Slide 1- Introduction
	Detail Toastmasters experience and financial experience
Slide 2- Why Use Concur?
Read directly from slide- easier/faster all around for user, approver, and even the audit committee
FM no longer needs to complete data entry to record expenses…. This is a follow up item for me. I’ll need more information on how this will feed into the Intacct system. 
Slide 3- Mid-Year Audit
Read directly from slide- more information to come regarding online auditing as we approach the mid-year audit
Slide 4- Concur User IDs
Read directly from slide- I still have to analyze Helen’s data regarding people who have submitted expense reports in the past 2 years to determine frequent users that may need access to the system.
If you know of someone who will need access to submit an expense report, have them contact me at fm@62toast.com 
Slide 5- Logging in to Concur
See my email for login directions. It looks like our access has been granted so you should be able to get in to begin submitting July/August expenses! 
Slide 6- Exploring the Home Page
Main Header: Concur button will always lead you back to the home page. Other than that, we are only concerned with the “Expense” tab. Any other feature shown is not going to be used by District 62 in this pilot. Help and profile information can be found in the top right. 
Task Bar: “Start a New Report” is how you will submit expense vouchers. You may also “Upload Receipts” to use later in the creation of an expense report. “Available Expenses” are just for card holders (Karen/Helen). Any charges made on your Toastmasters card will appear here. Finally, “Open Reports” will show expense reports in draft form that have not been submitted or approved. Ignore the “Enter Reservation” button. There is a button for the “App Center”… I will look more into this to see if we are allowed to use the mobile app. 
My Trips and Alerts: Ignore the trip feature. D62 is not using the travel feature. For alerts, there will be 2. One will ask about “Tripit”. Hit “No Thanks”. This will not be used in D62. The other will be for card holders only (Karen/Helen). Everyone else can ignore this alert. Karen/Helen, if you would like to allow vendors to send electronic receipts, you may do so. I would advise having a paper receipt as back up though in case the electronic form doesn’t go through for some reason. 
Company Notes: This is simply where WHQ may leave important messages/comments. Be sure to read any post that appears in this section as it may apply to you. 
My Tasks: For a standard user, “Available Expenses” and “Open Reports” will appear here. Available expenses will only show credit card users charges that came through and are not attached to an expense report. Open reports will show any expense in draft that hasn’t been submitted or approved. 
Karen/Helen, our home screens may look slightly different. We will have a button in the main header that will take us to approvals. I also have a Reporting tab which I will try to get more information about. Our Task Bar will consolidate the “New” items. Hovering over it will provide a drop down of options. Again, we are only concerned with “Start a Report” and “Upload Receipts”. Ignore the reservation and cash advance features. Our task bar will also show total number of reports requiring our approval. It’ll also show cash advances which we can ignore. Finally, in the My Tasks section, we will have a third box showing “Required Approvals”. These are reports that have been routed to us. You will receive them after I have submitted the first approval. See screenshots below:
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Slide 7- Updating your expense profile
	To access this screen, go to “Profile” and “Profile Settings.”
First, be sure to update your “Personal Information” on the left. There are a lot of fields you may fill in. You can also verify your email by clicking a “Verify” button, receiving a code in your email, and then entering the code in the Personal Information section.  Also, you don’t have to add travel preferences, but it will make you select a gender in the TSA section before you can save. 
Second, be sure to update email preferences in “Expense Preferences”. Personally, I have updated mine to let me know when expense reports are sent to me for approval. Please DO NOT email me to let me know it is there. This will only clutter my inbox. I will be checking Concur at least weekly (probably a couple times a week). 
MOST IMPORTANTLY, add your “Bank Information”! You cannot submit an expense report without it. See next slide for more details. 
Slide 8- Updating your expense profile part 2
Entering your bank information sets you up for direct deposit. If this is not desired and you wish to receive paper checks, you will have to contact WHQ directly (I cannot help you with this step) at expensereport@toastmasters.org . Please note this will add a significant amount of time to processing expense reports. Your check will be received from WHQ (not D62 anymore). They process paper check requests once a month and then ship it out. Your check will arrive 4-6 weeks after expense report approval. 

Anyone set up for direct deposit: WHQ will process requests weekly (Tuesday night) .You should see your reimbursements in your bank account by Friday. Please note, WHQ will process expense reports that have received at least 2 approvals. Once Karen, myself, and in some cases Helen, approve your request, THEN it is sent to WHQ for processing. Total processing time should be 1-2 weeks once you submit a report. 
If you do not know your account and routing numbers, they can be found in your check book. A diagram is provided. If you do not own a check book, you can contact your bank directly for this information. 
Only YOU have access to change the bank information on your Concur account. This is a secure page. Concur and Toastmasters will NOT be authorized to change this information. 
When you save your banking information, it will be in an “unconfirmed” status. A test transaction will be sent to your account for confirmation purposes only. When the account is verified, this transaction is removed. You cannot create an expense report until your bank account is verified. 

Slide 9- Creating a New Expense Report
	On the home page, select “Start a Report” in the task bar
Slide 10- Creating a New Expense Report part 2
Report name is the only required field. WHQ requests that all reports start with the District name “D62”. The report date will auto-populate to the current date. In the comment section, please put a description of the expense. 
Click “Next” at the bottom. 
Slide 11- Adding an Expense
Next, it will ask you for an expense type. Items are listed alphabetically and bucketed by “Travel” and “Other”. Please review the entire list to familiarize yourself with expense types. This will help you select the best fit.  If you are unsure about how to categorize an expense, please contact me. 
Slide 12- Adding an Expense part 2
Once an expense type is selected (in this example, advertising was picked), applicable fields will appear. Required fields are in red. 
Transaction Date: The date the expense was incurred, NOT necessarily the date you create the report.
Business Purpose: Simply, what is this expense for?
Payment Type:  This will always populate to “Cash out of Pocket.” Do not change this. If it was a credit card transaction (Karen/Helen), there will be a credit card option. 
Amount: General reminder- tax is NOT reimbursable. Please provide vendors with a tax exempt form upon check out. This is the amount you are requesting for reimbursement (even if the support differs).
	Report Code: This will be where you enter if it was for a TLI, Conference, Bookstore, ect. 
Event Period: If the expense was related to an event (TLI/Conference/DEC Meeting), then put the event time period here. Otherwise, put N/A.
District/Subsidiary: This will be the level of the event. Was the expense related to the District, Division, or Area?
	Add any additional comments and review all information before hitting “Save”. 

Slide 13- Adding an Expense part 3
Do you have multiple related expenses that you’d like to put on the same report? Click “+ New Expense” and pick the expense type. In this example, we will select mileage. 
As you can see on the left side of the screen, the advertising expense that we saved previously is listed.
Slide 14- Adding an Expense part 4
For mileage there are a couple additional fields to point out. First off, you will need to add a “From Location” and “To Location”. I know they aren’t highlighted red as required, but I will send it back without an address. 
For the amount, you will need to have travelled at least 50 miles round-trip for ONE district/division/area level event in order to qualify. Mileage is reimbursed at $0.35/mile. Please add your calculation in the comments field along with a description of the reason for travel. 
Number of Miles: Simply, the total amount of miles driven. 
Your “receipt” to upload will be a map. This will be covered in the following slides. 
Review all information and click “Save”. 
Slide 15- Adding an Expense part 5
If you look at the left side of the screen, mileage is now listed with advertising which we previously entered. The yellow/blue indicators will show whether or not support has been entered for the expense. Yellow means you need to upload support. Blue indicates that support has been submitted. For mileage, please add a map as support even if the indicator is already blue. 
To add support, there are 2 different options. On the far right of the screen, there is an “Available Receipts” option. If you click this, it will show all receipts that you already uploaded into the system but haven’t attached to an expense report. 
You could also click “Receipts” in the middle of the screen to add support. See next slide for more information about the drop down box that appears. 
Slide 16- Attach Receipts
You can “View Available Receipts” here which is another way of accessing receipts you already uploaded into the system but haven’t attached to an expense report. 
The “Missing Receipt Affidavit” must only be used sparingly (or not at all!). This would be selected if you don’t have support for the expense you are requesting or have lost your receipt. According to IRS guidelines, anytime this option is selected I have to track it. If you use the option too often, it will lead to the deactivation of your account. 
Most often, you will use the drop down to select “Attach Receipt Images” to upload a file that is saved to your computer. 
Slide 17- Attach Receipts part 2
	Top Left Screenshot: Click the box of the expense you are attaching support for. Click “Browse”.
	Bottom Left Screenshot: Find the file in your directory, and click “Open”.
Bottom Right Screenshot: The file name will appear in “Files Selected for Uploading”. Click “Upload”. 
Slide 18- Submitting Expense Report
	Notice on the left that the yellow indicator has now turned blue since we attached support. 
	To view what you have uploaded /attached as support, click the “Receipt Image” tab. 
	DOUBLE CHECK ALL INFORMATION
	To submit, click “Submit Report” in the top right of the screen. 
Slide 19- Submitting Expense Report part 2
	There will be a certification message which you should “Accept & Submit”.
Slide 20- Submitting Expense Report part 3
	Afterwards, it will provide you with a high-level summary of the expense report you submitted. 
Slide 21- Expense Report has Been Submitted
When you close out of the summary, the system will take you to the Expense tab.  Here, expenses are color coded in 3 different ways. You could also start a new report from this screen. 
Blue/Gray: Draft expense report. These reports are started but they have not been submitted for approval. 
Green: Submitted expense report. These reports are awaiting approval or processing. You will see that there is a comment in the bottom “Submitted & Pending Approval Doe, Jane”. This is how you can track where your report is. My name will be on there as first approver. When I approve the expense, you will see the second approver’s name (in some cases there will be a third approver). When all approvals are granted, you will be able to see that it was submitted to WHQ for processing. 
Red: Returned expense reports. If you see this, that means there was an error in your report identified at any approval level and it was returned for correction. At the bottom of the box you will see a preview of a comment left from an approver for the reason why it was returned for correction. To correct, double click the expense report and it will take you back to the edit option (next screen). 
Slide 22- Correcting and Resubmitting an Expense Report
The first thing you should do it click “Details” then “Comments” in the drop down. Here you will see the full comment left by the approver. You can also add your own comments for the approver. 
	Make all necessary corrections and click the “Submit Report” button again. 
Slide 23- Helpful Training Videos
From the home page, if you select “Help” in the main header then “Training”, it will take you to this screen. 
	Click the plus sign next to “Expense” to expand the selection. 
WHQ suggests the following videos: “Updating Your Expense Profile”, “Creating a New Expense Report”, “Printing & Submitting an Expense Report”, and “Correct & Resubmit an Expense Report”. For approvers, please also see “Reviewing and Approving an Expense Report”. 
Slide 24- Toastmasters Website
	Here is the path to get to the “Concur Expense Report Training”
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