Prepare and Submit your Planar Expense Report in 10 Easy Steps w

Step 1: Update Internet Browser Settings

Your browser should already be set up to use Concur, but the following steps will ensure that your system is set to the optimal settings for Concur.
In Internet Explorer select Tools—Internet Options and within the General Tab then select the Settings button in the Browsing History. Then select Automatically in
the “check for newer settings” section. The recommended cache size is 1024.

[internet Options ______ 20

-etunty | Frivacy | Content | Connections | Programs | Advanced |

x|
Hame page
b ~Temporary Internet Fie
/? e e Internet Explarer stores copies of webpages, images, and media
T — | for faster viewing later.
Check For newer versions of stored pages:
| " Every time I visit the webpage
Trep— Use default Use blank | " Every time I start Internet Explorer
Browsing histary =
Hesver

" Delste temporary fies, history, cookies, saved passwords,

) and web form information, Elik space to e (a—mzmag -
Recommended: 50-250ME;

I™ Delete browsing history on exit

Current location:

CiiDocuments and SettingsidbaumgartneriLacal
Search Settings{Temporary Internst Fies)

Change search defaults. Settings
View objects view files

Tabs
Change how webpages are displayed in Settings [ Histor
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In the Advanced Tab ensure that the Empty Temporary Internet Files option is not selected.

2 xIf
General | Security | Privacy | content | Connections | ngram_
Settings
1 Search from the Address bar =

© Da nat submit unknown addresses to vaur auko-search pre
© ust display the results in the main window

5 Security
O allow active cantent from CDs to run on My Computer®
[ Allow active content ta run in files on My Computer®
O Allow software to run or install even i the signature is inv:
Check for publisher's certificate revocation
O Check for server certificate revocation™

Check for signatures on downloaded programs
Do not save Erv(riited iaies to disk

Enable DOM Storage
Enable Inkegrated Windows Authenucamnl* =
5

|

*Takes effect after you restart Inkermet Explorer

Restore advanced settings
Resst Internet Explorer settings —————————————
Reesets Internet Explorer's sektings to their default Resst,..
conditin, =

+ou should anly uss this if your browser is in an unusable state.

ok || canel || s |

Next, select the Security Tab select Trusted Sites and then select the Sites button. Enter https://concursolutions.com in the box provided and then select Add.
21

General - privacy | Content | Connections | Programs | Advanced |

Select a zons ko visw or change security settings.

¢ «

Internet Local intranet|

S Trusted sites x|

*ou can add and remave websikes From this zone. All websites in
Restricted
stes

This zane contains websites that you Add this website ko the zone:
your files,

You have websites in this zone.

this zone will use the zone's security settings.

Websites:

~Sscurity level For this zons 172.16.0.149 = s
crystal.planar. net

hittp:jasbusobjoz
http:fcrystalz008
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Custom

Custom settings.

- To change the settings, dick Custom lewel,

- To use the recommended settings, click DeFault lsvel.
I™ Require server verification (https:} for all sites in this 2one

Close
Customlevel... | Defautlevel |
Reset all zanes to default level

.@ Some settings are managed by your system administr ator,

=
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Select Close and then OK. Finally, select Tools in Internet Explorer toolbar and then select Compatibility View Settings make sure that all 3 boxes at the bottom of

the dialogue box are unchecked.
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Step 2: Log into Concur

Cligbook and Concur are now ‘connected’ and so you can access them from one URL: ConcurSolutions.com. The previous Cligbook log in URL (www.MyOuttask.com)

will also continue to work and provide access to the combined Concur/Cligbook website. Your log in information is the same for both websites.

Go to ConcurSolutions.com to log in to the system. Your user name is your Planar email address. The password for all users is Welcome1l (case sensitive). Even if you
have previously used the Clighook website, your password has been reset to Welcomel. When you log in the first time, you will be prompted to change your

password.

After you have logged in for the first time, confirm that your name appears correctly in the upper left hand corner.

» My Concur - Diana Rae Baumagartner

My Concur | Travel Expense  Reporting

Welcome,_[ You are administering for: Yourself ]

Administration

Profile

Questions?
Contact Jenny Shoykhet or Tina Dennis with Concur questions.
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Step 3: Set up Direct Deposit Information

Concur allows you to enter your expense reports quickly and Accounting to reimburse you more quickly, by directly depositing your reimbursements to a bank
account of your choice. The system will not allow you to submit an expense report until you enter your banking information.

To enter your banking information select Profile, then select Banking Information. Enter your bank’s routing number, account number, and account type. Select yes
in the Active box. You only need to enter this information once—you do not need to enter this each time you have a new expense report.

__« My Concur - Diana Rae Baumgartner

My Concur Travel Expense Administration Profile Help LogOut

My Concur: - Diana Rae Baumgartner o'

Once you have entered your banking information, the system will perform a “pre-note” process and deposit a penny into your account to confirm that the banking
information is correct. The penny should show up in your bank account within 3 business days.

Date % Description % W'rthdrawals% Depositz. %
1115120102 COMCUR -EXPENSE $0.01

After a successful pre-note, the status of your bank account will show as confirmed in the Banking Information screen.

Account History

Routing Mumber Bank Account Number Account Type Deescription
I I Chacting ceount s

You will not be able to submit an expense report until your banking status is shown as Confirmed. Because the pre-note process required to reflect a confirmed
status can take up to 3 business days, you should enter your banking information now—even if you don’t have expenses—so that the information is there and

confirmed when you have an expense report you need to submit.

Step 4: Activate E-Receipts

In the Alerts window on your My Concur page, click the Sign up here link to activate E-Receipts.

Company Info

Trining Portal

This website provides you with interactive training simulations, a QuickStart guide with step-by-step instructions, and other
training materials designed to get you up and running quickly

Select E-Receipt Activation and then accept the terms and conditions by selecting | Accept.

My Concur Travel Expense Reporting Administration Profile

Personal Information  Change Password  System Settings  Mobile Registration tion Reassignment  System E-Mail Settings

Your Information
Enzble the automatic collection of electronic receipts and folio data. or “e-receipts”. from participating suppliers!

Persanz| Information
Comparmy Information
Contact Information
Emergency Contact
Credit Cards

ceipts”, from participating suppliers!

Travel Settings

Questions?
Contact Jenny Shoykhet or Tina Dennis with Concur questions. Updated December 2010
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E-Receipt Activation and Use Acreement X
E-Receipt Activation and Use Agreement i

Please read the fallowing E-Receipt Activation and Use Agreem ent. To view the rest of the agreem ent, plense sarall
daown,
e e
 We are pleased to offer y ou paticipation in aur e receipt program jour e receipt program 7, which =

b enables ourautomatic cobecton of the slecronic receipts and folo data genemted by ¥ our Tan@chons

1 with supplers that paticipate in our & receipt program (collectively, "e-receipts) for use in connecton

1wt Concur services In corsideration for providing wou with access and us of our & receipt prodmm in

E connecton with Concur services, y ou hareby understand and agree to the followang:

i

.1 ou hereby grant Concur Technologies Inc, your company, and each of their respecty e affliates,

agents suppliers successors and assigns {collectively, the "data processors”) the irevacable, perpetual
wiotdwide royaly-free miht and icenseto send and el & e-receipts generate! by v our ransacion

E with paticpating suppliers ncludng without limitation air, @il hotd, car rental and other ground

] franspoitation suppbers, and to use such e-recapt provided by such supples in connection with Concur

i senvices, B

¥ ou must ACCEPT all of the term s of the E-Rec egpt and Use Agreem ent in order to proceed with use of our e-receipt
progrm by pushing the I ACCEPT button befow, If y ou do not wish to procead with such use of our e-recapt
program , then please press the I DECLINE button below and you will not paricipate in our e recept program.

IDwcline

| -
e

A confirmation screen will confirm that the activation is complete

-
1 ) You have enzbled ereceipts. Look for the e-receipt enzbled icon while booking to tic ors! @

Once you complete the e-receipt activation, the e-receipts generated by your transaction with a participating supplier will be automatically collected and matched
with your itineraries and expense reports. You can access and print these e-receipts at any time from your Trip Library. Your e-receipts will be automatically matched
with your itineraries and expense reports, so you can avoid the manually entering these expenses and attaching a receipt to your expense report. See further

discussion of E-Receipts in Step 8 below.

In Cligbook, suppliers that participate in the e-receipt program are identified by this icon during the online booking process: '(;:I

When you log in to Concur for the first time, your trip list may indicate that an old trip needs an expense report.

My Concur | Travel Expense Reporting Profile

Upgrade to the latest Concur for mobile Trip List « B0@
Versicn 6.3 is being retired starting Dec 1, 2010 Trip Name/Description Locator Start Date

y a § l E Trip Booked Via Agent JRETIE

e Trip Boaked Via Agent MTEKLY

Trip Search Trip Booked Via Agent MNeeds Expense Repan

Elight | Csr || Hotel || Fight Status

PLANAR

Expense Report?

N

You are not required to submit a Concur expense reports for trips that have already been submitted via the previous, paper expense report method. To remove
these trips from your list select the Travel menu and then select the Remove Trips tab. Select the trips you would like to remove (ie: those old trips for which you’ve

already submitted an expense report) and then select Remove Selected Trips.

Upgrade to the latest Concur for mobile
Version 6.3 is being retired starting Dec 1, 2010 Trip Name/Description

> &= B b WD

Trip Booked

Trip Bocked

Flight || Car || Hotel || Flight Status

[l Round Trip ' One O Multi-5egment

Departure City ) FDX

® PLANAR

My Concur - Expense Reporting Profile

Home Trip Library Templates Policy Profile  Tools

Company Notes Clighook Map Upcoming Trips Trips Awaiting Approval _

Questions?
Contact Jenny Shoykhet or Tina Dennis with Concur questions.
Access Concur Tutorials, Guides, and FAQ at http://www.concurtraining.com/customers/corpedtraining/index.asp
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Step 5: Create a New Expense Report

On the My Concur page, select +New Expense Report in the Expense Reports window on the My Concur page

Travel

Profile

My Concur Expense Administration Help

Not Sure Where You Are?

¥ Your phone knows. GPS-enabled search for
hotels, restaurants and cars

... Register Concur for mobile.

Log Out

Report Name
testuz
as kidjfkjlasdl

=] wiew Reports

Enter

a report name and business purpose. Fields with a red-bar on the left side are required. Those without red-bars are optional. Once complete, select Next

Create a New Expense Report
Report Header

Palicy dport Name

15 Expense Policy

ip to Anywhere, USA

Report Date
10/13/2010

iness Purpose

Comment

gvel to meet with Customer ﬂ

Step 6: Add Expenses to an Expense Report

Select New Expense and then enter your Expense Type by either A) typing the expense type into the Expense Type box or B) selecting from the list of expense types

below the Expense Type box.

enter

Expense~

Trip to Anywhere, USA

mport + Details || Receipts <|
A a8 L

Expenses
[l

f Date ~ | Expense Type

iﬁrl‘n-t j. él;ﬂa-ll -'.J

Adding New Expense

TOTAL AMOUNT
$0.00

Delete Report

Copy View '.J <| New Expense
Amount Requested
Expense Type
2
To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit an ex
click the expense on the left side of the page.
Cash Advance Repayment Dues/Memberships Postage
Communications Education/Tuiticn Transportation
Internet Access Gifts Airfare
Telephene (Home 8 Hotel) Hardware for Customer Service/Installation Airline Fees
|
Telephene (Mebile) In-Lieu of Expenses Bus
Entertainment Laundry Car Rental
Or Select Your Expense

Type in this Sectiugl Entertainment-Other
Group Meals (with non-Planar attendees)
Individual Meals
Group Meals (enly Planar employees)
Meals (Breakfast/Lunch/Dinner}
Lodging
TOTAL REQUESTED
$0.00

Hotel

Miscellanecus Expenses
Mewspapers/Books
Seminars
Subscriptions
Supplies/Equipment
Engineering Supplies

IT Equipment

Gasoline for Rental Car
Parking

Persenal Vehicle Mileage
Taxi

Tips

Tolls

Train

Complete the required fields for the expense type you selected. Fields with a red-bar on the left side are required. Those without red-bars are optional.

Concur will automatically enter the department to which you are assigned.

appropriate department from the drop-down list.

If a particular expense should be charged to a different department, select the

Expenses can be entered in all major world currencies—the conversion is calculated automatically using the exchange rate for the transaction date entered.

When all fields are complete, select Save.

Questions?
Contact Jenny Shoykhet or Tina Dennis with Concur questions.

Access Concur Tutorials, Guides, and FAQ at http://www.concurtraining.com/customers/corpedtraining/index.asp
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New Expense

currencies

Your assigned department is automatically selected.
Use the drop-down menu to change.

Expense Type Transaction Date Business Purpose

|Park|r|g ~ | 10/15/2010 3 |Tra\'eltu meet with Customer ABC
WVendor Name City Payment Type

Acme Parking Company Seattle, Washington |Out of Pocket L
Amotnt " Persanal Expense (do not reimburse) ~ Comment
|8-UU UsD | Parking at Customer ABC i’
Department Expenses can be entered
|(?ITUDD] Corp Finance/Accounting in USD or other major

Save Itemize
i

Cancel
| E——

The expense is then entered into your expense report, as shown in the Expense Window

Trip to Anywhere, USA

® New Expense I Import = | Details = | Receipts -I Print / Email =

Expenses Delet Capy

«|

View

| \ Date ~ ‘ Expense Type Amount Requested

| Adding Mew Expense

[]  10/15/2010  parking

Acme Farking Company, Seattle, Wash How

$8.00

$8.00

TOTAL AMOUNT TOTAL REQUESTED

$8.00

New Expense

Expense Type

To create a new expense, click the appropri
click the expense on the left side of the pag:

Business Promotions

Sell-X frems

Trade Shows
Cash Advance

Cash Advance Repayment
Communications

Internet Access

Telephone (Home & Hotel)

Telephone (Mokile)
Entertainment

Entertainment-Other

Group Meals (with non-Planar attendees)

Select a new expense type, and enter your next expense

New Expense

Expense Type

click the expense on the left side of the page.

&

To creale a new expense, click the appropriale expense lype below or lype the expense ype in the field above. To edit an exisling expens

Cash Advance Repayment Dues/Memberships Postage

Communications Education/Tuiticn Transportation
Internet Access Gifts Airfare
Telephone (Home & Hotel) Hardware for Customer Service/Installation  Airline Fees
Telephone (Mobile) In-Lieu of Expenses Bus

Entertainment Laundry Car Rental
Entertainment-Other IMiscellaneous Expenses Gasoline for Rental Car
Group Meals (with non-Planar attendees) MNewspapers/Books Parking

Individual Meals Seminars _

Questions?
Contact Jenny Shoykhet or Tina Dennis with Concur questions.
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When entering personal vehicle mileage you can calculate the distance travelled on your own, or you can use the Mileage Calculator which is linked to Google Maps.
Note: Concur only allows whole miles—no partial mileage should be entered.

7New Expense

View Reimbursement Rates
Expense Type
|Per50na| Vehicle Miezge

From Location
Planar Beaverton Office

mount

0.00 USD |

Transaction Date

v/ |1u;15,izu1u o4

To Location
| Seattle, Washington

. Comment

Purpase of the Trip
|Tm\'el to meet with Customer ABC

Payment Type

Out of Pocket =

Department

ﬂ |(717EIUUJ Corp Finance/Accounting

Mileage Calculator

Waypoints

Distances Personal

' 1195 NW Comptan Drive, Beaverton, O

[O)[seattie WA, U]
@

Calculate Route  Make Round Trip

}owomr

Add your travel locations and select
"Caleulate Route" or "Make Round Trip"

I” Deduct Commute

TOTAL PERSONAL | TOTAL BUSINESS

.0 MI 184.0 MI

IES

o™

Snogqualmie -
~ National Forest

Gifford Pinchot
National Forest

) rewstEr
Satellite Hybrid
Nat Forest

Chels
(Crelan "
) Entiat

© o watervite
Casnmere

O Wenatchee
Washington Quincy OEphrata

Othel|
;

Sunnyside. | Ric

Twnemn%\v
Prosser,
e 2o

Kenne
@
Goigendale - ”"l”“;“ﬁ,'L
.__/\_. . Ll
D
The Dalles

1ap ¢ 2010 Eo8ble «Tame ofUse

Cancel I

When mileage is entered, select Save and the expense is then entered into your expense report, as shown in the Expense Window. The total for the expense report

is updated

Expense.Center - Diana Rag Baumgartner.

Trip to Anywhere, USA

| ®nNewExpense || import - | Details ~ |

' Receipts +| print/ Email = |

Experues Delete Capy | \hew '-] :*_7\
[ ‘ Date = ‘ Expense Type Amount Requested
Adding New Expense
O 10/15/2010  parking

Acme Parking Company, Seattle, Wash $8.00 $8.00
D joy1s/2010  Personal Vehicle Mileage $184.00 $184.00

TOTAL AMOUNT
$192.00

Questions?
Contact Jenny Shoykhet or Tina Dennis

with Concur questions.
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Step 7: Add a Group Meal to an Expense Report (if applicable)

- For group meals where non-Planar employees are in attendance use the Group Meals (with non-Planar attendees) expense type.

- For group meals with only Planar employees in attendance use the Group Meals (only Planar employees) expense type.

New Expense

Expense Type
|Gr0up Meals (with non-Planar atte v

Vendor Name

| Yurmmy Restaurant

Amount

|95.00 UsSD

Department

| (717000) Corp Finance/Accounting

Attendees

Import J View J Remaove
Attendee Name

vl Baumgartner, Diana

Transaction Date

|10,f15,.f2010 3
city
| Seattle, Washington ¥

[T perconal Expense (do not reimburse)

Create Group »>

Attendee Title Company

Business Purpose

| Travel to meet with Customer ABC

Payment Type
|Out of Pocket v

Comment

e Attendees: 1 | Attendee Total: $95.00 | Remaining: 50.00

Search J Favarites Enter last or first name

Attendee Type Attendee Count Amount

This Employee 1 $95.00

m Itemize Cancel
L L |

When entering a group meal, you are automatically entered as an attendee at the meal. You must enter the other attendees or groups of attendees.

To add an attendee, select the arrow button and then select New Attendee. Enter the attendee details in the pop-up window.

Attendee Type

Attendees

1 Import Jl View Jl Remave

Attendee Name
v Baumgartner, Diana

0 Attendees: 1 | Attendee Total: $95.00 | Remaining: 30.00

|EU5\HESS Guest

First Name
| = -
Create Group Search Favorites | Enter last or firstname
1 ) | Search | favories .
Attendee Title Gl-ype Attendee Count Amount |CL|5"3D|'“Er ABC
This Employee 1 £95.00

Edit Attendee Details

Last Name
|Dne

Attendee Title
|Engmeer

.—Iq_ I.

Attendees © Attendees: 3 | Attendee Total: $95.00 | Remaining: $0.00
Import J » Search J Favorites | Enter last or first name
Ol Attendee Name Attendee Title Compan Attendee Type Attendee Count
pany yp!
O Smith, John Purchasing Mana... Custorner ABC Business Guest 1
O Dee, Jane Engineer Customer ABC Business Guest 1
&l Baumgartner, Diana This Employee i
Enter multiple attendees by adding a group, or adjusting attendee count m e
temize
Questions?
Contact Jenny Shoykhet or Tina Dennis with Concur questions. Updated December 2010
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Step 8: Attach Receipts to an Expense Report

When an expense is greater than $25, employees are required to attach an appropriate receipt to the expense report (personal vehicle mileage does not require a receipt).

To review which items on your expense report require a receipt, select the Receipts button and Receipts Required. The pop-up window will summarize which

expenses require a receipt.

Expense Center - Diana Rae Baumga

Trip to Anywhere, USA Receipt Review

L®New BT JL e FREEE '.[ friips 'l OS] '] Reminder: Receipts Required!

M Date = e Check Receipts Lpested
| Adding New Expense Attach Receipt Images
0 10/15/2010  parking Expense Type
Acme Parking Company, Seattle, Wash $8.00 $8.00 Group Meals (with non-Planar attendees)
) ) Yummy Restaurant, Seattle, Washington
|: 10/15/2010 Personal Vehicle Mileage $184.00 $184.00
10/15/2010 i .
Group Meals (with non-Planar attend $95.00 $95.00

Yummy Restaurant, Seattle, Washingto

Expenses I _ [V,EW -'J <« | According to company policy, you must provide receipts for the expenses listed below.

You may either fax the receipts or attach scanned images.

Print v | Aftach Receipt Images | Wiew Receipts

Date « Amount
10/15/2010 §95.00
Close J
L

Concur offers a variety of way to attach your receipts, offering you flexibility and convenience:

Option A: Attach a PDF
Scan your receipts and save to your hard drive. Select the Receipts button and then select Attach Receipt Images.

Expense

Trip to Anywhere, USA

| @New Expense || Import + | Details ~ | Receipts =| Print /Email - |

o I Receipts Required ['\.Fie

M Date = e Check Receipts

Adding New Expense _

Select Browse and locate your file. Then select Attach (You can scan multiple receipts into one attachment—each receipt does not need to be in its own file)

For best results, scan images in black & white with a resolution of 300 DPI or lower

Step 1:
Click Browse and select a PDF, JPG, TIFF, PNG or GIF file (5 MB limit per file) for upload

Step 2:
Add or remove files befare clicking Attach

Files Selected for uploading:

Filename Status Remove

No files selected

When the file is uploaded, select Done

Far best results, scan images in black & white with a resolution of 300 DPI or lower

Step 1:
Click Browse and select a PDF, JPG, TIFF, PNG or GIF file (5 MB limit per file) for upload

1 of 10 files selected for upload

Step 2:
Add or remove files before clicking Attach

@ All files successfully uploaded
Filename Status Remove

1. Receipts 10.15.2010.pdf Received x|

Questions?
Contact Jenny Shoykhet or Tina Dennis with Concur questions.
Access Concur Tutorials, Guides, and FAQ at http://www.concurtraining.com/customers/corpedtraining/index.asp
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To review, modify, or delete your receipt attachments, select the Receipts button and choose the appropriate selection

Trip to Anywhere, USA

I@N‘EW‘E.‘(F;EHS‘E | I.mplor‘t' | | Details + Receipts . brinf;éméil "J

Expenses Receipts Required

M Date ~ EmrerTe View Receipts in new window

| Adding New Expense View Receipts in current window

] 10/15/2010 Parking Attach Receipt Images

Acme Parking Company, Se Delete Receipt Images

Option B: Attach a picture using Concur Mobile
Take a picture on your Smart Phone and upload it to your expense report using the Concur Mobile App.
For detailed instructions on how to use Concur Mobile, see Planar’s Concur Mobile Quick-start Guide available at PlanarSystems.com/Concur

Option C: E-Receipts

When you book your airline, lodging, or rental car reservations through Cligbook and/or River City Travel, E-Receipt vendors will automatically send a copy of your
receipt to Concur. When you log into your Concur account, the receipt will show up in your expense window, All you need to do is review the expense type
automatically selected by Concur (Lodging, Meals, Car rental, etc), modify (if necessary), and select Save.

All major airlines, and most major hotel chains, and rental car agencies are E-Receipt vendors. Expenses for non E-Receipt vendors must be manually entered into
Concur. E-Receipts will only work when your reservations are booked through Cligbook and/or River City Travel. Please remember that Planar’s travel policy
requires that air, hotel, and rental car arrangements be booked using Cligbook and/or River City Travel.

Learn more about E-Receipts, by viewing the following video from Concur:
http://www.concurtraining.com/customers/concur/TrainingToolkit/demos/trav&exp/EReceipts-EU-WorkingWith/EReceipts-EU-WorkingWith.htm

(please note that the demonstration refers to “credit card charges” this refers to corporate credit cards—which is not applicable to Planar)

Option D: Fax receipts
Select the Print/Email button and then Select Fax Receipt Cover Page

Trip to Anywhere, USA
@N.ew'Exhens'e | I'mp'ort' hd] | I'Z)et.'ans. b | Rec'elp'ts "| Print / Email 'I
Expenses | Planar Systems Fax Receipt Cover Page

1 Dt Expea by ' Planar Systems Detailed Expense Report

Expense Tvpe

A Fax cover page will then open in a new window. This cover page is unique to you and to this specific expense report. Use this as a cover page and fax all of your
receipts to the number listed on the cover page. The barcode on the cover page will automatically link to your expense report.

ToF Toe ToF FAX COVER PAGE

(see instructions below)

Fax this page and your receipts to:
866-428-9026 Inside US/Canada

Report Summary

Report Name : Trip to Anywhere, USA
Employee Name : Baumgartner. Diana. R
Report Key : 52

Reportid : AFFAEGA14F3C42899A08
Employee ID : Diana.Baumgartner
Company ID : 01444

Report Total : $287.00

Amount Due Employee : $287.00

Amount Due Company Card : 50.00

Receipts to Fax

[~ 1015/2010; Group Meals (with non-Planar attendeas); 595.00:

Questions?
Contact Jenny Shoykhet or Tina Dennis with Concur questions. Updated December 2010
Access Concur Tutorials, Guides, and FAQ at http://www.concurtraining.com/customers/corpedtraining/index.asp For Internal Use Only




Step 9: Submit an Expense Report

Note: Once you’ve attached receipts, it can take Concur up to 30 minutes to ‘recognize’ a receipt as being attached to your expense report. If you experience
problems submitting an expense report right after attaching receipts, wait 30 minutes and then submit the expense report. Some users avoid this issue by
attaching receipts first (step 7), and then entering receipts (step 6).

When all receipts have been attached to your report, select Submit to send your report to your manager.

ExpenseCenter - Diana Rae Baumgartner: .« ff Proxy Search

Trip to Anywhere, USA

@r\ieerxﬁems'e | I’mp’urt ~ | Details - ﬁefe\pis V'I Print / Email V'I

Expenses Delete Copy View * «| New Expense
N | Date ~ | Expense Type Amount Requested
t Expense Type

Adding Mew Expense /'j-
E 10/15/2010 Parking To create a new expense, click the appropriate expense type below or type the expense type in the field above To edit an existing expense,

Acme Barking Company, Seattle, Wash $8.00 $8.00 click the expense on the left side of the page
O 1o/s/010  Personal Vehicle Mileage $184.00 $184.00 Business Promations Other Supplies/Equipment 1
[0 10/15/2010  Group Meals (with non-Planar attend o e Sell:X-ltems Bank Fees Miscellaneous Supplies

Yummy Restaurant, Seattle, Washingto ’ . Trade Shows Becking Fees Office Equipment

Review the certifications on the Final Review screen, and select Accept & Submit

Final Review ox

User Submit

By clicking on the "Accept & Submit’ button, I certify that:

1. This is a true and accurate accounting of expenses incurred to accomplish official business for Planar
Systems and there are no expenses claimed as reimbursable which relate to personal or unallowable
expenses,

2. All required receipt images have been attached to this report.
3.1 have not received, nor will I receive, reimbursement from any other source(s] for the expenses claimed.

4. In the event of overpayment or if payment is received from another source for any partion of the
expenses claimed [ assume responsibility for repaying Planar Systems in full for those expenses,

Reminder: Receipts Required!

According to company paolicy, you must provide receipts for the expenses listed below.

You may either fax the receipts or attach scanned images. To view the receipts that are already associated
with this report, click View Receipts. If you need to fax or attach more, click Print Fax Cover Page or
Attach Receipt Images (whichever applies).

If you have already provided receipts, you can submit your report now.

Print = | Attach Receipt Inages J View Receipts

Expense Type Date = | Amount

Group Meals (with non-Planar attendees)

‘Yummy Restaurant, Seattle, Washington 10/15/2010 19500

Accept & Submit Cancel

Step 10: Wait for Review and Approval of Expense Report and Get Reimbursed!

When you submit your expense report it is automatically routed to your manager. He or she will receive an email notification that an expense report is waiting for
approval. You can see the approval status and payment status of your report at any time on your My Concur page.

Proxy Search

Not Sure Where You Are? (INew Expense Report -] View Reports
I T
Your phone knows. GPS-enabled search for Report Name Status Payment Status Report Date Total

hotels, restaurants and cars.
Trip to Anywhere, USA _ 1013/2010 $287.00
ls. Register Concur for mobile. ] -

Travel to meet with Customer ABC

Once the payment status of your report shows “Extracted for Payment” funds will be deposited into your bank account within 72 hours (3 business days). The cash
deposited to your account will have “Concur-Expense” in the description field.

Questions?
Contact Jenny Shoykhet or Tina Dennis with Concur questions. Updated December 2010
Access Concur Tutorials, Guides, and FAQ at http://www.concurtraining.com/customers/corpedtraining/index.asp For Internal Use Only




Other Considerations: Delegate Expense Reporting to another Employee

You can delegate authority to enter and submit expense reports on your behalf to your assistant. To delegate this authority, log into Concur and select Profile and

then select Expense Delegates

My Concur  Trawel Expense  Administration Help  Lag Out
Muobile Registration

System E-Mail Settings

Travel Vacation Resssignment

Chenge Password  System Settings

Personsl Information

My Profile Profile Options

Your Enfoemation Select ons of the following to custemize your user profile.

Personal Information

Trivel Settings

Travel Py

International Travel

Frequent-Traveler Programs

Expense Settings Trvel Vacstion Resssignment

Expanze Information
Banik Inft

Expenz= Prefer=nces

Expanz= Appre

Fa

Other Settings

System Settings

«

Changs Pazsword

Privacy Statement
System E-mail S=llings
Travel ignment

obile Registratio

In the Expense Delegates window select +Add Delegate

Expense Delegates

Expense Delegates
Save (@) Delste

to perform work on behalf of other employees.

are alloy

You may assign a temporary spprover for 3 maximuem of 30 days.

[T | Mame| Can Frepare | Can View Receipts | Receives Emails | Can Approve Temporary | Receives Approval Emails

Mo recerds found,

Type the name of the Planar employee to whom you are delegating authority and then select add. All Planar employees that are authorized to enter expense reports

are available in the system.

Expense Delegates

(o) Add Delegate YSave @ Delete

Delegates are employess who are sllowsd to perform work on behslf of other employess.

Search by employee name, email address or logon id
oo~ cancs

Once the delegate is added, check the Can Prepare and Can View Receipts. Select Save

Expense

o) Add Delegate B Delate

o are sllowed to perform work on behalf of other employess.

Cizlzgates are employess

“ou may assign 3 temporany approver for 3 maxinmem of 30 days.

r MName Can Prepare Can View Receipts Receives Emazils  Can Approve Temporary Receives Approval Emails

. - r
Dennis, Christina
r e N L a

Questions?
Contact Jenny Shoykhet or Tina Dennis with Concur questions. Updated December 2010
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