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Introduction

Concur has been introduced by Toastmasters International to allow District 71 DEC members submit
expense claims online and be reimbursed directly into their bank account.

The system can also be used by club treasurers to claim for incentives.

Why use Concur?

Expense reports can be submitted anywhere and at any time.

Officers will not have to meet to sign cheques.

Approvals can be done anywhere and at any time.

Physical receipts do not need to be kept once uploaded onto the system.

Electronic payments can be made more frequently and directly into your bank account.
You can trace your reimbursement status at any time.

Eligible Expenditure

Eligible expenditure is set out in Appendix 1.

General Rules
1. All expenditure must be backed by receipts attached to the individual expense line.

2. Individual expenses should not be submitted as separate claims but should be combined into
one claim.

3. All claims must have a claim name in the required format Entering an expense claim below.
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Logging in

Go to https://www.ConcurSolutions.com/

Select Login

Sign In

User Name

00123456 @toastmasters.org

Password

-------

Remember user name on this computer

Forgot your user name?

Forgot your password?

€ change language

English (US)

SAP Concur |

Your user name will be your membership number plus “@toastmasters.org” e.g.
00123456@toastmasters.org

The membership number used must be eight digits long so, if it is less, add zeroes at the front to make
it eight digits e.g. membership number is six digits long 123456 add two zeroes to the front i.e.
00123456

Your initial password will be “welcome”. You will be asked to change your password when you first log-in.
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Setting up Profile and Banking Details

Select Profile and then Profile Settings
Select Bank Information

Check that Country and Currency are correct. Country can be changed but if currency needs to be
changed contact the District Finance Manager

Get your bank details (SWIFT or BIC code, IBAN) from your bank statement, bank website or from an
online IBAN calculator

Input

¢ SWIFT/BIC code

¢ |IBAN code (twice)

e Bank’s name e.g. Bank of Ireland/Barclays etc and address
e Your name as it appears on your bank statement

e Your address and post code

o Tick the “l authorise the use requirement below”

o Click Save

The Concur system will confirm your account is active and then it will be set up for expense payments.

Support | Help +

SAPCmcur@ Travel  Expense  Approvals  Reporting v App Center

proiie +
e

Profle  Personal Information ~ Change Password ~ System Settings  Concur Mobile Registration

Bank Information

W
<
-

Expense Information

Bank Informaion

Expense Approvers

Company Car Acki

Personal Car l 7z
e

Favorite Attendees

Full Legal Name of Account Owner Address Line 1 Address Line 2

I.:e Bloggs 5 Anytown Anyplace

Ciy
‘é.'y::,
Concur Mobile Registration “ ¢ | authorize the use requirement below




Entering an Expense Claim

You can enter the details of an expense claim either by clicking Start a Report on the home page or
Create New Report on the Expenses page

Expense  Approvals  Reporing v App Cenler

TOASTMASTERS + Manage Expenses
INTERNATIONAL - ACTIVE REPORTS
He Resnam || i oz
ALERTS
MY TRIPS (0) =
0 You havenit signed up fo recaive e-receipis @ -
You currently have no upcoming tnps

1. Input areport name in the following format:
D71-Name-Event-MonthYear
e.g. D71-JDoe-DOT-Jul2018
o D71 = District number
o Name = Name in the format First Initial Surname o Event = Reason for
Claim e.g. DOT, COT, ClubV (for Visits), DEC etc.
o MonthYear = Date of expenses in the format Jul2018 or 072018. This can
be the date of submission
2. Policy is automatically set.
Enter Report Date (you can use today’s date) - all report dates are in MM/DD/YYYY format.
It can also be input using the calendar button at the right of the input box. The date format
can be changed in Profile Settings under System Settings where you can also amend your
time zone.
Enter a comment to detail what expense claim covers. If its various items you can type this.

5. Click Next

SAP Concur @ Travel Expense Approvals Reporting ~ App Center

Manage Expenses

Create a New Expense Report

Report Name
OOP-D071-MFORAN-TEST-JUL201

Policy Report Date
C t Expe 07/01/2018

Comment
ET Test Expense Claim




Inputting Expense Details

Select an expense type from the list e.g. Mileage, Educational Materials, Room Rental-Event etc

Travel Expense Approvals Reporting ~ App Center

Manage Expenses

OOP-D071-MFORAN-TEST-JUL2018

+ New Expense 1 +Q Import Expenses  Details » Receipis Print v
Expenses View® & | NewExpense
Date v ExpenseType Amount Requesmd U Creaie g 1IeW EXPETISE, TR U7E 3pp TTGTE EXPETISE e DETOW T TypeE e EXPpETISE Ty pe T e TRef0 00vE. TU SO aiT EXTsuny €
Adding New Expense 01. Travel ...02. Other
o . T T Airfare (7060) Equipment Rental (7090)
Convention Registration Fees (7056) Express Mail/Courier (7046)

Food (7078) Gifts & Thank Yous (7080)
§ Incentives (7082)
Maintenance & Repairs (7052)

(/od Meal Events (7016)
Rail (7066) Newsletter (7024)
Taxis/Shuttie (7064) Outside Contractor (7042)
02. Other Personal Expense - Due to District (3710-000000)
Advertising (7036) Photocopying (7030)
Audio/Visual (7022) Postage & Shipping (7044)
Awards (Trophies, Plaques, Ribbons & Certficates) (7010) Printing (7020)
Badges & Pins (7004) Promotional Materials (7008)
Bank Charges & Credit Card Fees (7070) Reimbursements - Registration & Tickets (6060)
Cash Advance/Petty Cash (3010) Room Rental - Event (7014)
Conference Calls & Webinars (7034) Sales Tax (incl. GST, VAT, etc.) (7072)
Cast of Sales Expense - District Store (7002) Storage (7088)
Decorations (7018) Supplies & Stationery (7012)
Directory (7028) Sympathy Expense (7084)
Dues & Association Fees (7038) Telephone (7032)
= Educational Materials (7006) Trade Show Registration (7040)
s OHCREESIES Equipment Purchase (Less than $500) (7048) Website (7026)
€0.00 €0.00 5

Depending on the type of expense you claim you will have the opportunity to input different
information. Many are self-explanatory, but the following should be noted.

Business Purpose is the reason for the expense e.g. District/Club Officer Training, Club Visits Area 12
etc.

City of Purchase This does not include every location. Input the nearest city/town
Payment Type should be Cash/Out of Pocket

From/To Location are the start and end of your journey assumption is that the journey is return, so
assumed distance is the same both ways.

Number of Miles is the total distance travelled. Please ensure all distances are input in miles see
appendix 2 for how to create a mileage record using Google Maps. Note: If the round trip is less than
20 miles (32km) it cannot be claimed.

Reporting code is the accounting code for the expense. Select from the drop-down menu e.g. (702)
ET Training Club Officers, (958) Travel Area Director, (957) Travel Division Director



Transaction Date is the date of the payment
Vendor Name is the name of the payee as it appears on the invoice
Event Period is usually NA

Subsidiary defaults to District but if the expense relates specifically to an Area or a Division this can be
selected from the drop down

Comment can be used to give details of what the expense relates to. It would be helpful to include
the relevant Area/Division number/letter

To attach a receipt or travel details click Attach Receipt. You can browse to find the scanned receipt
on your computer. For scanning Concur recommends black and white images at less than 300dpi.
Acceptable formats are .png, .jpg, .jpeg, .pdf, .tif or .tiff. If you do not have access to a scanner you
can take a picture on your smartphone and attach it instead. Once selected click attach.

When the detail is complete, and any relevant receipts uploaded click save.
You can then input a second or subsequent expense line following these steps. The

images below show the information for two separate expense claims.

D71-EONeill-Various-Sep 21 DeleteRepe

+ N + Qu

Date v Expense Type Amoun t Requested

Adding New Expense

REQUESTED

OTAL AMOUN OTAL RE
€0.00 €0.00




D71-EONeill-Various-Sep 21 et R

+ +

Date v Expense Type Amount Requested

Adding New Expense

TOTAL REQUESTED

TOTAL AMOUNT
€ 0.00 €0.00

When your items are saved you will be returned to the initial expense page where you can select your
next expense item if required.

Please note that when receipts have been uploaded there will be a receipt symbol beside the
comment symbol for the line item. You can view the receipt by clicking on the symbol.

...............................................................

Receipt .
N1/07/201:

Amending a Report

Occasionally an expense report may need to be returned to you because there is insufficient back up
documentation, the report name is in the incorrect format, an item or items are not claimable, the
analysis of the costs is incorrect or you have submitted multiple separate claims at the same time.

Missing receipts
Attach the missing documentation as described in Attaching a receipt

Amend report name

Expense report names should be submitted in the format required by Toastmasters e.g. D71-MForan-
DOT1-June2020. It should not be named simply DOT1, COT, Area Expenses, Conference etc.

This can be amended when returned, or before initial submission, by clicking on the claim on the
Manage Expenses page. Click on the Claim name in the top left hand corner of the screen



Support | Help v

SAPConcur Expense  Approvals  Reporing »  App Centre '
Profie » M

Example claim |

Ve € NeyEgese

N\

Expense Amount Requested

Adding New Expense Expense

You can then amend the claim name and save.

Claim header for: Example claim 1

Report Name Policy Report Date Report Currency
D71-MForan-DOT1-June2020 v | | 06/06/2020 = Euro

Approval Status Comment
Not Submitted | This is only an example for

Combining two reports

The District Finance section at Toastmasters International Headquarters require that only one
expense claim be submitted at a time. If two or more are created and submitted within the one
period it is likely that they will return the claims.

The claims can be combined into one by transferring the expenses in one claim to another. In the
following example the costs in Example Claim 2 will be transferred to Example Claim 1

SAP Concur [E] Expense Approvals Roporting ~ « o

Manage Expenses

ACTIVE CLAIMS Claim Library >

NOT SUBMITTED

Example claim 1

Example claim 2

-+

Create New Claim

€175.00

o This

DEM level

AVAILABLE EXPENSES

Click on the claim to be transferred - Example Claim 2. Note the value of €175.



SAP Concur @ Expense Approvals Reporting ~ App Centre

Manage Expenses

Example claim 2

| + New Expense | | + Quick Expenses | Import Expenses Details ~ Receipts ~ Print ~
Npenses @ View + <«
| Date v Expense Amount Requested You have selected multiple expenses.|
06/06/2020 Mileage (7062) € 50.00 € 50.00 1. Delete the selected expenses
Galway, IRELAND 2. Edit one or more fields for the selecte]
06/06/2020 Airfare (7060) € 125.00 € 125.00

Ryan Air, Dublin, IRELAND

Select the expenses to be transferred by clicking on the tick boxes on the left hand side. Then select
”MOVe”

Example claim 2

| + New Expense || + Quick Expenses | Import Expenses Details ~ Receipts ~ Print ~

Expenses EE R vewr <

] | Date v | Expense | To N . \iestad You have selected mu

¥ 06/06/2020 Mileage (7062) ‘ Exaiplocigin £ 50.00 1. Delete the selected g
Galway, IRELAND | 2. Edit one or more fiel

i| 06/06/2020 Airfare (7060) € 125.00 € 125.00

Ryan Air, Dublin, IRELAND

Click on the Report name (Example claim 1) and the expenses should be transferred to that claim.

Example Claim 1 now has all the expenses of both claims and Example claim 2 equals zero.
ACTIVE CLAIMS

Claim Liby|

Example claim 1 Example claim 2

06/06/2020 06/06/2020

<>

Create New Claim €230.89

Deleting an expense line in a claim

You may need to delete a line in a claim e.g., if you are informed it is disallowed as an expense, you
duplicated a line in error, you had forgotten that you previously claimed the amount etc. To delete
the line(s) click on the claim on the expenses page. Select the line by clicking the tick box to the left
of it and the Delete button should be highlighted. Click the delete button and then confirm deletion
by selecting “Yes” from the dialogue box that appears. For instructions on how to delete an entire

claim go to Deleting a claim
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SAP Concur @ Expense

Approvals

Manage Expenses

Example claim 2

| + New Expense j 1 + Quick Expenses |  Import Expenses Details ~ Receipts ~
Expenses View v
¥] | Date v ‘ Expense Requested |
| 06/06/2020 Mileage (7062) € 50.00
Galway, IRELAND
[¥] 06/06/2020 Airfare (7060) € 125.00 € 125.00
Ryan Air, Dublin, IRELAND

Reporting «~ App Centre

Print ~

<
You have selected multiple expenses.|
1. Delete the selected expenses

2. Edit one or more fields for the selecte]

10
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Submitting the Report

Once you have completed all lines on your report and uploaded the relevant receipts you can submit
by clicking the Submit Report button. Read the Final Review Dialogue box and if satisfied click Accept
and Submit.

SAPConcur Travel | Epense  Ap Reporting v App Center

Manage Expenses

OOP-DO71-MFORAN-TESTHUL2018

Expense Type Amount Requested

Adding New Expense
QUOTZ018  Mileage T062) 10000 £10000 e e fedaoe Toe
0 o Portiaoise, IRELAND
T 0U0720  Room Rentl-Event 1014 £15000 £15000
0 o Room Rental- Event 1014
Final Review 0O x

User Electronic Agreement

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

1. This is 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 & Submit Cancel

If you wish to delete a claim e.g. because you have entered a second one in error, click on the claim
on the expenses page. If you wish to delete a line or lines from a claim rather that the entire claim go
to Deleting an expense line in a claim.

ACTIVE CLAIMS Claim Libi|

NOT SUBMITTED

Example claim 1
06/06/2020

Deleting a claim

NE SUBMITTED

Example claim 2
06/06/2020

<>

Create New Claim €230.89 €0.00

& This is only an example for handover

o 77

nly an example for handover
and should not be approved beyond DFM s. It should

revel

not be approved,

Then select Delete Claim. Confirm deletion by selecting “Yes” in the dialogue box that pops up.

11
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Manage Expenses

Example laim 2 < -
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Appendix 1 Financial Guidelines
Financial Guidelines

If in doubt if a claim is eligible, please contact the Finance Manager prior to incurring the expense.
AnthonyPhelan@gmail.com

District 71 finances are handled in Euro; however, for Sterling payments, an equivalent amount will be
paid at a rate of £1 = €1.16 unless receipts show otherwise. Incentives awarded in USS will be converted
to Euro at a rate of $1 = €0.91

Reimbursements

e Travel and Event Reimbursement is allowable as shown in the Allowable Event /Travel

Expenses. Table below. Please refer to this table prior to submitting expenses.

e Mileage is reimbursed at the rate of £0.35 or €0.40 per mile (Reference Allowable Event

/Travel Expenses Table for allowable mileage)

e Note: Mileage claims must be for travel for round trips in excess of 20 miles (32 km). Mileage

is capped at 600 (960km) miles per year, however, please submit all mileage claims and should
there be sufficient funds, additional mileage may be allowed.

Division and Area budgets

Divisions are allocated €550 (£465) and Areas €275 (£235). (Travel/mileage is separate from the
budget). The District has purchased Zoom Business Accounts for Division Directors. These are
available to each Division Director at a cost of €100 (£85). This will be deducted from the
Division Director budget allocation above.

All expenditure must benefit the Area / Division (or parts of) and must have a Marketing/PR,
Education/Training or Recognition dimension such that it supports the Mission of the

District.

How Division/Area budgets can be used
1.

Club Officer Training costs (room hire, minimal food costs (e.g., tea/coffee, biscuits),
photocopying)).

PR and marketing activities that benefit the Area/Division e.g. advertising (flyers, posters etc.)
business cards, MeetUp registration for the Area/Division (see 8 below), Division/Area pop up
banners.

Educational workshop materials that benefit the Area/Division (e.g. material production &
Toastmasters International products to be used for the workshop however, every effort
should be made to break even).

Recognition awards including gift certificates, ribbons from the Tl shop and small gifts to a
maximum individual value of €20 (£17) in recognition of efforts that help achieve the District
Mission which is to grow clubs and support all clubs in achieving excellence. These awards
should be reserved for an end of year Division Celebration and Recognition Ceremony.
Area/Division incentives e.g. mirror District incentives at Division/Area level.

Division / Area Contest costs are expected to be self-supporting through entrance fees
(however, contestants cannot be charged entrance fees but can be charged for
food/refreshments). The only cost which can be claimed is the costs of an unexpected loss on
holding the contest.

MeetUp Costs - https://www.meetup.com. MeetUp is a forum for any member of the public
to view local events in their area that they might be interested in attending. It can be a good

13
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way of attracting new members. For more information contact the D71 Finance Manager.
The Area Budget can be used to set up a MeetUp account for up to three clubs in the Area.
Please discuss with your clubs the best way to manage the account for your Area. The District
will refund 50% of MeetUp costs. The remaining costs should be equally divided between
each club who has been allocated an account.

How Division/Area budgets can NOT be used

1. Contest and educational workshop costs (except if not possible to break even, or an

unexpected loss is made).

2. Engraving of trophies with winner’s name.
Area Council Costs (encouraged to use free venues for face-to-face or Skype/Zoom for
monthly calls).
Food for food only events (e.g. dinner events).
Club specific costs that do not support the District Mission.
Payments on behalf of pre-charter clubs (refer to Club Growth Incentives for support).
Youth Leadership Program and Speechcraft (These costs are being supported by the
Program Quality Director (PQD) in 2021/22). Clubs should contact the PQD before
incurring expenditure.

No vk

Expenses that CAN / CANNOT be claimed above Division and Area Budgets
The following can be claimed:
1. Struggling club allowance €170 (£150) if a club coach is appointed (Clubs with 12 or fewer
members).
2. Travel expenses as outlined in the table below.
Expenses that support the goals of the district.
4. The District will purchase an official club banner for a new club.

w

The following can NOT be claimed

1. Food

2. Honorariums (due to tax implications)

3. Carrental

4. Taxifares (unless there is no other option)

5. Assistant Director expenses

6. Accommodation for attending District Officer Training (in extreme cases, this may be

approved in advance by the District Director)

If you are unsure if something can be claimed, please contact the Finance Manager in advance

14



Allowable Event/Travel (mileage or public transport) Expenses
Event/Travel DD/PQD/ DLT4PDD DLT- |Parliamen| Division Area
CGD other tarian Director Director

DOTx2 Yes (x 4) No Yes
COTx2 No Yes
Officila AD Club Visit x 2 No Yes
AreaContest x 2 No Yes
Division Contest x 2 Yes No | Yes No
DEC/Councl Attendance at Conferenc €370/£320" €180/£155"
Travel to/from DEC Meetings €370/£320° €180 /£155°
Travel for Charter dinners Yes No
International Convention Yes No
|(Including Leader Training)
Mid-year Leader Training Yes No
Visit Conference venue*** Yes No
Budgets No €550/ £465 €275 / £235

1 Actual costs towards conference fees (up to the maximum) provided DEC and District Council Meetings
are attended, i.e. if only attending conference on Saturday, then conference fee likely to be less.
2 Travel includes journey mileage, public transport and accommodation up to maximum stated.

Note: The District does not pay for extras such as ‘reserved seating’ or checked baggage

e For mileage claims a copy of the mileage must be copied from resources such as Google
Maps or AA (shortest direct route). It is sufficient to only submit the mileage - you do not
need to submit the map portion.

o Note that a boarding card is not sufficient for flight costs.

15
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Appendix 2 Creating a mileage report using Google Maps

Go to https://maps.google.com/

Input the start and end point of your journey

Click options and select miles (may be automatically selected if UK based)
Select one of the route options available

P wwnNPR

Clifden
o E w W "Dﬁ') Roundaslone

Ballinal
S

Galway City, Galway, Ireland Galway City O

Cork, Ireland

Lisdoog\varna

o
Doolin

Nen|
Leave now ~ OPTIONS "
Send directions to your phone
Ballybunion
P Tip|
Lvslgwel
via M18 and N20
Fastest route, the usual traffic R
A e Tralee fm 2 h 23 min
% 122 miles
DETAILS Dingle
Klllaamey
M viaM18 2 h 38 min Cahersiveen
a Mid|
130 miles Kenmare

Cldgen
Galway City, Galway, Ireland
e y City Lt < Roundstone M17
to Cork, Ireland 3
By
Galway City OF
s o) — Loughsea
2 h 23 min (122 miles) g < &= e N
via M18 and N20
Printin ding maps Lisdoonvarna

Fastest route, the usual traffic i Doolin
AT Print text only ot
Galway City

>  Follow R336, R338 and Old Dublin Rd to N67 Ballybunion

440 Listowel
>  Continue on N67. Take M18, N18 and N20 to St
ok’ P Tralee
Patrick's St/N22 in Cork o 122 miles
i) Dmgle

Cork Krllaorney

R Caherﬂslveen

Kenmare
= e . . gee Sneem A C
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6. In order to convert the google map text details into a pdf file that can be attached as a receipt
click print

GO gleMaps Galway City, County Galway, Ireland to Cork,Ireland Drive 122 miles, 2h 23 min | n

Galway City

Follow R336, R338 and Old Dublin Rd to N67

} 1. Head southvwest on Dominick StreetUpper

7. Select “Save as Pdf” for the destination rather than a printer. Select Save.

1 Print

M (Galway City, County Galway, Ireland to Cq
GoogeMaps 220

Total: 2 pages
|

Galway City

m Cancel

B saeaspor v

Follow R338, R338 and Old Dublin Rd to N67

t 1. Head southrwest on Dominick Street Upper

( Destination
9 2 Tumleftonto Fairhil Rd Upper

EPSON9AOGF4 (ET-2650 Series)

PSONE 2650 9 3. Tumleft onto Father Griffin RA/R336
Pages Save as PDF @ Cortruetof
F Save to Google Drive
pEa 4 Tumnght onto Merchants RA/R336
Lavout Portrait v & S Tiioh oo Viekia DD

17



Appendix 3 - Expense Type Examples

In addition to the details given below all claims must have receipts attached

Mileage Claim Example

Datev Expense Type

Adding New Expense

Amount

Transaction Date

Business Pumpose

Enter Vendor Name

v| o E [worragrea
Ciy of Purchase Payment Type Amount From Locaion
I: e RELAND |Casﬁ©;. — v |‘:«::c:: ER |v| (oo
ToLocaion Nombe of s Regortng Code Event Perod
Portlaose |1OI 753 ET- Traiing Dision § | v \A v
D Subsiday Conmert
n 1) D7 2 v| [

District

Room Rental Example

SAP Concur @ Travel

Expense  Approvals

Reporting +  App Center

SUppol

Profie ~

Manage Expenses

Dater Expense Type Amount
Adding New Expense

07012018 Mileage (7062) €10000
0 Portiaoise. IRELAND

Requested

OOP-D071-MFORAN-TEST{UL2018

€100.00

€ NewExpense

Bxpense Type Transaction Date

Room Rent

City of Purch:

Galway, IRELAND

Event Penod

g

al- vt 101) |v| [ onenzos

2se Payment Type

District

Itas' Out of Pocket

v n 071) District 71

Business Pupose

Amount

¥ I'E‘Zii

Subsidary

Dstrict

| COT Training ireiand

Enter Vendor Name

Airfare Example

18
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mport Expens

b4

[ | Dater Expense
Business Pupose Ticket Number
Adding New Expense = l_ )
Ciy of Purchase Payment Type
v [ i, READ I‘/anv.o‘:@:k:*. v
Amount Reporing Code Event Period Detrict
7850 936 Travel - Area Dteciof | v v l@?‘w@mﬁ?‘;
Subsidiay Comment
Distit v
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