TOASTMASTE Rs Subject: District Concur Walkthrough

Last Revised: Jan 2025

SUBJECT: Submitting expense reports in Concur

PURPOSE: This is the process for District Members to submit out-of-pocket expenses incurred during the year
through Concur. This business process includes the high-level procedure for more experienced Concur
users first, as well as a step-by-step procedure for newer Concur users.

STEP-BY-STEP PROCEDURE:

1. Open a browser on your computer.

Navigate to http://www.concursolutions.com/

Login to Concur using your District credentials. For your first login please see the following user ID and password
instructions.

a. User ID: [8-digit member ID]@toastmasters.org
o Example: 00112233@toastmasters.org
b. Select forgot password

This should email you a link allowing you to update your password and subsequently login. If you have any issues
with login specifically, including the 2-factor authentication requirement, please view the Logging into Concur
training. And if you continue to have issues, please email District Finance at districtconcur@toastmasters.org

4. Click on the ‘Start a Report’ tile on the menu.

@ StartaReport | Avallable Expenses

TOASTMASTERS

NTERNATIONAL

5. Create a new expense report, titled as follows: <First Initial Last Name>-<Month>-<Description> (example:
JSmith-TLI)
a. Policy: *District Expense Policy (this should default and not need to be changed)

b. Report Date: this should default to the current date and not need to be changed)

6. Once all fields are populated, click ‘Create Report’.
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Report Name *

JSmith- Dec-TLI

Comment

| Create New Report

N

X

* Required field

Policy Report Date

*District Expense Policy 01/14/2025 (=)

0/500

b

Cancel Create Report

7. Enter each incurred expense with the appropriate information.
a. Click ‘Add Expense

JSmith- Dec-TLI € 0.00 Delete Report

Not Submitted | Report Number: JXNLXD

Report Details v

Expenses

Print/Share v Manage Receipts v  Travel Allowance v View Available Receipts

‘ (® Add Expense

- |

b. Select or search for the related expense type (Account Label). This will relate to the type of charge you

are entering and some common examples include.

vi.
Vii.
viii.

iX.

7060:
7062:
7064:
7066:
7068:
7058:
7016:
7078:
7056:

AIRFARE EXPENSE

MILEAGE EXPENSE (Skip to page 7... for detailed walkthrough)
TAXIS/SHUTTLE EXPENSE

RAIL EXPENSE

TRAVEL — OTHER

LODGING

MEAL EVENT EXPENSE

FOOD EXPENSE

CONVENTION REGISRATION FEES

c. There are additional account labels available, and they are listed in the options.
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Add Expense to Report

JSmith- Dec-TLI €0.00

Available Expenses (0) New Expense
Select an expense type for the new expense

Search

Search by expense type, category, description

A 01. Travel

Airfare (7060)

Convention Registration Fees (7056)

Food (7078)

Lodging (7058)

Mileage (7062)

Other (7068)

Rail (7066)

Taxis/Shuttle (7064)

d. Update the following information, as needed:

vi.

Vii.

viii.

Expense Type — please see above.
Transaction Date — this will be the date on which the expense was incurred and should match
what is listed on the receipt/invoice for the transaction.
Business Purpose — brief title or description of expense
Vendor — enter vendor name from receipt/invoice.
City of Purchase — this can remain blank.
Payment Type — this should default to ‘Cash/Out of Pocket’ and should not be changed.
Amount — enter the amount of the transaction
Currency — enter the currency of the transaction.
Reporting code — this should match how the expense was budgeted, for example:
e Travel Reporting Codes — All travel related expenses for the individual
¢ Lodging Reporting Codes — All lodging related expenses for the individual
o Food and Meals Reporting Codes — All District related Food and Meal Event Expenses
paid for by the individual
Event Period — this will either have the option for N/A or may be changed to the month the District
expense is related to, for example.

o (2025-04) or (2025-05) for District Conference related expenses.
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xi. District — should default to your District, if this information is incorrect please contact the District
Finance team at districtconcur@toastmasters.org.

xii. Subsidiary — we recommend using (District), there may be other available options that can be

selected if relevant as well.

8. A sample of an expense submitted is below:

Expense Type *

Food (7078) X v
Transaction Date * Business Purpose *

01/12/2025 () MYT Food
Enter Vendor Name * City of Purchase *

Olive garden Dallas, Texas X v

Payment Type *

Cash/Out of Pocket v
Amount * Currency *
26.45 US, Dollar (USD) X v
Exchange Rate * Reverse Rate  Amount in EUR *
1USD = 0.9756179929 EUR 25.81
Reporting Code * 1  EventPeriod * 2
(912) Food and Meals - District PQD X v N/A X v
District 1  Subsidiary * 2
(095) District 95 District X v
Comment 152/500

One meal purchased during Mid-Year Training for the PQD. The amount falls under the daily limit of $50 per day which is also how the
District budgeted.

N
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9. Add the receipt for the transaction in the right-hand pane. This can be done by dragging the receipt into the box or
clicking on Add Receipt and attaching the receipt from your computer.

e recept g

Details Itemizations Receipt
& Attendees (1)
* Required field

Expense Type *

Food (7078) X v

Transaction Date * Bu Purpose *

01/12/2025 (=] MYT Food

Enter Vendor Name * v

2

Olive garden Dallas, Texas X v 0=

Payment Type *

Cash/Out of Pocket o Click to upload or drag and drop files to upload a new receipt

Valid file types for upload are .png, .jpg, -jpeg, .pdf, -tif or tiff.
SMB Limit per file.

26.45 US, Dollar (USD) X v Add Receipt

Exchange Rate * Reverse Rate  Amount in EUR *

1USD= 0.9756179929 EUR 25.81

Reporting Code * 1 EventPeriod * 2

(912) Food and Meals - District PQD X v N/A X v

District 1 Subsidiary * 2

10. Save your expense after you complete all required fields and attach your receipt

Home / Expense / Manage Expenses / JSmith-Dec-TLI / New Expense
New Expense Cancel
Hide Receipt [
Details Itemizations Receipt

& Attendees (1)
* Required field
Food (7078) X v

Transaction Date *

01/12/2025 (=] MYT Food

11. Once you save your expenses, you will have the option to submit your report or add another expense.

Please note: You do not have to create a new report for each expense, you can combine your expenses into one
report, even if they relate to multiple trips at different times. For District credit card expenses please submit one
report each month with all the expenses for that month.

JSmith-Dec-TLI € 25.81 -|

Not Submitted | Report Number: RASH63

Report Details v Print/Share v Manage Receipts v Travel Allowance v View Available Receipts (]
Expenses | ® Add Expense |
O CommentlT Receipt{l Payment Typelf Expense TypelT Vendor Details [T Datel? Amount{T Requested|T
Food (7078 Olive gard
5] Cash/Out of Packet (7078) e garten 011212025 $26.45 €2581
Atendees (1) Dallas, Texas
€25.81 €25.81
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12. Once you have added all your expenses and clicked Submit Report, an Electronic Agreement will appear. Click

Accept & Continue

P
User Electronic Agreement X

1| By clicking on the 'Accept & Submit' button, | certify that:

1. Thisis a true and accurate accounting of expenses incurred to accomplish official business for the Company
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. | have not received, nor will | 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 portion of the expenses
claimed | assume responsibility for repaying the Company in full for those expenses.

Accept & Continue

Evmanea Tima IT AV P
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