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SAP Concur

for event participants

Online booking &

travel requests
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. OBJECTIVES AND PRE-REQUISITES:

The following slides explain:

= How to make an online booking

= How to submit your travel request

Pre-requisites:
The ESRF recommends that beforehand, you looked at:

= Introduction to SAP Concur for ESRF event participants

= First connection to SAP Concur for ESRF event participants

sl
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SAP CONCUR - HOME PAGE

As invited participant, you must update this field and select « Event »

+ + +
Start a Start a Claim Enter A
Request Reservation

Trip Search Company Notes
Please update if ESRF event
i Event hd Dear ESRF users and visitors,
x@ @ Several SAP Concur user guides are available, for scient
- participating to conferences or workshops.
Please note ESRF closest airports are Lyon (LYS) and -
Geneva (GVA) (+ Grenoble-GNB, only seasonal activity)
My Tasks
Then Start yOur Mixed Flight/Train Search
1 1 1 One Way Multi City
Onllne bOOklng Wlth ] ) Open Requests —» m Available
= From @
K« T”p SearCh » - Departure city, airport or train station 16/01 Trip from London to Lyon E)(pe nses
Find an airport | Select multiple airports
€33.00 — Travel
(See more ©0 , 16/11 Il Pane Di San Saba
. - Arrival city, airport or train station 05/01 ESRF Experiment
I nfo rm atlo n n eXt Find an airport | Select multiple airports £€183.00 — Travel €1000
page) 10110 senraa
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. SAP CONCUR - TRIP SEARCH (1/4)

Please update if ESRF event

Event v

X 8

Please note ESRF closest airports are Lyon (LYS) and :|»

Default value is “Experiment”, please select “Event”

Default value is Airplane/train search

Reminder

Geneva (GVA) (+ Grenoble-GNB, only seasonal activity)

Mixed Flight/Train Search

From @
Departure city, airport or train station

Default value is “Round Trip”

Find an airport | Select multiple airports

Ll - Departure/arrival: to be filled-in by traveler

Arrival city, airport or train station

Find an airport | Select multiple airports
Depart @ -
[T dd/mminy,  depart v 14:00 v 8 v =
v
Return @ . . _
Flodmmiyy depat v 1400 v :8 v - Dates: to be filled-in by traveler (minimum D-14)
v

By default, the application will report available tickets from

m 6:00 to 22:00

* Fill-in « From », « To », « Depart » and « Return » dates

And then, click Search
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SAP CONCUR - TRIP SEARCH (2/4)

For example: Amsterdam-Lyon (or Geneva), from 15 to 19 Feb. 2024

Tr|p 5ummary Please note that tickets are booked as non-refundable and non-changeable. Any extra costs won't be supported by the ESRF.
(#a) setect Flights or Trains Amsterdam, Netherlands To Lyon, France Showas | EUR - v
Round Trip Thu, 15 Feb - MOI‘I, 19 FEb ‘ Reminder
AMS - LYS . . ) .
Depart: Thu, 15/02/2024 Hide matrix Print/ Email
Return: Mon, 19/02/2024 m AES % —_—
All KLM Air Multiple British
. . . 179 results France Airways
—> @& Finalise Trip y
Nonstop 216.72 236.36 236.36
76 results 46 results 10 results 20 results - -
s ™y
| Change Search v | Aval Iab I e
hS - 1 stop 263.79 246.15 452.04 <
g ™ 103 results - 17 results 85 results 1 results -
Depart - Thu, 15 Feb ~ ﬂ|ghts
[ ] °
Depart 6:50 - 21:20 Shop by Fares SopbyiScheduls
[ ] L J
B — . Displaying: 179 out of 179 results.
A 8:25 - 23:05
L rrive ) Flight Number Search Q Sorted By: Price - Low to High -
. Previous | Page: 1 of 18 | Next | All
Return - Mon, 19 Feb A
L L 9:30 AMS - 11:00 GVA Nonstop 1h 30m €216.72 T I
Depart 6:45 - 19:25 m KLM - rave
View Fares <—
L L 17:30 GVA — 19:15 AMS Nonstop 1h 45m i -
Al 8:35- 22:10 t
X ) options...
(oo A Least Cost Logical Fare Show all details v
Price ~
L]
Price EURZ16.72 - EUR4S2.04 9:30 AMS - 11:00 GVA Nonstop 1h 30m £€216.72
b - ER K o View Fares <
(e L A 9:10 GVA - 11:00 AMS Nonstop 1h 50m
Display Settings ~
Display Settings Least Cost Logical Fare Show all details v
D Hide flights without refundable fares
D Hide Propeller Planes
D Depart/Return Same Airport Only 6:55 AMS - 8:25GVA Nonstcp 1h 30m £€225.72
. S A KWLM <
£ ™ 17:30 GVA — 19:15 AMS Nonstop 1h 45m
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. SAP CONCUR - TRIP SEARCH (3/4)

TRAVEL SUGGESTIONS ARE COMPLIANT WITH ESRF TRAVEL POLICY:

Great!

you choose the most
economical fare, compliant
with ESRF travel policy

€3]

J Info

9:30 AMS - 11: €216.72

KLM @ This trip conforms to your company travel rules. View Fares

17:30 GVA - 19:
O itisthe cheapest available fare

Least Cost Logical Fare Show all details v

These tickets require justification and are subject to ESRF prior agreement

Show all details v
Warning

\

This option triggers one or more company travel

AFs  Air France® 6:50 AMS - 11:] €260.15
rules. We will log this choice if you choose to
purchase it. A View Fares

KLM 17:30 GVA - 19:]

A This fare is more than 20% higher than the
cheapest reference fare and requires a
justification

1 pir France 8223 operate

Show all details v

Sorry, these tickets are not authorized by ESRF travel policy
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British 10:15 AMS — 14:

Airways

B

17:40 GVA — 22:

Not allowed

)

This option triggers one or more company travel

Not Allowed
rules that prevent it from being selected. L

Q

@ This fare is too expensive )
flects company discount.

Show all details v
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SAP CONCUR - TRIP SEARCH (4/4)

Select your tickets, by clicking on

15:10 AMS - 16:40 GVA Nonstop 1h 30m €229.72

KLM Hide F
14:35 GVA - 16:15 AMS Nonstop 1h 40m 168 TErEs

Hide all details ~

DEPART X Thu, 15 Feb - Amsterdam, Netherlands to Geneva, Switzerland Hide details ~

Thu, 15 Feb  15:10 AMS — 16:40 GVA 1h 30m KLM 1931 View seats
Boeing 737-800 (winglets) / 167 kg COne

RETURN % Mon, 19 Feb - Geneva, Switzerland to Amsterdam, Netherlands Hide details A

Mon, 19 Feb  14:35 GVA — 16:15 AMS 1h 40m KLM 1930 View seats
295/ 167 kg COze

Fare Options Free Checked Bags Refundable
Light
Rgl mB fits/Servi 0 No (V) €229.72
ules Benefits/Services Luggage
Economy Standard (X) 1 N el Y/ N?
Rules Benefits/Services Up to 23kg (total) e Q .
Economy Flex (X) 1 Yes €353.72
Rules Benefits/Services Up to 23kg (total) Fees may apply 9 Not Allowed
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SAP CONCUR — BOOKING CONFIRMATION (1/4)

The flights you selected:

Traveler’s data, automatically
reported in Concur (can be
completed by the traveler)

Please note ESRF credit card
for direct invoicing

Trip Summary

Flights Selected
Round Trip

AMS - LYS
Depart: Thu, 15/02/2024
Return: Mon, 10/02/2024

@ Finalise Trip

v

Review and Reserve Flight

Review Flights
DEPART X Thu, 15 Feb — Amsterdam, Netherlands to Geneva, Switzerand Hide: desails
Thu,15Feb  15:10 AMS 16:40 GVA 1h 30m KLM 1931
Bosing T27-800 {winglets)
RETURN % Mon, 18 Feb - Geneva, Switzerland o Amsterdam, Netherlands Hide: desails
Mon, 19Feb  14:35GVA - 16:15 AMS 1h 40m KLM 1930

5

Enter Traveller Information
Ensure all travedler information below is comect. &

[o Your Passport vour

with you on your dy of travel

trerved will recuite psspert e olber geverement isusd dertificstion, Remember 1o bring your identificicn ]

Primary Traveller Edit | Rieview all

Name: Test externe EXTERNE  Phone: 0476882076 Email: savelofifesd i v

Frequent Flyer Programmes Add a Frogramme
For KLM
Ho Programme selecied

Select Seats
Select your preferred seats, otherwise Concur will request them for you based on your Profile.

Fight Seat

KL 18531 Light [T} View seat map

KL 1530 Light [T} View seat map

Review Price Summary
Description Fare Taxes and Fees Charges
Birfare €132.00 €06.72 €270.72

Total Estimated Cost: €220.72
Total Due Now: £220.72

Method of payment

This purchase will be charged to your company directly.

A\ This is a Non-Refundable Ticket
Custonmers holoing MO REFUNDEBLE type tickets may USLIALLY cancel thein jourmey, and reuss thess tidosts to amy deiretion in the carries's syster,
within one year folloving the DATE OF 1SSUE (READ THE FARE RULES 1o be certain this applies). Ressnations MUST be cancelled by the imended
(original) departure day, or tickets will be void and heve NG vaiue for ftre use. These rules spply 1o DOMESTIC ticketing only.

By completing this booking, you agree to the fare rules and restrictions.

[ ] oo

If ok, click here for next step

f
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SAP CONCUR - BOOKING CONFIRMATION (2/4)

SUOMIT ThD oMo [oerr—— ===
End Date: 19 February, 2024

Created; 04 December, 2023, Test externe EXTERNE
(Modified: 04 December, 2023)

Description: (No Description Available) ==
Agency Record Locator: USSXCT
Passengers: Test Externe Externe
Total Estimated Cost: £220.72 EUR o

i)

=)

e must be ticketed by: 14/02/2024 23:55
Central European

Reservations

Thursday, 15 February 2024

S e Flight Amsterdam (AMS) to Geneva (GVA)

‘-Pl.ease note that chargeable seat assignment will not be covered by ESRF

KLM 1831

Confirmation: USSXCZ

St Confirmed

Disaance: 621 kiomeres

Flight details | — !

Monday, 1% February 2024

e Flight Geneva (GVA)to Amsterdam (AMS)

APl.ease note that chargeable seat assignment will not be covered by ESRF

KLM 1330
perates oy KLM CITYHOPPER

Confirmation: USSXCZ

St Confirmed

Arrival: 16:13
Ammmaendam Alrpor (AMS)

Additional Details
Disaance: 621 kiomeres

Total Estimated Cost

Air View Fars Rulss
Alrfare quoted amount: £133.00 EUR
Taxes and fees: €96 72 EUR

Total Estimated Cost: €X29 T2 EUR

TICKET NOT YET ISSUED. AIRFARE QUOTED IN ITINERARY IS NOT GUARANTEED UNTIL TICKETS ARE ISSUED.

1 you close at this point your reservation may be cancelled. Note: Any part of the trip that is instant purchase or hars deposit reguired will nat be
cancelled.
=D

T
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SAP CONCUR - BOOKING CONFIRMATION (3/4)

Trip Summary

@ Finalise Trip

+ Review Travel Details

Trip name

automatically filled-in

(changeable by traveler)

If ok, click here for next step

Trip Booking Information

The trip name and description are for your record-keeping convenience.

Trip Name Trip Description (optionsl)
This will appear in your upcoming trip list. Used to identify the trip purpose

Trip from Amsterdam to Lyon

Send a copy of the confirmation to: @

Send my email confirmation as
@HTML ()Plain-text

Please enter information about this trip then press Next to finalise your reservation. If you close at this point your r ion may be ¢ lled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

A
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SAP CONCUR — BOOKING CONFIRMATION (4/4)

Trip Name: Trip from Amsterdam to Lyon o o o
s e 13 o, 2 Final review of the booking:
End Date: 19 February, 2024

Created: 04 December, 2023, Test exteme EXTERNE (Modified: 04 December, 2023)
Description: (Mo Description Available)

Agency Record Locator: USSXCZ

Passengers: Test Externe Externs

Total Estimated Cost: £220.72 EUR

| o Airfare must be ticketed by: 11/12/2023 23:55 Central Eurcpean D ——— F I i g ht 0 pti O n e n d d ate

.&cjuale":'.u.)seeyio.l plans and sufnnesle:na"eajt\r“ileua.lell'ng. o (your ﬂlght IS pre_booked untll thIS date’ your
Agency Name: American Express 1GET FR ESRRE=NCEAP28CE P=GNEHX2106) . .

travel request must be validated before this
Reservations date) .

Thursday, 15 February 2024

o Flight Amsterdam (AMS) to Geneva (GVA)

KLM 1534

Departure: 15:10 Confirmation: USSNCZ Seat: No seat
Asieniam Algon (AMS) Szt Confirmesd
Durarior: 1 hour, 30 misnes.

MorZnm

Arrival: 16:40
Beniewn Alrpon dEVAY
Tarminait: 4

Additional Details

Ancrat:: Sosing T37<500 Dissance: 651 kKilomames
ETicket

Emissions: 1672 kg Cus

Caioi: LIGHT (T} Meat: Snack

[ ]
Monday, 19 February 2024
9 Flight Geneva (GVA)to Amsterdam (AMS)

KLM 1530
ozt oy: KLM CITYHOPPER

Confirmation: USSXCZ Seat: No seat ‘

Sumnus: Confirmed

DCruration: 1 howr, 40 mikenes
MorrSa08

Arrival: 16:15

A If ok, click on “Confirm bookings”

Additional Details

ArcTat 235 Dissance: 651 klomeres
EThoet

Emissions: 1672 kg COze

Caiolin: LIGHT (T) Meat: Snack

Total Estimated Cost

Air View Fara Rulas
irtare quobed amount: £13300 EUR
Tases and fees: EST2EUR
Total Estimated Cost: 22972 EUR
TICKET NOT YET ISSUED. AIRFARE QUOTED IN ITINERARY 15 NOT GUARANTEED UNTIL TICKETS ARE ISSUED.

v

Almost done... Please confirm this itinerary.

D € CITD €D
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. SAP CONCUR - CREATION OF THE REQUEST HEADER

Well done! Now, your online booking needs to be approved by ESRF

You can see below the header of your travel request (automatically filled-in)

Check “Event”
Is selected

Edit Request Header X
Trip from Amsterdam to Lyon Request ID: 4CC3
* Required field
Request Poli Request Name * @ Start Date *
N .
Event 4 v Trip from Amsterdam to Lyon 15/02/2024 =] S I t t
= | e elect your event name
G = - “ | from the list
Main Destination Ci Event * @ Travelling with
None Selected v ]
T«
PNR Total Posted Amount
\:\ Tick here if your trip includes private steps@ € 220.72
Total Approved Amount
€ 229.72
nnnnnnnn
A
cccccc (e |

Page 13

Click “Save” for next slide

The European Synchrotron | ESRF



. SAP CONCUR - TRAVEL EXPENSES

As booked online, your flight expense is automatically reported,

Trip from Amsterdam to Lyon € 229.72

Not Submitted | Request ID: 4CC3 | A Required approval date: 11/12/2023 21:55

Request Details v  Printw  Attachments v

TRIP
€229.72
PNR: USS5XCZ

EXPECTED EXPENSES
Add

O Expense typel Details)T Datel™ Amount)T Requested[T

B Air Ticket (Self-Booked) Amsterdam (AMS) - Geneva (GVA) 15/02/2024 €229.72 €229.72

€229.72

Now, you are requested to add the extra travel expenses you
would like to be reimbursed by the ESRF, such as shuttle, bus,...
(see next slides)
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. SAP CONCUR - ADD TRAVEL EXPENSES

Click on « Add » and select the extra travel expenses

SAP Concur Requests ~ Add expected expenses and/or travel plans

Manage Requests f
I |Search for an expense type

Home / Requests / Manage Requests / Trip from Amsterdam to Lyon « 02. Transportation

Air Ticket

Trip from Amsterdam to Lyon € 2

Not Submitted | Request ID: 4CC3 | A Required approval date!

Bus-Metro-Shuttle
Car Rental

External contribution
Request Details v  Printw  Attachments v

Fuel
TRIP Parking
€229.72 Private car — full rate
PNR: US5XCZ

Private car — low rate

Railway Ticket

EXPECTED EXPENSES
Taxi

L—p m Tolls/Road Charges

wv 03. Meals

O Expense typelT

Meals in France

For example: Bus-Metro-Shuttle for the transfer from Geneva airport to the ESRF
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. SAP CONCUR - ADD TRAVEL EXPENSES

Fill-in all the mandatory fields (i.e those with « * »)

For this item, fill-in the ticket price

New Expense: Bus-Metro-Shuttle

15/02/2024

Transaction Date * Transaction Ahount *

15/02/2024 B Euro

Click « Save » to validate (or « cancel » to go back)
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. SAP CONCUR - ADD TRAVEL EXPENSES

Now, the shuttle ticket is added to your travel request

Trip from Amsterdam to Lyon € 259.72

Not Submitted | Request ID: 4CC3 | g Required approval date: 11/12/2023 21:55

Request Details v  Printw  Attachments v

TRIP
€229.72

PNR: US5XCZ

EXPECTED EXPENSES

Add

O Alerts]T Expense typell Details|T Datel™ AmountlT Requested]T
|:| Air Ticket (Self-Booked) Amsterdam (AMS) - Geneva (GVA) 15/02/2024 €229.72 €229.72
|:| E Bus-Metro-Shuttle 15/02/2024 € 30.00 € 30.00

| © conmen B]

El Tram ticket in Grenoble
EXTERNE,Test externe i‘4'12.2;23A

When necessary, add explanation in the comment field of each travel expense

Click again on « Add », for extra travel expenses
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. SAP CONCUR — CHANGES / CANCELLATION

For changes or cancellation, select the item first

Trlp from Amsterdam to Lyon € 259.72 --
. . More Actions % | Submit Request
Not Submitted | Request ID: 4CC3 | A Required approval date: 11/12/2023 21:55
A
Request Details v  Printw  Attachments v
TRIP
€229.72
PNR: US5XCZ
EXPECTED EXPENSES
oo
(m) Aldrts|T Expenselyge. Details [T Date |7 Amount|T Requepted|f
\:I Air Ticket (Self-Booked) Amsterdam (AMS) - Geneva (GVA) 15/02/2024 €229.72 €p29.72
> © 5] Bus-Metro-Shuttle 15/02/2024 €30.00 430.00
\ € §59.72

Click on « Edit » Click on « Delete »
for changes to remove the expense

Once all foreseen expenses are reported, please click on « Submit Request »
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. SAP CONCUR - TRAVEL REQUEST IS SUBMITTED

Once submitted, your request is filed with your other travel files (depending on the
date of departure). A different color indicates the status of each file.

Manage Requests

Request Library
Trip from Amsterdam tp Lyon Trip from London to Lyon
15/02/2024 | 4CC3 v 16/01/2024 | 4C99
Submitted Not Submitted

Submitted & Pending Approval
SUPERVISEUR, Test superviseur

Complement: check your emails regularly and follow SAP Concur notifications

il
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