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Click Profile Settings from
dropdown menu.

Login website: www.concursolutions.com

User name: 8 digit TM member number@toastmasters.org

Password: welcome

1. Set up bank information (takes up to 4 days to confirm account)
Profile — Profile Settings - Expense Settings — Bank Information
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Enter bank info; Active (yes)

If you elect not to choose the expense pay option. this
will add weeks to your reimbursement date as there will
be longer processing time. You will also need to contact
World Headquarters to update your profile to get
reimbursed by check. For additional support, contact
exbensereDorttoastmasters.org.
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2. Create a New Expense Report (Out of Pocket Expenses)

Quick Task Bar - +Start a Report

TOASTMASTERS

Click Start a Report from
the dropdown menu.

a. R e p o r t  Name:

Format: OOP-D84-Name-Event-MonthYear

Example: OOP-D84-KKubo-DEC-Oct2020

b. N e w  Expense:
1. Expense Type
2. Transaction Date
3. Business Purpose
4. Vendor Name
5. City of Purchase
6. Payment Type
7. Amount
8. Reporting Code
9. Event Period
10. District
11. Subsidiary
12. Comment

+ 0 0  0 0  0 2  0 2

Select from List
Date of purchase /  meeting
Enter business purpose
Enter vendor name (Your name for the mileage)
Select city. If not listed, choose closest city.
Select Cash/Out of Pocket
Enter amount of transaction
Select code that best relates to expense
Select event code, if applicable or N/A
This should be auto-populated
Defaults to District
Enter any additional info that you would like approver to view
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Example (Mileage)
' * It must be more than 30miles (One way) to qualify for the reimbursement.
$0.14 / Mileage: Regardless of numbers of passengers on board
Assistant Area directors do not qualify for the reimbursement. (They don't have TI Concur account.)

SAP Concur x p e n s e
Support I  H e l p  v

Profile

Manage Expenses

OOP-D84-KKUBO-DEC-OCT-2019
SurnmarN D e t a i l s  • R e c e i p t s  • P r i r i l  •

Expenses
Data.
10/12/2019

0 0

Expense Type
Waage (7062)
Koki Kuto Alachua Florida

Arrsoxnt
536 43

TOTAL AMOUNT
$36.40

T.', • E x p e n s e  R e c e l p  }rape

Approved
536 40 P r e n o u s  Comment v ie ,  Aii

Entered By Kole Kubo DEC Heeling on 10412/2019
130 Miles one way 260 miles Total (14c / Mile)
Expense Type T r a i n a t t i M  Date
lineage (10621 1 0 1 2 t 2 0 1 9

Business Purpose
DEC Meeting

Cm 01 Purchase
AIX hua FOhne

Amount
36 40

Enter Vendor Name
Kok. Xubo

Payment l'pe

Approved Amount
36 40

Copy Report

Available Receipts

From Location T o  Location

Home S e c o n d  Harvest Food Bank

Number or t/iiies R e p o r e n o  Code
TOTAL APPROVED

$36.40
Number of Miles

260

Reporting Code
(958) Travel - Area Director

Event Period D i s M e t
NA ( 0 8 4 )  District 84

&Widen
(084A) Area

Example: 130 Miles (One way) x 2 = 260 miles
x $0.14/Mile ,  $36.40
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c. At tach Receipt
Upload receipts/approvals, Review Image (PDF)

Manage Expenses

OOP-D84-KKU BO-DEC-OCT-2019
Sunman D e t a t i s  • R e c e l p r e  • P n e •  •

E x p e n s e s  V * ,  •  d

Dal* • E x p e n s e  'type A m o u n t  A p p r o v e d

10,12/2019 M i l e a g e  (7012) S 3 6  40 S 3 6  AO
0  0  K o k ,  Kubo Alacnua Flonna

TOTAL AMOUNT
$36.40

d. Save
e. Click Submit Report (Accept & Submit)

.••••••

Liver t o .  -•

OOP-D999-1Doe-ILI ApriI2016
•  9, t - • • •  +  .•

TO TAL APPROVED
$36.40
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Click Submit Report.
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3. Correcting an Expense Report
Quick task bar O p e n  Reports

:

TOASTMASTERS

a

a. Rev iew  approver comments, Click Returned report

04

"7111:
Click Open Reports.

c o a l c u l t  , , - -  * * E n  k . r o m i t  C O M M

Click Returned report under Active Reports.
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iReview approver comments and make
necessary changes and/or additions.

b. Make  changes

c. Cl ick Save; Click Submit Report
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Click Submit Report.
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