trip: Trip from Austin to Nashville (M7ZUSF)

D @ Courtyard MNashville, TH Hotel
e@@ Mational Car Rental Nashv... Car Rental
=] C14 GIBSON BNA2163002.. Undefined
=] VALLEY MARKET Q39 NAS... Gasoline

|:| e Wyndham Hotels and Res... Meals-Individual
(3 Trip: Trip from Austin to Mashville (28HFZL)

0 o0 COUNTRY INN AND SUTTE... Hotel

= Trip: Trip from Austin to Phoenix (4A541F)

(=[] +] Southwest Airlines Austin,... Airfare

Date

05/15/2013
05/15/2013
05/14/2013
05/09/2013
05/09/2013
05/09/2013
05/09/2013
05/09/2013
05/09/2013

05/03/2013

05/08/2013
05/08/2013
05/08/2013
05/08/2013

05/08/2013

04/26/2013

05/14/2013

DOLLAR GENERAL

Amount

§1.19
516.02
53.25
368.50
35118
588.00
514410
5422
5194.79

54.00

m

30,00

5121.55

516,03

5940

S45.09

5144.54

S52160



° DOLLAR GENERAL

Expense Voucher w/Credit Card Transactions

My Concur  Travel | Expense Reporting  Administration  Profile

View Charges  View Reports  New Expense Report  View Receipt Store

TEST Delete Report Submit Report

(® New Expense | (® Quick Expenses Import Details - || Receipts -| Print - [¥] Hide Exceptions
Exceptions -
Expense Date Amount Exception
Car Rental 05/09/2013 ses.50 H Missing required field: Number of days the vehice was rented, ;
Undefined 05/09/2013 514420 @ e entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report. T
Expenses Delete - fope - view 7|« Smart Expenses -
J | Date ~ | Expense Amount Reguested All Cards v  Imgat - | Match Unmatch
05/18/2013 )
- 666{ SOUTWES 5262129467168, Austin, Texas $52180 ssate0 (L Expense Detal Expense Date Amount
O o5nwmB  cogenta = Trip: Car/Hotel Reservation - STORE SUPPORT CENTER (GOBQLETTSVILLE, TN) (NLIOZR)
B(OO  NATIONAL CAR RENTAL Dallas, Texas 830 i [ (=] 0]i=] COUNTRY INN AND SUITES Nas... Hel 05/09/2013 516818
. cgﬂ%ﬁ gg’gg?umms 438, Mesquite, Texas S0 14410 5 Corporate Card Charges
[ 05092013  Mealsindividual cn . 0eg STAPLES 00112821 MANSFIELD, TX  Undefined 05/15/2013 §1.19
[ (S SPORTS PAGE GRILL, Dallas, Texas 068 SUBWAY 00114355 FOREST HILL ... Business Meal [atten 05/15/2013 516,02
O gﬂéf%@ ﬁ:q'x “cfﬁf'ﬂ AR RENTAL Nl Tennissee §121.55 sorss | U © TVL INC 6358779656 SAL 770291, Undefined 05/14/2013 §3.25
& o Ueg COOL RIVER 22258792 DALLAS, TX  Undefined 05/09/2013 $31.18
OOO®  COUNTRYINN AND SUITES, Nashuille, Tennessee 51‘“'5" s 0@ AMPCO - AUSTIN BERGSTR AUS... Daily Parking 05/09/2013 $35.00
ue WYNDHAM HOTEL LOVE FIE DA.. Undefined 05/09/2013 519479
0e Courtyards GOODLETTSVILE, TN Hatel 05/03/2013 54,00
= T Tp from Austin o Nas Select the transaction(s) you want to be included Mhe
0e 1 report and either ‘drag’ in to the voucher or click ‘IMPORT’ 00
0o VAL and they will pre-populate in to voucher. 1940
|:| e Wy s LA TR e 545,09
0e €14 GIBSON BNA21630025 NAS... Undefined 05/08/2013 §16.03
TOTAL AMOUNT TOTAL REQUESTED

$1,004.51 $1,004.51



Exceptions have to be defined/itemized to resolve DOLLAR GENERAL

My Concur  Travel | Expense Reporting  Administratio| rofile

View Charges  View Reports  New Expense Report  View Receffff Store

Example Delete Report Submit Report
ew Expense uic SES mport etails - elpts - fint - ide Exceptions
Mew Exp Quick Imp Detail Rgleipf Pri Hide Excepti

| Exceptions V

e e e ol
Expense Date Amount Exception

Undefined 05/03/2013 #4901 n The entry

"

»

Expect these — most are quick and easy to define!

Meals-Individual 05/11,/2013 §17.55 nMis'

Undefined 05/12/2013 5-83.60 he entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report,

m

Undefined 0512/2013 52628 The entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report.

Hotel 05/14/2013 B s expense must be itemized before the report can be submitted.

Hotel 05/14/2013 511374 n Ttemizations are required for this entry,

Fl

Meals-Individual 05/16,2 58.90 nMissing required field: Type of Meal.

Expenses Delete view *| «  Smart Expenses -
| | Date | Expense Amount Regquested All Cards + | Import v| Match Unmatch
[0 0o%16/2013  Meals-Individual i
B  WOODEN HORSE GRILL HU $8.90 sso0 | ([ Expense Detail Expense Date Amount
O 05/14/2013 Hotal (= Trip: Car/Hotel Reservation - Washington (MQFPL9)
§113.74 §113.74
ano CANDLEWOOD SUITES, Wa .-} 1P Washington, DC Hotel 02/25/2013 50,00
[] 051272013  yndefined
as WAL-MART #0948, Hickory, 38560 58560 |13 Corporate Card Charges
[0 05122013  Undefined 626293 R oe MCDONALD'S F3165 BLUEFIELD, WV Undefined 05/16/2013 5549
ang WAL-MART #0948, Hickary, . . 0 , , .
= (=] MCDONALD'S F31988 KINSTON, NC  Undefined 05/15/2013 54,90
05/11/2013 Indivi
O =) E:P?lBsOIE?I!:I'I»Jd;EaLFOOD . §17.55 §17.55 oe MCDONALD'S F5757 STATESVILLE, NC  MealsIndividual 05/15/2013 341
[ 05/03/2003  yndefined
B  DOLLAR GENERAL #13566, | sa8.01 sa8.0L
TOTAL AMOUNT TOTAL REQUESTED

$366.53 $366.53



° Exceptions have to be defined/itemized to resolve

My Concur  Travel | Expense Reporting  Administration  Profile

View Charges  View Reports  New Expense Report  View Receipt 5tore

Example
(® New Expense | (® Quick Expenses Import Details -| Receipts ~-| Print -

DOLLAR GENERAL

Delete Report Submit Report
[¥] Hide Exceptions

Exceptions =
Expense Date Amount Exception
Undefined 05/03/2013 s0901 e entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report. i
MealsIndividual 05/11/2013 si755 @ Missing required field: Type of Meal,
Undefined 05/12/2013 38260 n The entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report.
Undefined 05/12/2013 3262.93 n The entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report. E
Hotel 05/14/2013 511374 B i expense must be itemized befare the report can be submitted,
Hotel 05/14/2013 511374 B temizations are required for this entry,
Meals-Individual 05/16/2013 sz0 B Missing required field: Type of Meal. RequirEd fields are identified 3
by the red hash marks

Expenges Delete | Copy | View '| e
O | LIS | e I TR Expense Type Transaction Date Business Purpose Type of Meal Vendor Name
05/16/2013  Meals-Individual — _— |Mea|s—1ndiuidua| v| osez013 | |l| VWOODEN HORSE GRILL

B  WOODEN HORSE GRILL HURLEY, VA : : :

Vendor City Payment Type Amount Breakfast
Missing required field: Type of Meal. HURLEY, VA | a9 Dinner -
Lunch -

O 05/14/2013  Hotel

B(C  CANDLEWOOD SUITES, Wake Forest, s s
[ 051272013  yndefined

ﬂe WAL-MART #0943, Hickory, Morth Ca $-8560 $-8560
[ 0512/2013  yndefined

BOO  WALMART #0948, Hickory, North Ca §26293 §26293
[0 05112013  MealsIndividual

B  HAREORINN SEAFOOD, Conover, hi $17.55 $17.55
] 05/03/2013  Undefined

B  DOLLAR GENERAL #13566, BETHPAGE sas.01 sas01

TOTAL AMOUNT TOTAL REQUESTED

$366.53 $366.53

m Itemize | Allocate | Attach Receipt | Cancel |




My Concur

View Ch

arges  View Reports

Example

(® New Expense | (® Quick Expenses | Import | Details -

Travel

Expense Reporting

Administration

All hotel transactions have to be itemized

DOLLAR GENERAL

Profile

New Expense Report  View Receipt Store

Receipts - | Print -

Exceptions
Expense Date Amount Exception
Undefined 05/03/2013

Meals-Individual 05/11/2013 517.55 n Missing required field: Type of Meal,
Undefined 0512/2013 58560 H e entry has Undefined expense type, You must select an expense type for the entry before you can submit the expense report,
Undefined 03/12/2013 526293 e entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report.
Hotel 05/14/2013 511374 B s expense must be itemized before the report can be submitted.
Hatel 05/14/2013 511374 B ttemizations are required for this entry.
Expenses Delete | Copy | View v| “ Expense | MNightly Lodging Expenses
D Date * Expense Amount Requested Check-in Date Check-out Date
[ |05/14/2013

[  05/16/2013  MealsIndividual $3.90 $8.90 |

! WOODEM HORSE GRILL, Emparia, Vil ' ' . .
7 Recurring Charges (each night)

05/14/2013 Hotel Room Rate Room Tax

[ (=) CANDLEWOOD SUITES, Wake Forest, S113.74 S

This expense must be itemized before the report can be submitted.
Itemizations are required for this entry.
Other Room Tax 1 Other Room Tax 2

[ 05/12/2013  Undefined

ne WAL-MART #0943, Hickory, North Ca $-85.60 $-85.60
[0 0512/2013  yndefined

n ! e WAL-MART #0943, Hickory, Morth Ca §262.93 §262.93 Room rate and taxes will be shown as a single expense

05/11/2013 Indivi Additional Charges (each nigh
O 11/ Meals-Individual §17.55 §17.55 rges ( ight)

n ! e HARBOR INM SEAFCQOD, Conover, Mt Expense Amaount
O 05/03/203  Undefined st o0t Choose an expense type v

n ! e DOLLAR GEMERAL #13566, BETHPAGE ' '

Expense Amount
TOTAL AMOUNT TOTAL REQUESTED
$366.53 $366.53

549.01 Il The entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report.

]

Delete Report Submit Report
[¥] Hide Exceptions

Y

Receipt Store

P

Number of Mights

* Enter the check-in/check-out dates = auto populates with
total # of nights

* Enter the daily rate of the hotel

* Enter the total of the daily taxes

Click Save Itemization

NOTE: any hotel that is booked through Travel Inc will be accompanied by a
Travel Booking Fee (undefined) of $5.50. No transaction fee is assessed
when booking a hotel through Concur.

m

-



DOLLAR GENERAL

® Many transactions feed in to your Concur as
‘undefined’

My Concur  Travel | Expense Reporting  Administration  Profile
View Charges  View Reports  Mew Expense Report  View Receipt Store
Example Delete Report Submit Report
(®) New Expense | (® Quick Expenses Import Details -| Receipts -| Print - [¥] Hide Exceptions
Exceptions =
Expense Date Amount Exception
Undefined 05/03/2013 54901 @ e entry has Undefined expense type, You must select an expense type for the entry before you can submit the expense report,
MealsIndividual 05/11/2013 si755 @ Missing required field: Type of Meal.
Undefined 05/12/2013 38560 n The entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report.
Undefined 0512/2013 s26293 © e entry has Undefined expense type, You must select an expense type for the entry before you can submit the expense report,
Expenses Delete | Copy | View v| « Expense Receipt Store
D Ll e gt LR Expense Type Transaction Date Business Purpase Vendaor Mame Vendor City
[]  05/16/2013  MealsIndividual $8.90 £8.90 Lindefined] |L| 05/12(2013 WAL-MART #0948 Hickory, North Carolina

=) WOODEN HORSE GRILL, Emporia, Vi ' '
[ v 0511472013 — Copies . |:| Personal Expense [do not Comment =

1‘!_'16 CANDLEWOQOD SUITES, Wake Forest, s113.74 $113.74 Currency Conversion Fees reimburse) 1

Dues/Subseript - Data Subscriptions
|:| 05/13/2013 Hotel 511374 511374 .
Dues/Subseript - Newspapers | k h . b “ h

[¥] 05/12/2013 ) ) Click on the transaction to ring up the expense screen

ne &rﬂﬂmaog‘w Hickory, Narth C. §-85.60 §-85.60 Dues/subscript - Professional Mags . - - Y N H

AR i D0 L T Click on the expense type field and ‘identify’ the transaction

The entry has Undefined expense type. You must select an expense type for the entry
before you can submit the expense report.

O 05/12/2013  yndefined

[ =) WAL-MART #0948, Hickory, North Ca $26293 26293
[0 0511/2013  MealsIndividual
[ [ HARBOR INN SEAFOOD, Canaver, Ne $17.55 51755
O 05/03/2013 Undefined
[ ] DOLLAR GENERAL #13566, BETHPAGE sas01 s
TOTAL AMOUNT TOTAL REQUESTED

$366.53 $366.53

Dues/subscript - Professional Orgs
HR Training Center Meals

Laundry

Meeting Room Rentals/Supplies
Miscellaneous

Office Supplies

Overnight Mail - Fed X - UPS
Passport/Travel Visa Fees
Recruiting Expenses

Seminar Fee-Professional Develop

L T T

m

NOTE: next slide

m Itemize | Allocate | Attach Receipt | Cancel |




° Many transactions feed in to your Concur as DOLLAR GENERAL
‘undefined’

My Concur  Travel | Expense Reporting  Administration  Profile

View Charges  View Reports  New Expense Report  View Receipt Store

Example Delete Report Submit Report

(® New Expense | (%) Quick Expenses Import Details - | Receipts -| Print - [¥] Hide Exceptions
Exceptions =
Expense Date Amount Exception
Undefined 05/03/2013 4900 B e entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report,
Meals-Individual 05/11/2013 s1i755 @ Missing required field: Type of Meal.
Undefined 05/12/2013 526293 B e entry has Undefined expense type, You must select an expense type for the entry before you can submit the expense report,
Expenses Delete | | Copy | | View | « | Expense Receipt Stare
D LELE e L L TEEL Expense Type Transaction Date Business Purpose Vendor Name Vendor City
O 05/16/2013 Meals-Individual $8.90 $8.90 |0Fﬁce Supplies ¥ | 051202013 WAL-MART #0948 Hickory, Morth Carolina
! e WOODEN HORSE GRILL, Emparia, Vil ’ '
Payment Type Amount |:| P I d t Comment
OV 0544203  Hotel ersonal Expense (do no
§113.74 §113.74 ¥ | 28293 v imb INDICATE WHAT YOU o
=) CANDLEWOOD SUITES, Wake Forest, ERCUEE PURCHASED!| -
|:| 05/13/2013 Hotel 511374 511374
] 05/12/2013 Office Supplies ore
WAL-MART #0848, Hickory, North Ca AEE] AT Utilize your comment box(es) — the more
W OSAY5  Undefined S 26295 you explain the less is asked of you
ac WAL-MART #0948, Hickory, North Ca : : *click SAVE

The entry has Undefined expense type, You must select an expense type for the entry
before you can submit the expense report.

[0 051172003 MealsIndividual

[ [B e HARBOR INMN SEAFQOD, Conaver, Ni $17.55 §17.55
[0 05/03/2013  yndefined
n 1 e DOLLAR GEMERAL #13566, BETHPAGE .01 #4001
TOTAL AMOUNT TOTAL REQUESTED

$366.53 $366.53 IO remie | Aloate | Atach Receipt | Gonel |




My Concur
View Charges

Example

Travel | Expense Reporting

View Reports  New Expense Report  View Receipt

(®) New Expense | (® Quick Expenses | Import | Details -

Administration

Store

Receipts -

Business Meal

Profile

Print -

Exceptions
Expense
Undefined

Meals-Individual 05/11/2013

Date Amount

Exception
05/03/2013

s1755 @ Missing required field:

549.01 “ The entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report.

Click the SEARCH box

Click NEW ATTENDEE box

Adds the attendee to your meal
*Click SAVE

Expenses Delete || Copy | View ~| «| | Expense
[ Date * Expense Amount Requested Expense Type
O 05/16/2013 Meals-Individual $8.90 $8.90 |Business Meal (attendees)

' WOODEN HORSE GRILL, Emporia, Vil ' '

Payment Type

L v 051472053 Hote $113.74 $113.74

i CANDLEWOOD SUITES, Wake Forest, : :
O 05/13/2013  Hatel 5113.74 511374
[ 0512/2013  Office Supplies

WAL-MART #0948, Hickory, North Ca §-85.60 §-85.60
Attendees

Ll 0522013 office Supplies §262.93 $262.93

=[N WAL-MART #0948, Hickory, North Ca : :
05/11/2013  MealsIndividual

“ ! e HAREOR INM SEAFCQOD, Conover, Mi IR TR J Attendee Name

Missing required field: Type of Meal,

[ 05/03/2013  yndefined

! [S] DOLLAR GENERAL #13566, BETHPAGE Mo Mo

TOTAL AMOUNT TOTAL REQUESTED
$366.53 $366.53

Transaction Date
v | 05/11/2013

Amount

v 17.55 w

New Attendee

DOLLAR GENERAL

Search Attendees

Search Attendees

Choose an Attendee Type
>

Last Name

Favorites Recently Used

First Name

Attendee Groups

Attendee Title

mit Report
E Exceptions

-

»

Company
=
Search Results
D Attendee Name Attendee Title Company Attendee Type
page| Vof1l b M| & Mo data to display
New Attendee Close .
—I eceipt Store
Business Purpose Vendor City

|Discuss Mew Stores

[T Personal Expense (do not
reimburse)

Vendor Mame [A
|HARBOR INM SEAFOO)

Comment

|Conouer, Morth Carolina

e Biendees: 2 | Attendee Total: $17.55 | Remaining: $0.00

|
‘ Search Favorites ||

Attendee Title Company

.

Itemize | Allocate| Attach Receipt| Cancel

Attendee Type Amount
DG Business Gu.., 58.77
This Employee 55,78

m




DOLLAR GENERAL

Q Personal Transaction
My Concur  Travel | Expense Reporting  Administration  Profile
View Charges  View Reports ~ New Expense Report  View Receipt Store
Example
(%) New Expense | (® Quick Expenses | Import | Details -| Receipts -| Print -
Exceptions
Expense Date Amount Exception
Undefined 05/03/2013 549,01 @ e entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report,
: Prior to completing this transaction :
i you need to call US Bank @
: 1.800.344.5696 and make a phone
: payment. Document the confirmation :
{ number they provide you.
Expenses Delete | | Copy | | View - | « | Expense
D LEE ETETE [T SELLEEL Expense Type Transaction Date
(] 05/16/2013  Meals-Individual i Miscellaneous w | 05/03/2013
! WOODEN HORSE GRILL, Empoaria, Vil $8.90 $8.90 |
|:| o L Payment Type Amount
Hotel 49,01
! CANDLEWOOD SUTTES, Wake Forest, S113.74 S13.4 v v
O 05/13/2013 Haotel $113.74 $113.74
[0 05122013 office Supplies
WAL-MART #0948, Hickory, North Ca $-85.60 $-85.60 L
[ 05122013 office Supplies
! O WAL-MART #0943, Hickary, Narth Ca $262.93 $262.93
L] 05112013 Business Meal (attendees)
! HARBOR INMN SEAFOOD, Conaver, Nt $17.55 $17.55
v
05/03/2013  Undefined e $49.01

[ [

DOLLAR GENERAL #13566, BETHPAGE =

The entry has Undefined expense type. You must select an expense type for the entry 57

1 | ¥

TOTAL AMOUNT

$366.53

TOTAL REQUESTED

$366.53

Delete Report Submit Report
[¥] Hide Exceptions

Y

Personal transactions are not allowed
on the CCC but accidents happen.
EVERY CCC transaction must be
submitted on an expense voucher and
feed through Concur in order to keep
your account current.

Receipt Store

Vendor Name
DOLLAR GEMERAL #13566

Business Purpose
Used coprorate card by mistatke

Vendor City
BETHPAGE, TN
Personal Expense (do not Comment
reimburse)

List your personal transaction as MISC
Put a ‘check’ in the ‘Personal Expense’ box
Comment why/how AND enter the confirmation number US

Bank provided you.
Doing this let’s your management, EP, and IA know that you have resolved

m Attach Receipt | Cancel |




DOLLAR GENERAL

L Airfare Transaction / Travel Booking Fee

My Concur  Travel | Expense Reporting  Administration  Profile

View Charges  View Reports  New Expense Report  View Receipt Store

Example Delete Report Submit Report

(®) New Expense | (® Quick Expenses | Import | Details +| Receipts - | Print - [F] Hide Exceptions
Exceptions B
Expense Date Amount Exception
Airfare 05/05/2013 si7250 @ Missing required field: Business Purpose, Vendar City.
Undefined 05/05/2013 s000 B 1pe entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report.
EI(PEI'ISES Delete | Copy | View 7| € Expense
D L Bz L ~ELEEL Expense Type Transaction Date Business Purpose Ticket Number Vendor
05/11/2013 i irli
[ /117 Car Rental _ $104.16 $104.16 |A1rfare v | 05/05/2013 |Where and Why 5262127221693 Southwest Airlines v
QOO  ENTERPRISE RENT-A-CAR, Tragy, Calif
= Vendor Name Airline Travel Service Code Vendor City Payment Type Amount
M 05052015 Airfare §172550 §172550 SOUTHWES 5262127221693 Select one v | [so0-435-9792, ~| 172,50 v
n ! e SOUTHWES 5262127221693, 800435 ' '
Comment
Missing required field: Business Purpose, Vendor City. D Personal Bxpense (do not 7
reimburse)
[0 05/05/2013  Undefined
n ! e TVLINC 6358776533 SAL, 7702915219 $20.00 $20.00
Every airfare transaction requires a ‘business purpose’ and is
accompanied by a Travel Booking Fee (undefined)
Domestic booked on line = $3.25
Domestic ‘light touch’ = $8.50
Domestic full service agent booked = $20.00
TOTAL AMOUNT TOTAL REQUESTED

Save Itemize | Allocate | Attach Receipt | Cancel |

$296.66 $206.66




@ DOLLAR GENERAL

Personal Expense Itemization

My Concur  Travel | Expense Reporting  Administration  Profile

View Charges  View Reports  New Expense Report  View Receipt Store

MNew Expense Quick Expenses Import Details ~| Receipts -| Print - Hide Exceptions
® p ® P P P H] p
Exceptions =
Expense Date Amount Exception
Meals-Individual 05/15/2013 s50 @ Missing required field: Type of Meal.
Expenses Delete | | Copy | View 7| € Expense Receipt Store
LI ErErer CTCT FETIEE Expense Type Transaction Date Business Purpose Type of Meal Vendor Mame
05/15/2013  Meals-Individual Meals-Individual v | 05/15/2013 Dinner] w | SUPER STOPNSHOP # 840
' ] SUPER STOPNSHOP # 840, BRICK, NJ $26.50 $26.50 l | L
Vendor City Payment Type Amount . I Comment
Missing required field: Type of Meal, BRICK, NJ w | 2850 v rlilﬂszl;s;]nal Expense (do not -
For this example an alcoholic beverage was purchased
with meal — you only owe US Bank for the beverage... Open the transaction and define the expense type
DG TRAVEL POLICY
Alcohol Expenses
Dollar General does not reimburse expenses for alcoholic beverages
except in the following circumstances:
e Company-sponsored events approved by the CEO or one of his
direct reports;
* After-business-hours business, civic, or charitable functions
hosted by the Company or a Company department or unit (i.e.,
evening or weekend meetings, dinners, parties, fundraisers,
etc.) approved by the CEO or one of his direct reports; and
e After-business-hours functions approved by the CEO or one of .
his direct reports. Click ITEMIZE

TOTAL AMOUNT TOTAL REQUESTED m
Itemize Allocate Attach Receipt Cancel
$26.50 $26.50 —‘ ?



Personal Expense Itemization

My Concur  Travel | Expense Reporting  Administration  Profile

View Charges  View Reports  New Expense Report  View Receipt Store

| »

EXAMPLE
(® New Expense | ® Quick Expenses Import Details »| Receipts - | Print ~ |
Expenses view v | </ | New Itemization
O Date © Expense Amount Requested
- ?%MH %?g;];%';ﬁ;ggp #3840, Toms Rive . 525'50 E— |1|
Adding New ltemization Communications

Cellular Phone
Fax Charges
Internet Fee
Local Phone

Long Distance

Company Car Expense

m

DOLLAR GENERAL

Delete Report Submit Report
Receipt Store

e Total Amount: 526,50 | temized: 50,00 | Remaining: $26.50

Does the math for you!

Open the transaction and define the expense type

Company Car Maintenance

Company Car Qil Change

Entertainment

Business Meal (attendees)

Catering

Individual Meals

. MealsIndividual

Lodging

TOTAL AMOUNT TOTAL REQUESTED

$26.50 $26.50

Cancel



My Concur  Travel | Expense Reporting  Administration  Profile

View Charges  View Reports  New Expense Report  View Receipt Store

EXAMPLE

(® New Expense | (%) Quick Expenses Import Details ~| Receipts v| Print v|

View 7| %

Expenses
O |Date" | Expense Amount Requested
[] 05152003  MealsIndividual
(=] SUPER STOPNSHOP # 840, Toms Rive SR s
| Adding New Itemization
TOTAL AMOUNT TOTAL REQUESTED

$26.50 $26.50

Personal Expense Itemization

New Itemization

Expense Type
| Meals-Individual

Vendor City

Transaction Date Business Purpose

v | |05/15/2013 E|

Payment Type Amount
- |20.00|

DOLLAR GENERAL

Delete Report Submit Report
Receipt Store

e Total Amount: 526.50 | temized: 50.00 | Remaining: $26.50

Type of Meal Vendor Name

|Dir1r1er w | SUPER STOPMSHOP # 540
D Personal Expense (do not Comment
reimburse)

*SAVE

You have to manually enter the dollar amount
that the company is to pay to the CC

Save Allocate Cancel



Personal Expense Itemization

®
My Concur  Travel | Expense | Reporting Administration  Profile
View Charges  View Reports  New Expense Report  View Receipt Store
EXAMPLE
(®) New Expense | (® Quick Expenses Import Details -| Receipts -| Print -
Exceptions
Expense Date Amount Exception

Meals-Individual 05/15/2013 52650 B the itemization amounts do not add up to the expense amount,

E‘KPEI'ISES View | « New Itemization
O Date © Expense Amount Requested
[0 v os/15/2013 Meals-Individual Expense Type
ang SUPER STOPNSHOP # 840, Toms Rive B ) | Meals-Individual

| Adding New ftemization Vendor City
| 05/15/2013  MealsIndividual 520,00 520,00

TOTAL AMOUNT TOTAL REQUESTED

$20.00 $20.00

Transaction Date

v | |05/15/2013 K]

Business Purpose

DOLLAR GENERAL

Delete Report Submit Report
[¥] Hide Exceptions

e

Receipt Store

t: 526.50 | Remized: 520.00 | Remaining: $6.50

eTotaI A

Vendor Name
SUPER. STOPMSHOP # 840

Type of Meal
|Dinner v

Payment Type

Amaunt Comment

Personal Expense (do not
v |6.50 v

reigburse)

You have to manually enter the dollar amount
that you are responsible for and place check-mark
in the ‘personal expense’ (do not reimburse) box

NOTE: you have to call US Bank and make a phone payment
(1-800-344-5696) for the amount you owe. You need to enter
the payment confirmation number in the comment field prior
to submission.

*SAVE

B -



My Concur  Travel | Expense | Reporting

View Charges  View Reports

EXAMPLE

New Expense Report  View Receipt Store

Administration

Profile

(®) New Expense | (® Quick Expenses Import Details »| Receipts « | Print « |
Expenses View ~ | &
N Date ~ Expense Amount Requested
| Adding New Expense
[ v 0515/2013  MealsIndividual

=) SUPER STOPNSHOP # 840, Tams Rive $26.50 $20.00
O 05/15/2013  Meals-Individual{ M) 520,00 520,00
N 05712013

Meals-Individual )  S5.50

Indicates
PERSONAL

TOTAL AMOUNT

$26.50

TOTAL REQUESTED

$20.00

Personal Expense Itemization

New Expense

Expense

2
Ja

DOLLAR GENERAL

Delete Report Submit Report

Receipt Store

To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit an existing expense, click the expense on the left side of the page.

@ Recently Used Expense Types

Meals-Individual

All Expense Types

Communications

éCeIIuIar Phone

Fax Charges
Internet Fee
Local Phane
Long Distance
Company Car Expense
Company Car Maintenance
Company Car Qil Change
Entertainment
Business Meal [attendees)
Catering
. Transportation
Train

U-Haul/Ryder Rental

Office Supplies

Individual Meals

Meals-Individual
Lodging
Hatel
Merchandising
Competitive Shopping Samples
NASCAR
MNascar Expenses
Other
Awards
Copies

Currency Conversion Fees

Hotel

..Other

Dues/Subscript - Data Subscriptions
Dues/Subscript - Mewspapers
Dues/subscript - Professional Mags
Dues/subscript - Professional Crgs
HR. Training Center Meals

HR Training Center Mileage
Laundry

Meeting Room Rentals/Supplies
Miscellaneous

Office Supplies

Cvernight Mail - Fed X - UPS

Long Distance

..Other
Passport/Travel Visa Fees
Recruiting Expenses
Seminar Fee-Professional Develop
Tips/Gratuities
Travel Booking Fees
Postage/USPS Mail
Seminar Fee-CPE Requirements
Store Openers - Materials
Transportation
Airfare

Airfare Change Fees

Tolls

..Transportation

Airfare Ticket Tax
Airline luggage fees
Bus

Car Rental

Daily Parking

Gasoline

Limousine

Mileage Reimbursement
Subway

Taxi

Tolls



Personal Expense Itemization

Click on DETAILS
*report totals

Report Totals - TEST

Expense Report

Report Total:
Less Personal Amaount :

Amount Claimed :
Amount Rejected :

Company Disbursements

Amount Du Emplo Provides breakdown

Amount Due US Bank

of expense allocation

Amount Owed Company :
fmount Owed Company Card
Ban

Total Owed By Employee 554.10




DOLLAR GENERAL

Concur Mobile



. CONCUR MOBILE DOLLAR GENERAL

My Concur | Travel Expense Reporting Administration  Profile

: Travel Alerts
Vlew a” yDur traVEI plans on -‘;3,5-Trip1tc|'eates instant mobile itineraries for business and personal trips.

YDUI' meile dEViCE. Simply connect your Concur account to Triplt, | Connect to Triplt Mo thanks

View Reports

Payment Status Report Date R sted Amount
Mat Paid 05/21/2013 50,00

CLICK in blue area

Trip Search
Plan your flight, car and hotel:
e.g. flight from JFK to Paris on Tuesday search

Company Infg

se, Please click the Expense tab to start an expense report, view status of existing reports, and more.

Flight || Car || Hotel || Taxi || Flight Status

Travel Info

When using Concur Travel for the first time after Feb 20th:
Welcome to the Dollar General Company Notes Page!

Dial - +1 ?TD—2914233@ 24XT To speak to a Travel Counselor if you are

2) Review your profile; IF you have a company credit card || 3 pogking a complex trip b. You are making a flight change/cancellation of an AirTran ticket or ¢. You do not have access to Concur Travel.
add it, also make any other changes or additions.

1) Click on the 'Profile’ menu option.

1
3) Save your profile! When using Concur Travel for the first time:
- - - 1} Click on the "Profile’ menu option.
@ RoundTrip © OneWay © Multi-Segment 2} Review your profile and make any changes or additions.
3} Save your profile, even if you didn't make any changes!
Departure City @ BNA ) youre Y ¥ g

EMA - Nashville Metro Arpt - Nashville, TN

Find an simort Select multile simorts eltinerary ~ You Don't Heed an App for That!

Cm While on Concur if you have any questions, use the 0 Help Feature in the top right hand corner on every page.
Find an zirport Select multiple sirports
Departure ¥ For Concur Travel Online Technical Support:
depart + 9:00am + z3 =¥ o Contact: Travel Incorporated

Return 9 Phone: 5&6-?33.&444@

depart ~ 500pm w23 ~ o & If you have difficulty booking online and cannot find a solution in the Concur @ Help tool in the upper right hand corner.
# |f you receive an error message

Pick-up/Drop-off car at airport * Any other technical issues




d CONCUR MOBILE DOLLAR GENERAL

My Concur  Travel Expense Reporting  Administration | Profile

Personal Information  System Settings  Mobile Registration  Travel Vacation Reassignment

My Profile
To edit the profile of someone other than yourself, select a name from the list to the right. If you have
Your Information the self-assigning assistant permission, you may use the search button to locate users not already in Me » | Search
the list.
Personal Information
Company Information
Contact Information
Email Addresses H
roroene ot Capture your receipts
Credit Cards
and manage your travel
Travel Settings

on the go!

Travel Preferences
International Travel

Frequent-Traveler Programs . .
feesE TS Your USER NAME = your EID# with leading zeros to
make 9 digits @dollargeneral.com
= .
LSt (ex. 000123456@dollargeneral.com)

Expense Information

Expense Delegates

ST Create your PIN for mobile Download the app Create your own PIN

Expense Approvers Retype your own PIN

Favorite Attendees . . . 1R

To log in to Concur on your mabile device or Concur - F. .Y Click SET PIN

Other Setti Connect application, you must enter your User Name @ I I

E Receipt Activation and a PIN. Enter a new PIN in the fields below to set up

System Setfings a new one, or replace your existing PIN.

Connected Apps Or send a link to your device - enter your email

Concur Usemame:_@dollargeneral.com

Coneur Connect address or maobile phone number (including country

Privacy Statement ] - i '
oy Stats . Create PIN: code for non-US numbers) and we will send you a
Travel Vacation Reassignment to get the app:

Mabile Registration .

) o Retype PIN: msmrdm@dallargeneral.com|

I'm Assisting...

PIN mzy be letters,
numbers and specizl
characters such
2515, or# but no

Tpaces




CONCUR MOBILE

Download the application to your
smart phone

You will be prompted to enter
your USERNAME and your PIN
upon initial login

The App is user friendly

DOLLAR GENERAL



DOLLAR GENERAL

Do’s and Don’ts

Do file expense reports timely (once a week if you travel weekly) to
ensure payment is made to US Bank and no late fees are incurred.

Do wait until the MasterCard icon shows up in Concur before filing the
expense.

Do reconcile your account when you receive your statement monthly.
This is critical to keeping your account on balance!

Don’t expense any of these itinerary icons unless the MasterCard icon

accompanies it. SO0O0O

Don’t pay your US Bank statement with a personal check unless you

exceeded your per diem and owe the difference directly to the bank.
Dollar General pays US Bank on your behalf based on your approved
expense report.



