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Release Notes

This document contains the release notes for the Expense functionality for Concur
Standard edition. Clients with the Travel product should review the Travel release
notes, located on the Concur Support portal.

Features For This Release

The following features are included in this service release.

Linked Lists Can Now Have up to Five Levels

overview S. ...................................................................... s

Business Purpose
Concur has enhanced the linked list i
functionality to support lists with up to  : Thjs enhancement provides greater

five levels. Prior to this release, linked . flexibility when creating linked lists.
lists could only have two levels. In :

addition, you can now configure the
behavior for the fields at each level in the list, in four different locations in the
application.

What the User Sees

After the administrator selects the desired fields on the Cost Tracking - Data to
Track step, he/she can configure linked lists.

LINKED LISTS STEP

In Linked Lists > Step 1, the admin selects the check boxes for the fields to add to
the list.

1 Data To Track Linked Lists '3 Data Entry Details 4

What is a linked list?

When salecting from a linked list, the choice in the first list field determines the options available in the second list field and so on. An m
example linked list might include Company, Department, and Sub-department list fields.

Step 1: Select List Fields to Link Step 2: Name the Linked List Step 3: Order the Linked List

Select up to five list fields to link together and Enter a name for the linked list. Admins see Sort the linked list so that the list fields appear in the order that

click Configure. the name in the Setup wizard but end users users will select from them, with the first at the top. Double-click a

. do not see it. If you do not enter a name, one list name to change it
=B will be generated.
List Name List Level Field Label
¥| Branch
7] Business Unit Mew Linked List
v| Company
¥| Department
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In Linked Lists > Step 2, the admin names the list. Then the admin clicks
Configure. The fields appear in the right pane.

1 Data To Track E Linked Lists 3 Data Entry Details 4
What is a linked list?

When selecting from a linked list, the choice in the first list field determines the options available in the second list field and so on. An Show Me Mo
example linked list might include Company, Department, and Sub-department list fields.

Step 1: Select List Fields to Link Step 2: Name the Linked List Step 3: Order the Linked List
Select up to five list fields to link together and Enter a name for the linked list. Admins see Sort the linked list so that the list fields appear in the order that
click Configure. the name in the Setup wizard but end users users will select from them, with the first at the top. Double-click a
Ficld Label iﬁ\n;; ;:zra‘eltr.a[tf;:u do not enter a name, one list name to change it.
Branch List Mame List Level Field Label

Business Unit Company Linked List

Company

Department

In Linked Lists > Step 3, the user arranges the list fields in the correct order.

1 Data To Track Linked Lists |3 Data Entry Details |4 List Items
What is a linked list?

‘When selecting from a linked list, the choice in the first list field determines the options available in the second list field and so on. An Show Me More...
example linked list might include Company, Department, and Sub-department list fields.

Step 1: Select List Fields to Link Step 2: Name the Linked List Step 3: Order the Linked List
Select up to five list fields to link together and Enter a name for the linked list. Admins see Sort the linked list so that the list fields appear in the order that
click Configure. the name in the Setup wizard but end users users will select from them, with the first at the top. Double-click a
T e iﬂlnbc:: s:eltr.a[tfey;ou do not enter a name, one list name to change it.
9 ’ List Name List Level Field Label
‘3 Branch

& @ Business Unit

& & company

B & Department
@ Division

i
1
-

|:| Company Link:

DATA ENTRY DETAILS STEP

On the Data Entry Details page, each field in a linked list now has its own behavior
setting for each level in the application. You can set each field to one of the following
behavior options:

e Modify
e Read-only
e Hidden

1 DataToTrack |2 Linkedlists [EJ Data Entry Details (4 List Items

Expense
Sequence  Field Label User Input Integrate with QuickBooks? Employee Level  Required  Report Level Entry Level Allocation Level

" Region Select from linked lists Modify Maodify Madify Maodify
Division Select from linked lists Madify Madify Modify Maodify

Department Select from linked lists Madify (] Maodify Madify Madify

Program Select from linked lists Madify Madify Modify Maodify

Project Select from linked lists Modify Maodify Madify Maodify

? & Customer:Job Type free-form text Madify Modify Modify Modify
- Product Type free-form text Modify Maodify Madify Maodify
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NOTE: If you set the first linked list field to Hidden, all the linked list fields will be
read-only (grayed out) for that application level, regardless of their setting.

LiST ITEMS STEP

You can now enter list items normally. The Import functionality has been updated to
include up to five levels of list items.

1 Data To Track |2 Linked Lists |3 Data Entry Details H List Items

First: Select the list field in the left pane below to start entering list items.
Second: Either click Import to import a spreadsheet of items, or manually enter list items in the right pane. To enter a second level list item, select the first level field you
would like the item to appear under.

List Name Field Label Levels
Company Linked List Division->Department->Branch->Program-=Project 5
Filter;| Enter part of a ltem Name to filter child items | X
- Save Cancel
Import New
Company Linked List e Inedm
Item Code: |123

Configuration

No additional configuration is required to use this feature.

Employee Reimbursements: Clients Can Now Schedule Batches with
Multiple Days of the Week

overview é ...................................................................... E
: Business Purpose :

Concur has updated the batch :
scheduling options for reimbursement  : Thjs enhancement provides more :
batches so that administrators can close : scheduling flexibility for reimbursement
batches weekly on multiple weekdays. . patches. :

P To schedule batches with
multiple days of the week:

1. Select Setup > Employee Reimbursements.
2. Select the desired reimbursement method.
3. Click Modify.
4. On the Schedule tab, select Weekly.
Concur Expense Release Notes Page 3 Concur Standard

January 2014

Concur Clients



Sawve Cancel

Which country are you setting the employee payment method for?
Which currency do you plan to reimburse these employees with?

Which payment method will you use to reimburse these employess?

Schedule = Accounting

the new schedule.
@ On-Demand

Weekhy

Sunday

Monday
Tuesday
Wednesday|
Thursday
Fricay
Saturday

Every other week

Wewill use this information to help you export payment data from Cancur,

*If the schedule changes after there is an open batch, the system wil wait untl the current batch is completed {(using the old schedule), then open a new batch using

I UNITED STATES

I us, Dollar

Company Che:

Semi-Monthly - Days of Month

~

Monthly

5.

6. Click Save.

Configuration

No additional configuration is require

Select the desired days for the batch schedule.

d to use this feature.

User Import: Updated User Import Spreadsheet Template

Overview

Concur has corrected an issue where
the default User Import spreadsheet
was not correctly handing the Travel
custom fields.

IMPORTANT!

Business Purpose

This update allows admins to import
users with Travel custom fields
successfully — without a workaround.

Many clients used a workaround: They downloaded the default spreadsheet, modified

it, and used their saved spreadsheet

for their user imports.

With this release, the client can no longer reuse the modified spreadsheet to import
Travel custom field data. The client must download the updated default spreadsheet

and use it for future imports.

Using an old modified spreadsheet w
to fail.

ill cause the import of the Travel custom fields

Concur Expense Release Notes
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NOTE: This applies only to clients who have modified the default spreadsheet for
Travel custom fields. If the client does not have Travel (Standard edition) or if
the client does not use Travel custom fields, an existing saved spreadsheet
will still work; no action is necessary.

Configuration

No additional configuration is required to use this feature.

New Field Added to Expense Report Header

overview E-...-...-...--...-...-...-...-...-...-...--...-...-...-...-...-...-...-E

. Business Purpose
Concur has updated the expense report

header page to include the Employee * This enhancement provides more
Administration Country field. This field . information about the user. 5
indicates which country’s settings apply e :
to the user.

Configuration

No additional configuration is required to use this feature.

Supported Configurations

Monthly browser certifications, both current and planned, are available on the
Release Notes page.

Ll Refer to Documentation Updates in this guide for more information.

Concur Expense Release Notes Page 5 Concur Standard
January 2014 Concur Clients



Documentation Updates

The following documentation changes are included in this service release.

Concur Support Portal

Access release notes, webinars, and other technical documentation on the Concur
Support portal.

If you have the proper permissions, the Support menu is available to you in Concur.
Click Support and then - in the Concur Support portal - click Resources.
e Click Release/Tech Info for release notes, technical documents, etc.

e Click Webinars for recorded and live webinars.

Welcome, Terry Brown

]
My Concur Travel Expense Supplier Portal Locate Adminjstration Profile

Welcome CTE/

G Concur Support et

Home Support Resources Community Info Billing

‘Web)

/

Knowledge Base Release/Tech Info Training

Release Notes and Technical D c. CO n C u r S u p p 0 rt P‘ﬂlj':fﬂﬂllle dl C‘

Concur Professional/Premium edition include

+ Client Admin Release Summary: Brie
+ Release Notes: Full description of the Home Support Resources Community Info Billing
+ Technical Documentation: Setup Gui

- Knowledge Base Release/Tech Ififo Training Webinars

For Web Services, access Release Notes, C “

Fact Sheets  whatis afact sheet? Register for Travel Rel Revi
Fact sheels are available for Travel & Expens| = Monthly Release Recordings North America TMC To register for an individual
Listen to the monthly release recordings and view the monthly release  prinars EESrﬁt\Ep?Sg:\’smM
PN PowerPoint PDF's for Expense, Invoice, Request, Mobile, July 20 2013 8:30a
Analysis/Intelligence, and Expense Pay. Direct Customer =uly 99, 2919 oo
2013 y 9 P Y September 3. 2013 §
2012 EMEA TMC Partners PT

Listen to the monthly release recording and view the release TMC Partners (Spanish) October 1, 2013 8:3
PowerPoint PDF's for Travel. APAC TMC Partners October 29, 2013 8:

2013 for all customers Pl
2012 for TMC partners
2012 for Direct Customers November 18, 2013 §

PT
January 7, 2014 8:3(

NOTE: If you use a user interface layout other than Blue Sky (set on the travel
configuration page), be aware that you have to click Help in order to access
the Support link.

Concur Expense Release Notes Page 6 Concur Standard
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Online Help - Admins

Users with an admin role can access release notes, technical documents, and other
resources using online help in Concur.

eHelp | Log Qut
Suppor

Expense Help

Expense Toals Help

Gpense An-:-!_ministratinn Hel }

Expense Setup and

Help Search Go
Administration el Seare o

Use Online Help
Technical Documentation

(Setup and User Gui@ Navigate Help
What's New - Expense

. Use the Help Back € ond Forward ™ buttons to go
What's Mew - hack and forth between topics, These buttons are
What's Mew - Cowcurforce located in the top right corner of the Help system. Do
not use the browser's Back and Forward buttons.

>
o
b=
i
-
3
(=]
T
o
w
i
=
N

Intuit Toolbar

Change the size of the left and right frames
+ 1Using Online Help

You can make the Contents {left) side of the page
~SSetup wider or narrower. To do so:
Approval Routing
Car Configuration

Company Card

1. Place the mouse paointer on the gray bar that
separates the left (Contents) and right (Help
page) frames.

2 clicle sed deso bo the deciend sweidibs
Com .i
—HACost -
L0 Concur Standard Guides
01
Expd | GUIde Name Available Formats
Intro Expense Setup Guide - Covers the DoC - PDF
Ernpll | Expense Setup wizard,
- {File || Administration User Guide - Covers DoC - PDOF
< = the Process Reports, Payment

Manager, and Reporting features.

Expense Pay Guide - Covers setup DoC - PDF
and administration of the Expense Pay
product.

MNOTE: These documents are provided in El'wglish anly.
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Resolved Issues

Case ID Description

03822843 Credit Cards:

04233670 Users no longer have to delete and re-add their personal US bank
credit cards in Concur.

04583083 Expense:

04540081 New mileage rate are now being saved.

04574668 QuickBooks Online - Credit Card:
The credit card transactions are now transferring into QuickBooks
Online.
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https://login.salesforce.com/5006000000RZw9mAAD
https://login.salesforce.com/5006000000SexuYAAR
https://login.salesforce.com/5006000000VriT4AAJ
https://login.salesforce.com/5006000000VIAy3AAH
https://login.salesforce.com/5006000000VrDyuAAF

Legal Notice

Information contained in this document applies to the following products in effect at
the time of this document's publication:

Expense, January 2014

The above product(s) and information contained in this document are subject to
change without notice. Accordingly, Concur Technologies, Inc. disclaims any
warranties, express or implied, with respect to the information contained in this
document, and assumes no liability for damages incurred directly or indirectly from
any error, omission, or discrepancy between the above product(s) and the
information contained in this document.

© 2004 - 2014 Concur Technologies, Inc., Redmond, Washington. All rights
reserved.

Concur® is the trademark of Concur Technologies, Inc. All other company and
product names are the property of their respective owners.

Published by Concur Technologies, Inc.
601 108th Ave NE

Suite 1000

Bellevue, WA 98004

Concur Expense Release Notes Page 9 Concur Standard
January 2014 Concur Clients



Concur Expense Release Notes

Concur Standard

Month Includes Audience

Expense, Imaging, Expense Pay,

February 2014 Audit Service

Concur Clients

Contents
Feature ReminNder . .cciiiciimimiesmesras s smss s ssssssssmsasssssssnsssnssanssanssnsssnsssnssnnnnnnss 1
Setup - Compliance Controls: Submit an Expense with Affidavit............ccoiiiiiinnn, 1
Release NOtES ...uiiiiictirimimssmse s s ssa s s ssasssasssasssnsssnssanssanssnnssnnsnnssnnnnnnss 6
Companies Can Now Track up to Ten Account Codes for Each Expense Type.......ccccevvvnnnen. 6
Cost Tracking: Is Billable Field Now Available on Data to Track Step.......c.ooovvviiiiiiiinnnns 10
Cost Tracking: New User Input Option.....oviiiiiiiiii i i s s rnes s e snnerarerneannens 10
Cost Tracking: Fields Can be set to Required for Individual Levels..........c.cooeiviiiiiinnnnnne. 11
Car Configuration: New Personal and Passenger Rates for Company Cars..........ccocvveennnns 12
Car Configuration: Accounting Step is Retired ......ccovviiiiiiiiiiii i s aneas 13
Mileage Forms Now Have a Comment Field .......ooviiiiiiiiiiii e 13
Additional Release Notes and Technical Documentation .......cccuvciminnerrnnnanns 15
(6o] o To1B | gl UT o]0 Yo ol e T n = R 15
ONlNE Help = AdMINS Lot ettt ettt et e et e e e e eereaneaneanans 16
1S U]s] lo] g u=Te I @(eT a1 i Te 18 o= o (o 1= P 16
RESOIVEA ISSUES tiuruumiitirnnnnsmrrsas s srrsasssssrsanssssaraassssnasanssssassnsssssssannssssnnnnnnsnnnnns 17
Concur Expense Release Notes Page i Concur Standard

February 2014 Concur Clients



Feature Reminder

This section includes release notes for existing features that are not being fully
utilized.

Setup - Compliance Controls: Submit an Expense with Affidavit

Overview

When a user must add receipt images to expense report line items, but cannot
provide them, they may instead agree to digitally sign an affidavit that can be
submitted instead of the actual imaged receipts. This way, the report may be
submitted in a timely manner and at the same time comply with company policy on
receipt submittal. This new option automates the paper process of printing and
signing an affidavit form and attaching an image of that form to the expense in lieu
of the receipt image.

BUSINESS PURPOSE / CLIENT BENEFIT

This enhancement provides a method for users to fill out a missing receipt affidavit.
How It Works — What the User Sees

A user who lacks a receipt image for one or more of their report entries clicks
Receipts > Missing Receipt Affidavit to open the Missing Receipt Affidavit dialog

box. Here, they can view company-provided text that explains the affidavit process
at the top, and the acceptance text at the bottom:

Concur Expense Release Notes Page 1 Concur Standard
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Receipts - Print / Email -

Receipts Required
Check Receipts

Attach Receipt Images
Missing Receipt Affidavit : : =

Explanation text to user describing the availability of this option. Missing Receipt Affidavit

s o o

To create an affidavit, choose from the Expense(s) below that require a Receipt

Expense Date ~ Amount
Dinnér P Wi €I O
Russel's 04/10/2013 £234.00
[¥] . Lunch 1072013 !
Salty's 04/10,/2013 545.00

The legal or similar text the user will attest to when submitting an affidavit instead of a receipt image.

Accept & Create{rji) Cancel

The user selects each entry requiring a receipt image where the original receipt has
been lost or is otherwise not available for documentation of the expense, and then
clicks Accept & Create. The system then creates an image of the affidavit
statement, attaches it to the entry or entries, and creates a record of the date, time,
employee name, and other details for review purposes. A missing affidavit icon is
displayed on the line entry:

Expenses

|:| Date = Expense

|:| Breakfast

D Dinner
Russel’s

[1 04/10/2013 Lunch

By hovering over this icon, the user, approver, and processor can quickly review
details of the affidavit:

Concur Expense Release Notes Page 2 Concur Standard
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Expenses Delete || Copy | View ¥ | & Expense | Receiptimage
O |pate~ Expense Amount Requested

Expense Type Transaction Date Business Purpose Enter Vendor Name
[} 04/10/2013 ’ ‘ -
[F:)

Missing Receipt Affidavit
[ oa/10r2013

n%/m/zm = H ¥ ] [T k| &) & & @ 12% - @Cunahmtev A sion- || [ [[Find B
@

Affidavit Image Available

Missing Receipt Affidavit - Lunch

Date of Expense:  04/10/2013
Vendor: Salty's
Amount:  $45.00

The legal or similar text the user will attest to when submitting an affidavit instead of a receipt image.
Chris Collins

04/10/2013

2:57 PM Pacific Daylight Time

1-|

Detach From Entry

Deleting and Replacing the Affidavit Receipt Image

If at a later date the correct receipt image becomes available the user simply hovers
over the icon and clicks Detach From Entry. Clicking Yes in the confirmation
message box removes the affidavit and the flag on this entry, returning it to its
original state.

Please Confirm

0 Are you sure that you want to delete receipt affidavit?

Accessing the Affidavit Option

Users who may not be aware of the affidavit option are alerted in several areas of
the user interface, where they can click a link to open the Missing Receipt
Affidavit dialog box. These areas include:

¢ Receipts > Attach Receipt Images command: With the entry open, the
user clicks Attach Receipt Images:

Concur Expense Release Notes Page 3 Concur Standard
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Receipt Upload and Attach

According to company policy, you must provide receipts for the expenses listed below.
You may attach scanned images to individual expenses or to the report,

To attach a file to an expense line item first select it, then choose and upload the file, Line item attachment
should be used when the file is for a single expense line item. To attach at the report level, choose and
upload up to 10 files, without selecting an expense line item,

Expense Date ~ Amount
O @  Breakdast 04/10/2013 530,00
Foebast = images-in-black-Bewhitesnit a resolution of 300 DPI or lower.
GReceim? Create a missing Receipt Affidavit hfre‘ )

ick Browse and select 3 .png, jpg, jpeqg, pdf 3 , .tif or tiff file for upload. 5 MB limit per file.
Files Selected for uploading: Browse...

o files selected

Close

Receipt Store > Upload button: From Receipt Store, when the user clicks

L]
the Upload button:
. X
Receipt Upload
For best results, scan images in black & white with a resolution of 300 DFI or lower.
Click Browse and select a .png. .jpa. Jjpeg. .pdf, .html, .tif or 4ff file for upload. 5 MB limit
per file.
For best results, scan images in black & white with a resolution of 300 DFI or lower.
Mo Receipt? Create a missing Receipt Affidavit hfre.
iles-Selacted-foruploading Browse...
Close
¢ Attach Receipt button in Entry View: With entry open, click Attach
Receipt:
- b4
Attach Receipt
Click Browse and select a .png, .jpg. .jpeg. .pdf, .html, tif or .tiff file for upload. 5 MB
limit per file,
Mo Receipt? Create a missing Receipt Affidavit here,
File Selected for uploading: Browse...
lo file selected
Cancel
Configuration

4

To activate this feature:

1. In Setup, select Compliance Controls > Receipt Handling Options.

2. Select Missing Receipt Affidavit.

Concur Expense Release Notes Page 4
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Compliance Controls - Receipt Handling Options
This is where you define your receipt policy.

1) Introduction 1 Compliance Rules Receipt Handling Options 3 Expense Limits
2) Cost Tracking UNITED STATES -
3) Expense <
Expense Types Receipt Handling Options
Taxation These expense types never require a receipt: 7

Approval Routing

~ These expense types always require a receipt: i

Compliance Controls

Car Configuration A receipt is required for cash expenses over this amount: 25.00 | UsD

Employee Reimbursements

ey A receipt is required for card expenses over this amount: 75.00 | USD

Company Card

File Export Configuration Reports that require receipts don't progress to manager approval until the receipts are attached.
4) Users Require receipts to be attached at the expense line item level,
5) Reporting Configuration Missing Receipt Affidavit N7 N
6} Localization Affidavit Explanation

| -

Affidavit Statement/Acceptance

. —J

3. You can enter an explanation of what the missing receipt affidavit is for and
the terms of this agreement.

Missing Receipt Affidavit b7

Affidavit Explanation

This allows you to submit an affidavit instead
of a receipt.

1

Affidavit Statement/Acceptance
You agree to the terms of the agreement. -

4, Click Next to save.

Concur Expense Release Notes Page 5 Concur Standard
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Release Notes

This document contains the release notes for the Expense functionality for Concur
Standard edition. Clients with the Travel product should review the Travel release
notes, located on the Concur Support portal.

Companies Can Now Track up to Ten Account Codes for Each
Expense Type

Overview

Concur has enhanced the account code functionality to support up to ten account
codes per expense type. The administrator configures a list or check box field that
has up to ten list items or two check box states that the user selects from when
creating an expense entry. The expense type and list item/check box state
combination determines which account code is assigned to the expense.

BUSINESS PURPOSE / CLIENT BENEFIT

This enhancement provides expanded accounting options.

Configuration / Feature Activation

The administrator completes the following steps to configure this feature:

1. Activate the alternate account code feature.

2. Select or create a field to drive account codes.

3. Configure the field as the account code driver.

4. Create the list items for the field, if necessary.

5. Enter the default account codes for all expense types (if not already
configured).

6. Enter the alternate account codes for the expense type and list item/check
box state combinations that vary from the default.
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INTRODUCTION

The administrator enables the alternate account code functionality by setting the For
Expense, does your business post expenses to alternate account codes
based on information about your employees or the expenses they incur?
field to We have alternate account codes.

What type of industry is your company in?
We will use this information to set the default cost data that Concur will track for you.
Don't worry- You'll get to review these and change them if you want. Don't see your industry? Select one that is similar.

Retal Service v

Which accounting software do you use?
We use this information to help identify which types of accounting software our dients are using.
In some cases, your choice may drive the format of the accounting file that we provide you for integrating with your accounting software.

|Sage v

For Expense, does your business post expenses to alternate account codes based on information about your employees or the expenses they incur?

| We have alternate account codes. R

CoOST TRACKING — DATA TO TRACK

The administrator can select an existing field or create a new field that will be the

driver for the account codes. The following fields are not eligible to be used as the
account code driver: Fields that import data from QuickBooks, or fields that import
data using the Salesforce Connector.

n Data To Track 2 Linked Lists 3 Data Entry Details 4 List Items
Enter Field Name Add Custom Field |
Field Label . Track

=l My Company's Fields

Accounting Division

Client

Is Billable?
Market
Region
Season

Service

ANENENENENEREE

Store

=l All other fields
Branch
Business Unit

Campaign

Concur Expense Release Notes Page 7 Concur Standard
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COST TRACKING — DATA ENTRY DETAILS

The administrator can select (enable) the Account Code check box for the field to
drive account codes. The field must have a User Input value of Select from a list,
Linked List, or Check a box. Only the first level field of a linked list is available to be
used as the account code driver.

1 DataToTrack & Linked Lists B Data Entry Details 4 List Items
Sequence Field Label -« User Input Employee Level [Account Code Report Level Entry Level Allocation Level
¥ Accounting Division Select from a list Optional v Optional Optional Optional
Is Billable? Type free-form text Optional Optional Optional Optional
Season Type free-form text Optional Optional Optional Optional
Market Type free-form text Optional Optional Optional Optional
Service Type free-form text Optional Optional Optional Optional
Store Type free-form text Optional Optional Optional Optional
——

COST TRACKING - LIST ITEMS

The field the administrator selected to drive the account codes will be marked as
such. The administrator enters the list items (up to ten) for the field on this page.
These are the values the end user selects from when creating their expense entries.
The Import button is not available for the account code driver field. If the
administrator selected a check box field to drive the account codes, the field will not
appear on this page, as it has a standard list containing the Yes (selected) or No
(cleared) values.

1 pataToTrack 2 LinkedLsts |3 Data Entry Detais [ List Items

First: Select the list field in the left pane below to start entering list items.
; S : ]a spreadsheet of items, or manually enter list items in the right pane. To enter a second level list item, select the first level field you would like the item to appear under.

List Name Field Label Levels

Accounting Division (Account Code) Accounting Division 1

.

Filters| ENter part of a tem Name to filter child items | %
Save Cancel
New

4 Accounting Division (Account Code) I [
Division 1 (001)
Division 2 (002} Ttem Code: |
Division 3 (003)

EXPENSE TYPES — ACCOUNT CODES

The account codes functionality has been moved to a separate step under Expense
Types. The Account Codes step allows the administrator to set the default account
codes for each expense type (if not already configured). The administrator can then
set the alternate account codes for the expense type and list item/check box state
combinations. The Default Code column shows the default value that will be used if
the specific expense type and list item combination does not have an alternate
account code configured. Because of this, the administrator only needs to enter the

Concur Expense Release Notes Page 8 Concur Standard
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account codes that vary from the default.
set account codes for that item.

The administrator selects the list item to

1 Expense Types [Bll Account Codes '3 Expense Forms |4 Attendee Forms

[T xp
Expense Type Account Code / GL Code

=) Active Expense Types

Agency Booking Fees

D1_GRE
Airfare D1_FRA
Airline Fees
Bank Fees
Breakfast
Bus
Business Calls D1.YTK

Business Meals (Attendees)
Car Maintenance/Repairs
Car Rental

Car Rental - Insurance
Courier/Shipping/Freight
Currency Exchange Fees
Dinner

Entertainment - Client

Entertainment - Staff

Default Code

0001
0002

0003

[T

0004
0005
0006
0007
0008
0009
0010
0011
o012
0013
0014
0015
0016

If you are using a check box as your alternate account code driver, the
<fieldname>:Y and <fieldname>:N options appear:

1 Expense Types E Account Codes

[
[pEFauLT]
DEFALLT

Program: M

%

EF’ru:ug]ram:‘.r {h_-,)

Agency BEoaking Fees
-
Ajrfare

Ajrline Fees

Bank Fees

Breakfast

Bus

Business Calls

Business Meals [&ttendees)
Car MaintenancesRepairs
Car Rental

Car Rental - Insurance
CoaurierShipping/Freight
Currency Exchange Fees

Dinner

3 Expense Forms

Search:

4 Attendee Forms

X | 2

Account Code f GL Code

Concur Expense Release Notes
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Cost Tracking: Is Billable Field Now Available on Data to
Track Step

Overview

Prior to this release, the Is Billable field automatically appeared on the expense
entry pages when the admin indicated that the company used alternate account
codes on the Introduction page. In the February release, the Is Billable field is
now available as a cost tracking field on the Data to Track step. The field can still
be used to determine account codes, if it is selected as the driver of account codes
on the Data Entry Details step.

[N For more information, refer to the Account Codes release note above.

1 DataToTrack 2 Linked Lists BData Entry Details 4 List ltems

Sequence Field Label - User Input Employee Level Account Code Report Level Entry Level Allocation Level
¥ Accounting Division Select from a list Optional v Optional Optional Optional
Is Billable? Type free-form text Optional Optional Optional Optional
Season Type free-form text Optional Optional Optional Optional
Market Type free-form text Optional Optional Optional Optional
Service Type free-form text Optional Optional Optional Optional

Store Type free-form text Optional Optional Optional Optional

Clients that were using the Is Billable field or a renamed version of the field prior to
this release will have their configuration converted to the new functionality:

e On the Data to Track step, the field will be selected.

e On the Expense Types: Account Codes step, the list item values of Yand N
will be associated with the default and alternate account codes.

BUSINESS PURPOSE / CLIENT BENEFIT

This enhancement provides a new cost tracking field for clients to use, and maintains
existing client configuration.

Configuration / Feature Activation

No additional configuration is required to use this feature.

Cost Tracking: New User Input Option

Overview

Concur has enhanced the Cost Tracking: Data Entry Details step to include a new
option in the User Input list: Check a box. The administrator can select this option
to have the field appear as a check box at the selected application levels.
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BUSINESS PURPOSE / CLIENT BENEFIT

This enhancement gives clients a new field type to use when configuring their cost
tracking fields.

Process
» To set a field to be a check box:
1. Select Setup > Cost Tracking > Data Entry Details.

2. For the desired field, select Check a box in the User Input column.

1 DataToTrack 2 Linked Lists Data Entry Details 4 List Items

Sequence  Field Label ser Input Fynployee Level Account Code Report Level Entry Level Allocation Level

E_} Campaign r[\fpe free-form texd ~ | dptional Dptianal Optional Optional

W & Client Select from a list Qdptional Optiohal COptianal Optional

CligntiCampaigh _,TVDE Tree-farm text | dptional Optianal Qptional Optional
[ Check a box
& Division FEIELL O A s * Jptional v Ciptianal Cptional Optional

3. Click Next to save your changes.

Configuration / Feature Activation

No additional configuration is required to use this feature.

Cost Tracking: Fields Can be set to Required for Individual
Levels

Overview
Concur has removed the Required checkbox (which applied to all levels) because it is
now included in the access level drop-down options. Also, the Modify item has been
renamed to Optional.

BUSINESS PURPOSE / CLIENT BENEFIT

This enhancement allows administrators to set whether a field is required on a level-
by-level basis.

What the Admin Sees

The administrator sees the Required option for each level on the Cost Tracking >
Data Entry Details page.
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1 DataToTrack 2 Linked Lists a Data Entry Details 4 List Items
Sequence Field Label « User Input Employee Level Account Code Report Level Entry Level Allocation Level
§ Accounting Division Select from a list [optional v v Optional Optional Optional
Client Select from a list Required i Optional Optional Optional
Market Type free-form text - Optional Optional Optional
~ Read-Only
Service Type free-form text | Hidden y | Optional Optional Optional
Store Select from a list Optional Optional Optional Optional
Region Type free-form text Optional Optional Optional Optional
Seasan Select from a list Optional Optional Optional Optional
Is Billable? Type free-form text Optional Optional Optional Optional

Configuration

No additional configuration is required to use this feature.

Car Configuration: New Personal and Passenger Rates for
Company Cars

Overview

Concur has enhanced the Car Configuration: Enter Rates step for company cars to
allow administrators to set a separate rate of mileage reimbursement for passengers
or for personal use of the car.

1 Enable Car Types  [EY Enter Rates

Personal CarRates | Campany Car Rates
Sawe Mew

Vehicle Type Effective Date End Date Rate Personal Rate Rate Per Passenger
Default 014/08,2005 12/31/2010 0.5 o i

Default 01/0%/2011 12/31/9999 051 015

The mileage rates are applied in addition to the car mileage rate:

Reimbursement rate for Company Cars: (Rate * Business Miles) + (Personal Rate *
Personal Miles) + (Rate Per Passenger * Business Miles * Number of passengers)

BUSINESS PURPOSE / CLIENT BENEFIT

This enhancement gives companies a way to reimburse users for additional
passengers or personal mileage in their company car mileage expenses.

Configuration / Feature Activation
> To set the additional mileage rates:
1. Select Setup > Car Configuration > Enter Rates.
2. Click Company Car Rates.

3. In the Rate Per Passenger column, add the desired rate.
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4, Click Save.

Car Configuration: Accounting Step is Retired

Overview

As a result of the Account Codes and Cost Tracking enhancements in this release
(described above), Concur has removed the need for the Accounting step.

BUSINESS PURPOSE / CLIENT BENEFIT

This enhancement streamlines setup.

Configuration

No additional configuration is required to use this feature.

Mileage Forms Now Have a Comment Field

Overview

Concur has added a comment field to the personal and company car mileage forms.
This field is hidden by default, but may be configured as optional or required.

BUSINESS PURPOSE / CLIENT BENEFIT

Users can use this field to inform the approver of details such as a lost receipt or a
detour in their route.

What the User Sees

After the administrator enables the field, it displays on the New Expense page for
Company Car - Mileage Reimbursement and Personal Car — Mileage
Reimbursement.
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New Expense Receipt Store

View Reimbursement Rates

Expense Type Transaction Date Business Purpose From Location
Personal Car Mieage " |
To Location Payment Type Distance : Amount Accounting Division
v 0 3 7 7
Client Market Service Store
v v
Region Season Is Billable? Comment
v

Mileage Calculator

m Allocate Attach Receipt Cancel

Configuration
» To enable the Comment field:
1. Select Setup > Expense > Expense Types > Expense Forms.

2. In the Category column, locate the row for Company Car — Mileage
Reimbursement, Personal Car — Mileage Reimbursement.

3. In the Comment column, select the desired behavior.

1 Expense Types |2 Account Codes BExpense Forms 4 Attendee Forms

Category Expense Types Business Purpose Attendees Vendor Description  City Comment

Company Car - Mileage Rei..  Company Car Mileage,

Optional tional v
Personal Car - Mileage Reim... Personal Car Mileage P pop

Hidden i
Alcohalic Beverages, 3

Alcoholic Beverages & Soft D... Optional ]
Fixed Meals, Required -
Fixed Meals (gross),

Provided Meals,

Taxable Meals,

Breakfast, Optional Hidden Optional Hidden Optional

Dinner,

Individual Meals,

Individual Meals - Within M...

Lunch,

Meals (Employee Travelling),

Snacks/Beverages

Meal - Count in Daily Meal...
Meal

01. Travel,
03. Meals and Entertainment,
07. Other,
08. Relocation/Ex-Pat,
Car Maintenance/Repairs,
Ex Pat Expenses,
Friends & Family Allowance,
Incidentals,

Other Incidentals Allowance, Required Required Hidden Optional
Laundry,
Miscellaneous,
Non Reimbursable/Personal...
Ralnratinn Fynancac
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Additional Release Notes and Technical
Documentation

Concur Support Portal

You can access release notes and other technical documentation on the Concur
Support Portal.

If you have the proper permissions, the Support menu is available to you in Concur.
Click Support and then - in the Concur Support Portal - click Resources.

Click Release/Tech Info - Standard for release notes, technical documents, etc.

Welcome, S basnitn Last logged in: 01/21/2014 10:41 am (Details’ Q Help ([ Support [Yog Out
CONCUR
My Concur Expense Reporting Administration Setup Profile App Center

C. Concur Support

Home Support Resources Community Info Billing

Knowledge Base e ch Info - Standard ereage/Tech Info - Concurforce

Training - Standard Training - Concurforce

Card Registra
Release Notes and Technical Documentation What is technical documentation?
Add a New Per )

Concur Standard edition includes Expense, Travel, Invoice, Analysis / Intelligence, Con Locate & Alert

| =s.Cand Home.__ | + Release Motes: Full description of the monthly releases

Release notes and
+ Technical Documentation: Setup Guides and User Guides

technical documentation

For Web Services, access Release Motes, Guides, and Sample Code and Certified Application Guides.
Select Expense
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Online Help — Admins

Users with an admin role can access release notes, technical documents, and other
resources using online help in Concur.

@ Help | Log Out
Support

Expense Help

Expense Tools Help

Expense Anciministration Hel

\

Expense Setup and
p, . . P Help Search « »
Administration
Use Online Help
Technical Documentation Navidate Hel
( Setup and User Guid_e_> avigate Help
Whatls News - xpensle ) | Use the Help Back ® .nd Forward ™ buttons to go
What's New - Opncur's mobile app | back and forth between topics. These buttons are
wWhat's Mew - Cojcurfarce located in the top right corner of the Help system. Do
not use the browser's Back and Forward buttons,
Intuit Toolbar Change the size of the left and right frames
+ [JUsing Online Help
You can make the Contents {left) side of the page
- EiSetup wider or narrawer, To do so:
Approval Routing 1. Place the mouse pointer on the gray bar that
Car Configuration separates the left {Contents) and right (Help
Company Card page) frames.
L] “licl nd deoo b the d oY= ity
Cam i
- Cost -
e Concur Standard Guides
=0 - ;
Expe | GUIde Name Available Formats
Intro| | Expense Setup Guide - Covers the DOC - PDF
Ermpl | Expense Setup wizard.
- dFile § | Administration User Guide - Cavers DOC - PDF
- = the Process Reports, Payment
Manager, and Reporting features.,
Expense Pay Guide - Covers setup DOC - PDF
and administration of the Expense Pay
product.
NOTE: These documents are provided in Er'wglish anly.
Supported Configurations
Monthly browser certifications, both current and planned, are available on the
Release Notes page.
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Resolved Issues

None this release.
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Legal Notice

Information contained in this document applies to the following products in effect at
the time of this document's publication:

Expense, February 2014

The above product(s) and information contained in this document are subject to
change without notice. Accordingly, Concur Technologies, Inc. disclaims any
warranties, express or implied, with respect to the information contained in this
document, and assumes no liability for damages incurred directly or indirectly from
any error, omission, or discrepancy between the above product(s) and the
information contained in this document.

© 2004 - 2014 Concur Technologies, Inc., Redmond, Washington. All rights
reserved.

Concur® is the trademark of Concur Technologies, Inc. All other company and
product names are the property of their respective owners.

Published by Concur Technologies, Inc.
601 108th Ave NE

Suite 1000

Bellevue, WA 98004
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Release Notes

This document contains the release notes for the Expense functionality for Concur

Standard edition. Clients with the Travel product should review the Travel release
notes, located on the Concur Support portal.

Policy Groups Now Available
Overview

Concur has enhanced Setup to allow administrators to create policy groups, up to 5

for each country. Each group can have different expense types and expense limits.
This feature includes the following functionality:

New Policy Groups step in Setup: This page allows the administrator to

create (and rename) up to 5 groups per country. The groups are assigned a
group code that is visible on this page. Admins may delete groups.

Updated Expense Types step in Setup: This page allows the administrator to

activate, deactivate, and change limits for expense types at either the default
level for the country, or at the individual group level.

Updated Users step in Setup: This page allows the administrator to set the
group the user is in, either manually on the User Information page, or

through the User Import. The User Import requires the group code that is
displayed on the Policy Groups page.

Business Purpose / Client Benefit

This enhancement provides the ability to tailor expense types and limits to specific
groups of users.

Configuration / Feature Activation
The administrator completes the following steps to configure this feature:

Policy Groups

The administrator enables policy groups by selecting Yes for the For Expense, do
users in the same country ever need different policy groups? question.

Policy Groups

T Complete
Dverview 2 Expense

For Expense, do users in the same country ever need different policy groups?
Hs\ers in different policy groups can have different expense types and amount limits
s Mo
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On the Expense step of the Policy Groups step, the admin creates the necessary
groups for each country.

Policy Groups

Create up to 5 unique groups foryour expenses

| 11% Complete |

1 overview [E Expense

Select the desired country to create a new group.
UMITED STATES R

Group Mame;
Executives

Group Code; beléle )

Group Mame: Group Code; Delete
Sales

Expense Types

The administrator can configure the global default settings, the default settings for
the selected country, or configure the group settings.

Manage Expense Types

Here's wehere you set up ywour expense types and account codes, and define the fields on

expense and attendee forms, | 21% Complete ‘

nEHpense Types 2 Account Codes 3 Expense Forms 4 Attendee Forms

@LOBAL CONFIGURATION |V> Mews Deactivate

Expense Type

Category
-
=} Active Expense Types |
Agency Booking Fees Fees/Dues
Alr Fare Alrfare
Airfare Airfare L
Airline Fees Airline Fees |
Bank Fees Fees/Dues
Manage Expense Types

Here's where you set up your expense types and account codes, and define the fields on

expense and attendee forms, | 21% Complete |

Eﬂpense Types 2 Account Codes 3 Expense Forms 4 Attendee Forms

@\IITED STATES v Defaut Linited States Group D Deactivate |

Expense Type

Folio T},:'pe Mahpiﬁg

Flag Expenses Over Don't Allow Expenses Over

=l Active Expense Types

| »

Agency Booking Fees 20,00

Airfare 000,00

Ajrline Fees 75.00 L
Bank Fees 15.00 -
Ereakfast 40,00
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Manage Expense Types m mm

Here's where you set up your expense fypes and account codes, and define the fields on
expense and attendee forms, | 21% Complete |

Expense Types 2 Account Codes 3 Expense Forms 4 Attendes Forms
i

MITED STATES v |Sales |\D Deactivate Falio Type happing

Expense Type Flag Expenses Over Don't Allow Expenses Over

=} Aclive Expense Types

Agency Booking Fees 20,00
Airfare 100000
Airline Fees 75.00 L
Bank Fees 15.00 i
Breakfast 40,00
Eu AT

Users

The User Information page has been updated to include the group information.
The admin can select the user’s country in the Employee Administration Country
field, and if that country has groups configured, the Expense Policy Group field will
appear. The administrator uses the Expense Policy Group field to assign the user’s
group.

User Information m mm

This is where you add users, search for existing users, and update user information,
\ 9% Complets |

Save Cancel
Avtomatically send invite email on save

User Information

Login [email address) Password Retype Password
|pd@brooksdev332.com ||oooooooo sesssenen
Employee First Mame Employee Last Mame Middle Name QuickBaaks sl e [
| Pat |Davis | PDLZ3
Email Address Country of Residence State/Province Locale
pd@brooksdev332,com |UNITED STATES w Select one w |English {United States) w
Reimbursement Currency e |:| Exempt from Expense Type Limit rulgé? Emnployee Administration Country
us, Dallar v |Un\ted Skates w

m

UINITED STATES Default
Executives @

Sales

USER IMPORT

The User Import already included the Employee Administrator Country field. In this
release, the import template now includes the Expense Policy Group field, which is
used to set the user’s group.

Q R |
Custom21Code OrgUnit1Code
Employee Administration Country Expense Policy Group
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This field is populated with the group code that displays on the Policy Groups page:

oy Grovps BTN T

Create up to 5 unique groups for your expenses

| 11% Camplete |

1 Cwerview Expense

Select the desired country to create a new group.
UMITED STATES W

Executives

Group Mame: (Group Cnde:‘) Delete

Group Mame: Group Code:
Sales

Delete

New Countries Available

Overview

Concur has enhanced the Expense product to support new countries. The new
countries receive the following functionality:

Expense Types: The new countries have best practice default selections for
active and inactive expense types.

User Information: New Locale field allows the administrator to select a
user’s language locale. This field only appears if you have multiple countries.

Taxation: Basic VAT configuration based on current government rates
(except China and India).

Company Card: New card programs for the new countries.

Car Configuration: New standard car types and rates for new countries.
Some countries have basic mileage criteria.

Compliance Controls: Country-specific options (same as existing countries)
and standard configurations for new countries. Administrators can set
expense limits over time for each country.

The new countries are:

Austria
Belgium

Czech Republic
Denmark
France
Germany

Indonesia
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e Ireland

o Italy

e Japan

e Korea

e Mexico

e Netherlands

e New Zealand

e Norway
e Philippines
e Poland

e Singapore

e Spain

e Sweden

e Switzerland
e Taiwan

e Thailand

e Viet Nam

Business Purpose / Client Benefit

This enhancement allows global companies to use Standard Expense with country-
specific configuration.

Configuration / Feature Activation

Concur can activate new countries for existing Expense clients. Contact Concur Client
Services for more information.

Expense Pay: New Countries Supported

Overview

Concur has enhanced Expense Pay for Standard Expense to support new countries. If
a client has Expense Pay, the new country support is included when the countries are
activated for Standard Expense. The supported countries are:

Expense Pay

Country Supported Currencies
Austria EUR
Concur Expense Release Notes Page 5 Concur Standard
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Expense Pay

Country Supported Currencies
Belgium EUR
Switzerland CHF, EUR
Germany EUR
Denmark EUR
Spain EUR
France EUR
Ireland EUR

Italy EUR
Mexico MXN
Netherlands EUR

New Zealand NzD
Sweden SEK, EUR
Singapore SGD

Business Purpose / Client Benefit

This enhancement provides Expense Pay support in several new countries.

Configuration / Feature Activation

This feature is available to clients with Expense Pay who have activated these
countries for Standard Expense. Country-specific Expense Pay configuration (debit
authorization, etc) must be completed before using Expense Pay in the new

countries. Contact Concur Client Services for more information.
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Setup

The new countries use the same processes in Setup as the previous countries. The
Employee Reimbursements page will show the Expense Pay payment method
option for valid country/currency pairs:

Employee Reimbursements

This is where you specify how wou will pay your users for their expenses,

Save Cancel
Which country are you setting the employee payment method for? |GERMP.NY w
Which currenoy do you plan to reimburse these employees with? |Eur0 w
Which payment method will you use o reimburse these employees? | |v

Wie will wse this information to help wou expart payment data from Concur,
Company Check [wia Accounts Payable]

EExpense Pay By Concur
Other Reimbursement hMethods {T)

The Company Card page will show the Expense Pay payment option when
supported card programs for the countries are selected:

Company Card
This iz where you set up company card information to import and configure how the transactions are paid,
Sawve Cancel
Inwhich country is the card issued? |MEXICO ~
What is the billing or ‘posting’ currency? |M><N ~
Who is the card issuer? |F\merican Express w
What type of card is it? |F\merican Express w
What type of program is this? |C0rp0rate Card w
who receives the statement from the card issuer? |Cardholder w
Who pays the card issuer? |C0mpany ~
What do wou want to name this card program? |F\merican Express Corporate Card IBCP - Mz
How do wou weant ta pay far this card program? | |v
Expense Pay by Concur M
Company Check [via Accounts Payable] U
Other Reimbursement Method
Concur Expense Release Notes Page 7 Concur Standard
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Expense Setup Page Header Redesign

Overview

Concur has redesigned the page header for the Expense Setup wizard. The Learn

How This Works and Watch A Video buttons have been renamed and moved to
the right:

Welcome, Chris Miller

[« concur

My Concur Expense  Administration Setup Profile

@ Help | Log Out

?
Set up Expense for Brooks Development Need help?
QO Learn about Set © Learn about this step @ How it works
1) Introduction Introduction m
2) Policy Groups Tell us about your company and we'll customize Concur to work best for you,
3) Cost Tracking
4) Expense » What type of industry is your company in?
e will use this infarmation ta set the default cost data that Cancur will track foryou,
5) Users Don'tworry- You'll get to review these and change them if you want, Don't see your industry? Select one that is similar,
6) Reporting Configuration Art, Writing, or Photography v

7) Localization

Which accounting software do you use?
Ve use this infarmation to help identify which types of accounting software our dients are using.
In some cases, your choice may drive the format of the accounting file that we provide you for integrating with your accounting sofbware,

| Intuit QuickBooks Online =

For Expense, does your business post expenses to alternate account cades based on information about your employees or the expenses they incur?

| e do nat have akemate account codes v

The rest of the header has been re-aligned.

Business Purpose / Client Benefit

This enhancement provides a cleaner visual interface for the Setup pages.

Configuration

No additional configuration is required to use this feature.

Cost Tracking Labels Updates for France

Overview

Concur has updated the following Cost Tracking labels in European French:
Key Previous French Current French

PROPERTY Propriété Activité
BRANCH Division Branche
CLIENTCAMPAIGN Client : campagne Client : Campagne
Concur Expense Release Notes Page 8 Concur Standard
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Key Previous French Current French
CUSTOMERPROJECT Client : projet Client : Projet
CLIENTPROJECT Client : service Client : Service
CUSTOMERJOB Client : projet Client : Tache
DEPARTMENT Département Département
STORE Mémoriser Dépot
ACHIERFLD est facturable ? Facturable
LOCATION Emplacement Localisation
CLIENTMATTER Affaire du client Sujet client

JjoB Projet Tache
PRACTICEAREA Zone d'entrainement Territoire
BUSINESS_UNIT Unité commerciale Unité opérationnelle

Business Purpose / Client Benefit

This enhancement ensures that field labels are accurate and unique.

Configuration

No additional configuration is required to use this feature.

Additional Release Notes and Technical
Documentation

New Process Reports Guide Now Available
Concur now provides a separate guide for the features of the Process Reports

page. The Process Reports information has been removed from the Concur
Administration Guide.

Concur Support Portal

You can access release notes and other technical documentation on the Concur
Support Portal.

If you have the proper permissions, the Support menu is available to you in Concur.

Click Support and then - in the Concur Support Portal - click Resources.

Concur Standard
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Click Release/Tech Info - Standard for release notes, technical documents, etc.

Welcome, B Sasnity Last logged in: 01/21/2014 10:41 am (Details’ Q Help ([ Support

CONCUR

My Concur

Expense Reporting Administration Setup Profile App Center

m

C. Concur Support

Home Support Resources Community Info Billing

Knowledge Base e Tech Info - Standard eage/Tech Info - Concurforce

Training - Standard Training - Concurforce

Card Registra
Release Notes and Technical Documentation What is technical documentation?
Add a New Per )

Concur Standard edition includes Expense, Travel, Invoice, Analysis / Intelligence, Con Locate & Alert

|=s.Cand Mame.__ | + Releaze Motes: Full description of the monthly releases

Release notes and
« Technical Documentation: Setup Guides and User Guides

technical documentation

For Web Services, access Release Motes, Guides, and Sample Code and Certified Application Guides.

Select Expense
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Online Help — Admins

Users with an admin role can access release notes, technical documents, and other
resources using online help in Concur.

@ Help | Log Out
Support

Expense Help

Expense Tools Help

Expense Anciministration Hel

\

Expense Setup and
p, . . P Help Search « »
Administration
Use Online Help
Technical Documentation Navidate Hel
( Setup and User Guid_e_> avigate Help
Whatls News - xpensle ) | Use the Help Back ® .nd Forward ™ buttons to go
What's New - Opncur's mobile app | back and forth between topics. These buttons are
wWhat's Mew - Cojcurfarce located in the top right corner of the Help system. Do
not use the browser's Back and Forward buttons,
Intuit Toolbar Change the size of the left and right frames
+ [JUsing Online Help
You can make the Contents {left) side of the page
- EiSetup wider or narrawer, To do so:
Approval Routing 1. Place the mouse pointer on the gray bar that
Car Configuration separates the left {Contents) and right (Help
Company Card page) frames.
L] “licl nd deoo b the d oY= ity
Cam i
- Cost -
e Concur Standard Guides
=0 - ;
Expe | GUIde Name Available Formats
Intro| | Expense Setup Guide - Covers the DOC - PDF
Ermpl | Expense Setup wizard.
- dFile § | Administration User Guide - Cavers DOC - PDF
- = the Process Reports, Payment
Manager, and Reporting features.,
Expense Pay Guide - Covers setup DOC - PDF
and administration of the Expense Pay
product.
NOTE: These documents are provided in Er'wglish anly.
Supported Configurations
Monthly browser certifications, both current and planned, are available on the
Release Notes page.
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Resolved Issues

Case ID Description

04653641 Importing Charges:

UK users are now able to successfully import credit card charges into
expense reports.

04647158 Passwords:
Users are no longer being constantly prompted at logon to change
passwords.
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Legal Notice

Information contained in this document applies to the following products in effect at
the time of this document's publication:

Expense, March 2014

The above product(s) and information contained in this document are subject to
change without notice. Accordingly, Concur Technologies, Inc. disclaims any
warranties, express or implied, with respect to the information contained in this
document, and assumes no liability for damages incurred directly or indirectly from
any error, omission, or discrepancy between the above product(s) and the
information contained in this document.

© 2004 - 2014 Concur Technologies, Inc., Redmond, Washington. All rights
reserved.

Concur® is the trademark of Concur Technologies, Inc. All other company and
product names are the property of their respective owners.

Published by Concur Technologies, Inc.
601 108th Ave NE

Suite 1000

Bellevue, WA 98004
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Release Notes

This document contains the release notes for the Expense functionality for Concur
Standard edition. Clients with the Travel product should review the Travel release
notes, located on the Concur Support portal.

Expense Approver: New Previous/Next Report Buttons

Overview

With this release, Next Report and Previous Report buttons appear at the bottom
of the approver's view of the expense report page. These buttons appear for all
previously approved reports, when the approver is reviewing historical data. They do
not appear for reports pending review, where the approver needs to take action to
approve or return the report.

BUSINESS PURPOSE / CLIENT BENEFIT

For approvers, these new buttons makes navigating through expense reports much
easier and the review of historical data faster.

What the Approver Sees

The Expense approver clicks the Next Report or Previous Report button to
navigate quickly through historical reports.

My Concur | Expense | Profile

View Reports  New Expense Report  View Receipt Store  Approve Reports  Process Reports

Trip to Portland mier, chris

Summary Details ~| Receipts ~| Print/Email -

E)(PEI‘ISES View * | & Summary
Transaction Da... | Expense Type Enter Vendor N... Business Purpo... City Report Summary
02/25/2014 Airfare Alaska Airlines sz Report Tofals
Amount Due Company Amount Due Employee
50.00 5239.66
4 | -

TOTAL AMOUNT TOTAL APPROVED

$239.66 $239.66
( =< Previous Report )

Configuration / Feature Activation

The feature is automatically on; there are no additional configuration or activation
steps.
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New Approval Routing: Routing and Recall Options

Overview

¢ Routing - Concur has provided new options for routing approvals. The two pre-
existing choices are renamed for simplicity. Each choice continues to have a link
to a flow diagram. The four (total) choices are now:

1) Manager > Processor

NOTE: Previously named "Option 1: Route to the employee's
manager, then to the administrator".

2) Manager > Authorized Approver > Processor

NOTE: Previously named "Option 2: Route to employee's manager,
then if necessary to a manager with approval authority for that report
amount, then to the administrator”.

3) Manager > Second Approver > Processor

4) Manager > Manager's Manager (up to 5 levels) > Processor

¢ Recall - Also, as an administrator you may now allow employees to recall

submitted reports. This hew check box is enabled by default.

The submitter clicks the Recall button to edit a submitted report.

‘Welcome, Chris Miller

(@ CONCUR

My Concur | Expense

Sales Conference

Summary Details -

Expenses
Date ~ Expense

04/04/2014  Farang

Administration Setup  Profile

:-»:_Ig:.‘_.f.__&[:__;_\_t_;__: Mew Expense Report  View Receipt Store  Approve Reports  Process Reports

Receipts ~| Print/Email ~

view T | €
Amount Requested

$10.00 $10.00

TOTAL AMOUNT

$10.00

TOTAL REQUESTED

$10.00

Summary

Report Summary
Report Totals

9 Help | Leg Out

Amount Due Company
50.00

BUSINESS PURPOSE / CLIENT BENEFIT

This enhancement allows greater flexibility for approval workflows.

Concur Expense Release Notes
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Configuration / Feature Activation
The administrator completes the following steps to configure this feature:
APPROVAL ROUTING
The administrator enables the new options on the Approval Routing page of Setup.
» To enable a second approver:
1. In Setup, select Expense > Approval Routing.

2. Select Manager > Second Approver > Processor.

Approval Routing

This is where you define how Expense will route expense reports for approval

Step 1: Select your approval routing
After your employees submit an expense report for approval who should it go to?
Manager > Processor. Show me an example
Manager > Authorized Approver = Processor. Show me an example
@ Manager > Second Approver > Processor, Show me an example

Manager > Manager's Manager [up to 5 levels) > Processor, Show me an example

3. Click Next.

4. In Users, for each employee, select someone from the Second Approver list
and click Save.

> To enable up to five levels of managerial approval:
1. In Setup, select Expense > Approval Routing.

2. Select Manager > Manager's Manager (up to 5 levels) > Processor.

Approval Routing

This is where you define how Expense will route expense reports for approval

Step 1: Select your approval routing

After your employees submit an expense report for approval who should it go to?
Manager > Processor. Show me an example
Manager > Authorized Approver > Processor. Show me an example
Manager > Second Approver > Processor, Show me an example

@ Manager > Manager's Manager [up ta 5 levels) > Pracessar, Show me an example

3. Click Next.
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4. In Users, for each approver, enter a Can Limit Approve amount and click
Save.

P To prevent employees from recalling submitted reports:
1. In Setup, select Expense > Approval Routing.

2. Clear (disable) the Allow employee to recall reports check box.

Step 2: Choose workflow preferences
Sometimes expense reports need to be approved by a manager outside the regular approval route. You can choose whether employees, managery
/| Allow managers to add another approver to the list,

Allow employees to add another approver to the list,

Sometimes employees want to make changes to a report they have already submitted, You can choose whether employees can recall a report,
4| Allow employee to recall reports.

3. Click Next.

Data Entry Details: Save and Cancel Buttons

Overview

Concur has provided Save and Cancel buttons on the Cost Tracking — Data Entry
Details page of Setup. It is no longer necessary to click Next to save changes.

BUSINESS PURPOSE / CLIENT BENEFIT

This enhancement provides consistency with the other Setup steps and pages by
allowing changes to be cancelled or saved.

Configuration / Feature Activation
» To cancel changes:

1. In Setup, select Cost Tracking > Data Entry Details.

1 DataToTrack 2 Linked Lists Data Entry Details 4
Save( | Cancel )

2. Click Cancel.

> To save changes:
1. In Setup, select Cost Tracking > Data Entry Details.

2. Click Save.
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Mexico Tax Invoice: XML Uploads/Attach CFD

Overview

If your entity uses the Mexico country pack, Concur has provided your travelers with
a new button to upload an XML tax invoice to a line item on their expense report.

Mexico has mandated that vendors provide a digital tax invoice in XML format for
any reimbursable expense. A company must receive and store this file in order to
claim the expense for tax purposes, and must be able to produce the original file in
case of audit. To meet this requirement, the user can upload and store the official
digital tax invoice XML file (Comprobante Fiscal Digital, or CFD) in an expense report.

BUSINESS PURPOSE / CLIENT BENEFIT

This enhancement allows companies that do business in Mexico to comply with

regulatory requirements.

Configuration / Feature Activation

»

To attach a digital tax invoice (CFD) file:
1.

2.

Select an expense entry.

On the Expense tab, click Attach CFD.

Expense

Expense Type

|Taxi

Vendor Description
Verde Taxi

Amount

|9.00 MXN |

Client:Service

Personal Expense (do not
reimburse} B?

Transaction Date

v~ |1s/oz/2014

Country
MEXICO

Receipt Status
|Tax Receipt

Program

Receipt Store

Business Purpose
Airport to convention hotel

Payment Type
|Cash

Branch

Comment

m Itemize Allocate Attach CFD Attach Receipt

Cancel

NOTE: The button does not display if a CFD file is already attached.

Click Browse.

Navigate to the location of the tax receipt file and click Open.

Click Upload. A green icon appears next to the entry under Expenses.

Concur Expense Release Notes
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P To delete a digital tax invoice (CFD) file:

1. Hover over the CFD icon (&).

Expenses Move = | Delete Copy || view = | [#
v Date ~ Expense Amount Reguested
01/04/2014 -
Z ) MXN 5.00 MXN 5.00
o® .
Digital Tax Invoice (CFD)
Certificate Number: 00001000000103362413
Vendor Description: TELEFONOS DE MEXICO S.A.B. DE C.V.
Tax ID: TMEB40315KT6
Total Amount: 359.00

View CFD Delete CFD J|

2. Click Delete CFD.

New Languages Now Available

Overview

The following languages are now available:
+ Japanese (Locale: ja_JP)
¢ Chinese (China, Locale: zh_CN)

¢+ Chinese (Taiwan, Locale: zh_TW)

The language locales can be assigned to users on the User Details page of Setup, or
by using the spreadsheet User Import.

BUSINESS PURPOSE / CLIENT BENEFIT
These enhancements provide greater functionality for global companies.

Configuration / Feature Activation

No additional configuration is required to use these features.
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Expense Pay: Multiple Funding Accounts for Same Currency
Now Available
Overview
Prior to this release, the administrator could only create one Expense Pay funding
account per currency. In the April release, the administrator can now create multiple
funding accounts for a single currency, if the countries are unique. This allows the
administrator to create Euro funding accounts for different countries.

BUSINESS PURPOSE / CLIENT BENEFIT

This enhancement supports Eurozone funding accounts.

Configuration / Feature Activation

No additional configuration is required to use this feature.

Travel Integration: Page Renamed to Trip Mapping and
Moved

Overview

The Travel Integration page of Setup has been renamed to Trip Mapping and
moved to be a step in the Expense Types step of Setup. The page allows the
administrator to select the default expense type and payment type for travel
segments that users import into Expense. The travel segments may come from
associated Concur Travel bookings, Triplt entries, or other sources.

Welcome, Chris Miller @ Help | Log Out
CONCUR
Administration Setup Profile
?
Set up Expense for Brooks Development Need help?
© Learn about this step @ How it works
2) Policy Groups Here's where you set up the expense type you want associated with a given segment type. ‘ e ‘
3) Cost Tracking
) Expense < 1 Expense Types |2 AccountCodes |3 Expense Forms (@) Attendee Forms [ Trip Mappings
Expense Types
Approval Routing Segment Type Expense Type Payment Type
Compliance Controls Air Ticket Airfare Company Paid
Car Configuration Car Rental Car Rental Company Paid
Employee Reimbursements Hotel Reservation Hotel Company Paid
Company Card Limousine Reservation Taxi Company Paid
File Export Configuration Parking Fee Farking Company Paid
5) Users Railway Ticket Train Company Paid
Taxi Fare Taxi Company Paid
6) Reporting Configuration
Concur Expense Release Notes Page 7 Concur Standard
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BUSINESS PURPOSE / CLIENT BENEFIT

This enhancement provides better visibility of the mapping between expense types
and travel segments.

Configuration / Feature Activation

This page is now available to all clients, not just clients with Travel. No additional
configuration is required to use this feature.

Audit Service: Audit Profile Options — Receipt Tax Checks
Now Available for Australia

Overview

Clients using the Policy Audit product in Australia now have access to the Tax Checks
receipt options. The Audit Profile Options — Receipt page now includes a country
list, and when Australia is selected as the country, the administrator can enable or
disable Tax Checks:

1 Complorce Bues |2 Becept Handrg Optons |3 DpermeUmits 8 ducht Servae Options [ Amdit Profilie Options. - Receipt
LA LHETRALLY |~

Receipt Teestions
Far Cash Claima

Reeceipd Required
Comment Alewed
o aHidavd Allgered

Recmpt Regquined
& Cringt Card SEatemind of Commind Allowed
Credit Card Statement Allowed
Comment Alawed
ARidad Alloreed

@ Oy Sumenary Page Required
Full temazstion Regueed

If Tax Checks is set to Yes, report auditors are able to change the receipt status
and tax amounts on expense reports.
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BUSINESS PURPOSE / CLIENT BENEFIT

This enhancement provides more audit options for Australia.

Configuration / Feature Activation

This feature is only available to clients with the Audit Service in Australia, and UK
clients that do not use the Compliance product.

VAT Release Notes

NOTE: Concur does not provide a guarantee on the VAT rates, but will make all
attempts to keep the rates updated. Rate changes will be documented in this section
of the monthly release notes.

Standard VAT Configuration

Overview

In the March 2014 release, Concur added support for 24 new countries. The
countries that collect VAT all have a standard single-level VAT configuration. This
release note details the standard configuration, which went into effect with the March
release.

The new country support includes taxation rate maintenance. Concur will keep the
rates updated to the current standards, but cannot provide a guarantee that the
rates will always match as rates are updated. Tax rate changes will be announced in
the monthly release notes. The clients do not set their own tax rates, which matches
the existing functionality for UK, Canada, and Australia.

Concur creates a number of tax groups for each country, based on the standard set
of rates.

The following table lists the tax groups created for each country:

Rate Type ‘ Tax Group Tax Form Tax Rate Reclaim
Standard None Standard 100%
Standard 50% Reclaim None Standard 50%
Standard Standard No Reclaim None Standard 0%
Zero Zero None Zero 0%
Reduced None Reduced 100%
Reduced Reduced No Reclaim None Reduced 0%
Concur Expense Release Notes Page 9 Concur Standard
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Rate Type ‘ Tax Group Tax Form Tax Rate Reclaim

Super
Super Reduced None Reduced 100%
Super Reduced No Super
Super Reduced Reclaim None Reduced 0%
Reduced 3 Reduced 3 None Reduced 3 100%
All Rates:
List containing all
tax rates for a
country e.g. 100%
Standard (19%) for Non
Reduced (7%) Zero
All All Rates Zero (0%) All Tax Rates Rates
All Rates:
List containing all
tax rates for a
country e.g.
Standard (19%)
Reduced (7%)
All All Rates Non Reclaimable | Zero (0%) All Tax Rates 0%

EXPENSE TYPES

Expense types are mapped to tax groups for each country, based on best practices.

OPTIONS
Clients can:
1. Activate or deactivate a tax authority
2. View tax groups
3. Modify expense type tax group mapping
4. Modify reclaim codes

Tax List Items Include Previous Rate Information

The tax list items now provide the previous rate and the current rate for three
months after the rate changes. Example:

Prior to 1st Apr 2014: List Item - Standard (20%)

From 1st Apr 2014 to 1st Jul 2014: List Item - Standard (21%; previously 20%)

Concur Expense Release Notes Page 10 Concur Standard
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On 1st Jul 2014: List Item - Standard (21%)

New Domestic/International Travel Tax Groups

Concur now supports two new tax groups for all single-level VAT countries:
e Domestic/International

e Domestic/International Non-Reclaimable

These groups are used to appropriately track VAT expenses on international trips.
Each tax group will have a tax form containing list items for Domestic Travel and
International Travel.

VAT will be recoverable in the Domestic/International tax group for any Domestic
Travel list items.

Unused Tax Groups Are Now Hidden
When a tax group rate expires, it will stop appearing on the Tax Groups for Tax
Authority page. If the tax group still has expense types mapped to it, it will

continue to appear until an administrator has removed all the expense types from
the tax group.

Canada Update

HST-PEI (Harmonized Sales Tax in Prince Edward Island)

There are now separate Goods and Services Tax (GST) amounts for VAT:
e 31 March 2014 (up to and including)
e 1 April 2014 (and later)

HST-BC (Harmonized Sales Tax in British Columbia)

This tax authority is retired as of 1 April 2014.

Japan Update

As of April 1, 2014, the Consumption Tax Rate increases from 5% to 8%.

Concur Expense Release Notes Page 11 Concur Standard
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Additional Release Notes and Technical
Documentation

Concur Support Portal

You can access release notes and other technical documentation on the Concur
Support Portal.

If you have the proper permissions, the Support menu is available to you in Concur.
Click Support and then - in the Concur Support Portal - click Resources.

Click Release/Tech Info - Standard for release notes, technical documents, etc.

My Concur

Select Expense

Welcome, s Rty Last logged in: 01,/21/2014 10:41 am (Details’

CONCUR

Expense

Card Registral
Release Notes and Technical Documentation  Whatis technical documentation?
Add a New Per
Concur Standard edition includes Expense, Travel, Invoice, Analysis ! Intelligence, Con Locate & Alert
| ‘Card Name

Reporting Administration Setup Profile App Center

C. Concur Support

Home Support Resources Community Info Billing

Knowledge Base ch Info - Standard Eleagel/Tech Info - Concurforce Training - Standard Training - Concurforce

+ Release Motes: Full description of the monthly releases

Release notes and
+ Technical Documentation: Setup Guides and User Guides

technical documentation

For Web Services, access Release Motes, Guides, and Sample Code and Certified Application Guides.
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Online Help - Admins

Users with an admin role can access release notes, technical documents, and other
resources using online help in Concur.

@ Help | Logout
Support

Exzpense Help
Exzpense Tools Help

Expense Antirninistration Hel

\

Expense Setup and

. . Help Search « »
Administration i Seare

Use Online Help
Technical Documentation

Mavigate Hel
 Setup and User Gui@ avigate Help
What's New - Expense

) , ) Use the Help Back € .nd Forward ™ buttons to go
What's Mew - Cpncur's mobile app back and forth between topics. These buttons are
What's New - Cowcurforce located in the top right corner of the Help system. Do
not use the browser's Back and Forward buttons,

m

Intuit Teolbar

Change the size of the left and right frames
+ ZJUsing Online Help

You can make the Contents (left) side of the page
- E3Setup wider or narrower, To do so;
Approval Routing
Car Configuration

Company Card

1. Place the mouse pointer on the gray bar that
separates the left (Contents) and right (Help
page) frames.

o licle —end Aeoo be blhe Hdeciesd weidtl
Com *
- Cost -
~Ca0] Concur Standard Guides
=00
Expel | GUIde Name Available Formats
Intro| | Expense Setup Guide - Covers the DoC - PDF
Ernpl | Expense Setup wizard.
- i3File | | Administration User Guide - Caovers DocC - PDF
P = | the Process Reports, Payment

Manager, and Reporting features.

Expense Pay Guide - Covers setup DoOC - PDF
and administration of the Expense Pay
product.

NOTE: These documents are provided in Er'ﬂglish only.

Supported Configurations

Monthly browser certifications, both current and planned, are available on the
Release Notes page.
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Resolved Issues

Case ID Description

04705018 Users:
Managers whose names contain apostrophes now display correctly.

04729222 Expense Types:
It is again possible to deactivate expense types.

04542849 French Translation:
The [Meals] Tips field correctly reads Pourboires not Conseils.

04789254 New Users:
By default, new users have submit and approve permission.

N/A User Import:
The sample template is now updated with the latest User Import
fields.
Concur Expense Release Notes Page 14 Concur Standard
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Legal Notice

Information contained in this document applies to the following products in effect at
the time of this document's publication:

Expense, April 2014

The above product(s) and information contained in this document are subject to
change without notice. Accordingly, Concur Technologies, Inc. disclaims any
warranties, express or implied, with respect to the information contained in this
document, and assumes no liability for damages incurred directly or indirectly from
any error, omission, or discrepancy between the above product(s) and the
information contained in this document.

© 2004 - 2014 Concur Technologies, Inc., Bellevue, Washington. All rights reserved.

Concur® is the trademark of Concur Technologies, Inc. All other company and
product names are the property of their respective owners.

Published by Concur Technologies, Inc.
601 108th Ave NE

Suite 1000

Bellevue, WA 98004
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Release Notes

This document contains the release notes for the Expense functionality for Concur
Standard Edition. Clients with other products such as Invoice and Travel should
review those release notes, located on the Concur Support portal.

**Coming Soon** The Concur User Experience Evolution

Organizations and their end users are holding their enterprise solutions to higher
standards as the requirements of their business change - wanting their enterprise
solutions to be intuitive, effortless, integrated, and efficient. Concur is committed to
delivering the best Travel, Expense, Invoice, and related solutions for its 20,000+
clients worldwide, and is building a solid foundation that will be leveraged to meet
these challenges.

The Concur User Experience Evolution is a key initiative that will accomplish three
primary goals.

e Modernize the user experience and increase the usability of Concur
applications, while maintaining the ability to apply and enforce company
policies

¢ Implement features and functionality in a manner that provides clients with
the maximum benefits for their Travel, Expense, and Invoicing needs, while
minimizing change-management impacts

¢ Allow effortless navigation and access to features for all products on the web
and mobile devices

Concur’s goal is to continue to enhance the user experience to ensure products meet
each client’s evolving needs. This, along with technology and competitive influencers,
are key inputs to internal strategies and used to inspire innovation. As Concur drives
to provide the best solutions for clients, Concur will continue to improve the interface
to meet that need. The evolving user experience will start in 2014 and will be
ongoing as Concur continues to strive for excellence in partnership with clients.
Specific product lines impacted are:

e Travel (Standard, Professional)

¢ Expense (Standard, Professional, Small Business)

¢ Invoice Management (Standard, Professional)

e Request (Professional)

e TripLink

Key features and enhancements are:

e Enhanced Home and Expense pages with effortless navigation and a modern
consumer-based application “Look-and-Feel”

e A streamlined travel summary and booking workflow process

Concur Release Notes Page 1 Expense Standard
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e Consistent terminology and iconography — across all product lines including
Travel, Expense, and Invoice

e A dashboard design with logical grouping of like functions and tasks to
minimize the number of popups or pages required to complete a specified
task

e A facts and stats section with key metrics and other helpful information for
the user

e Actions, alerts, and notifications that are clearly defined and visible

e Vastly improved smart matching of expenses and receipts as a result of
combining key functions on the same page

e [Easy access to help, support, and other key resources

Schedule

Implementation of the enhanced UI will start for select clients in August

2014. General release is scheduled to begin in October 2014 and will run through
early 2015. General release clients will be allowed to preview the enhanced interface
and related changes during this period. They can toggle between the current
interface and the enhanced one, as required for their specific needs.

Resources

Concur will launch a formal communication and client engagement plan that will run
through implementation and include webinars, videos, formal messaging, and an
online website dedicated to the evolution. Clients can also leverage standard support
channels as well as social media to stay informed or provide feedback.

Compliance Rules: Added Rules

Overview

Concur has added three new settings for cross-charges, requiring comments, and
random audits:

¢ Flag if expense cost object does NOT match employee cost object for
the following: {select one or more from the list}

¢ The following expense types require comments: {select one or more
from the list}

¢ What percentage of submitted reports do you want to randomly select
for processor audit?

NOTE: This new setting is not the same as the Audit Service. To purchase the
Audit Service, contact Concur Client Support.
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BUSINESS PURPOSE/CLIENT BENEFIT

These additional settings facilitate greater compliance with company standards.

What the User Sees

Enable the cross-charges rule and submitters, approvers, and report processors may

see this exception:

Expenses Move = | Delete | Copy
] Date ~ Expense Amount Requested
04/21/2014
Brealdast $10.00
0
04/21/2014 =
Seminar/Course Fees $68.00
v
@expense has besn cr::uss—chargeE{D
TOTAL AMOUNT TOTAL REQUESTED
$78.00

Enable the require comments rule and submitters may see this exception:

Expenses Move = | Delete | Copy
| Date - Expense Amount Requested

04/21/2014

g frealdast $10.00
] :

@EESE enter a comment for this expense en@

Oy s agevrs N

0 Seminar/Course Fees $68.00
TOTAL AMOUNT TOTAL REQUESTED
$78.00

Enable the random audit rule and report processors may see this exception:
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Reports Ready for Processing
Group: Global

Run Query =| Group List Settings Create/Manage Queries =

Find every report where

Report Name R Begins With " AND
W w
] Report Name Submit Date Employee Name  Approval Status Report Total =
O Bus Trip 04/28/2014 Miller, Chris Approved & In Accounting Review §78.00

C Code: AUDIT, Level: 1; This report has been randomly selected for audiD

What the Administrator Sees

The Compliance Rules page has three new settings.

[ Flag if expense cost object does NOT match employee cost object for the following:

[T what percentage of submitted reports do you want to randomly select for processor audit? 10

-Please Select-

[F1 The following expense types require comments: 7 Warning Message

s Warning Message

Warning Message
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Configuration/Feature Activation

Configure these rules on the Compliance Rules page of Setup.

»

To activate the compliance control rules:

1.

Select the check boxes and enter the values for the desired rules:

Field ‘ Description

Flag if expense cost
object does NOT match
employee cost object for
the following {select one
or more from the list}

When selected, Concur flags expense reports
containing cross—charges with an exception that
reads, "Expenses have been cross-charged." This
exception is visible to submitters, approvers and
report processors.

Example:
Configuration Summary:

e The Cost Object selected on the Compliance
Controls page of
Setup is Store.

e« The employee creating an expense report is Chris
Miller.

e The value of the Store field in Chris Miller's profile
on the Users page is 34.

Scenario:

If Chris Miller’s report contains an expense entry
or expense entry allocation for any store other
than 34, the entry is a cross-charge.

The following expense
types require comments
{select one or more from
the list}

When selected, Concur flags expense reports missing
comments for the selected expense types with an
exception that reads, "Comments are required for
expenses of certain types." This exception is
visible to submitters, approvers and report
processors.

NOTE: This setting creates blocking exceptions. In
other words, if selected, expense reports without
these comments cannot be submitted.

What percentage of
submitted reports do you
want to randomly select
for processor audit?

The percentage audit determines the chance of an
audit (for example, a 10% chance). That is, the
system flags 10% of the reports submitted by the
selected group or groups for audit. (The maximum is
100%.)

When selected, Concur flags random expense reports
with an exception that reads, "This report has been
randomly selected for audit." This exception is
visible to report processors.

NOTE: Averages are the basis of the random audit
rule. In the long term, the system flags the desired
percent of reports. In the short term, the exact
percentage of reports audited may be slightly more
or less than the configured percentage number.
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2. (Optional) Click Warning Message to edit the messages the users see when
the rule is violated.

3. Click Next, to save your changes.

Expense Report Audit Trail: Updated with Comments When
User Emails Detailed Report

Overview
When a user, approver, or processor chooses to email a detailed report, Concur
places an entry in the audit trail for the report, indicating the date/time and the

email address the email was sent to. In the May 2014 release, Concur enhanced the
audit trail entry with the following additional information:

¢ The name of the person sending the email

e The content of the comments added to the body of the email, to a maximum
of 1300 characters. Any additional characters will be truncated.

BUSINESS PURPOSE / CLIENT BENEFIT

This enhancement provides greater visibility when users choose to email report
details.

Configuration/Feature Activation

No additional configuration is required.

QuickBooks Integration: QuickBooks Online Update

Overview

As part of normal maintenance, Concur has created a new API for the Concur
QuickBooks Connector for QuickBooks Online integration.

BUSINESS PURPOSE/CLIENT BENEFIT

This new API resolves a case escalation and allows vendor credit/bill refunds to
successfully post in QuickBooks Online.

This functionality currently exists for QuickBooks Desktop users and this change
creates integration parity between QuickBooks Online and QuickBooks Desktop.

Configuration/Feature Activation

No additional configuration is required.
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New Document: Client Admin Release Summary

Overview

For the busy client admins, the new Client Admin Release Summary provides a brief
description of the monthly enhancements as well as easy access to the full set of
monthly release notes.

BUSINESS PURPOSE / CLIENT BENEFIT

Management now has simplified, high-level visibility on new features.

What the Administrator Sees

The Expense Administration Help now has a link to the Client Admin Release
Summaries.

Expense Setup and
Administration

Technical Documentation
Setup and User Guide
Q_dmin Release Summa@
What's New - Expense
What's New - Concur's mobile app

Configuration/Feature Activation

No configuration is required.

Setup Documentation: Reorganized Presentation

Overview

The Expense Setup Guide for Concur Standard and the Invoice Setup Guide for
Concur Standard are now a larger set of smaller documents.

BUSINESS PURPOSE / CLIENT BENEFIT
Smaller documents mean Administrators have a faster way to access information.

Scanning the new list of feature document hyperlinks saves time compared to finding
a particular feature's section in a larger document.
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What the Administrator Sees

Use the links at the top of the page to move quickly from the Expense Setup Guide
links at the top of the list to the other guides and fact sheets below.

Technical Documentation - Concur Standard

Quick Links

Release Notes:

e All Concur Standard products

Client Admin Release Summary:

& All Concur Standard products

fg(pense: \
* Setup Guides
+ User Guides
= Fact Sheets

Invoice:

e Setup Guides

Concur for Mobile:

e Guides & FAQs

Concur Insight (formerly
Analysis/Intelligence):

s User Guides

Locate & Alert:

* User Guide

Other:

« Supported Configurations
e Permission to Duplicate /

m

e User Guides ol = Permission to Copy / Proprietary
Statement
Concur Salesforce Connector: Travel: = User Guide e TMC access to Professional
Edition
* ;;%‘Ef;_“g%} + Setup Guides & User Guides
K = Travel Service Guides ‘/)
Expense
Expense Setup Guides
Name Revised Format
Approval Routing May 16 2014 DOC - PDF
Car Configuration May 16 2014 DOC - PDF
Company Card May 16 2014 DOC - PDF
Compliance Controls May 16 2014 DOC - PDF
Concur QuickBooks Connector May 16 2014 DOC - PDF
Cost Tracking (Shared) May 16 2014 DOC - PDF
Employee Reimbursement May 16 2014 DOC - PDF i
- - - =
Configuration/Feature Activation
No configuration is required.
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Supported Configurations

Monthly browser certifications, both current and planned, are available on the
Release Notes page.

Microsoft Internet Explorer Version 7.x Retirement December
2014

Overview

Support for the Microsoft Internet Explorer (IE) version 7.0 browser under Concur
products will end December 31, 2014. Clients using IE v. 7.0 are strongly advised to
update to the latest IE browser version (v. 11.0) no later than August 1, 2014. This
will ensure that clients can comfortably transition by the December 31 deadline.

BACKGROUND
Microsoft ended support for this version of their IE browser in accordance with their

product lifecycle program. Concur has continued support to ensure clients could
transition to a newer browser in a timely manner.

[N Refer to Browser Support in the Concur: Supported Configurations document
for more information about supported browsers under Concur products.

Internet Explorer V. 11: Best Practice for Use with Concur
Products

Overview
With the release of Microsoft Internet Explorer (IE) version 11.0 some issues have
been identified that may cause problems when viewing and working with Concur
products such as Expense, Invoice, and others.
To resolve these issues, we strongly recommend that the client implement
Compatibility Mode in IE v.11 by adding the Concur URL to the browser’s
compatibility list, available on the Tools menu of the browser.
» To add Concur to your IE v. 11 compatibility list:

1. InIE v.11, load the Concur page (for example, www.concursolutions.com).
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http://www.concursolutions.com/

2. Click Tools > Compatibility View settings to open the Compatibility
View Settings dialog box.

elete browsing history... Ctrl+5Shift+Del

InPrivate Browsing Ctrl+5Shift+P

Turn on Tracking Protection
ActiveX Filtering

Fix connection problems...
Reopen last browsing session

Add site to Apps

View downloads Ctrl+)J
Pop-up Blocker [
SmartScreen Filter k

Manage add-ons

~ CC_ompatibiIity View settin@

Optional: Press Alt to display the Tools menu.
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3. Click Add to include the Concur URL in the Websites you've added to
Compatibility View list.

Compatibility View Settings S

m Change Compatibility View Settings
(@a)

Ag-:l this website:
(concursolutions com})

G L
(I’he URL you are visiting appears \

under Add this website. Click Add
to include the URL in your
compatibility list.

Optional, but recommended, is to
select (enable) the Use Microsoft
compatibility lists to ensure your
browser is referencing this list when
loading the Concur URL. /

Display intranet sites in Compatibility View

Use Microsoft compatibility Ii@

Learn more by reading the Internet Explorer privacy statement

TIP: Ensure that this list applies when accessing Concur products by selecting
(enabling) the Use Microsoft compatibility lists option.

4. Click Close.

Monthly Browser Certifications

Monthly browser certifications, both current and planned, are available with the other
Concur monthly release notes.

N Refer to Additional Release Notes and Technical Documentation in this

document for information about accessing the other release notes and the
monthly browser certifications.
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Additional Release Notes and Technical
Documentation

App Center: New Dedicated Release Notes

Overview

Concur is now providing dedicated release notes for the App Center. These release
notes detail the applications scheduled for release in the upcoming month on the App
Center. There is a new row for the App Center on the Release Notes landing page,
available to clients from the Concur Support Portal:

Client Support portal
Release Notes - Concur Standard

Additional Release Notes: Read the release notes below if you
use these services.

Expense (includes Expense Pay) App Center

Travel Mobile app

Concur Solution

Invoice TripLink
Concur Insight Essentials [(formerly Analysis)
Locate B Alert
Web Services Platform

Monthly Browser Certification

Notes:
» If you cannot access the current release notes, please clear your browser cache
and try again.

« These documents are provided in English only.

BUSINESS PURPOSE / CLIENT BENEFIT

This enhancement provides advance notification to administrators before App Center
application releases.

Configuration/ Feature Activation

No additional configuration is required.
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Concur Support Portal

You can access release notes and other technical documentation on the Concur
Support Portal.

If you have the proper permissions, the Support menu is available to you in Concur.
Click Support, and then, in the Concur Support Portal, click Resources.

Click Release/Tech Info - Standard for release notes, technical documents etc.

My Concur

Select Expense

Welcome, s Basisityg Last logged in: 01/21/2014 10:41 am (Details’ Q‘ Help ([ Support

CONCUR

Expense

Card Registra
Release Notes and Technical Documentation What is technical documentation?
Add a New Per )

___ Card Name

Reporting Administration Setup Profile App Center

“

C. Concur Support

Home Support Resources Community Info Billing

Knowledge Base ! ch Info - Standard Eleage/Tech Info - Concurforce Training - Standard Training - Concurforce

Concur Standard edition includes Expense, Travel, Invoice, Analysis / Intelligence, Con Locate & Alert

+ Release Motes: Full description ofthe monthly releases
+ Technical Documentation: Setup Guides and User Guides

Release notes and
technical documentation

For Web Semvices, access Release Motes, Guides, and Sample Code and Ceriified Application Guides.
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Help -

Admins

Users with an admin role can access release notes, technical documents, and other

resources using Help in Concur.

Welcome, Chris Miller

CONCUR

My Concur | Expense Invoice

Administration

Last logged in: 05/14,2014 02:22 pm (Details)

Setup  Profile

@ 1elp | Log out B
Support
Expense Help

Invoice Help

m

Expense Tools Help

Expense Administration I—er[;}

T

Expense Setup and
Administration

Help Search

Technical Documentation
Setup and User Guide
Admin Release Summary
What's New - Expense
What's New - Concur's mobile app

Intuit Toolbar

1l + [Using Online Help

Use Online Help

Navigate Help

Use the Help Back * and

Forward ® buttons to go
back and forth between
topics. These buttons are
located in the top right
corner of the Help system.
Do not use the browser's
Back and Forward

Invoice Administration Help

Requested Amount

View All Charges

- {Setup buttons.
Approval Routing V| e an i kar e g i_ra
< | mn | » < | i
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Resolved Issue

Case ID Description

04819238 Payment Manager:
Lodge card transactions are successfully processed.
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Release Notes

This document contains the release notes for the Expense functionality for Concur
Standard Edition. Clients with other products such as Invoice and Travel should
review those release notes, located on the Concur Support portal.

**Coming Soon** The Concur User Experience Evolution

Organizations and their end users are holding their enterprise solutions to higher
standards as the requirements of their business change - wanting their enterprise
solutions to be intuitive, effortless, integrated, and efficient. Concur is committed to
delivering the best Travel, Expense, Invoice, and related solutions for its 20,000+
clients worldwide, and is building a solid foundation that will be leveraged to meet
these challenges.

The Concur User Experience Evolution is a key initiative that will accomplish three
primary goals.

e Modernize the user experience and increase the usability of Concur
applications, while maintaining the ability to apply and enforce company
policies

e Implement features and functionality in @ manner that provides clients with
the maximum benefits for their Travel, Expense, and Invoicing needs, while
minimizing change-management impacts

e Allow effortless navigation and access to features for all products on the web
and mobile devices

Concur’s goal is to continue to enhance the user experience to ensure products meet
each client’s evolving needs. This, along with technology and competitive influencers,
are key inputs to internal strategies and used to inspire innovation. As Concur drives
to provide the best solutions for clients, Concur will continue to improve the interface
to meet that need. The evolving user experience will start in 2014 and will be
ongoing as Concur continues to strive for excellence in partnership with clients.
Specific product lines impacted are:

e Travel (Standard, Professional)

e Expense (Standard, Professional, Small Business)

¢ Invoice Management (Standard, Professional)

e Request (Professional)

e TripLink

Key features and enhancements are:

¢ Enhanced Home and Expense pages with effortless navigation and a modern
consumer-based application “Look-and-Feel”

e A streamlined travel summary and booking workflow process
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e Consistent terminology and iconography — across all product lines including
Travel, Expense, and Invoice

e A dashboard design with logical grouping of like functions and tasks to
minimize the number of popups or pages required to complete a specified
task

e A facts and stats section with key metrics and other helpful information for
the user

e Actions, alerts, and notifications that are clearly defined and visible

e Vastly improved smart matching of expenses and receipts as a result of
combining key functions on the same page

e Easy access to help, support, and other key resources

Resources

Concur will launch a formal communication and client engagement plan that will run
through implementation and include webinars, videos, formal messaging, and an
online website dedicated to the evolution. Clients can also leverage standard support
channels as well as social media to stay informed or provide feedback.
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Travel Allowance for Germany Now Available

Overview

Travel Allowance (TA) is now available for clients that have the country configuration
for Germany. This feature includes best practices configuration of the German
regulatory requirements around travel allowances. A company may reimburse its
employees' travel expenses according to a schedule of set reimbursement rates,
commonly known as "per diem" or "travel allowance" rates.

What the User Sees

Users, whose profile is configured with an Employee Administration Code of
Germany, see Travel Allowances on their Details drop-down.

(® New Expense ® Quick Expenses || Details 2l Receipts ~ Print / Email ]

Expenses Report
Date - Expense Report Header

Adding New Expense Totals
Audit Trail

Approval Flow

Comments

Allocations

Travel Allowances
New Itinerary
Available Itineraries

Expenses & Adjustments

Reimbursable Allowances Summary,
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The user provides their journey information, so that the system knows the location

to use for their allowance basis.

Travel Allowances For Report: Schweiz

Edit Itinerary | Available Itineraries

Itinerary Info

Itinerary Name

Expenses & Adjustments

Trip Length

Schweiz 3 months or lass
Add Stop Import Itinerary New Itinerary Stop
-
(| Departure City « Arrival City Arrival Rate Location i3€33"- from (city)
Bad Homburg, GERMANY Zurich, SWITZERLAND fpa—
o 05/04/2014 DE:00 PM 05/04/2014 08:00 PM SWITZERLAND et
D ful\'lcl‘kSW'I:l\?ERLAND ?aili Hriml!uﬂrg, GERMANY GERMANY I |
05/06/2014 04:00 AM 05/06/2014 07:30 AM
Arrive in (gity)
Dat:
| = B
| -
Go to Single Day Htineraries Next == Done
Next, the user provides information about each day of the trip.
- o - allx
Travel Allowances For Report: Schweiz
Create Mew Itinerary || Available Itineraries Expenses & Adjustments
Show dates from [ite [ ce
Exclude | All |:| Date/Location « Lodging Type Meals Rate Breakfast Provided Lunch Provided Dinner Provided Allowance
05/04/2014 S can pra I P ——— PP it an
= Zurich, SWITZERL... Overnight allowance €32.00 |Business Entertainmen] | Mot Provided Mot Provided €161.40
05/05/2014 vErTial allowa £48.00 Brovi A Provi A Provi A £187.00
|:| Zurich, SWITZERL... Overnight allowance £48.00 | Not Provided Mot Provided MotProvided | ~ €187.00
05/06/2014 e I e —— P PO .
|:| Zurich, SWITZERL... Lodging {receipt) €32.00 | Not Provided Mot Provided Mot Provided €32.00
Update Expenses Cancel

Then, based on the options selected by the admin, the system will either create daily
allowance expenses or track the difference between actual expenses and the tax-free
amount allowed by the German rules.
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What the Admin Sees

The administrator selects if and what type of allowance is used for meals and for

lodging within the Setup Wizard.

GERMANY e Deactivate

Choose how your company uses travel allowances

Lodging: Daily Allowance 5
Meals: Daily Allowance hd
Meals Options

Reduce the allowance when these meals are provided by other means:
Breakfast
Lunch
Dinner

Default these meals as provided:
[T Breakfast
[T Lunch
[ Dinner

Options are:
e Daily Allowance
e Not Used
e Actual expenses (with over limit tracking)

e Actual expenses up to allowed limit

The administrator also configures meal options.

GERMANY b Deactivate
Choose how your company uses travel allowances

Lodging: Daily Allowance

Meals: Daily Allowance

/I\;eals Options \\

Reduce the allowance when these meals are provided by other means:
Breakfast
Lunch
Dinner

Default these meals as provided:
[T Breakfast
[C] Lunch

\L [ Dinner ,/
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Configuration/Feature Activation
The administrator configures this feature on the Travel Allowance page of Setup.
» To configure Travel Allowance

1. On the Expense > Travel Allowance page of Setup, select an option from
the Lodging list.

2. Select an option from the Meals list.
3. (Optional) Select (enable) the check boxes for the desired meal options.

4, Click Save.

B

For more information, refer to the Travel Allowance Setup Guide.
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New Feature for Expenselt Users with American Express

Overview

Clients who use Concur Expense, Expenselt, and American Express (Amex) should
be aware that Amex will soon be releasing the real-time notification feature. With
this feature, when a user's Amex card is used, Amex will send a notification to the
user's iPhone or Android mobile device asking if the user wants to capture the receipt
image for Expenselt.

Then, the user can snap a picture of the receipt and have Expenselt automatically
create an expense entry using the receipt details.

Business Purpose / Client Benefit

This is a great reminder for users to snap the picture immediately instead of waiting
until numbers of receipts accumulate. Also, even if the user does not want to capture
the receipt, this notification serves as an additional security measure - it notifies the
user whenever his/her Amex card is used.

Configuration/ Feature Activation

Activation of the real-time notification feature is fully controlled by Amex. Amex will
phase-in the feature to groups of its clients, starting the first of June.

NOTE: This feature is currently available only to Amex clients based in the United
States and Australia.

If a Concur client has the real-time notification feature turned ON for its user base
but an individual user does not want to use it, that user can disable push
notifications on his/her device (in the Expenselt app under Settings).

If you have any questions, please contact Concur Client Support.
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Supported Configurations

Microsoft Internet Explorer Version 7.x Retirement Schedule

Overview

Support for the Microsoft Internet Explorer (IE) version 7.0 browser under Concur
products will end December of 2014. Clients are strongly advised to plan the update
to a newer version of the IE browser if they are currently implementing 7.x as their
primary browser.

BACKGROUND
Microsoft ended support for this version of their IE browser in accordance with their

product lifecycle program. Concur has continued support to ensure clients could
transition to a newer browser in a timely manner.

[N Refer to Browser Support in the Concur: Supported Configurations document
for more information about supported browsers under Concur products.

Monthly Browser Certifications

Monthly browser certifications, both current and planned, are available with the other
Concur monthly release notes.

Refer to Additional Release Notes and Technical Documentation in this document for
information about accessing the other release notes and the monthly browser
certifications.
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Additional Release Notes and Technical
Documentation

Standard Edition

You can access release notes and other technical documentation on the Concur
Support Portal.

If you have the proper permissions, the Support menu is available to you in Concur.

Click Support, and then, in the Concur Support Portal, click Resources.

Click Release/Tech Info - Standard for release notes, technical documents etc.

Welcome, s Rty Last logged in: 01,/21/2014 10:41 am (Details’

CONCUR

My Concur

Expense Reporting Administration Setup Profile App Center

C. Concur Support

Home Support Resources Community Info Billing

Knowledge Base ch Info - Standard Eleagel/Tech Info - Concurforce Training - Standard Training - Concurforce

Card Registral
Release Notes and Technical Documentation  Whatis technical documentation?
Add a New Per
Concur Standard edition includes Expense, Travel, Invoice, Analysis ! Intelligence, Con Locate & Alert
| ‘Card Name

+ Release Motes: Full description of the monthly releases

Release notes and
+ Technical Documentation: Setup Guides and User Guides

technical documentation

For Web Services, access Release Motes, Guides, and Sample Code and Certified Application Guides.
Select Expense
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Help - Admins

Users with an admin role can access release notes, technical documents, and other
resources using Help in Concur.

Welcome, Chris Miller © belp | Log Out -
Support
CONCUR Expense Help
Invaice Help
My Concur | Expense Administration Setup  Profile Expense Tools Help
Expense Administration Help
Inveice Administration Help
Expense Setup and _
P . . P Help Search » 5
Administration
- -
Use Online Help M
Technical Documentation i
A - || Navigate Help
Setup and User Guide 3
Adm":' Release Summary Use the Help Back * and Forward ® buttons to go L
What's New - Expense back and forth between topics. These buttons are ~ | Requested Amount
What's New - Concur's mobile app located in the top right corner of the Help system. Do
not use the browser's Back and Forward buttons.
+Zusing Online Help Change the size of the left and right frames
— View All Charges
= ’-__?Setup You can make the Contents (left) side of the page
A wider or narrower. To do so:
Approval Routing
Car Configuration 1. Place the mouse pointer on the gray bar that pptal Unexpensed
Company Card separates the left {Contents) and right (Help
Compliance Controls , E’;g:) fr:rzes. to the desired width
- £3Cost Tracking . Click and drag to the desired width. )
& .
DQUICkBDDkS Search for topics in Help
+ _10ther -
U L5 The Search feature is located in the top bar of the -
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Release Notes

This document contains the release notes for the Expense functionality for Concur
Standard Edition. Clients with other products such as Invoice and Travel should
review those release notes, located on the Concur Support portal.

**Coming Soon** The Concur User Experience Evolution -
Standard Edition

Overview

Organizations and their end users are holding their enterprise solutions to higher
standards as the requirements of their business change - wanting their enterprise
solutions to be intuitive, effortless, integrated, and efficient. Concur is committed to
delivering the best Travel, Expense, Invoice, and related solutions for its 20,000+
clients worldwide, and is building a solid foundation that will be leveraged to meet
these challenges.

The Concur User Experience Evolution is a key initiative that will accomplish three
primary goals.

e Modernize the user experience and increase the usability of Concur
applications, while maintaining the ability to apply and enforce company
policies

e Implement features and functionality in @ manner that provides clients with
the maximum benefits for their Travel, Expense, and Invoicing needs, while
minimizing change-management impacts

e Allow effortless navigation and access to features for all products on the web
and mobile devices

Concur's goal is to continue to enhance the user experience to ensure products meet
each client's evolving needs. This, along with technology and competitive influencers,
are key inputs to internal strategies and used to inspire innovation. As Concur drives
to provide the best solutions for clients, Concur will continue to improve the interface
to meet that need. The evolving user experience will start in 2014 and will be
ongoing as Concur continues to strive for excellence in partnership with clients.
Specific product lines impacted are:

e Travel (Standard, Professional)

e Expense (Standard, Professional, Small Business)

¢ Invoice Management (Standard, Professional)

e Request (Professional)

e TripLink
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Key features and enhancements are:

¢ Enhanced Home and Expense pages with effortless navigation and a modern
consumer-based application "Look-and-Feel"

e A streamlined travel summary and booking workflow process

e Consistent terminology and iconography - across all product lines including
Travel, Expense, and Invoice

e A dashboard design with logical grouping of like functions and tasks to
minimize the number of popups or pages required to complete a specified
task

e A facts and stats section with key metrics and other helpful information for
the user

e Actions, alerts, and notifications that are clearly defined and visible

e Vastly improved smart matching of expenses and receipts as a result of
combining key functions on the same page

e FEasy access to help, support, and other key resources

Schedule and Activation - Standard Edition
General release is scheduled to begin in October 2014 and will run through early
2015. During this time, any user with access to the Setup tab can turn on the
enhanced UI for just themselves or for the entire company.

Resources
Concur will launch a formal communication and client engagement plan that will run
through implementation and include webinars, videos, formal messaging, and an

online website dedicated to the evolution. Clients can also leverage standard support
channels as well as social media to stay informed or provide feedback.

User Interface: Change in Red Text

Overview

To increase text contrast, we have modified all red text in Concur to be a slightly
darker red (#df0000).

This is a sample of standard red (#ff0000).
This is a sample of the darker red (#df0000).

Configuration/Feature Activation

The feature is automatically on; there are no additional configuration steps.
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Compliance Rules Page: Added Sections

Overview
Concur has divided the Compliance Rules page into three sections.
BUSINESS PURPOSE/CLIENT BENEFIT

This allows administrators to more easily understand and quickly find settings.
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What the Administrator Sees

The sections are Expense Settings, General Compliance, and Company Card
Compliance.

I! Compliance Rules 2 Receipt Handling Options 3 Expense Limits

GLOBAL CONFIGURATION 2

C Expense Settings )

Allow users to split expense reports.

Allow users to add mileage expenses via Mileage grid.

Allow users from these countries to add persenal credit cards for importing expense UNITED KINGDOM, UNITED STATE: ¥
transactions: .
Rename the cash payment type to Cash

(- General Compliance )

O Flag the following expense types: M
which do nat use the following payment type: Cash v Waming Message
=l Require users to itemize all hotel expenses,
Prevent users from creating expenses in the future,  Wamning Message
Flag potential duplicate expenses.
= Flag expenses with per attendee amount exceeding: 0 usp R Warning Message
[T] Require users to include attendees other than self for expenses containing attendees. Warmning Message
Set the default Payment Type for new expenses: Cash bt
D Flag exchange rate variance percentage greater than: 5 R Warning Message
= Flag if expense cost object does NCT match employee cost object for the Please Select- - Warnina Messaae
following:
[ The following expense types require comments: s Waming Message
[C] What percentage of submitted reports de you want to randomly select for processor audit? 10 %  Warning Message

C. Company Card Compl ian@

Flag expenses not paid with a company card for these expense types: Air Fare, Airfare, Car Rental, Hol ¥ Waming Message

Flag expenses with transaction dates older than this number of days: 60 Warning Message

/=

Flag personal use of a company credit card.  Warning Message

Send an email to users with unused corporate card transactions older than this many days: 14
Maote: This setting only applies to charges imported using the corporate card feed.

Configuration/Feature Activation

The feature is automatically on; there are no additional configuration or activation
steps.
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Payment Types: Added Ability to Rename

Overview

Administrators can rename the Cash payment type as seen by users during expense
entry. Clients with multiple countries can localize the new name into different
languages.

BUSINESS PURPOSE / CLIENT BENEFIT

This allows administrators to replace the accounting term Cash (describing the
payment type for out of pocket expenses) with a custom label more intuitive to
users.

Administrators defining a custom label can also localize that label for different
countries. For example, the administrator may want their US English users and their
UK English users to see different values for the Cash payment type. The
administrator may rename Cash to Cash, Check, or Personal Card for US English
users and to Cash, Cheque, or Personal Card for UK English users.

What the User Sees

If the administrator renames the Cash payment type, the new text displays wherever
the Cash payment type displays in the system.

CONCUR
My Concur Expense  Profile  App Centre
View Claims Mew Expense Claim  View Receipt Store  Approve Claims
Annual Builders Conference Delete Claim m
@ New Expense @ Quick Expenses | Details = Receipts + Print / Email =
Expenses - View ¥ | |« New Expense Receipt Store |
Ll Date- Expense Amount Requested Expense Type Transaction Date
Adding New Expense Tolls/Road Charges 2 I ﬁ

Business Purpose Supplier Description

Country Payment Type

UNITED KINGDOM v Icash, Cheque, or Personal Card |~

Amount Receipt Status

GBP ™ "
Customer:Job Department
v v
Product Program
Comment Personal Expense (do not
: reimburse) B?
LOTASHOUN LCIELLELEED m Save & Itemise Allocate Attach Receipt Cancel
£0.00 £0.00 ! '
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What the Administrator Sees

The Compliance Rules page of Setup displays the new setting.

Compliance Controls - Compliance Rules m mm
This is where you define controls that ensure expense reports
comply with your spending policies.

Compliance Rules 2 Receipt Handling Options 3 Expense Limits

GLOBAL CONFIGURATION e
 Expense Settings

Allow users to split expense reports.
Allow users to add mileage expenses via Mileage grid.

Allow users from these countries to add persenal credit cards for importing expense UNITED KINGDOM, UNITED STATE:
transactions: =

Gename the cash payment type to: Cash )

The Localization step of Setup has a new page named Payment Types.

Localize Payment Types m mm

This is where you translate the Payment Types you've defined in a
previous step.

1 Expense Types 2 Cost Objedts 3 Exceptions & Missing Receipt Affidavit & List Items E Payment Types

Target Language: UK English w

Source Value (English) « Payment T
Cash, Check, or Personal Card [ Cash, Cheque, or Personal Card }
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Configuration/Feature Activation

The administrator renames the Cash payment type on the Compliance Rules page
of Setup.

» To rename the payment type:

1. On the Compliance Rules page, enter the custom text in the Rename the
cash payment type to field.

2. Click Next, to save your changes.

NOTE: This will be the default (US English) text for your company. Customize
this text for other languages using the Payment Types page.

P To customize the payment type by country:

1. On the Payment Types page (of the Localization step of Setup), select the
desired target language.

2. Enter the custom text in the Payment Type column for the Source Value
(English) source value.

3. Click Next, to save your changes.
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Receipt Report: Added Cost Tracking Fields

Overview

Receipt Reports now display the configured cost tracking fields. Prior to this release,
these fields only appeared on Detail Reports for the expense line items.

BUSINESS PURPOSE/ CLIENT BENEFIT

This feature facilitates report consistency.

What the User Sees

The user sees the Receipt Report's new layout that includes the configured cost
tracking fields, such as Customer:Job, Product, and Program.

- -~
V| Show Expenses Show Itemizations Print Close |

Expense Report
Report Name : Sales Conference

Business Purpose : East coast product launch Report Total : $45.00
Employee Name : Miller, Chris Personal Expenses : $0.00 =
Employee ID : cm@BrooksDev070114.com Total Amount Claimed : $46.00
Approval Status : Not Submitted Company Disbursements
Payment Status : Mot Paid Amount Due Employee : $45.00
Currency : US, Dollar Amount Due Company Card : $0.00

Customer:Job : Mizmi Employee Disbursements

Product: Large Widgets Amount Due Company Card From Employee : $0.00

Program : External

Expenses Requiring Receipts

Transaction Date Expense Type Business Purpose Vendor Payment Type Amount @mmerﬂoh Product Progr@
06/30/2014 Dinner Cash $34.00 Miami Large Widgets External
08/30/2014 Taxi Cash $12.00 Miami Large Widgets External
Attach required receipts and file according to accounting instructions for your location. -
4 il »

Configuration/Feature Activation

The feature is automatically on; there are no additional configuration or activation
steps. Any fields configured on the Cost Tracking page of Setup will automatically
appear in this report (unless they are specifically hidden on the Data Entry Details
page of Setup for the Expense Entry level).
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User Guide Documentation: Reorganized Presentation

Overview
The Expense Administration Guide for Concur Standard is now a larger set of smaller
documents. The new set of documentation includes a standalone guide for the
available extract fields, and separate guides for the administrative tools (Payment
Manager, Company Card Admin, etc.).
BUSINESS PURPOSE / CLIENT BENEFIT
Smaller documents mean users have a faster way to access information. Scanning

the new list of document hyperlinks saves time compared to finding a particular
section in a larger document.

What the User Sees

Use the User Guides link at the top of the landing page to move quickly to the

updated list.

Expense User Guides

Name Revised Format
Change Log July 11 2014 DOC - PDF
Company Card Admin July 11 2014 DOC - PDF
Expense Pay June 13 2014 DOC - PDF
Payment Manager July 11 2014 DoC - PDF
Pharmaceutical/Medical Device Manufacturers July 11 2014 DOC - PDF
Process Reports May 16 2014 DoC - PDF
Reporting July 11 2014 DOC - PDF
Web Services July 11 2014 DOC - PDF

Use the Expense Extract User Guides link at the top of the landing page to move
quickly to the new list.

Expense Extract User Guides

Name Revised Format
Accounting Extract - Export File July 11 2014 DOC - PDF
Accounting Extract - Export File for QuickBooks IIF July 11 2014 DOC - PDF
Pharma/Medical Devices Attendee Extract July 11 2014 DOC - PDF

Configuration/Feature Activation

The feature is automatically on; there are no additional configuration or activation
steps.
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Approval Time Out: Non-configurable (10 days, approver's
approver)

Overview

If a second approver exists, and the first approver does not handle an expense
report within 10 days, then the system will automatically forward the expense report

to the second approver.
BUSINESS PURPOSE / CLIENT BENEFIT

This functionality keeps expense reports moving through the workflow.

Configuration/Feature Activation

The feature is automatically on; there are no additional configuration or activation
steps.
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Supported Configurations

Microsoft Internet Explorer Version 7.x Retirement Schedule

Overview

Support for the Microsoft Internet Explorer (IE) version 7.0 browser under Concur
products will end December of 2014. Clients are strongly advised to plan the update
to a newer version of the IE browser if they are currently implementing 7.x as their
primary browser.

BACKGROUND
Microsoft ended support for this version of their IE browser in accordance with their

product lifecycle program. Concur has continued support to ensure clients could
transition to a newer browser in a timely manner.

[N Refer to Browser Support in the Concur: Supported Configurations document
for more information about supported browsers under Concur products.

Monthly Browser Certifications

Monthly browser certifications, both current and planned, are available with the other
Concur monthly release notes.

Refer to Additional Release Notes and Technical Documentation in this document for
information about accessing the other release notes and the monthly browser
certifications.
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Additional Release Notes and Technical
Documentation

Standard Edition

You can access release notes and other technical documentation on the Concur
Support Portal.

If you have the proper permissions, the Support menu is available to you in Concur.
Click Support, and then, in the Concur Support Portal, click Resources.

Click Release/Tech Info - Standard for release notes, technical documents etc.

My Concur

Select Expense

Welcome, s Rty Last logged in: 01,/21/2014 10:41 am (Details’

CONCUR

Expense

Card Registral
Release Notes and Technical Documentation  Whatis technical documentation?
Add a New Per
Concur Standard edition includes Expense, Travel, Invoice, Analysis ! Intelligence, Con Locate & Alert
| ‘Card Name

Reporting Administration Setup Profile App Center

C. Concur Support

Home Support Resources Community Info Billing

Knowledge Base le ch Info - Standard Eleagel/Tech Info - Concurforce Training - Standard Training - Concurforce

+ Release Motes: Full description of the monthly releases

Release notes and
+ Technical Documentation: Setup Guides and User Guides

technical documentation

For Web Services, access Release Motes, Guides, and Sample Code and Certified Application Guides.
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Help - Admins

Users with an admin role can access release notes, technical documents, and other
resources using Help in Concur.

Welcome, Chris Miller © belp | Log Out -
Support
CONCUR Expense Help
Invaice Help
My Concur | Expense Administration Setup  Profile Expense Tools Help
Expense Administration Help
Inveice Administration Help
Expense Setup and _
P . . P Help Search » 5
Administration
- -
Use Online Help M
Technical Documentation i
A - || Navigate Help
Setup and User Guide 3
Adm":' Release Summary Use the Help Back * and Forward ® buttons to go L
What's New - Expense back and forth between topics. These buttons are ~ | Requested Amount
What's New - Concur's mobile app located in the top right corner of the Help system. Do
not use the browser's Back and Forward buttons.
+Zusing Online Help Change the size of the left and right frames
— View All Charges
= ’-__?Setup You can make the Contents (left) side of the page
A wider or narrower. To do so:
Approval Routing
Car Configuration 1. Place the mouse pointer on the gray bar that pptal Unexpensed
Company Card separates the left {Contents) and right (Help
Compliance Controls , E’;g:) fr:rzes. to the desired width
- £3Cost Tracking . Click and drag to the desired width. )
& .
DQUICkBDDkS Search for topics in Help
+ _10ther -
U L5 The Search feature is located in the top bar of the -
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Resolved Issues

Description

120907-000952 Approval Workflow: After 10 days in the default approving
manager's approval queue, the system automatically moves the
report on to the approver's approver for approval.
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Release Notes

This document contains the release notes for the Expense functionality for Concur
Standard Edition. Clients with other products such as Invoice and Travel should
review those release notes, located on the Concur Support portal.

**Coming Soon** The Concur User Experience Evolution

Organizations and their end users are holding their enterprise solutions to higher
standards as the requirements of their business change - wanting their enterprise
solutions to be intuitive, effortless, integrated, and efficient. Concur is committed to
delivering the best Travel, Expense, Invoice, and related solutions for its 20,000+
clients worldwide, and is building a solid foundation that will be leveraged to meet
these challenges.

The Concur User Experience Evolution is a key initiative that will accomplish three
primary goals.

e Modernize the user experience and increase the usability of Concur
applications, while maintaining the ability to apply and enforce company
policies

e Implement features and functionality in @ manner that provides clients with
the maximum benefits for their Travel, Expense, and Invoicing needs, while
minimizing change-management impacts

e Allow effortless navigation and access to features for all products on the web
and mobile devices

Concur’s goal is to continue to enhance the user experience to ensure products meet
each client’s evolving needs. This, along with technology and competitive influencers,
are key inputs to internal strategies and used to inspire innovation. As Concur drives
to provide the best solutions for clients, Concur will continue to improve the interface
to meet that need. The evolving user experience will start in 2014 and will be
ongoing as Concur continues to strive for excellence in partnership with clients.
Specific product lines impacted are:

e Travel (Standard, Professional)

e Expense (Standard, Professional, Small Business)

¢ Invoice Management (Standard, Professional)

e Request (Professional)

e TripLink

Key features and enhancements are:

¢ Enhanced Home and Expense pages with effortless navigation and a modern
consumer-based application “Look-and-Feel”

e A streamlined travel summary and booking workflow process
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e Consistent terminology and iconography — across all product lines including
Travel, Expense, and Invoice

e A dashboard design with logical grouping of like functions and tasks to
minimize the number of popups or pages required to complete a specified
task

e A facts and stats section with key metrics and other helpful information for
the user

e Actions, alerts, and notifications that are clearly defined and visible

e Vastly improved smart matching of expenses and receipts as a result of
combining key functions on the same page

e Easy access to help, support, and other key resources

Schedule

Implementation of the enhanced user interface (UI) will start for approved early-
adopter clients in August 2014. General release is scheduled to begin in October
2014 and will run through early 2015. During this time, general-release clients will
be allowed to preview the enhanced interface and related changes.

There will be two options available for users to become familiar with the enhanced Ul
and introduce it in the company:
e By Administrator

e For the entire company

NOTE: As the availability period approaches, you will receive more information (and
screen samples) about how these tasks are completed.

By Admin

The administrator can individually toggle between the current interface and the
enhanced UI for his/her own work session. Only that administrator sees the
enhanced UI; no other users are impacted. This way, the administrator can learn
about the changes before enabling it for other users.
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Entire Company

The administrator can turn on the enhanced UI of all users and will also be able to
revert back to the prior UI if necessary.

WHO CAN DO THIS?

The administrator will be able to enable the enhanced UI for himself/herself or for
the company.

(@] CONCUR
My Concur Expense Reporting Administration Profile App Center

/\ IMPORTANT!
If your company has multiple administrator and multiple Concur products, be
aware that coordination is required among the admin team to ensure all are
ready to switch the company to the enhanced user interface.

Resources

Here is a link for a quick look:
https://www.concur.com/en-us/introducing-concur-user-experience-updates

NOTE: In the sneak peek, it says that the enhanced UI can be piloted by the admin,
selected users/groups, and the whole company. For Standard Edition clients,
this option applies to the admin and the whole company - not selected
users/groups.

Clients can look at the new user interface, read about some of the changes and how
these changes impact their business, and provide feedback.

Later, Concur will provide additional communications, webinars, videos, and
messaging. Clients can also leverage standard support channels as well as social
media to stay informed and provide feedback.
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Approval Time Out: Now Configurable

Overview

Administrators can turn off the approval timeout feature for Expense.

BUSINESS PURPOSE/ CLIENT BENEFIT

to review pending expense reports.

When this feature is disabled, the system does not impose a time limit on approvers

What the Administrator Sees

The Approval Routing page displays the new setting.

Approval Routing

This is where you define how Expense will route expense reports for approval

Step 1: Select your approval routing
After your employees submit an expense report for approval who should it go to?
@) Manager > Processor. Show me an example
Manager > Authorized Approver > Processor, Show me an example
Manager > Second Approver > Processor. Show me an example
Manager > Manager's Manager (up to 5 levels) > Processor. Show me an example
Step 2: Choose workflow preferences
Sometimes expense reports need to be approved by a manager outside the regular approval route. You can choo:
for the report.

se whether employees, managers, or bot
V| Allow managers to add another approver to the list.

Allow employees to add another approver to the list.

C 1 1f repaort stays pending approval for 10 days, reroute ta approver's manageD

yees can recall a report.

Sometimes employees want to make changes to a report they have already submitted. You can choose whether employ
V| Allow employees to recall reports.

I} Approval Routing 2

h are allowed to select additional approvers

| 33% Complete |

[N

Configuration/Feature Activation

The approval time out feature is automatically on.

> To turn off the approval time out:

Refer to Expense: Approval Routing Setup Guide for Concur Standard Edition
for more information.

On the Approval Routing page, clear (disable) the If report stays pending

approval for 10 days, reroute to approver's manager check box.
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Credit Cards: Added New Card Programs

Overview

Two new credit card programs are available in Setup when configuring automatic
data feeds from your bank(s).

e Bankers Trust (VISA)

e Randolph-Brooks Federal Credit Union (MasterCard)

BUSINESS PURPOSE/ CLIENT BENEFIT

Additional automated options expedite processing of credit card expenses.
What the Administrator Sees
The Company Card page has new choices in the Who is the card issuer list.

Banker's Trust (VISA):

Company Cad BN R
This is where you set up company card information to import and configure how the transactions are paid.

Save Cancel |
In which country is the card issued? I UNITED STATES v
What is the billing or 'posting’ currency? IUSD "
Who is the card issuer? | | >
What type of card is it? 1st Capital Bank -

AirPlus
Alaska Federal Credit Union =

What type of program is this?

Wh

ceives the statement from the card issuer? Amegy Bank
Who pays the card issuer? American Express

What do you want to name this card program? Bank Implementing Coneur Standard

Bank of America

you want to pay for this card program?

Bank of Montreal
Bank of the West

C Bankers Trust )

Barclays Bank

BB&T
Bridge Bank

Califoia Bank of Commerce

amital Ona
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Randolph-Brooks Federal Credit Union (MasterCard):

Company Card

This is where you set up company card information to import and configure how the transactions are paid.

Save Cancel |
In which country is the card issued?
What is the billing or 'posting’ currency?
Who is the card issuer?
What type of card is it?
What type of pragram is this?

Who

Who pays the card issuer?
What do you want to name this card program?

How do you want to pay for this card program?

eives the statement from the card issuer?

I UNITED STATES
I usD

Key Bank

Lea County State Bank
M&I Bank

M&T Bank
PlainsCapital Bank
PNC Bank

( Randolph-Brooks Federal Credit Union

Regions Bank

Royal Bank of Scotland
Scotiabank

Silicon Valley Bank
Sguare 1 Bank

Sterling Bank
SunTrust

Synovus Bank

m

Configuration/Feature Activation

The Company Card page automatically lists the new issuers; there are no additional
configuration or activation steps.

The procedure for adding new cards has not changed.

information.

Refer to Expense: Company Card Setup Guide for Concur Standard Edition for more
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Compliance Rules: Added General Compliance Settings

Overview
Two general compliance settings are now configurable by company Admins:
e Allow users to remove e-receipts without creating expenses
e Allow users to remove trip segments without creating expenses
BUSINESS PURPOSE / CLIENT BENEFIT

Administrators can now prevent users from removing e-receipts and/or trip
segments without using them in an expense report.

What the Administrator Sees

The Compliance Controls — Compliance Rules page displays the new check
boxes.

Compliance Controls - Compliance Rules m
This is where you define controls that ensure expense reports comply with your spending policies.
‘ 0% Complete |
n Compliance Rules 2 Receipt Handling Options 3 Expense Limits
GLOBAL CONFIGURATION e
~| Expense Settings P
~ General Compliance
] Flag the following expense types: M
which do not use the following payment type: Cash ¥ Waming Message
] Require users to itemize all hotel expenses.
Pravent users from creating expenses in the future,  Waming Message )
Flag petential duplicate expenses. T
] Flag expenses with per attendee amount exceeding: 1] uso hh Warning Message
B Require users to include attendees other than self for expenses containing attendees. Wamning Message
Set the default Payment Type for new expenses: Cash hA
] Flag exchange rate variance percentage greater than: 5 R Waming Message
0 Flag if expense cost object does NOT match employee cost object for the following: | -Please Select- 25 Waming Message
[7) The following expense types require comments: ¥ | Waming Message
[ What percentage of submitted reports do you want to randemly select for processor audit? 10 %  Waming Message
Allow users to remove e-receipts without creating expenses.
Allow users to remove trip segments without creating expenses, -
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Configuration/Feature Activation

These settings are automatically on; there are no additional configuration or
activation steps.

P To prevent removal of unused e-receipts:

On the Compliance Controls — Compliance Rules page, clear (disable) the Allow
users to remove e-receipts without creating expenses check box.

> To prevent removal of unused trip segments:
On the Compliance Controls — Compliance Rules page, clear (disable) the Allow

users to remove trip segments without creating expenses check box.

Training Video: Added to Setup Wizard

Overview

The Travel Allowance page now has a link to a training video from Learning
Services.

What the Administrator Sees

The video is available from a Learn about this step link on the Travel Allowance
page of Setup.

2] Help | Enable Localization | Log Out

Need help?
°Learn about this step 9 How it works

Configuration/Feature Activation

This link is automatically displayed; there are no additional configuration or
activation steps.
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Receipt Report: Added Grid Lines

Overview
Lines have been added between the rows on the Receipt Report.
BUSINESS PURPOSE/CLIENT BENEFIT

The Receipt Report is easier to read.

What the User Sees

The Receipt Report displays grid lines between the rows of transactions.

: -
V| Show Expenses Show Itemizations Print Close |

Expense Report
Report Name : Conference

Employee Name : Miller, Chris Report Total : §1,476.85
Employee ID : cm@BrooksDev073014.com Personal Expenses : $0.00
Approval Status : Not Submitted Total Amount Claimed : $1,476.85 i

Payment Status : Mot Paid Company Disbursements

Currency : US, Dollar Amount Due Employee : $1,476.85

Amount Due Company Card : $0.00

Employee Disbursements
Amount Due Company Card From Employee : $0.00

Expenses Requiring Receipts
Transaction Date Expense Type Business Purpose Vendor Payment Type Amount  CustomerzJob Product  Program
07/07/2014 Car Maintenance/Repairs Tradeshow Delivery Acme Auto Cash $832.00
07/07/2014 Entertainment - Client Tradeshow Cash $123.65
07/07/2014 Hotel Cash $503.20

Attach required receipts and file according to accounting instructions for your location.

4 n [3

Configuration/Feature Activation

This functionality is automatically on; there are no additional configuration or
activation steps.
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New Site Timeout Warning

Overview

Concur now displays a new popup that allows a user to extend their session when a
time-out is imminent.

This feature does not change any existing session timeout settings- it simply adds a
new warning dialog in place of the existing page when the timeout is approaching
that allows the user to request more time.

UserR/CUSTOMER BENEFIT

People with disabilities such as vision or dexterity impairments, or cognitive
limitations may require more time to read content or to perform functions such as
filling out online forms. If Web functions are time-dependent, it will be difficult for
some users to perform the required action before a time limit occurs. This may
render the service inaccessible to them. This feature allows the users to request
additional time to complete their actions.

What the User Sees

Screen cleared

C Your screen has been cleared due to inactivity.
L

We do this to maintain the security of your account.

You will be logged out in 27 seconds,

I need more time

If the user clicks I need more time within the allowed time interval, they will
resume their Concur session, with the session timeout countdown restarted.

If the user does not take action before the timeout interval, the user will be logged
out of the system and returned to the login page. Companies configured to use
Single Sign On (SSO) will return to the company-defined timeout page for their
company.

NOTE: The timeout period is configured by client, and can range between 30-120
minutes. The popup appears halfway through the timeout period, and remains
up until the session timeout period completes.
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Configuration/Feature Activation

The feature is automatically on; there are no additional configuration or activation
steps required.

Optional Configuration Setting

NOTE: This setting is configured by Concur. Contact Concur Client Services to update
this setting for your company.

A company may optionally elect to enable an additional layer of security. A new idle
time setting defines the period of time from the appearance of this dialog that the
user has to click I need more time on the timeout dialog independently from the
full session timeout.

NOTE: This setting is not recommended for clients with SSO. If users are not

familiar with their login passwords, the company should not enable this
setting.

Screen cleared

C Your screen has been cleared due to inactivity.
L

We do this to maintain the security of your account.

Sealsti You will be logged out i

I I need more time ‘
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When this time is exceeded without the user clicking the I need more time button,
the account will be locked and the user will see a password entry field to allow re-
authentication from the current dialog.

Screen cleared

Your screen has been cleared due to inactivity.
C‘ We do this to maintain the security of your account.

SIS You will be logged out in 30 seconds.

Your session has been idle for too long. Please re-enter your password to
continue,

Password

Submit

I Ineed more time I

The user must re-enter his/her password and click Submit to unlock the account and
re-activate the session. Users who require additional time to complete entry of their

password may click I need more time to extend the time permitted to accomplish
this re-activation task.

The user may make three attempts to correctly enter their password and re-activate
the session; after the third unsuccessful attempt the user is logged out

If this re-authentication occurs before the session timeout interval expires, then the
session will be restored. If the session times out, then the user is returned to the
login page.
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Netherlands Company Car: New

Overview

The Car Configuration page in Setup now has company car settings. Administrators
can configure reimbursement rates, additional passenger rates, and personal rates
for company cars in Holland.

BUSINESS PURPOSE / CLIENT BENEFIT

Administrators now have the ability to reimburse company car mileage for The
Netherlands.

What the Administrator Sees

The Enable Car Types page displays the new Netherlands Company Car type.

Car Configuration m mm

This is where you define reimbursement rates and
timeframes for persenal or company car mileage. | 58% Complete |

Enable Car Types 2 Enter Rates

Car Type Enable? Allow Google Maps integration
Metherlands Company Car v Yes
Metherlands Personal Car J Yes

The Enter Rates page displays a new tab, Company Car Rates.

Car Configuration m mm

This is where you define reimbursement rates and
timeframes for personal or company car mileage. | 62% Compl etz |

1 Enable Car Types B Enter Rates

Personal Car Rates(|| Company Car Rates | )

New

Vehicle Type Effective Date End Date Rate

Car 01/01/2013 0

NOTE: By default, this feature is enabled with a rate of 0 EUR.

Configuration/Feature Activation

This functionality is automatically displayed; there are no additional configuration or
activation steps.
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Supported Configurations

Internet Explorer 7 — To Be Discontinued

Overview

Concur will be refreshing the web-based user interface to implement features and
functionality that will provide clients with an enhanced experience for our solutions,
while minimizing impact to their organizations and the change they need to
manage. This refresh will help respond to feedback from our clients by:

e Enhancing the user's experience for all of Concur's products by modernizing
the user interface

e Complying with WCAG 2.0 AA from the World Wide Web Consortium (W3C)
and Section 508 of the US Rehabilitation Act of 1973

e Architecting the back-end technology to allow for the short-term changes and
to better position Concur's products for changes in the future while reducing
end-user impact

The first step in the process is to evolve the user experience with a focus on a
redesigned interface and foundational changes in key areas of functionality. We will
be delivering a redesigned, modern user interface for all products on
http://www.concursolutions.com:

e Modern consumer based application look-and-feel that will be applied across
all products

e Consistent terminology, iconography, and interaction across web and mobile
applications

e Dashboard design with grouping of like functions and tasks and positioning
key steps needed to complete a process at logical locations on the page

This refresh takes advantage of the most recent web browser technologies to provide
users with a premium user experience. As a result, IE 7 will no longer be a supported
browser for users when they are transitioned to the new user interface; for the best
user experience, Concur recommends IE 10 or higher, as well as Google
Chrome 30.0 or higher, and Mozilla Firefox 25.0 or higher.

What the User Sees

Users who log in to Concur with Internet Explorer 7 (IE7) will now see a banner at
the top of every page that reads: Support for this version of Internet Explorer (7)
will be discontinued in Dec 2014. Please contact your Concur Administrator or IT
Department to determine when and how to upgrade.
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Users can click Close on any page to get more space, but it will appear again on
every subsequent page.

@ Attention Concur User: Support for this version of Internet Explorer (7) will be discontinued in Dec 2014, Please contact your Concur Administrator or IT department to determine when and how to uparade. Close

Welcome, Andrew Csontos @ Help | Log Out

| CONCUR

My Concur | Travel | Profile

Configuration / Feature Activation

The feature is automatically on; there are no additional configuration or activation
steps.

Monthly Browser Certifications

Monthly browser certifications, both current and planned, are available with the other
Concur monthly release notes.

Refer to Additional Release Notes and Technical Documentation in this document for
information about accessing the other release notes and the monthly browser
certifications.
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Additional Release Notes and Technical
Documentation

Standard Edition

You can access release notes and other technical documentation on the Concur
Support Portal.

If you have the proper permissions, the Support menu is available to you in Concur.

Click Support, and then, in the Concur Support Portal, click Resources.

Click Release/Tech Info - Standard for release notes, technical documents etc.

Welcome, s Rty Last logged in: 01,/21/2014 10:41 am (Details’

CONCUR

My Concur

Expense Reporting Administration Setup Profile App Center

C. Concur Support

Home Support Resources Community Info Billing

Knowledge Base ch Info - Standard Eleagel/Tech Info - Concurforce Training - Standard Training - Concurforce

Card Registral
Release Notes and Technical Documentation  Whatis technical documentation?
Add a New Per
Concur Standard edition includes Expense, Travel, Invoice, Analysis ! Intelligence, Con Locate & Alert
| ‘Card Name

+ Release Motes: Full description of the monthly releases

Release notes and
+ Technical Documentation: Setup Guides and User Guides

technical documentation

For Web Services, access Release Motes, Guides, and Sample Code and Certified Application Guides.
Select Expense
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Help - Admins

Users with an admin role can access release notes, technical documents, and other
resources using Help in Concur.

Welcome, Chris Miller © belp | Log Out -
Support

CONCUR Expense Help
Invaice Help

My Concur | Expense Administration Setup  Profile

Expense Setup and
Administration

Help Search

Technical Documentation

Setup and User Guide
Admin Release Summary
What's New - Expense

What's New - Concur's mobile app
+[JUsing Online Help

- {JSetup

Approval Routing
Car Configuration
Company Card
Compliance Controls

- {Cost Tracking

+ 1QuickBooks
+ _10ther

m

3

m

Use Online Help

Navigate Help

Use the Help Back * and Forward ® buttons to go
back and forth between topics. These buttons are
located in the top right corner of the Help system. Do
not use the browser's Back and Forward buttons.

Change the size of the left and right frames

You can make the Contents (left) side of the page
wider or narrower. To do so:

1. Place the mouse pointer on the gray bar that
separates the left {Contents) and right (Help
page) frames.

2. Click and drag to the desired width.

Search for topics in Help

The Search feature is located in the top bar of the

m

Expense Tools Help
Expense Administration Help

Inveice Administration Help

Requested Amount

View All Charges

ptal Unexpensed

mn
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Resolved Issues

Description

05042088 The system message is clarified and reads, "You cannot copy this
report because a different expense policy has come into effect since
you created it. Please create a new report.”
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Release Notes

This document contains the release notes for the Expense functionality for Concur
Standard Edition. Clients with other products such as Invoice and Travel should
review those release notes, located on the Concur Support portal.

Two User Interfaces — Enhanced Ul

In October, the transition from the current user interface to the enhanced user
interface will begin.

Welcome, Chris Collins [ You are administering for: Yourself ]

CONCUR

My Concur Travel Expense Reporting

Q Help | Log Out

Administration Setup Profile App Center

Trip Search

Travel Alerts

Air/Rail | Car | Hotel || Taxi || Rail || Flight Status

aries for business and

a3 Triplt cr

Current user interface

nt to Triplt.| Connedt t
®) Round Trip One Way Multi-Segment

@ You haven't signed up to receive e-receipts.lyd Sign up here
Departure City ()

£ ot | S = Travel Info

Arrival City g Administration | Help -
Home Travel rovals Reportin Center
Expense  Appt poring  App Profile = g
Departure I
(@ CONCUR - + 00 00 00 01
Starta Upload Required View Trips Available Open
Return ) Hello, Chris Report Receipts Approvals Expenses Reports
TRIP SEARCH ALERTS
8, Booking for myself | Book for a guest © Tripit creates instant mobile itineraries for business and personal rips.
- Simply connect your Concur account to Tripit. o manks
+§ Q = g @ 0 You haven't signed up to receive e-receipis.@ Sign up here
© Round Trip { Oneway © Muli-Segment
Departure City @ MY TASKS

Enhanced user interface

As described previously in the monthly release notes, the enhanced UI brings some
long-awaited usability enhancements - some are significant (perhaps involving
navigation changes) while others are minor (involving only look-and-feel).
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Getting Ready - Transition Guides

Two guides are available to help you and your users understand the enhancements.
The "highlights" guide (about 13 pages) is designed for end users and describes the
most significant changes that impact them. The "comprehensive" guide (about 70
pages) is designed for admins. It describes:

e The steps required before transitioning to the enhanced Ul
e The preview period for the admin and for the entire company
e All of the enhancements - both significant and minor
To help with your training needs, you can provide the guides to your admins and/or

end users "as is" - or you use any or all of either guide to create your own training
materials — or you can cut, copy, paste, delete or otherwise edit either guide at will.

Access the guides here:
http://www.concurtraining.com/customers/tech pubs/GW/ TransGuidesStd.htm

Release Notes — Sample Screens and Menu Navigation

For screen samples, the monthly release notes may show the current UI, the
enhanced UI, or both. Over time, all screen samples will appear only in the enhanced
ul.

In those cases where the menu navigation is different, we will provide both sets of
steps. Example:

1. Inthe currentUl, click Profile > Other Settings (left menu).

In the enhanced UI, click Profile > Profile Settings > Other Settings (left
menu).
Release Notes Page 2 Expense Standard
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Credit Cards: Added New Card Programs

Overview

Six new credit card programs are available in Setup when configuring automatic data
feeds from your bank(s).

e BBVA

e First Tennessee Bank

e Hancock Bank

¢ MB Financial Bank

e ServisFirst Bank

e Veridian Credit Union
BUSINESS PURPOSE/CLIENT BENEFIT

Additional automated options expedite processing of credit card expenses.

What the Administrator Sees

The Company Card page has new choices in the Who is the card issuer list.

BBVA:
"
Company Card o ] e [
This is where you set up company card information to import and configure how the transactions are
paid.
Save Cancel
In which country is the card issued? I UNITED STATES v
What is the billing or ‘posting’ currency? I usD v
Who is the card issuer? | ™
What type of card is it? 1st Capital Bank -
Ajrel
What type of program is this? s =
Alaska Federal Credit Union 1
Whao receives the statement from the card issuer?
Amegy Bank
Who pays the card issuer? American Express
What do you want to name this card program? Bank Implementing Concur Standard
Bank of America
How do you want to pay for this card program?
Bank of Montreal
Bank of the West
Bankers Trust
Barclays Bank
EB&T
(Eeva D)
Bridge Bank
Califnrnin Bank ~f Cammarcn =
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First Tennessee Bank, Hancock Bank, and MB Financial Bank:

Company Card oo ] reion [

This is where you set up company card information to import and configure how the transactions are
paid.

Save Cancel
In which country is the card issued? I UNITED STATES b
What is the billing or 'posting’ currency? I usD hd
Who is the card issuer? || |V

What type of card is it? Gi_rst jLennessee Bank

‘GE American Express

Great Western Bank
Who receives the statement from the card issuer? GTE Financial Federal Credit Union

What type of program is this?

Who pays the card issuer? Hancock Bank )
HSEC

What do you want to name this card program?
Huntington Bank

How do you want to pay for this card program? Iberiabank
INTRUST Bank ‘ i ‘
JP Morgan Chase L.
Key Bank

Lea County State Bank

ME&I Bank

M&T Bank

@Fimamal Bank j'

ServisFirst Bank and Veridian Credit Union:

Company Card N RS

This is where you set up company card information to import and configure how the transactions are

paid.
Save Cancel
In which country is the card issued? I UNITED STATES v
What is the billing or ‘posting’ currency? I usD v
Who is the card issuer? || |v
What type of card is it? ServisFirst Bank p] S

What type of program is this? Silicon Valley Bank

Square 1 Bank

Who receives the statement from the card issuer?
Sterling Bank

Who pays the card issuer? SunTrust
What do you want to name this card program? Synovus Bank
TO Bank
How do you want to pay for this card program? an
Trustmark
United Bank
United Missouri Bank
US Bank
US Bank 1st Star =
Us Bank Elan

Veridian Credit Union )

Configuration/Feature Activation

The Company Card page automatically lists the new issuers; there are no additional
configuration or activation steps.

The procedure for adding new cards has not changed.

Refer to Expense: Company Card Setup Guide for Concur Standard Edition for more
information.
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JPT Route Search: Displays Hour(s) and Minutes, Not Just
Minutes

Overview

The Japan Public Transportation (JPT) route search results now display time in hours
and minutes.

BUSINESS PURPOSE /CLIENT BENEFIT

The format is easier to read and is consistent with the current Jorudan standard.

What the User Sees

The Route Search window shows hours and minutes. For example, the travel time
from Sapporo to Hokadate totals 3 hours and 40 minutes. Of that total travel time,
three hours and ten minutes is by rail and 30 minutes is by bus.

Route Search X
From Station: To Station: Start Date: Round Trp:
ISAPPORO{SAPPORO] | HAKODATE-AIRPORT E
Through Station: Through Station: Seat Type: IC Card Fare:

Reserved Seat v ¥

Search

Fast | Easy || Cheap Others

¥9,.240 FEC

SAPPORO(HOKKAID(O)

HOKUTO ¥5,720 Additional: ¥3,110
HAKODATE

CONNECTION BUS 00:30 2410
HAKODATE-AIRPORT

Business Purpose: Comment

Add To Favorites Cancel

Configuration/Feature Activation

The Route Search window automatically displays time in the new format; there are
no additional configuration or activation steps.

The procedure for searching for a route has not changed.
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VAT Updates

UK: New Diesel Fuel Rates

Overview

Her Majesty's Revenue and Customs (HMRC) announced two Advisory Fuel Rates

(AFRs) changes for diesel engines.

e For an engine size of 1600cc or less, the fuel rate has decreased from 12p to

11p per mile.

e For an engine size of 1601cc to 2000cc, the fuel rate has decreased from 14p

to 13p per mile.

What the Administrator Sees

New rates display on the Taxation — Enable VAT Tracking page of Setup.

Taxation - Enable VAT Tracking

calculating VAT.

Deactivate

Country Tax Authority

UNITED KINGDOM United Kingdom

This is where you activate the tax rates you want Concur to use when

Province

Rate Type

Exempt/Zero

Standard

Partial

GB Non Domestic

GB Diesel - Over 2000cc

29% Complete

Tax Rate

0%

20%

0%

0.00 GEP @ 20%
0.17 GBP @ 20%

0.13 GEDX® 20%

GB Diesel - 1601cc to 2000cc
GB Diesel -

1600cc or less
GB Petrol -

0.11 GED® 20%

Over 2000cc
GB Petrol - 1401cc to 2000cc
GB Petrol - 1400cc or less

0.24 GEP @ 20%
0.16 GBP @ 20%
0.14 GBP @ 20%

Tax Groups

View

Active

Active

Configuration/Feature Activation

For new clients, Concur automatically defines VAT calculations; there are no
additional configuration or activation steps.

NOTE: Any existing clients will need to make the change themselves as expense type
tax group mapping is managed by clients.
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Supported Configurations

Internet Explorer 7 — To Be Discontinued

Overview

Concur will be refreshing the web-based user interface to implement features and
functionality that will provide clients with an enhanced experience for our solutions,
while minimizing impact to their organizations and the change they need to
manage. This refresh will help respond to feedback from our clients by:

e Enhancing the user's experience for all of Concur's products by modernizing
the user interface

e Complying with WCAG 2.0 AA from the World Wide Web Consortium (W3C)
and Section 508 of the US Rehabilitation Act of 1973

e Architecting the back-end technology to allow for the short-term changes and
to better position Concur's products for changes in the future while reducing
end-user impact

The first step in the process is to evolve the user experience with a focus on a
redesigned interface and foundational changes in key areas of functionality. We will
be delivering a redesigned, modern user interface for all products on
http://www.concursolutions.com:

e Modern consumer based application look-and-feel that will be applied across
all products

e Consistent terminology, iconography, and interaction across web and mobile
applications

e Dashboard design with grouping of like functions and tasks and positioning
key steps needed to complete a process at logical locations on the page

This refresh takes advantage of the most recent web browser technologies to provide
users with a premium user experience. As a result, IE 7 will no longer be a supported
browser for users when they are transitioned to the new user interface; for the best
user experience, Concur recommends IE 10 or higher, as well as Google
Chrome 30.0 or higher, and Mozilla Firefox 25.0 or higher.

What the User Sees

Users who log in to Concur with Internet Explorer 7 (IE7) will now see a banner at
the top of every page that reads: Support for this version of Internet Explorer (7)
will be discontinued in Dec 2014. Please contact your Concur Administrator or IT
Department to determine when and how to upgrade.
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Users can click Close on any page to get more space, but it will appear again on
every subsequent page.

@ Attention Concur User: Support for this version of Internet Explorer (7) will be discontinued in Dec 2014, Please contact your Concur Administrator or IT department to determine when and how to uparade. Close

Welcome, Andrew Csontos @ Help | Log Out

| CONCUR

My Concur | Travel | Profile

Configuration / Feature Activation

The feature is automatically on; there are no additional configuration or activation
steps.

Monthly Browser Certifications

Monthly browser certifications, both current and planned, are available with the other
Concur monthly release notes.

Refer to Additional Release Notes and Technical Documentation in this document for
information about accessing the other release notes and the monthly browser
certifications.
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Additional Release Notes and Technical
Documentation

Standard Edition

You can access release notes and other technical documentation on the Concur
Support Portal.

If you have the proper permissions, the Support menu is available to you in Concur.
Click Support, and then, in the Concur Support Portal, click Resources.

Click Release/Tech Info - Standard for release notes, technical documents etc.

Welcome, s Rty Last logged in: 01,/21/2014 10:41 am (Details’

CONCUR

My Concur

Expense Reporting Administration Setup Profile App Center

C. Concur Support

Home Support Resources Community Info Billing

Knowledge Base ch Info - Standard Eleagel/Tech Info - Concurforce Training - Standard Training - Concurforce

Card Registral
Release Notes and Technical Documentation  Whatis technical documentation?
Add a New Per
Concur Standard edition includes Expense, Travel, Invoice, Analysis ! Intelligence, Con Locate & Alert
| ‘Card Name

+ Release Motes: Full description of the monthly releases

Release notes and
+ Technical Documentation: Setup Guides and User Guides

technical documentation

For Web Services, access Release Motes, Guides, and Sample Code and Certified Application Guides.
Select Expense
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Help - Admins

Users with an admin role can access release notes, technical documents, and other
resources using Help in Concur.

Technical Documentation

Setup and User Guide
Admin Release Summary
What's New - Expense

What's New - Concur's mobile app
+[JUsing Online Help

- {JSetup

Approval Routing
Car Configuration
Company Card
Compliance Controls

- {Cost Tracking
+ 1QuickBooks
+ _10ther

al

m

3

m

Use Online Help

Navigate Help

Use the Help Back * and Forward ® buttons to go
back and forth between topics. These buttons are
located in the top right corner of the Help system. Do
not use the browser's Back and Forward buttons.

Change the size of the left and right frames

You can make the Contents (left) side of the page
wider or narrower. To do so:

1. Place the mouse pointer on the gray bar that
separates the left {Contents) and right (Help
page) frames.

2. Click and drag to the desired width.

Search for topics in Help

The Search feature is located in the top bar of the

m

Requested Amount

View All Charges

ptal Unexpensed

Welcome, Chris Miller © belp | Log Out -
Support
CONCUR Expense Help
Invaice Help
My Concur | Expense Administration Setup  Profile Expense Tools Help
Expense Administration Help
Inveice Administration Help
Expense Setup and
P . . P Help Search 5
Administration
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Two User Interfaces — Enhanced Ul

In October, the transition from the current user interface to the enhanced user
interface will begin.

Welcome, Chris Collins [ You are administering for: Yourself ] =
Current user interface
CONCUR
My Concur Travel Expense Reporting Administration  Setup Profile App Center
Trip Search Travel Alerts
Air/Rail || Car || Hotel || Taxi || Rail = Flight Status 28 Triplt creates instant mobile itineraries for business and personal trips
Simply connect your Concur acc tto Triplt.  Connect to Triplt No thanks
® Round Trip One Way Multi-Segment
Cj You haven't signed up to receive e-receipts.fg Sign up here
Departure City g
Find anaimport | Select mulfiple aimort Travel Info

Arrival City [y Administration | Help -

Hi Travel s Reportiny Cente

lome rave Expense Approval leporting App Center Profile - 3
Departure [gg
(@ CONCUR + + 00 00 00 01
Starta Upload Required View Trips Available Open
Return [ Hello, Chris Report Receipts Approvals Expenses Reports
R e d
TRIP SEARCH ALERTS

&, Booking for myself | Book for a guest © Tripit creates instant mobile itineraries for business and personal trips.

- Simply connect your Concur account to Tripit. No manks

+§ W i @ © You havent signed up to receive e-receipis.@ Sign up here

Y TASKS

Enhanced user interface

As described previously in the monthly release notes, the enhanced UI brings some
long-awaited usability enhancements; some are significant (perhaps involving
navigation changes) while others are minor (involving only look-and-feel).

Getting Ready: Transition Guides

Two guides are available to help you and your users understand the enhancements.
The "highlights" guide (about 13 pages) is designed for end users and describes the
most significant changes that impact them. The "comprehensive" guide (about 70
pages) is designed for admins. It describes:

e The steps required before transitioning to the enhanced UI
e The preview period for the admin and for the entire company
e All of the enhancements—both significant and minor
To help with your training needs, you can provide the guides to your admins and/or

end users "as is," use any or all of either guide to create your own training materials,
or you can cut, copy, paste, delete or otherwise edit either guide at will.

Access the guides here:
http://www.concurtraining.com/customers/tech pubs/GW/ TransGuidesStd.htm
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Release Notes: Sample Screens and Menu Navigation
For screen samples, the monthly release notes may show the current Ul, the
enhanced Ul, or both. Over time, all screen samples will appear only in the enhanced
UL

In those cases where the menu navigation is different, we will provide both sets of
steps.

Example:

1. In the currentUl, click Profile > Other Settings (left menu).
In the enhanced VI, click Profile > Profile Settings > Other Settings (left
menu).

Preview Options

Overview

Concur has provided several options for users to become familiar with the enhanced
UI and introduce it in the company during the preview period. The enhanced UI may
be activated:

e For the individual admin: This provides the administration team time to
familiarize themselves with the change and to update any documentation or
training materials before their users are exposed to the change.

e For the entire company: This turns on the enhanced UI for the entire
company, so that companies eager to switch may do so on their own timeline
in advance of the final cutover in 2015.

These options are available in the User Experience Settings page for qualified
administrators. All of these options are described below as well as the
role/permission that an admin must have in order to make the enhanced UI available
to users.
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What the Admin Sees

On login to Concur, administrators will see new messaging on the My Concur page
advising them of the transition process and a countdown to the mandatory cutover
date.

By clicking the button in this message, the admin sees the new User Experience
Settings page, which will display the options that the user’s roles and permissions
allow. The admin may also access this page via Administration > User Experience
Settings.

Preview Enhanced Experience

This page allows you to preview the enhanced experience for Concur. The preview can be turned on or off at any
paoint during the preview period. To find out more about what's new in the enhanced experience, click Learn
More to the right.

Preview for yourself

To check out the enhanced UI for yourself only, click the button below. You can return here to revert back to
your current experience.

Preview it for yourself

Company-wide preview

IMPORTAMT - This turns on the preview for every travel, request, expense and invoice user in the entire
company. We recommend making sure any user-facing information, such as Company Motes, is up-to-date
before tuming on the preview for everyone, If there is more than one Concur administrator, please coordinate to
ensure that appropriate change management is in place for your users before you make the switch.

Turn on the enhanced experience

Detailed information about each of these options, and the roles that may use them,
is available in the transition guide.
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Release Notes

This section contains the release notes for the expense functionality of Concur
Standard Edition. Clients with other products should review those release notes,
located on the Concur Support portal.

Credit Cards

New Card Programs

New credit card programs are available in Setup when configuring automatic data
feeds from your bank(s).

e Bank of Montreal (United States, Visa, Corporate or Purchasing)

e Electronic Funds Source (United States, MasterCard, Purchasing)

e HSBC (Ireland, MasterCard, Corporate or Purchasing)

e Langley Federal Credit Union (United States, Visa, Corporate)

¢ National Bank of Canada (Canada, MasterCard, Corporate or Purchasing)
BUSINESS PURPOSE/CLIENT BENEFIT

The additional automated options can expedite processing of credit card expenses.

What the Administrator Sees
The Company Card page has new choices.
CURRENT UI
Bank of Montreal

Company Card

This is where you set up company card information to impert and configure how the transactions are paid.

Save Cancel |

In which country is the card issued? I UNITED STATES 25

What is the billing or 'posting’ currency? I usD A

Wha is the card issuer? I Bank of Montreal hed

What type of card is it? I Visa »

What type of program is this? o

Whao receives the statement from the card issuer? Corpaorate Card

Whao pays the card issuer? IPur‘chasing Card

What do you want to name this card program? I

How do you want to pay for this card program? I "
Concur Release Notes Page 4 Expense Standard
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Electronic Funds Source
Company Card

This is where you set up company card information to impert and configure how the transactions are paid.

Save || Cancel |

In which country is the card issued? I UNITED STATES -
What is the billing or 'posting’ currency? I usD hod
Who is the card issuer? I Electronic Funds Source bt
What type of card is it? I MasterCard ol
What type of program is this? I Purchasing Card 2
Who receives the statement from the card issuer? I n
Who pays the card issuer? I =
What do you want to name this card program? I

How do you want to pay for this card program? I A

HSBC
Company Card
This is where you set up company card information to impert and configure how the transactions are paid.
Save || Cancel |

In which country is the card issued? I IRELAND »
What is the billing or 'posting’ currency? I EUR. 25
Whea is the card issuer? I HSBC oA
What type of card is it? I MasterCard s
What type of program is this? 5
Who receives the staterment from the card issuer? Corporate Card :
Whao pays the card issuer? I Purchasing Card
What do you want to name this card program? I

| v

How do you want to pay for this card program?

Langley Federal Credit Union
Company Card

This is where you set up company card information to import and configure how the transactions are paid.

Save Cancel |
In which country is the card issued? I UNITED STATES A
What is the billing or 'posting’ currency? I UsD ~

Who is the card issuer? I Langley Federal Credit Union o
What type of card is it? I VISA v
What type of program is this? I Corporate Card 25
Wha receives the statement from the card issuer? I hd
Whao pays the card issuer? I hd
What do you want to name this card program? I

| v

How do you want to pay for this card program?
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National Bank of Canada

Company Card
This is where you set up company card information to impert and configure how the transactions are paid.
Save Cancel |
In which country is the card issued? I CANADA w
What is the billing or 'posting’ currency? IC»'-\D -
Who is the card issuer? I National Bank of Canada ol
What type of card is it? I MasterCard —
What type of program is this? | o
Who receives the statement from the card issuer? Corporate Card
Purchasing Card
Whao pays the card issuer? i -
What do you want to name this card program? I
How do you want to pay for this card program? I v
ENHANCED UI
Bank of Montreal
Company Card
This is where you set up company card information to import and configure how the transactions are paid.
In which country is the card issued? IUNITED STATES v
What is the billing or 'posting’ currency? IU SD "
Who is the card issuer? IBankofMoMreaI “
What type of card is it? I\.qga v
What type of program is this? I v
Who receives the statement from the card issuer?  Corporate Card
Purchasing Card
Who pays the card issuer? I v
What do you want to name this card program? I
How do you want to pay for this card program? v
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Electronic Funds Source

Company Card

This is where you set up company card information to import and configure how the transactions are paid.

Coao J oo

What type of program is this?

Who receives the statement from the card issuer?

Who pays the card issuer?

What do you want to name this card program?

How do you want to pay for this card program?

In which country is the card issued? |unrep sTaes |v]
What is the billing or 'posting’ currency? IUSD | - |
Who is the card issuer? IEIectroni(: Funds Source | v |
What type of card is it? |mmm |v|
What type of program is this? IPurchasing Card | V |
Who receives the statement from the card issuer? I | v |
Who pays the card issuer? I | p |
What do you want to name this card program? I |
How do you want to pay for this card program? I | w |
HSBC

Company Card

This is where you set up company card information to import and configure how the transactions are paid.
In which country is the card issued? IIRELA.ND | b |
What is the billing or 'posting’ currency? IEUR | bt |
Who is the card issuer? |Hsac | v|
\What type of card is it? |Mam~Card |v|

 Corporate Card

Purchasing Card
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Langley Federal Credit Union

Company Card

This is where you set up company card information to import and configure how the transactions are paid.

Coao J oo

In which country is the card issued? IUNITED STATES

What is the billing or 'posting’ currency? lUSD

Who is the card issuer? IL.':|r1gIe11.r Federal Credit Union
What type of card s it? [vsa

What type of program is this? ICorporaie Card

Who receives the statement from the card issuer? I

Who pays the card issuer? |

What do you want to name this card program? I

How do you want to pay for this card program? I

National Bank of Canada

Company Card

This is where you set up company card information to import and configure how the transactions are paid.

In which country is the card issued? ICAN.F\DA

What is the billing or 'postfing’ currency? ICAD

Who is the card issuer? l Natienal Bank of Canada
What type of card s it? IMaslerCard

What type of program is this? I|

: Corparate Card
Purchasing Card

Who receives the statement from the card issuer?

Who pays the card issuer? I
What do you want to name this card program? l
How do you want to pay for this card program? I

Configuration/Feature Activation

The Company Card page automatically lists the new issuers; there are no additional
configuration or activation steps.

The procedure for adding new cards has not changed.

The path to the Company Card page in the enhanced Ul is Administration >
Expense > Company Card.

L For more information, refer to Expense: Company Card Setup Guide for Concur Standard
Edition.
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Concur Salesforce Connector

Track Expense Cost Object by any Salesforce Object Feature Now
Available

Overview

In Concur Expense, a cost object is a business object that a company wants to use to
track expenses. It can be anything a company finds important to their business, for
cost tracking.

Cost objects can be simple, such as a single business object like Department, or
linked, meaning there are two or more objects connected in a hierarchy such as
Event-Product-Cost Center.

Concur Expense users can associate their expenses to one or more cost objects.
Concur Expense keeps track of all expenses for all users for each cost object. These
are aggregated into total cost for paid and unpaid expenses.

The Track Expense Cost Object by any Salesforce Object feature allows Salesforce
administrators to select one or more Salesforce objects to be Concur Expense cost
objects. The administrator can configure multiple Expense cost object/Salesforce
object mappings.

BUSINESS PURPOSE/CLIENT BENEFIT

This enhancement provides the ability to track expenses in Concur by Salesforce
objects, enabling reporting and analysis in both Expense and Salesforce.

ONE TO THREE LEVELS
On the Cost Tracking Configuration tab Salesforce, administrators can configure
their cost objects. For each cost object, they select the Salesforce objects that they
would like Concur Expense users to track expenses against. The administrator can
select:

e A single Salesforce object for a simple Expense cost object

-and/or-

e Multiple Salesforce objects (up to three) for Expense connected list cost
objects

The administrator can configure as many cost objects as necessary, and can utilize
both cost objects connected to a single Salesforce object and cost objects connected
to multiple Salesforce objects at the same time.

One Salesforce Object
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If the administrator selects a single Salesforce object to track, the connector will
create a single-level list in Expense, which is associated to a simple list field:

Expense Type Transaction Date Business Purpose
Parking
Enter Yendor Name City Payment Type
I Cash
Amount Comment [ perzonal Expense (do not reimburse)
I usD
SF- Account
Two Objects

If the administrator selects two Salesforce objects to track, the connector will create
a two-level linked list in Expense, which is associated to two-level linked list fields:

Expensze Type Transaction Date Business Purpose
IF‘ﬂrking I
Enter Vendor Name City Payment Type
Il.'lﬂ =h
Amount Comment ["] Personal Expense (do not reimburse)
I uso
SF- Account ) SF - Opportunity
L
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Three Objects

If the administrator selects three Salesforce objects to track, the connector will
create a three-level linked list in Expense, which is associated to three-level linked

list fields:
Expense Type Transaction Date Business Purpose
| Parking I
Enter Vendor Name City Payment Type
I Cash
Amount Comment Perzonal Expense (do not reimburse)
I UsD
SF- Account ) SF - Opportunity SF - Contract

The fields are added to the Cost Tracking > Data to Track page of Setup. The
connector also creates linked lists on the Cost Tracking > Linked Lists page for
any two or three level objects. These lists use Salesforce as their data source instead
of Concur Expense. When Expense users access these list fields, Concur Expense will
call out to Salesforce and fetch relevant list items for these users.

NOTE: Salesforce controls what objects users can access, so the users must have
access to the objects in Salesforce to see the list items in Concur.

HOW DOES THE COST DATA GET INTO SALESFORCE?

When the user selects a list value in the field in an expense report entry, Concur
saves the list item value with the expense amount. When the report is submitted,
the amount is added to the total for Unpaid Expenses. When the report is approved
for payment, the amount is moved to the Paid Expenses total for the associated
Salesforce object.

The Connector gets the aggregate spend for cost objects by running a job in
Salesforce. The connector sets a daily job to run 2:00 AM, and the administrator can
choose to add hourly jobs, running at different minutes of each hour. This job gets
the total unpaid and paid expenses for each cost object from Concur Expense and
stores these values into these two custom fields for each Salesforce object:

e Accruing/Unpaid Expense Total
e Final/Paid Expense Total

L] Refer to the Shared: Concur Salesforce Connector Setup Guide for Concur
Standard Edition for more information.
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Configuration/Feature Activation

This feature is only available to clients using the Concur Salesforce Connector.

Accounting Extract

Account Codes map to Items instead of to an Item's Parent Field

Overview

You will only see this change if you use allocations. The Journal Account Code column
in the Accounting Extract spreadsheet reflects the mapped General Ledger Account
code for the expense type's list value (selected at the allocation.)

BUSINESS PURPOSE/CLIENT BENEFIT

When expense type fields contain items that use differing codes, the extract uses the
more accurate code for the item rather than the code of the field.

What the Administrator Sees

When the Account Code field (for example, "Classification") is a list of items (for
example, "Conference," "Market," "Other," and so on) the Standard Extract's Journal
Account Code display the code for the list item.

¥ d 9 - = Bookl - Microsoft Excel — @
Home | Insert  Pagelayout  Formulas Data  Review  View  Acrobat 2@ =@

& L. = = ) o Belnsert-  E - A 2 = open
Calibri -1 - A xS S Wrap Text General - =) IF 7 a -
Ba - El:j 5 P Delete - @] - 'Z7 }3 B4 share
B I U-|#- &-A. E= = |{EE EHM & Center-| $ - % %8 ;%  Conditional Formatas Cell e . Sort& Find & | Save
= = ] & Merge & Center : ™ ormatting + Table - Styles - | 20 Format T @7 e colect < | to pox o Settings
Clipboard Font Alignment Number Styles Cells Editing Box
G18 - F
A B © E F G I J
1 Employee ID Report Key Report Entry Transaction Date Account String  Project Journal Account Code Classification| Report Entry Expense Type Name Report Entry Vendor De!
2 test 913 7/5/2014 104412004307 4307 Conference |Taxi Silver Taxi
3 test 913 7/5/2014 104412004307 4305 Marketing Taxi Silver Taxi
4 test 913 7/5/2014 104412004307 8144 4309 Other Taxi Silver Taxi
5

Configuration/Feature Activation
There are no additional configuration or activation steps.

The procedures for configuring account codes and generating the standard extract
have not changed.

Ll For more information, refer to Shared: Cost Tracking Setup Guide for Concur Standard
Edition.
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Value-Added Tax (VAT)

Netherlands Hotel Tax Group

Overview

The VAT for Hotel expenses has moved from the Standard group (21% tax rate) to
the Reduced group (6% tax rate.)

BUSINESS PURPOSE / CLIENT BENEFIT

This change maintains VAT legislative compliance for businesses in the Netherlands.

What the Administrator Sees

The Tax Groups for Tax Authority: NL Tax Authority has been updated show
that Hotel is now in the Reduced group.

Tax Groups for Tax Authority: NL Tax Authority

Group Name

Domestic/International

Reduced e

Reduced No Redlaim

Standard

Domestic/International No...

Expense Types

rfare

b=

Bank Fees, Entertainment - St
Professional Subscriptions/Dues

~t

Breakfast, Dinner, Entertainment - t,

Clier
rs/Books

Individual Meals, Lunch, Newspape
/Magazines

Alcoholic Beverages, Car

epairs, Car Rental,

Maintenance;
Courier/Shipping/Freight, Fuel
Internet/Online Fees,

Marketing/Promotional Costs,
Mobile/Cellular Phone, Office

are, Parking,
tocopying/Stationery,

ar/Course Fees, Telephone/Fax

n/Training Reimbursement

Tax Condition

Reduced

International Tra...

Domestic Travel

International Tra...

Domestic Travel

Always

Always

Always

Tax Rate
Reduced - 6%

Zero - 0%

Domestic Travel ...

Reduced - 6%

Standard - 21%

Configuration/Feature Activation

The Taxation page automatically lists Hotel in the Reduced group; there are no
additional configuration or activation steps.
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The procedure for activating VAT tracking has not changed.

Ll For more information, refer to Expense: Taxation Setup Guide for Concur Standard
Edition.

Supported Configurations

Internet Explorer 7: To Be Discontinued

Overview

Concur will be refreshing the web-based user interface to implement features and
functionality that will provide clients with an enhanced experience for our solutions,
while minimizing impact to their organizations and the change they need to
manage. This refresh will help respond to feedback from our clients by:

e Enhancing the user's experience for all of Concur's products by modernizing
the user interface

e Complying with WCAG 2.0 AA from the World Wide Web Consortium (W3C)
and Section 508 of the US Rehabilitation Act of 1973

e Architecting the back-end technology to allow for the short-term changes and
to better position Concur's products for changes in the future while reducing
end-user impact

The first step in the process is to evolve the user experience with a focus on a
redesigned interface and foundational changes in key areas of functionality. We will
be delivering a redesigned, modern user interface for all products on
http://www.concursolutions.com:

e Modern consumer based application look-and-feel that will be applied across
all products

e Consistent terminology, iconography, and interaction across web and mobile
applications

¢ Dashboard design with grouping of like functions and tasks and positioning
key steps needed to complete a process at logical locations on the page

This refresh takes advantage of the most recent web browser technologies to provide
users with a premium user experience. As a result, IE 7 will no longer be a supported
browser for users when they are transitioned to the new user interface; for the best
user experience, Concur recommends IE 10 or higher, as well as Google
Chrome 30.0 or higher, and Mozilla Firefox 25.0 or higher.

What the User Sees

Users who log in to Concur with Internet Explorer 7 (IE7) will now see a banner at
the top of every page that reads Support for this version of Internet Explorer (7) will
be discontinued in Dec 2014. Please contact your Concur Administrator or IT
Department to determine when and how to upgrade.
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Users can click Close on any page to get more space, but it will appear again on
every subsequent page.

@ Attention Concur User: Support for this version of Internet Explorer (7) will be discontinued in Dec 2014, Please contact your Concur Administrator or IT department to determine when and how to uparade. Close

Welcome, Andrew Csontos @ Help | Log Out

| CONCUR

My Concur | Travel | Profile

Configuration/Feature Activation

The feature is automatically on; there are no additional configuration or activation
steps.

Monthly Browser Certifications

Monthly browser certifications, both current and planned, are available with the other
Concur monthly release notes.

[N Refer to Additional Release Notes, Webinars, and Technical Documentation in
this document for information about accessing the other release notes and
the monthly browser certifications.
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Additional Release Notes and Technical
Documentation

Concur Support Portal

You can access release notes and other technical documentation on the Concur
Support portal.

If you have the proper permissions, the Support menu is available to you in Concur.
Click Support, and then, in the Concur Support Portal, click Resources.

Click Release/Tech Info - Standard for release notes, technical documents etc.

Welcome, s St Last logged in: 01/21/2014 10:41 am (Details og Out

CONCUR

My Concur Expense Reporting Administration Setup Profile App Center

—
C. Concur Support

Home Support Resources Community Info Billing

Knowledge Base le ch Info - Standard Teage/Tech Info - Concurforce

Training - Standard Training - Concurforce

Card Registra

Release Notes and Technical Documentation  Whatis technical documentation?
Add a Mew Per
Concur Standard edition includes Expense, Travel, Invoice, Analysis / Intelligence, Con Locate & Alert
_ Card Name

+ Release Motes: Full description of the monthly releases
* Technical Documentation: Setup Guides and User Guides

Release notes and
technical documentation

ForWeb Senvices, access Release Motes, Guides, and Sample Code and Certified Application Guides.

Select Expense
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Help - Admins

Users with an admin role can access release notes, technical documents, and other
resources using Help in Concur.

Welcome, Chris Miller © belp | Log Out -
Support
CONCUR Expense Help
Invaice Help
My Concur | Expense Administration Setup  Profile Expense Tools Help
Expense Administration Help
Inveice Administration Help
Expense Setup and _
P . . P Help Search » 5
Administration
- -
Use Online Help M
Technical Documentation i
A - || Navigate Help
Setup and User Guide 3
Adm":' Release Summary Use the Help Back * and Forward ® buttons to go L
What's New - Expense back and forth between topics. These buttons are ~ | Requested Amount
What's New - Concur's mobile app located in the top right corner of the Help system. Do
not use the browser's Back and Forward buttons.
+Zusing Online Help Change the size of the left and right frames
— View All Charges
= ’-__?Setup You can make the Contents (left) side of the page
A wider or narrower. To do so:
Approval Routing
Car Configuration 1. Place the mouse pointer on the gray bar that pptal Unexpensed
Company Card separates the left {Contents) and right (Help
Compliance Controls , E’;g:) fr:rzes. to the desired width
- £3Cost Tracking . Click and drag to the desired width. )
& .
DQUICkBDDkS Search for topics in Help
+ _10ther -
U L5 The Search feature is located in the top bar of the -

Concur Release Notes

October 2014

Initial Post: Friday, Oct 17, 10:00 AM PT

Page 17

Expense Standard

Concur Client FINAL



Resolved Issues

Case ID Description

05124544 Expense Pay: The trace number is now available in Cognos reporting (for
reconciliation) and in the extract (available to Financial Connector.)

05153571 Payment Confirmation: This workflow step generates as expected without

05183825 duplicate emails.

05265864 QuickBooks Connector: Data is successfully going from Concur to QuickBooks
Online in all cases.

05267866 QuickBooks Connector: Administrators can successfully add QuickBooks users
to Concur with email addresses.

05260907 Attendees: Concur is no longer removing default attendees for imported card
charge with no expense type defined when the expense type is set.

05292050 Inactive Expense Type: Inactive expense types are correctly displayed on the
Account Codes page.

05309896 Japan Localization: The Japanese localization error when creating a new
report from the MyConcur page is corrected.

04968787 Smart Expenses: User can now successfully delete Smart Expenses.

05259183

05371099

04901572 Smart Expenses: Imported credit card transactions now map properly to
expense types.

05332135 QuickBooks Online Import: Send data is now successful for credit card
expenses itemized into sub expenses.

05316013 Bulk Edits: It is no longer possible to update hidden fields, such as the Is
Personal field.

05382727 Mileage: Users in Ireland as country of residence who are subject to UK
expense policies can now enter mileage expenses.

05204599 Salesforce Connector: Field handling is improved for lists exceeding 500
entries.

05348052 Canada VAT: The factored tax calculation for meals is adjusted to exclude tip
amounts.

05346592 ERP Tax: Australian clients with a double-line extract who use Concur Fringe
Benefits Tax functionality in the tax module in conjunction with the Attendee
Status field (choice of "Travelling" or "Not Travelling") on the Attendee Detail
form now see all tax amounts reflected in the extract.

05289273 QuickBooks Connector: Account names for Other Fixed Assets and Fixtures
and Furniture fields now correctly synchronize from QB to Concur.

05382763 Cash Advance: The Unsubmitted Usage column displays the unused portion of

the cash advance on the Cash Advance Admin page.
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Two User Interfaces — Enhanced Ul

Concur is in the process of transitioning from the current user interface to the
enhanced user interface.

Welcome, Chris Collins [ You are administering for: Yourself ] =
Current user interface
CONCUR
My Concur Travel Expense Reporting Administration  Setup Profile App Center
Trip Search Travel Alerts |
Air/Rail || Car || Hotel || Taxi || Rail = Flight Status .‘_f_'. Triplt creates instant mobile itineraries for business and personal trips
Simply connect your Concur account to Triplt. | Connect to TripIt No thanks
® Round Trip One Way Multi-Segment
@ You haven't signed up to receive e-receipts.fg Sign up here
Departure City g
Find anaimport | Select mulfiple aimort Travel Info
Arrival City [y Administration | Help -
Hi Travel s Reportiny Cente
lome rave Expense Approval leporting App Center Profile - 3
Departure [gg
(@ CONCUR + + 00 00 00 01
Starta Upload Required View Trips Available Open
Return [ Hello, Chris Report Receipts Approvals Expenses Reports
R e d
TRIP SEARCH ALERTS

&, Booking for myself | Book for a guest © Tripit creates instant mobile itineraries for business and personal trips.

- Simply connect your Concur account to Tripit. No manks

+§ W i @ © You havent signed up to receive e-receipis.@ Sign up here

Y TASKS

Enhanced user interface

The enhanced UI brings some long-awaited usability enhancements — some are

significant (perhaps involving navigation changes) while others are minor (involving
only look-and-feel).

Getting Ready: Transition Guides

Two guides are available to help you and your users understand the enhancements.
The "highlights" guide (about 13 pages) is designed for end users and describes the

most significant changes that impact them. The "comprehensive" guide (about 70
pages) is designed for admins. It describes:

e The steps required before transitioning to the enhanced UI
e The preview period for the admin and for the entire company
e All of the enhancements—both significant and minor

Access the guides here:
http://www.concurtraining.com/customers/tech pubs/GW/ TransGuidesStd.htm

Concur Release Notes
November 2014

Initial Post: Friday, November 14, 8:15 AM PT

Page 1 Expense Standard

Concur Client FINAL


http://www.concurtraining.com/customers/tech_pubs/GW/_TransGuidesStd.htm

Release Notes: Sample Screens and Menu Navigation
For screen samples, the monthly release notes may show the current Ul, the
enhanced Ul, or both. Over time, all screen samples will appear only in the enhanced
UL

In those cases where the menu navigation is different, we will provide both sets of
steps.

Example:

1. In the currentUl, click Profile > Other Settings (left menu).
In the enhanced VI, click Profile > Profile Settings > Other Settings (left
menu).

Preview Options

Overview

Concur has provided several options for users to become familiar with the enhanced
UI and introduce it in the company during the preview period. The enhanced UI may
be activated:

e For the individual admin: This provides the administration team time to
familiarize themselves with the change and to update any documentation or
training materials before their users are exposed to the change.

e For the entire company: This turns on the enhanced UI for the entire
company, so that companies eager to switch may do so on their own timeline
in advance of the final cutover in 2015.

These options are available in the User Experience Settings page for qualified
administrators. All of these options are described below as well as the
role/permission that an admin must have in order to make the enhanced UI available
to users.
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What the Admin Sees

On login to Concur, administrators will see new messaging on the My Concur page
advising them of the transition process and a countdown to the mandatory cutover
date.

By clicking the button in this message, the admin sees the new User Experience
Settings page, which will display the options that the user’s roles and permissions
allow. The admin may also access this page via Administration > User Experience
Settings.

Preview Enhanced Experience

This page allows you to preview the enhanced experience for Concur. The preview can be turned on or off at any
point during the preview period. To find out more about what's new in the enhanced experience, click Learn
More to the right.

Preview for yourself

To check out the enhanced UI for yourself only, click the button below. You can return here to revert back to
Your current experience.

Preview it for yourself

Company-wide preview

IMPORTANT - This turns on the preview for every travel, request, expense and invoice user in the entire
company. We recommend making sure any user-facing information, such as Company Motes, is up-to-date
before tuming on the preview for everyone, If there i maore than one Concur administrator, please coordinate to
ensure that appropriate change management is in place for your users before you make the switch.

Turn on the enhanced experience

Detailed information about each of these options, and the roles that may use them,
is available in the transition guide.
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Release Notes

This section contains the release notes for the expense functionality of Concur
Standard Edition. Clients with other products should review those release notes,
located on the Concur Support portal.

Company Card

Additional Bank (First Hawaiian Bank) Available in Setup

New credit card programs are available in Setup when configuring automatic data
feeds from your bank(s).

¢ First Hawaiian Bank (US, MasterCard, Purchasing or Corporate)
e Merchants and Manufacturers Bank (US, VISA, Corporate)
o Park Sterling Bank (US, MasterCard, Corporate)

BUSINESS PURPOSE/CLIENT BENEFIT

The additional automated options can expedite processing of credit card expenses.

What the Administrator Sees
The Company Card page has new choices.
CURRENT UI

First Hawaiian Bank

Company Card

This is where you set up company card information to impaort and configure how the transactions are paid.

Save Cancel
In which country is the card issued? I UMITED STATES k%
‘What is the billing or "posting’ cumrency? I usD b
Who is the card issuer? — .4
‘What type of card is it? I MasterCard .4
‘What type of program is this? || ~
Who receives the statement from the card issuer? I éCorpo rate Card

Purchasing Card
‘Who pays the card issuer? I &

‘What do you want to name this card program? I

How do you want to pay for this card program? I b
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CURRENT U1

ENHANCED U1

First Hawaiian Bank

Company Card

In which country is the card issued?
VWhat is the billing or 'posting’ currency?
Who iz the card issuer?

What type of card is it?

What type of program is this?

Who receives the statement from the card issuer?
Who pays the card issuer?

What do you want to name this card program?

How do you want to pay for this card program?

This is where you set up company card information to import and configure how the transactions are paid.

| UNITED STATES

|USD

— First Hawaiian Bank

| MasterCard

Corporate Card

Purchasing Card

Configuration/Feature Activation

The Company Card page automatically lists the new issuers; there are no additional

configuration or activation steps.

The procedure for adding new cards has not changed.

The path to the Company Card page in the enhanced Ul is Administration >

Expense > Company Card.

L For more information, refer to Expense: Company Card Setup Guide for Concur Standard

Edition.
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Exit Survey

Rating Survey Simplified and Less Frequent
The rating survey that displays after users submit expense reports has been
modified. In the November 2014 release, the rating window contains only one item
to rate, and will display only once per 30-day period per employee.

BUSINESS PURPOSE / CLIENT BENEFIT

Decreasing the length of the survey and its frequency saves employees' time.

What the User Sees
The updated Report Submit Status window displays.

CURRENT U1

Report Submit Status - Ripre Expo

This report was submitted successfully.

Approver: Miller, Chris Tell us how we are doing (optional)
Expense Report
- Overall satisfaction with Concur:
Report Total : $15.00
Less Personal Amount : $0.00 .
: . Comments and suggestions: {Max. 1000 characters)
Amount Claimed : £15.00 1
Amount Rejected : $0.00

Company Disbursements -

m

Amount Due Employee: £15.00

Total Paid By Company : £15.00 D Sign me up to participate in future research studies.

Employee Disbursements

Amaount Owed

- $0.00
Company :
Total Owed By $0.00
Employee: '
Note: -
Close
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ENHANCED U1

Report Successfully Submitted *

*

Ripre Expo —
Sent to: Approval for Processing . .
Tell us how we are doing (optional)
Expense Report

@erﬂll satisfaction with Concur: )
Report Total : $15.00
Less Personal Comments and suggestions: (Max 1000 characters)
Amount : $0.00 -
Amount Claimed : $15.00 -
Amount Rejected - $0.00 1

Company Disbursements

|:| Sign me up to participate in future research studies.
Amount Due ? p o particp

Employee : $15.00
Total Paid By
Company $15.00 0

Employee Disbursements

Amount Owed I:

Company : $0.00 il
Close
Configuration/Feature Activation
The updated survey window automatically appears; there are no additional
configuration or activation steps.
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Account Codes Setup

Enhancements for Easier Data Entry
The improvements to page navigation include the following:
e You can tab through the account code list

o Pressing Tab or Enter moves the cursor to the next Account Code
field, top to bottom. Use Enter after editing a field.

o Pressing Shift + Tab moves the cursor to the previous Account Code
field, bottom to top.

e It is easier to copy and paste a value into an account code field.
When the cursor is in an Account Code field, the value is highlighted
automatically so you do not have to select it.

The Search field filters on Expense Types, Account Code, and Default Account
Code.

BUSINESS PURPOSE/CLIENT BENEFIT

Fewer keystrokes and clicks will save time when navigating the Account Code page.

What the Administrator Sees

For example, the navigation and highlighting changes can be seen by clicking
Continuing Education in the account column and pressing Tab twice.

Manage Account Codes
Here's where you set up your expense types and account codes, and define the fields on expense and attendee forms. If you
need other expense types, add new ones rather than repurposing the existing expense types,

1 Expense Types Account Codes 3 Expense Forms 4 Attendee Forms
DEFAULT v Search: x P
QuickBooks Account Name or Number Default Code

Expense Type «

=l Active Expense Types

Unifarms Miscellaneous Exeerse/

Tuition/Training Reimbursement Continuing Education
Train Travel Expense
Tolls/Road Charges C| (pEnse |)
Tips/Gratuities Miscellaneous Expense
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The Search field now returns values found in any of the three columns.

Manage Account Codes

Here's where you set up your expense types and account codes, and define the fields on expense and attendee forms. If you
need other expense types, add new ones rather than repurposing the existing expense types,

1 Expense Types Aocount Codes 3 Expense Forms 4 Attendes Forms

DEFAULT v @ch: [ Tetephone E: D

Expense Type + QuickBooks Account Name or Number Default Code
= Active Expense T)R \

Telephone/Fax Telephone Ex
Mon-Business Calls Telephone Ex;

Telephone Ex;

et/Online Fees Telephone Ex

Business Calls Telephone Expense

Configuration/Feature Activation

The Account Codes page automatically displays these navigation and search
changes; there are no additional configuration or activation steps.

The procedure for configuring Account Codes has not changed.

L For more information, refer to Expense: Expense Types Setup Guide for Concur Standard
Edition.
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Supported Configurations

Internet Explorer 7: To Be Discontinued

Overview

Concur will be refreshing the web-based user interface to implement features and
functionality that will provide clients with an enhanced experience for our solutions,
while minimizing impact to their organizations and the change they need to
manage. This refresh will help respond to feedback from our clients by:

e Enhancing the user's experience for all of Concur's products by modernizing
the user interface

e Complying with WCAG 2.0 AA from the World Wide Web Consortium (W3C)
and Section 508 of the US Rehabilitation Act of 1973

e Architecting the back-end technology to allow for the short-term changes and
to better position Concur's products for changes in the future while reducing
end-user impact

The first step in the process is to evolve the user experience with a focus on a
redesigned interface and foundational changes in key areas of functionality. We will
be delivering a redesigned, modern user interface for all products on
http://www.concursolutions.com:

e Modern consumer based application look-and-feel that will be applied across
all products

e Consistent terminology, iconography, and interaction across web and mobile
applications

¢ Dashboard design with grouping of like functions and tasks and positioning
key steps needed to complete a process at logical locations on the page

This refresh takes advantage of the most recent web browser technologies to provide
users with a premium user experience. As a result, IE 7 will no longer be a supported
browser for users when they are transitioned to the new user interface; for the best
user experience, Concur recommends IE 10 or higher, as well as Google
Chrome 30.0 or higher, and Mozilla Firefox 25.0 or higher.

What the User Sees

Users who log in to Concur with Internet Explorer 7 (IE7) will now see a banner at
the top of every page that reads Support for this version of Internet Explorer (7) will
be discontinued in Dec 2014. Please contact your Concur Administrator or IT
Department to determine when and how to upgrade.
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Users can click Close on any page to get more space, but it will appear again on
every subsequent page.

@ Attention Concur User: Support for this version of Internet Explorer (7) will be discontinued in Dec 2014, Please contact your Concur Administrator or IT department to determine when and how to uparade. Close

Welcome, Andrew Csontos @ Help | Log Out

| CONCUR

My Concur | Travel | Profile

Configuration/Feature Activation

The feature is automatically on; there are no additional configuration or activation
steps.

Monthly Browser Certifications

Monthly browser certifications, both current and planned, are available with the other
Concur monthly release notes.

[N Refer to Additional Release Notes, Webinars, and Technical Documentation in
this document for information about accessing the other release notes and
the monthly browser certifications.
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Additional Release Notes and Technical
Documentation

Concur Support Portal

You can access release notes and other technical documentation on the Concur
Support portal.

If you have the proper permissions, the Support menu is available to you in Concur.
Click Support, and then, in the Concur Support Portal, click Resources.

Click Release/Tech Info - Standard for release notes, technical documents etc.

Welcome, s St Last logged in: 01/21/2014 10:41 am (Details og Out

CONCUR

My Concur Expense Reporting Administration Setup Profile App Center

—
C. Concur Support

Home Support Resources Community Info Billing

Knowledge Base le ch Info - Standard Teage/Tech Info - Concurforce

Training - Standard Training - Concurforce

Card Registra

Release Notes and Technical Documentation  Whatis technical documentation?
Add a Mew Per
Concur Standard edition includes Expense, Travel, Invoice, Analysis / Intelligence, Con Locate & Alert
_ Card Name

+ Release Motes: Full description of the monthly releases
* Technical Documentation: Setup Guides and User Guides

Release notes and
technical documentation

ForWeb Senvices, access Release Motes, Guides, and Sample Code and Certified Application Guides.

Select Expense
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Help - Admins

Users with an admin role can access release notes, technical documents, and other
resources using Help in Concur.

Welcome, Chris Miller © belp | Log Out -
Support

CONCUR Expense Help
Invaice Help

My Concur | Expense Administration Setup  Profile

Expense Setup and
Administration

Help Search

Technical Documentation

Setup and User Guide
Admin Release Summary
What's New - Expense

What's New - Concur's mobile app
+[JUsing Online Help

- {JSetup

Approval Routing
Car Configuration
Company Card
Compliance Controls

- {Cost Tracking
+ 1QuickBooks
+ _10ther

al

m

3

m

Use Online Help

Navigate Help

Use the Help Back * and Forward ® buttons to go
back and forth between topics. These buttons are
located in the top right corner of the Help system. Do
not use the browser's Back and Forward buttons.

Change the size of the left and right frames

You can make the Contents (left) side of the page
wider or narrower. To do so:

1. Place the mouse pointer on the gray bar that
separates the left {Contents) and right (Help
page) frames.

2. Click and drag to the desired width.

Search for topics in Help

The Search feature is located in the top bar of the

m

Expense Tools Help
Expense Administration Help

Inveice Administration Help

Requested Amount

View All Charges

ptal Unexpensed

mn
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Resolved Issues

The following issues were resolved with this service release.

NOTE: Please note this is a representative list of case fixes for this release and some
issues may not be included within this document. To check the status of a
submitted case, log on to https://concursolutions.com/portal.asp and enter
your Case ID.

Case ID Description

04858365 Billable expenses are tagged as Billable when posted in QuickBooks.

05190633 Expense Pay: Non-Expense Pay employee reimbursements are no
longer saved with the Expense Pay funding account.

05167482 Each batch has its own extract.

05355063 QuickBooks Connector: Data for employee batches to Intuit using
the QuickBooks Connector synchronizes even when the data
contains an ampersand character.

05336552 Salesforce Connector: Allocations are saved even when linked lists
are used.

05448547 The approval time expire job succeeds and reports are advanced

05459599 through the workflow.

05434659 Intuit: List items can be successfully removed from the List Items
page in Setup.

05453552 Internet Explorer 9: The response time is improved. (EMEA DC)
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Two User Interfaces — Enhanced Ul

Concur is in the process of transitioning from the current user interface to the
enhanced user interface.

Welcome, Chris Collins [ You are administering for: Yourself ] =
Current user interface
CONCUR
My Concur Travel Expense Reporting Administration  Setup Profile App Center
Trip Search Travel Alerts |
Air/Rail || Car || Hotel || Taxi || Rail = Flight Status .‘_f_'. Triplt creates instant mobile itineraries for business and personal trips
Simply connect your Concur account to Triplt. | Connect to TripIt No thanks
® Round Trip One Way Multi-Segment
@ You haven't signed up to receive e-receipts.fg Sign up here
Departure City g
Find anaimport | Select mulfiple aimort Travel Info
Arrival City [y Administration | Help -
Hi Travel s Reportiny Cente
lome rave Expense Approval leporting App Center Profile - 3
Departure [gg
(@ CONCUR + + 00 00 00 01
Starta Upload Required View Trips Available Open
Return [ Hello, Chris Report Receipts Approvals Expenses Reports
R e d
TRIP SEARCH ALERTS

&, Booking for myself | Book for a guest © Tripit creates instant mobile itineraries for business and personal trips.

- Simply connect your Concur account to Tripit. No manks

+§ W i @ © You havent signed up to receive e-receipis.@ Sign up here

Y TASKS

Enhanced user interface

The enhanced UI brings some long-awaited usability enhancements — some are

significant (perhaps involving navigation changes) while others are minor (involving
only look-and-feel).

Getting Ready: Transition Guides

Two guides are available to help you and your users understand the enhancements.
The "highlights" guide (about 13 pages) is designed for end users and describes the

most significant changes that impact them. The "comprehensive" guide (about 70
pages) is designed for admins. It describes:

e The steps required before transitioning to the enhanced UI
e The preview period for the admin and for the entire company
e All of the enhancements—both significant and minor

Access the guides here:
http://www.concurtraining.com/customers/tech pubs/GW/ TransGuidesStd.htm
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Release Notes: Sample Screens and Menu Navigation
For screen samples, the monthly release notes may show the current Ul, the
enhanced Ul, or both. Over time, all screen samples will appear only in the enhanced
UL

In those cases where the menu navigation is different, we will provide both sets of
steps.

Example:

1. In the currentUl, click Profile > Other Settings (left menu).
In the enhanced VI, click Profile > Profile Settings > Other Settings (left
menu).

Preview Options

Overview

Concur has provided several options for users to become familiar with the enhanced
UI and introduce it in the company during the preview period. The enhanced UI may
be activated:

e For the individual admin: This provides the administration team time to
familiarize themselves with the change and to update any documentation or
training materials before their users are exposed to the change.

e For the entire company: This turns on the enhanced UI for the entire
company, so that companies eager to switch may do so on their own timeline
in advance of the final cutover in 2015.

These options are available in the User Experience Settings page for qualified
administrators. All of these options are described below as well as the
role/permission that an admin must have in order to make the enhanced UI available
to users.
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What the Admin Sees

On login to Concur, administrators will see new messaging on the My Concur page
advising them of the transition process and a countdown to the mandatory cutover
date.

By clicking the button in this message, the admin sees the new User Experience
Settings page, which will display the options that the user’s roles and permissions
allow. The admin may also access this page via Administration > User Experience
Settings.

Preview Enhanced Experience

This page allows you to preview the enhanced experience for Concur. The preview can be turned on or off at any
point during the preview period. To find out more about what's new in the enhanced experience, click Learn
More to the right.

Preview for yourself

To check out the enhanced UI for yourself only, click the button below. You can return here to revert back to
Your current experience.

Preview it for yourself

Company-wide preview

IMPORTANT - This turns on the preview for every travel, request, expense and invoice user in the entire
company. We recommend making sure any user-facing information, such as Company Motes, is up-to-date
before tuming on the preview for everyone, If there i maore than one Concur administrator, please coordinate to
ensure that appropriate change management is in place for your users before you make the switch.

Turn on the enhanced experience

Detailed information about each of these options, and the roles that may use them,
is available in the transition guide.
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Release Notes

This section contains the release notes for the expense functionality of Concur
Standard Edition. Clients with other products should review those release notes,
located on the Concur Support portal.

VAT

German Travel Allowance - Updated Travel Allowance Rates

As of January 1, 2015, the Domestic Travel Tax Rate of 19% is obsolete and a 7%
Reduced rate exists for hotels.

BUSINESS PURPOSE/CLIENT BENEFIT

Businesses maintain best-practice tax compliance.

What the Administrator Sees

Taxation - Enable VAT Tracking E3 =3

This is where you activate the tax rates you want Concur to use when calculating VAT.
27% Complets

o

Country Tax Authority Province | Rate Type Tax Rate Tax Groups Active
GERMANY DE Tax Authaority 19% View Active
é‘?ﬁﬁfﬂ 7% >
Domestic Travel 19%
Zero 0%
UNITED KINGDCM United Kingdom ExemptiZero 0% View Active
Standard 20%
Partial 0%
GE Mon Domestic 0.00 GBP @ 20%
GE Diesel - Over 2000cc 0.16 GBP @ 20%
GEB Diesel - 1601ce to 2000cc 0.13 GBP @ 20%
GE Diesel - 1600cc or less 0.11 GBP @ 20%
GE Petrol - Over 2000cc 0.23 GBP @ 20%
GB Petrol - 1401cc to 2000cc 0.16 GBP @ 20%
GE Pefrol - 1400cc or less 0.13 GBP @ 20%

Configuration/Feature Activation

The Taxation page automatically displays the new rate; there are no additional
configuration or activation steps.
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United Kingdom: HM Revenue and Customs (HMRC) has reduced
Advisory Fuel Rates (AFRs)

As of December 1, 2014, the following rates apply:
e Petrol 1400cc or less: Rate reduced from 14p to 13p
e Petrol over 2000cc: Rate reduced from 24p to 23p
e Diesel over 2000cc: Rate reduced from 17p to 16p

BUSINESS PURPOSE/ CLIENT BENEFIT

Businesses maintain best-practice tax compliance.

What the Administrator Sees

Taxation - Enable VAT Tracking =3

This is where you activate the tax rates you want Concur to use when caleulating VAT.
27% Complete

T

Country Tax Authority Province | Rate Type Tax Rate Tax Groups Active
GERMANY DE Tax Authority Standard 19% View Active
Reduced T%
Domestic Travel 19%
Zero 0%
UNITED KINGDCM United Kingdem ExemptiZere 0% View Active
Standard 20%
Partial 0%
GE Mon Domestic 0.00 GBP @ 20%
GE Diesel - Over 2000cc 0.16EBP @ 20%
iezel - cc to =3 13 GBP @ 20%
GE Diesel - 1600cc or less 0.11 GBP @ 20%
GE Pefrol - Over 2000cc 0.23BBP @ 20%
efrof - ccio [ 16 GBP @ 20%
C GE Pefrol - 1400cc or less 0.13 BBP @ 20%

Configuration/Feature Activation

The Taxation page automatically displays the new rates; there are no additional
configuration or activation steps.
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Concur Salesforce Connector

New Object Filter for Admins

Overview

The Cost Tracking Configuration and Concur Connector Admin Tools pages of
the Concur Salesforce Connector have been enhanced with additional object search
options. Clients with over 1000 objects in Salesforce can now filter the list of objects

by selecting All Objects, Standard Objects, or two different methods to search for
text.

What the Admin Sees

The filters appear in the Object Cost Tracking section of the Cost Tracking
Configuration page.

Object Cost Tracking

Select Objects for Cost Tracking:

Al Ohjects (limit 1000 |L] Filter

All Objects (limit 1000)

Standard Objects ct— -
starts with

contains ot —— -

— Select optional lewvel-3 ohject—— -

If the admin selects starts with or contains, they can enter text in the text box, and

click Filter to limit the list of objects. The text filter is based on the object name, not
the object label.

Object Cost Tracking

Select Objects for Cost Tracking:

starts with - cont Fitter

—— Select required level-1 object—— ]

selectreqguired level-1 object k‘
Contact (Cantact)
Library (ContentWorkspace)
Contract (Cantract)

Add to Cost Tracking
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The filter also appears in the Attendee Search Field Mapping section of the
Concur Connector Admin Tools page, and contains the same options for filtering
the object list.

Attendee Search Field Mapping
Concur Attendee Type: | Salesforce Contact L
Salesforce Object to Map:
starts with * Contact Filter
Contact (Contact) -
Concur Attendee Form Field Salesforce Object Field
AftendeaTitle Title A
Cormpany Account Name -
Firstharne First Narme -
LastHame* Last Name -
Save Field Mapping

BUSINESS PURPOSE / CLIENT BENEFIT

This enhancement allows clients with large numbers of objects to filter the object list
to make the desired object easier to locate.

Configuration/Feature Activation

This feature requires the latest connector version. Contact Concur Client Support to
get the package installation information.

Search Behavior Enhanced

Overview

Concur has updated the Concur Salesforce Connector to streamline the search
process for users. Prior to this release, when a user searched in a field used by the
connector, the search would be an "equals" search by default. If the user entered a
wildcard (*), the search would be a "starts with" search.

In the December 2014 release, the search logic is modified as follows:

e Searching with no wildcards results in a "starts with" search.

e Searching with a wildcard at the end of the string results in a "starts with"
search (same as the previous result).

e Searching with a wildcard at the beginning of the string results in a "contains"
search.
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BUSINESS PURPOSE / CLIENT BENEFIT

This enhancement provides the expected search behavior.

Configuration/Feature Activation

This feature is automatically on for all clients with the Concur Salesforce Connector;
no additional configuration or activation is required.

Expense Pay

Payment Trace Number Available in Payment Manager

Overview

NOTE: This feature will only be used by a small group of clients. If you do not

currently require the Trace Number, you will not need to make any changes
to your process.

The Payment Trace Number for payment demands has been added to the Report

Payees tab in the Monitor Payees section of Payment Manager. The Trace Number is
now available in the following ways:

e There is a new Trace Number column on the tabs that displays the payment
trace number whenever it is present.

e The Find area now includes Trace Number in the Find report payees where
field.

Payment Manager

This is where you view batches of approved expenses and download your transaction files.
O Learn about this step @ How it works

Report Payees | Employes Banking

Find report payees where
[Empioyco Lost Namc ) R

Employee Last Name

Employee First Name Payee Type Currency Reimbursement Method
Report ID

Any Any =
Report Name

Payment Demand 1D

e s~ | | 1

Heport Name » Report ID

Payment Demand ID Approved Date Payee Name Amount Currency Reimbursement Method Payee Type Status Batch ID

Page 1 oft

Q

No data to display

BUSINESS PURPOSE / CLIENT BENEFIT

This enhancement provides additional information that some clients can use to
reconcile payments.
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Configuration/Feature Activation

This feature is automatically on for all clients with Expense Pay; no additional
configuration or activation is required.

Intuit Integration

QBO Liability Account Code List

For QB Online clients, the Employee Reimbursements page of Setup displays the
QuickBooks Liability Account Code list, populated by QuickBooks.

BUSINESS PURPOSE/CLIENT BENEFIT

This feature accommodates QBO Plus customers who may have more than one AP
account.

What the Administrator Sees

The Employee Reimbursements page displays the QuickBooks Liability
Account Code field, which is now a list field populated by QuickBooks.

Employee Reimbursements

This is where vou specify how you will pay vour users for their expenses.

Save Cancel
Which country are you setting the employee payment methed for? I hd
Which currency do you plan to reimburse these employees with? I v

Which payment method will you use to reimburse these employees?
We will use this informaticn to help you export payment data from Concur.

Schedule = Accounting

How do you want your transactions to appear in QuickBooks? IBi|| b

QuickBooks Liability Account Code: Cash Account Code
IPayabIe to Employees w We use this information to populate fisld values in your accounting file.

Configuration/Feature Activation

The field displays automatically for QB Online clients; there are no additional
configuration or activation steps.

There is no change to QB Desktop clients’ experience or configuration.

The procedure for setting up employee reimbursements has not changed.
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L For more information, refer to Expense: Employee Reimbursement Setup Guide for
Concur Standard Edition.

QuickBooks Transaction Dates Now Editable

Overview
Admins can configure the date the system uses to post the bills in QuickBooks to use
the Batch Close Date (the historical default), the Report Create Date, or the
Report Submit Date.

BUSINESS PURPOSE / CLIENT BENEFIT

Expenses are more accurately posted to the appropriate financial period.

What the Administrator Sees

A new Bill Posting Date list is available on the Accounting tabs of both the
Employee Reimbursements page of Setup and the Company Card page of Setup.

Employee Reimbursements EIE 3

This is where you specify how you will pay your users for their expenses.

oo ] cona

Which counfry are you setting the employee payment method for? I UNITED STATES

Which currency de you plan to reimburse these employees with? I US, Dollar

Which payment method will you use to reimburse these employees? I Other Reimbursement Methods
We will use this information to help you export payment daia from Concur.

Schedule || Accounting

How do you want your fransactions fo appear in QuickBooks? I Bill

CQuickBooks Liability Account Code: Cash Account Code L. ) .
We use this information to populate field values in
your accounting file.

Bill Posting Date |

éBalch Close Dale
Report Create Date
Report Submit Date

Configuration/Feature Activation

This new list displays automatically on for all clients using the QuickBooks Connector
and posting transactions as Bills in QuickBooks; no additional configuration or
activation is required.
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Company Card

Additional Banks Available in Setup

New credit card programs are available in Setup when configuring automatic data
feeds from your bank(s).

¢ BBVA (US, MasterCard, IBIP/IBCP/CBCP, Corporate)
o Danske Bank (GB, MasterCard, IBIP/IBCP/CBCP, Corporate)
¢ Pinnacle Financial Partners (US, MasterCard, IBIP/IBCP/CBCP, Corporate)

BUSINESS PURPOSE/CLIENT BENEFIT

The additional automated options can expedite processing of credit card expenses.

What the Administrator Sees

The Company Card page has new card issuer choices.

For example:

What type of card is it?

What type of program is this?

Who receives the statement from the card issuer?
Who pays the card issuer?

What do you want to name this card program?

How do you want to pay for this card program?

Bank of America
Bank of Montreal
Bank of the West
Bankers Trust
Barclays Bank
BBAT

m

{BEVA

Eridge Bank

California Bank of Commerce
Capital One

Charter One Bank

Cifibank

Citizens Bank

City Mational Bank

Comdata

Comerica

Company Card B
This is where you set up company card information to import and configure how the fransactions are paid.
58% Complete
=
In which country is the card issued? | UNITED STATES
What is the billing or 'posting’ currency? | uso
Who is the card issuer? |

Configuration/Feature Activation

The Company Card page automatically lists the new issuers; there are no additional
configuration or activation steps.

The procedure for adding new cards has not changed.

The path to the Company Card page in the enhanced Ul is Administration >
Expense > Company Card.
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L For more information, refer to Expense: Company Card Setup Guide for Concur Standard
Edition.

Supported Configurations

Internet Explorer 7: To Be Discontinued

Overview

Concur will be refreshing the web-based user interface to implement features and
functionality that will provide clients with an enhanced experience for our solutions,
while minimizing impact to their organizations and the change they need to
manage. This refresh will help respond to feedback from our clients by:

e Enhancing the user's experience for all of Concur's products by modernizing
the user interface

e Complying with WCAG 2.0 AA from the World Wide Web Consortium (W3C)
and Section 508 of the US Rehabilitation Act of 1973

e Architecting the back-end technology to allow for the short-term changes and
to better position Concur's products for changes in the future while reducing
end-user impact

The first step in the process is to evolve the user experience with a focus on a
redesigned interface and foundational changes in key areas of functionality. We will
be delivering a redesigned, modern user interface for all products on
http://www.concursolutions.com:

e Modern consumer based application look-and-feel that will be applied across
all products

e Consistent terminology, iconography, and interaction across web and mobile
applications

¢ Dashboard design with grouping of like functions and tasks and positioning
key steps needed to complete a process at logical locations on the page

This refresh takes advantage of the most recent web browser technologies to provide
users with a premium user experience. As a result, IE 7 will no longer be a supported
browser for users when they are transitioned to the new user interface; for the best
user experience, Concur recommends IE 10 or higher, as well as Google
Chrome 30.0 or higher, and Mozilla Firefox 25.0 or higher.

What the User Sees

Users who log in to Concur with Internet Explorer 7 (IE7) will now see a banner at
the top of every page that reads Support for this version of Internet Explorer (7) will
be discontinued in Dec 2014. Please contact your Concur Administrator or IT
Department to determine when and how to upgrade.
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Users can click Close on any page to get more space, but it will appear again on
every subsequent page.

@ Attention Concur User: Support for this version of Internet Explorer (7) will be discontinued in Dec 2014, Please contact your Concur Administrator or IT department to determine when and how to uparade. Close

Welcome, Andrew Csontos @ Help | Log Out

| CONCUR

My Concur | Travel | Profile

Configuration/Feature Activation

The feature is automatically on; there are no additional configuration or activation
steps.

Monthly Browser Certifications

Monthly browser certifications, both current and planned, are available with the other
Concur monthly release notes.

[N Refer to Additional Release Notes, Webinars, and Technical Documentation in
this document for information about accessing the other release notes and
the monthly browser certifications.
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Additional Release Notes and Technical
Documentation

Concur Support Portal

You can access release notes and other technical documentation on the Concur
Support portal.

If you have the proper permissions, the Support menu is available to you in Concur.
Click Support, and then, in the Concur Support Portal, click Resources.

Click Release/Tech Info - Standard for release notes, technical documents etc.

Welcome, s St Last logged in: 01/21/2014 10:41 am (Details og Out

CONCUR

My Concur Expense Reporting Administration Setup Profile App Center

—
C. Concur Support

Home Support Resources Community Info Billing

Knowledge Base le ch Info - Standard Teage/Tech Info - Concurforce

Training - Standard Training - Concurforce

Card Registra

Release Notes and Technical Documentation  Whatis technical documentation?
Add a Mew Per
Concur Standard edition includes Expense, Travel, Invoice, Analysis / Intelligence, Con Locate & Alert
_ Card Name

+ Release Motes: Full description of the monthly releases
* Technical Documentation: Setup Guides and User Guides

Release notes and
technical documentation

ForWeb Senvices, access Release Motes, Guides, and Sample Code and Certified Application Guides.

Select Expense
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Help - Admins

Users with an admin role can access release notes, technical documents, and other
resources using Help in Concur.

Welcome, Chris Miller © belp | Log Out -
Support

CONCUR Expense Help
Invaice Help

My Concur | Expense Administration Setup  Profile

Expense Setup and
Administration

Help Search

Technical Documentation

Setup and User Guide
Admin Release Summary
What's New - Expense

What's New - Concur's mobile app
+[JUsing Online Help

- {JSetup

Approval Routing
Car Configuration
Company Card
Compliance Controls

- {Cost Tracking
+ 1QuickBooks
+ _10ther

al

m

3

m

Use Online Help

Navigate Help

Use the Help Back * and Forward ® buttons to go
back and forth between topics. These buttons are
located in the top right corner of the Help system. Do
not use the browser's Back and Forward buttons.

Change the size of the left and right frames

You can make the Contents (left) side of the page
wider or narrower. To do so:

1. Place the mouse pointer on the gray bar that
separates the left {Contents) and right (Help
page) frames.

2. Click and drag to the desired width.

Search for topics in Help

The Search feature is located in the top bar of the

m

Expense Tools Help
Expense Administration Help

Inveice Administration Help

Requested Amount

View All Charges

ptal Unexpensed

mn
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Resolved Issues

To check the status of a submitted case, log on to
https://concursolutions.com/portal.asp and enter your Case ID.
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