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Entering Monthly Stipend




**On your cell phone, download the "SAP Concur” App**

1 Open the app.

SAP Concur

2 Click on "Expense Reports".

0 VIR R v 3 Click on the plus sign at the top

Reparts right corner.

Active Hetey

LHELBMITED



In Report Name, type "Current

Cancel Mew Report Create

Month" then "Stipend". In Report

Report Mame*

February Stipend

Date, select the current day that you are

entering the report. In Location, select

the branch that you are located in. Then,

Comment |

Location
Grand Rapids MN

Product

Construction Equipment & Supplies

click "Create" at the top right corner.

Department

Store

Click the plus sign at the top right

February Stipend $0.00 corner.

Feb 3, 2021 otal ame

Details Expenses Receipts

11:53 AM Cth ”Add New Expense".
February Stipend $0 00
Feb 3, 2021 e
[Not Submitted )
Details Expenses Receipts

You have no expenses

Add to expense report

Add New Expense

From Expense List



Cancel Expense Types
aQ

MOST RECENTLY USED

Acguisitions Travel
Dinner

Airfare

Lunch

Braakfast

Taxi

Offica Supplies/Softwars
Fuel

Car Rental

0. TRAVEL

Acguisitions Travel

Airfare

all VZW Wi-Fi T 2:48 PM

< Add Expense

Miscellaneous

Add Receipt

Miscellaneous

ransaction [

Wednesda’ Fcbruarv3 2021

US Dollar

0.01

2:49 PM

Add Expense

Miscellaneous

Vendor Description *
None

>ayment Type *
Personal CC

Currency *
US Dollar

0.01

ocatior
Grand Rapids MN

roduct
Construction Equipment & Supplies

$0.00

$0.00

Select "Miscellaneous".

In Expense Type, make sure that

"Miscellaneous" is selected. In

Transaction Date, select the current day
that you are entering the report. In
Business Purpose, type "Current Month"
then "Stipend". In Vendor Description, type
“None". In Payment Type, select "Personal
CC". In Amount, type the amount that you

will be receiving for the monthly stipend.

In Location, select your branch that
you are located. In Comment, type
"Current Month" then "Stipend". Then

click "Save" in the top right corner.



image attached prior to submission of this
report.

e : 1 O It will prompt you that there
’Q Allline items that require receipts must have an needs tO be a I'eceipt attached

to the transaction. Click the transaction

February Stipend $0 01

e e that you just created.
Details Expenses Recelpts

Miscellansous $0.01

Mo

Submit

2:49 PM

Click "Add Receipt".

Expense Details

Miscellaneous $0.01

Itemize

Add Receipt

Allocations

A Allline items that require receipts must have an
image attached prior to submission of this report.

Receipt image required
Expense Type *
Miscellaneous

Transaction Date *
Wednesday, February 3, 2021

Business Purpose

February Stipend

Click "Missing Receipt

Declaration".
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Receipt Store

I Missing Receipt Declaration I

L Cancel J




Click "Accept".

Terms & Conditions

Missing Receipt Declaration

Diselaines
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Expense Details

Misceianeous 0.0 left corner.
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Click "Submit" at the bottom.

February Stipend $ 0.01
Feh 3, 2021 total -"v.n'
Details Expenses Receipts

Miscellaneous $0.01

Submit



2:49 PM z Clle "Sllbl’l’lit".

February Stipend $0 01
Feb 3, 2021 total amount
[Not Submitted |

Details Expenses Receipts
Miscellaneous $0.01
Feb 3, 2021

None

Submit Report

Are you sure you want to submit this
expense report?

o s 20 o o 1 7 Notice that you have submitted
Reports
setve Hisary the report and it is pending

uNUBMTTED approval. No further action is needed
from you. The stipend will be deposited

o into your bank account if you have that

February Stipend s0.01

setup already.
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