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What is Concur?

CONCUR

ALSTOM
POLICY

Travel and expense request management platform. Concur is Alstom's solution implemented
worldwide for travel and expense requests (flights, trains, hotels, gifts and hospitality, restaurants
and so on).

Refer to the Global Travel Policy :

Group Travel and Expense Policy
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What’s Changing?
Expense Module and Gift & Hospitality (G&H)

L One Single instance of Concur for Expense G&H claims.

L Go Live on 5th June’ 23 across all 40 countries in scope of the convergence project.

Freezeperiod/Cut over strategy

What’s changing?

Activities | Start Date
M M liLast day to submrit in ex-AT CONCUR/exBT '723rd May [

O Enhancement of the existing O Migration to AT Concur with G&H | AT CONCUR Creation/Submission willbe blocked | 24th May

Concur instance inclusion. AT Concur link to be used. NECONCUR - Last osv o spprone pevdig clsns: | Sk May

AT CONCUR - Last day to transfer claims to GSI 2nd June

Q  Existing workflow & approval 0 Adoptionto Ex-AT workflow & BT CONCUR -Last day to Approve the pending claims | 26th May
process approval process BT CONCUR Last day to PROCESS claims in BT ERP | 31st May

O For countries submitting expense claims manually - . | BT CONCUR Last day to transfer claims in BT ERP 2nd June

Migration to Concur as the Expense and G&H managementtool for all users

st of . ,

France, Germany, ltaly, Spain, Poland, Belgium, UK, Netherlands, Switzerland, US, Canada, Brazil, Mexico, Denmark, Sweden, Australia, Singapore, Romania, Thailand
and Austria, Argentina, Azerbaijan, Bulgaria, Chile, China, Egypt, Hong Kong, India, Ireland, Israel, Kazakhstan, Morocco, Panama, Philippines, Saudi Arabia, South Africa,
Taiwan, Vietnam, Portugal and Columbia.
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Expense module interaction with corporate credit card

Upcoming changes

All users will have to apply and use the new corporate credit card from Citi Bank.

Airfare/TrainflCWT services only will be charged on Lodge Card. Hotel, Car Rental and other expense will need to be booked via

individual corporate credit cards.

Lodge card transaction will not be displayed to employee and so no action required from the employee. Reconciliation on lodge card

transactions will be managed outside of Concur for Accounting and settlement.

Only individual card transaction feed will be made active, and transactions will be displayed to users in Concur for exAT employees.

Existing individual card transactions by exBT employees will not be migrated to the expense module and users need to create them

manually as cash expense. Users need to create manual cash expenses incurred using their existing corporate credit card until they

have applied and received the new Citibank individual credit card.
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Workflow on Concur

SN

Expense claim request creation and
submission Check & Audit

EXAT employees: Expenses incurred using
your travel card (corporate credit card) will
be created automatically on Concur

Approve or reject Final accounting and payment in the ERP

ExBT employees: Expense incurred on your Approve or reject
travel card (corporate credit card) will
have to be manually created on Concur

until you have applied and receivedyour
Citibank travel card (replacing AMEX
cards)

Rejected claims
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Persona & User Roles

Approver will be able to:
® View the claim request from
Approver View
® View the details of expense
reports submitted
® Approve/reject the claims

End user will be able to:

Access “Travel and Expense” module
from the Concur home page

Submit an expense report

Add necessary supporting documents
for travel

View the expense report they
submitted and add check history

Accounting will be able to:

e View the expense report via Expense
Module > Process Reports
Audit and verify completeness of claims
submitted
View the details and add comments on

the report
Process expense reports for approval
Return claims if necessary

/
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provided without liability and is subject to change without notice. Reproduction, use, alter or disclosure to third parties, without express written authorisation, is stictly prohibited.
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Login

< C m @B

| Alstom Favorites | (&)

Alstom Intranet

Go to Alstom Favorites on
your browser.

1.

|] FIN ECOSYSTEM

B 1s&at

«”

) REPORT TOQ 2 =
L]
—

O .
>’ Search in

Best to use the SSO for all log-ins

[j Alista France
2. Clickon Concur _ ) v
sf ales roduct Lines + Functions v Toolt
[ Alista Global . .
- = : Administration | Helpv
D APSYS SharePoint ' } SAP Concur @ Reguests Travel Expense Reporting~ App Centre )
3 Profile ~
! - : -
I [3 Concur I 5
)
e ; i AL = # 00 00 03 00
D Concur exBT Loncur ) 3 : 3| o | New Authorisation Available Open Cash
eul.concursolutions.com/UI/SSO/p0600971Idib T+ " - Requests Expenses Claims Advances
! —
D Global Search ! !
. )
> : 3 1 TRIP SEARCH COMPANY NOTES
[3 iLearn g 3
a International SOS . x H = = 8 Welcome to Concur Travel, ABC's online booking tool.
—
3 -~ — Mixed Flight/Train Search First Time User? Prior to making your first booking please complete your Profile in (Portrait or Concur Travel)
[ ©365 Login
P = — - [ Rrounamip [ oneway ‘ Multi City ‘
\ T = Need ? To view ions of Concur Travel, click the links below:
D ONLINE TRAVEL BOOKING SYSTEM == J From @
3 i | Departure city, airport or train station | i i
a PASSPORT R Find an sport | Saiest muiipl arpers Read more
: & Tc
e — MY TASKS
3 s Anival city, airport or train station |
D Salesforce - Unlimited Edition [T Find e srport | Seleol mupIE SRpors
Service Now - 1 aki Open Requests Available Expenses—> Open Claims >
4% Tools, your portal for IS&T topics | 1 akicm m You currently have no active requests You currently have no available 19/05 TESTSTST1234132414
2 Show More expenses INR 10,000.00
=' Windows Password Self Service Enrolment 18/05 testi1
MY TRIPS (0) > 18/05 TEST12345
ULy U - = Uld . . U - . - B You currently have no upcoming trips
P g elg a O O g pa enge OCO O e e e ge PO e O e O e a e
ore
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For ex-AT: SSO is not available for Mobile app, User need to click
www.Concursolutions.com and select forget password

Log|n - MOb”e Apphca“()n Username: ALPSID @alstom.com

*SSO will be implemented after Go live as second step

For ex-BT: SSO is enabled, no additional action required.
Username: email address of employees

1. Go to Profile on the web
version of the Concur
homepage

Frofie  Persoral iformation  Change Password  SystemSelings Conour Mobie Regestration  Trawel Vacation Aesssgnment

2. Click Profile Settings

N P 4 56% & 7:50 AM

SAP Concur Mobile App

3. Download the mobile app by := MOBILE SIGN-IN POLICIES
emailing the link to your email B O ot i it i i e i e poverd

dd _ N = » You wil raad %o re-suthenticats afer a set numbar of days: 2
a reSS Y e & You mary sst up Blomgirics on your mobils davics fo maks signing info e mobils app sasiar

“ Administration» | Help~ SI.GN'IN ”:.)S - - - N TH
SAP Cuncur E Requests Expense App Center ° T g 0 ITod 0, 0 P i I — Tt AT SRS, & Wit il eGSO RO COMsany's S0 COOR. Yo G WS arw of i 105 b rips
1 SoRe - A & Usemname
-, 8 eef— o

Expenses

ALSTOM + Fritzie p. ABABON
Starta Starta Upl

+mobility by nature - - ‘ E g= Verfied Email Addresses 8
Profile Settings |} Sign Out .
Hello, Fritzie p Request Report Rec — — e =

MY TASKS aph— 550 Code @
C ¥our organization doas nat have an 950 code 9
Open Requests Available Expenses Open Reports myice 3 =
m i ’ m ' N m i ’ - b o DOWNLOAD THE APP Approvals

Expense Reports

Email 3 link to dovwniogd e aep on @ mobds device
‘You currently have no active requests. You currently have no available expenzes. You currently have no open reports.

Requests

[ ] 0] + @

aon Rassipmen Book Receipt Expense Mileage
risin Rt

Vierw on App St
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Profile settings

At first connection, it is best to check your profile settings.

Administration» | Help~

SAP Concur Requests Travel Expense Reporting v App Centre 1

Profile ~ &

ALSTOM + 0 Vinay BANDI

- mobility by nature -

New Authol
Reql 9 Profile Settings Sign Out
TRIP SEARCH COMPANY NOTES - i
>4 ActingAs @
x Q - T g Concur Convergence \®) Myself
) ) ) As part of Concur tool travel convergence, New cl: " ADelegate for another user who has granted

Mixed Flight/ Train Search “— you this permission
| | ‘ ‘ June. Post Go-live communication, please create ney B

Round Trip One Way Multi City 0 -

for further processing. . An Administrator (Proxy) for other users 1. Go to Profile
|F’°m 7] | Welcome to Concur Travel, ABC's online booking tool.
Departure city, airport or train station | . a a
Find an airport | Select multiple airports 2 CIICk PrOfIIe Settlngs
To @ T
| MY TASKS

|Arri\.'a| city, airport or train station

Find an airport | Select multiple airports

Open Requests Available Expenses—» m Open Claims —

19/05 TESTSTST1234132414

You currently have no active requests. You currently have no available
Show More EXpenses. INR 10,000.00
18/05 testid
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Profile settings

You will be redirected to the Profile Options Menu. In priority, please verify the following sections:

SAP Concur .

Profile

| Your Information |

Personal Information

Company Information
Contact Information
Email Addresses

| Expense Settings |

Expense Information

Bank Information
Expense Delegates

Expense Preferences
e I Expense Approvers I

Personal Car
Favourite Attendees

Other Settings

System Settings
Connected Apps

Concur Connect

Change Password

Concur Mobile Registration

Personal Information

Expense App Centre

Approvals

Change Password System Settings

Profile Options

Select one of the following to customise your user profile.

Personal Information
Personal Information

Bank Information
Bank Information

Expense Preferences
Select the options that define when you receive email nofifications.
Prompts are pages that appear when you select a certain action,
such as Submit or Print.

Change Password
Change your password.

Help ~

Profile ~ &

Concur Mobile Registration

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday start/end?

Expense Delegates
Delegates are employees who are allowed to perform work on
behalf of other employees.

Personal Car
Personal Car

Concur Mobile Registration
Set up access to Concur on your mobile device

Your Information will allow you
verify your personal information

Expense Settings will allow you to
verify expense information

Expense Approvers will allow you
to verify your default expense
Approver

Do not register your bank information in Concur.

© ALSTOM SA 2022. All rights reseved. Information contained in this document is indicative only. No represertaion or warranty is gven orshould be relied on thatit is complete or correct or will apply to any particuar prgect. This will depend on the technical and commercial cicumsiances. It is .
provided without liability and is subject to change without notice. Reproduction, use, alter or disclosure to third parties, without express written authorisation, is stictly prohibited.
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Profile settings

My Profile - Personal Information

Disabled fislds (gray) cannot be changed. i there are ermors in these fields, comntact your company’s trawvel administrator.

Fields marked[Reguired] and [Reguired™™] {validated and reguired} must be completed to sawve your profile.

SAP Concur
Tithe First Mame Palicicd e larmes T names
Profile Personal Inform: — |

Your Information

Personal Information

Emgl D
Company Information B

Contact Information

Email Addresses

Expense Settings
Expense Information

Bank Information Mobile Phone Country/Region Makbile Phame

Expense Delegates | "

Expense Preferences
Expense Approvers
Personal Car

Favourite Attendees e

Other Settings Please add at least one email address.
System Settings » How do | sdd an emsil address?
Connected Apps b Trovel Amangers [ Delegates
Concur Connect - Wity should | vernfy my enail address?
Change Password ¢ How do | verify my emsil sddress?

Concur Mobile Registration

Emall address

Changs
Picture

Compamy Informafion Go to top

Contact Information

Go to Personal Information under
Your Information

Check and confirm your name and
ALPS ID

Verify your Alstom email address

Gao to top

& Add an email address
Actlons

Emall 1 e, b larve-heo ) ks o o ocosrm

Mot Werified

“erify

© ALSTOM SA 2022. All rights reseved. Information contained in this document is indicative only. No represertaion or warranty is gven orshould be relied on thatit is complete or correct or will apply to any particuar prgect. This will depend on the technical and commercial cicumsiances. It is
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Profile settings

Check the cost center affiliated to your profile.

Personal Information

Your Information Expense Information

Personal Information

Company Information

Contact Information

Email Addresses Employee Group Reimbursement Currency o Vendor ID SAP Company code
Australia Australia, Dollar v ‘ ‘ EMO00508043 GSI Australia
ReqUESt Settlngs Altemative 1D Policy Country (categorie code) Categoried 1. GO to Expenseinformation
Request Information (AU) Australia (0)STD
Request Preferences Country (hierarchy) Company Code (hierarchy) Teranga code (hierarchy) Cost Centel 2. Venfy your current reportl ng
Request Approvers (AU) Australia (0200) ALSTOM Transport AU (5523) RS Sydney AU (CAU5523 Company code
Favorite Attendees _ o o
Int i T | Profit Center (hierarchy) System ID (Allocation List) Country (Allocation List) Company ( 3 Vi ! d f | C
niernatonal lrave |
| (PAUS5523006) PFR PAU5523|‘ v ‘ GSl (AU) Australia (0200) Als ) enfy e ault Cost center
EXp ense Setti ngs Teranga Code (Allocation List) Cost Object Type (Allocation List) Cost Object ID (Allocation List) Country (Group)
Expense Information (5523) RS Sydney AU (CC) Cost Center v ‘ | (CAU5523041) HR Country ‘ v ‘ ‘ (AU) Australia ‘ v ‘
Expense Preferences Teranga code (Group) Default Travel Agency
Expense Approvers | (5523) RS Sydney ‘ v ‘ | Select one ‘ v ‘
Bl (e '
© ALSTOM SA 2022. All rights reseved. Information contained in this document is indicative only. No represertaion or warranty is gven orshould be relied on thatit is complete or correct or will apply to any particuar prgect. This will depend on the technical and commercial cicumsiances. It is . ALST@)M .
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Profile settings

Check your expense approver. It should be your line manager.

Help =
SAP Concur Expense Approvals App Centre °

Profile =
-

Profile Personal Information Change Password System Settings Concur Mobile Registration

Your Information Expense ApproverS

Personal Information
Company Information
Contact Information
Email Addresses

Default approver for your expense claims. e
Expense Settings

stomgroup.com - Nedjma Souadji MAR

Expense Information nedjma.marc

Bank Information

Expense Delegates Default approver for your cash advance requests.

Expense Preferences e TS T

alstomgroup.com - Nedjma Souadji MAR

0 Expense Approvers B ‘ 1. Go to ExpenseApprovers
—rersonar ear
Favourite Attendees 2. Verify if you have a default expense
Other Settings and cash advance approver
System Settings Your line manager should be your
Connected Apps default approver
Concur Connect

Change Password
Concur Mobile Registration

© ALSTOM SA 2022. All rights resewed. Information contained in this document is indicative only. No representaton or warranty is gven orshould be relied on thatit is complete or correct or will apply to any particuar prgject. This will depend on the technical and commercial cicumsiances. It is . ALST )M .
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Changing language

From the Profile settings, go to System
settings:

1. Click System settings

2. Change Default language

Profile Personal Information Change Passwnrﬂ System Settings Concur Mobile Registration 3, Change Time zones

Your Information System SEttiﬂgS 4. Click Save

Personal Information

Company Information Regional Settings and Language Calendar Settings

Contact Information e Diefault Language| English (United States) w | Start week nn| Sunday V|
Email Addresses

Mumber Fnlmal| 1.000 00 v| Start Day View Ai| 02:00 am v|
Emergency Contact _ e —
Credit Cards Placement of Currency S:.rmhnl| Before the amount v| End Day View.ﬂ.l| 0800 pm v|

Megative Mumber Fermat | 100 | Default View | month |

Request Settings
Megative Currency Format| (1007 V|

Request Information — Other Preferences
Reqguest Delegates Date Fnrmat| mriddiyyyy v | |
———— Home Page w
Reqguest Preferences e Fomm| hmm AMEM v |
Request Approvers —_— Rows per page| 25 w
, HourMinute Sepalatur| Cow | 05/19/2023 04:08 am —_
Favorite Attendees  —

International Travel e Time zone (local fime) | (UTC-05:00) Eastern Time (US & Canada)

v|
Expense Settings m

Expense Information

Bank Information
Expense Delegates

© ALSTOM SA 2022. All rights resewed. Information contained in this document is indicative only. No representaton or warranty is gven orshould be relied on thatit is complete or correct or will apply to any particuar prgject. This will depend on the technical and commercial cicumsiances. It is . ALST )M .
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Profile settings

CONCUR profile to control Go ahead

NOK
ALPS profile to OK C(?ntact Raise a ticket on
local/finance Key .
control User ServiceNow

NOK

A

Contact local HR
administration

Update ALPS profile
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Expense claims

Each travel request should be supported by 1 claim/expense report

Only 1 claim to be created in a month for travelers with individual corporate
cards. If you travel more than once in a month, then this will not be applicable
and you can create multiple claims/expense reports

Claim to be created within 6 months of travel or incurring the expense

Receipt to be attached to the claim

Expenses to be allocated to one single imputation type (CC**, internal
order*** or WBS****)

*only for those issued with a corporate individual credit card under Alstom
*»*CC = Cost Center

**|nternal Order = Project codes from ERP

#»*\WBS = Work Breakdown Structure (Project Codes from ERP)

© ALSTOM SA 2022. All rights resewed. Information contained in this document is indicative only. No representaton or warranty is gven orshould be relied on thatit is complete or correct or will apply to any particuar prgject. This will depend on the technical and commercial cicumsiances. It is . ALSTG)M .
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Expense Claim

Only for exBT employees

O Companylodge cards are no longer interfaced with Concur.

O Individual Cards / AMEX / Citi have no directlink to Concur. Expense incurred will be manually in the expense reportsame as

Cash paid travel expenses until you have applied and recived your new Citibank individual credit card.

0 Company paid expenses should not form part of the total expense claim submitted. Only personal expensewill be raised on

Concur. Company paid expenses (e.g. airfare, train) will be posted via AP through invoicing.

0 Costobjects mappedin Travel request and Travel booking (exBT) will be default employee costreporting. Correct cost coding will

be reflectedin the expense Claim report submitted via Alstom Concur.

Q Approved Travel requestin exBT Concurto be printed and attached as PDF in the expense report created and submitted in

while raising an expense claim until AT Concur is live with the Travel module.

© ALSTOM SA 2022. All rights resewed. Information contained in this document is indicative only. No representaton or warranty is gven orshould be relied on thatit is complete or correct or will apply to any particuar prgject. This will depend on the technical and commercial cicumsiances. It is . ALST )M .
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Expense Claim

_ 1. Click New
Create a new claim 2. Click on Start a Claim N— :

ALSTOM 0 + 00 00 03 00

- mobility by nature -

New ithorisation Available Open Cash
equests Expenses Claims Advances
Start a Request
TRIP SEARCH COMPANY NOTES :
Start a Claim
New Cash Advance
X a = = Q Welcome to Concur Travel, ABC's onlit  pload receipts
Mixed Flight/Train Search First Time User? Prior o making your first booking please complete your Profile in (Portrait or Concur Travel).
| RoundTip |  oneway | Multi City |
From @ Need Assistance? To view demonstrations of Concur Travel, click the links below:
rom
|Depa'ture city, airport or train station | P S T T WY
Find an airport | Select multiple airports Read more
ToQ )
R —— — MY TASKS
Arrival city, airport or train station |
Find an airport | Select multiple airports
Open Requests Available Expenses— Open Claims -
You currently have no active requests. You currently have no available 19/05 TESTSTST1234132414
Show More expenses. INR 10,000.00
18/05 testid
MY TRIPS (0) > 18/05 TEST12345

You currently have no upcoming trips.
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Expense Claim

Please fill the claim in. Several expenses can be attached to it.

Create New Claim >

Create from an Approved Request
* Required field

Report Name * Report Date
| 23/05/2023
Report Total Business Purpose
4
Cost Object Type * © [Cost ObjectID * (6 ]
(CC) Cost Center x| v ‘ (CDE3243971) Weiterbelastung: Personal Alstom X v ‘
Next: Create claim and add itinerary details for your travel allowances
2. Input Report name Cancel Next
| : : |
; 3. Input Report date (it should be the same date of report creation) %
By default, your profile centeris selected (cf profile settings 4. Select Cost object to use
amended, the linked profit center will be suggested in the li
5. Select Cost object ID
6. Click on Next
rovided wihoLt Tabity and & Scbiect 10GhAngS Wihaut mtce, Rerodoton use,alBr o 45 B0 111 paris wihat exress witlen athorsaion, s sy prchttes, -+ P 10 Y FRrietar procct Ths wil depen (e estnica andeemmerilcieumsames. & e A LST@’ M o



Expense Claim

Your claim has been created. Now, you can add all expenses related to.

Manage Expenses Cash Advances

@ Aleris: 1

SAmple €OOO Add Expense x

Not Submitted | Report Number: 6K98W

0

Report Details Print Manage Receif Available Expense Create New Expense -
1. Click on Add Expense

1| Add Expense earch for an expense type .
| 2. Click Create New Expense

~ 01. Travel Expenses

R 3. Select correct expense type for the

claim
Hotel
Laundry 1
Tickets for Bridegroom and Children
Qe o ~ 02. Transportation
If you are submitting a Gift &
Hospitality request the chose category Airfare -
10 only.
z - ~u3TOM o
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Expense Claim
Fill in your expense form

> Business Calls £ 100.00

04/05/2023

Details [temisations

* Required fizld

Expense Type *
‘ Business Calls

M |

Tranzaction Date * Enter Vendor Mame:

\ 04/05/2023 B ‘

City of Purchase *
| Niendor, GERMANY x v

Amount * Currency * e
10000 | | e

Receipt Status *
‘ Receipt v [ ]Pe'saral Expensza (do not raimburs)

Line number ost Object Type *
‘ (CC) Cost Canter

Cost Object ID*

‘ (CDE3243971) Weiterbelastung: Personal Alsiom X v |

Comment

Save Expense [ [0

© ALSTOM SA 2022. All rights reseved. Information contained in this document is indicative only. No representaion or warranty is gven orshould be relied on thatit is complete or correct or will apply to any particuar prgect. This will depend on t

Attach Receipt
(1"l Delete Expens|

/

1

(Click to upload or drag and drop files to upload 3 new receipt
“alid file types for upload are.png, jpg. jeeg, pdf, i or Aiff.

SMIE it per file.

(4]
Upload Receipt
Image
5MB limit per file

(& Choisir un fichier a charger X
« v 4 « Documents > Receipt v U Rechercher dans pt p
Organiser = Nouveau dossier =- m @
> mBureau A = Gl
v & Documen T
> 1 Admin? -
CARINVG] > Article G
el > 1 Gl airbnb receipt car essence Car rental 2 Car rental
. | GSI Acc-
— = Modéles E =\ — B
Projet E¢ =) =
O Cor rer S WA -
Receipt drips-bakery-caf flight flight2 hotel in India
> SAP e

v
> imanac —

| Fichiers personnalisés (*.png:*js

e

Nom du fichier :

provided without liability and is subject to change without notice. Reproduction, use, alter or disclosure to third parties, without express written authorisation, is stictly prohibited.
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2.

3.

9

. Verify correct expense type selected

Input actual transaction date

Input city of purchase

Input actual amount expensed

Input correct currency used

Select receipt status (if tax or non-tax)
Add receipt/support documents

Select the Cost Object (Cost Center or WBS)

. Select Cost Center or WBS value

10.Click Save Expense




ltemisation

HOtE| | N R W O, OO O OO Cancel Delete Expense Save Expense Alert x

19/01/2023
! _ This expense has been saved. You are required to itemise this
Details liequ=ations Hide Receipt 5] expense. Would you like to do that now?
@ Allocate
* Required field No
xpense lype *
| Hotel ~ Details Itemisations
Check-in Date * Check-Out Date * Hights: Amount Itemised @ Remaining
INR 10,000.00 INR 0.00 INR 10,000.00
| 25/05/2023 | ‘ 27105/2023 | 2
Transaction Date * Enter Vendor Name New Itemnisation * Rewsired feld
equired fiel
| 19/01/2023 | T ﬂpm Tee-
| Hotel v
City of Purch *
b erpurchase 1. Select Hotel Expensetype, S |
Bangalore, INDIA x g 0
| ’ | f|” a“ mandato ry fleIdS | Recurring itemisation ~ | 250512023 - 2110512023 (Nights: 2)
Amount * Currency *
“Your hotel room rate was:
| 10,000.00 | ‘ India, Rupee - | 2 C||Ck on Save Expense | The Same Every Night ‘ Not the Same |
Receipt Staus * Cost Conter o Room Rate (per night)* Room Tax {per night) Tax 2 (per night) Tax 3 (per night)
| Receipt «| | (CIN2087202) BUSINESS SOLUTIONS & x v | 3. Alert pop up, click on Yes for \ Ile | | |
- J —_ |
Profit Center o Element Type o |tem IS atl o n (Amounts in INR) Add Tax Fields
PIN2087002) PFR PIN2087002
¢ : x ~] | d 4. Select the expensetype as .
. . . . - Combine room rate and taxes into a single entry
WBS/ORDER Code ©  Profit Center o || per hotel invoice to itemise ]

the bill amount

Line number I G

5. Input Room rate, relevant
fields applicable

6. Save ltemisation

© ALSTOM SA 2022. All rights reseved. Information contained in this document is indicative only. No representaion or warranty is gven orshould| | depend on the technical and commercial cicumstances. It is . ALST )M .
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Expense Claim

Add other expenses to your claim

SAmple €1,012.00

Not Submitted | Report Number: 6K98WV

pri Details nt =~ Manage Receipts »

Add Expense

] Alerts T. ReceiptT, Payment Type T Expense Type T Vendor Details T| Date = Requested T,
|

[} “ ! Cash Haotel Paris, Paris 01042023 € 1,000.00

] u - Cash Car Renta Parnis, Fariz 01/03/2023 £12.00

£1,012.00

1. Click on Add Expense

2. You can add more expense lines through the
same steps shown on the previous page

© ALSTOM SA 2022. All rights resewed. Information contained in this document is indicative only. No representaton or warranty is gven orshould be relied on thatit is complete or correct or will apply to any particuar prgject. This will depend on the technical and commercial cicumsiances. It is . ALST )M .
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Expense Claim

All your expenses are attached to your claim. Now, this is time to submit your claim.

SAP Concur PR .o App Centre

Manage Expenses  Cash Advances

A\ Aerts: 1
Business travel in India € 383.83
Not Submitted

Claim Details w  Print v Manage Receipts v

Add Expense

O Receipt  PaymentType Claim Totals %

]

Cash

A\ Aerts: 1 v/

Gash

Report Status

()

® Claim Submitted

()

Business travel in India €383.83

T | | T

o Company Pays Employee Pays
€383.83 €0.00
Employee Company . B B
Click on Submit Claim
Amount Total: Due Employee: Owed Company d g
18383 peaiy €000 2. Check summary of the claim total. Click on
Submit Claim
Requested Amount: Total Paid By Company: Total Owed By Employee:
€363.83 €3083.83 €0.00 ) . ) )
3. Window verification claim has been
submitted.
Can
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Check status of an expense claim

SAP Concur Requests

Expense Approvals

Reporting * App Center

Profile ~ .

-
Manage Expenses View Transactions Cash Advances =

Manage Expenses

1. Click on Expense tab on the portal
ACTIVE REPORTS e Report Library > ribbon
_ _ 2. View the status of submitted expenses
test Mobile Expense Report
171022020 2019.11.12
0 121172019
Create New Report 0,00« 0,00« 0,50€
In Accounting Review
2015/12 Bangalore

2075,62¢

£ Exceptions

In Accounting Review

All incoming expenses will be placed on an unsubmitted report. Stop this process.

AVIANL ADI E CYDEMCCES
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Creating a G&H Request

1. Click New
2. Click on Start a Request ministrationv | Helpv

SAP Concur @ Requests Travel Expense Reporting > App Centre oo °
rofile ¥
(-4

ALSTOM D + 00 00 03 00

- mobility by nature -

New Authorisation Available Open Cash
Requests Expenses Claims Advances
Start a Request I
TRIP SEARCH COMPANY NOTES _
Start a Claim
Mew Cash Advance
X Q = = Q Welcome to Concur Travel, ABC's onlit  Upload receipts
Mixed Flight/Train Search First Time User? Prior to making your first bocking please complete your Profile in (Portrait or Concur Travel).
| Round Trip | One Way | Multi City |
From @ Need Assistance? To view demonstrations of Concur Travel, click the links below:
rom
|D9|Ja'ture city, airport or train station | P TSR — T WY
Find an airport | Select multiple airports Read more
To@ )
| MY TASKS

Arrival city, airport or train station

Find an airport | Select multiple airports

Open Requests Available Expenses—= Open Claims -
You currently have no active requests. You currently have no available 19/05 TESTSTST1234132414
Show More expenses. INR 10,000.00
18/05 test11
MY TRIPS (0) -> 18/05 TEST12345

g You currently have no upcoming trips. ® ALST@’M



Creating a Request

Create New Request x
e 6 > Beguiced field
Request Name * Request Policy * Start Date *
B | “Alstom G&H Request Policy v | | MM/DD/YYYY ! B |
End Date * Purpose * Gift & Hospitality only *
| MM/IDD/YYYY F |

P

Custom & - Employee ID
ACN2022

Cost Object Type

\Y v | (CC) Cost Center

Comment *

© ALSTOM SA 2022. All rights reseved. Information contained in this document is indicative only. No repre

3. Select the *Alstom G&H Request Policy in the Request Policy field
drop-down

@one Selected L |

4. Add RequestName

5. Add Start Date — day of submission of the request

6. Add End Date - Estimated approval date
7. Add Purpose of the Travel from drop down
8. Select Yes for Gift & Hospitality only field

9. Add any additional details in the Comment box

10. Allocate against either Cost center or WBS

Cancel

Create Request

11.Click Create Request

STHEE
provided without liahility and is subject to change without notice. Reproduction, use, alter or disclosure to third pames Wllhcul apesswrmen auhonsallm is stnclly prdwltlted



Creating a G&H Request

SAVPLE &

Not Submitted | Request ID: 493M

Request Details v Print/Share v Attachments v g

XPECTED EXPENSES

Attach Documents

Add Expected Expense x

Search for an expense type pproval.

Accomodation

Gift .
e 1. Click the Attachments button and attach
Meal documents
Others
2. Click Add under Expected Expense
Transport

3. Select the expense type related to G&H

© ALSTOM SA 2022. All rights resewed. Information contained in this document is indicative only. No representaton or warranty is gven orshould be relied on thatit is complete or correct or will apply to any particuar prgject. This will depend on the technical and commercial cicumsiances. It is . ALST )M .
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Creating a G&H Request

New Expense: Accommodation Cancel [N

12/15/2022

& Attendees (0)

Transaction Date * Transaction Amount * e Currency e

12/15/2022 \ \ Philippines, Peso v
Vendor Name City
, ‘ ,@ .
Comment 1. Add Transaction dates
) 2. Add Transaction amount

3. Add Currency

4. Add Comments — description of the
expense

5. Click Save
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Creating a G&H Request

For meals you need to add the details of the attendees present for the meal.

SAMPLE PHP 1,111.00 m

Not Submitted | Request ID: 493M ) 9 &

Attendees Recent Attendees Attendee Groups

Add Attendees

Search Criteria: Employee Alstom (Concur User), bandi, N

Madify Search
REQUE&ST DETE“S b Priﬂt."ShElre A Aﬁa Ch me FIT.S S [=  Attendee Name T Email Address | Country/Region 1} Attendee Title 7| Company T, Attendee Type T,
BANDI, Nataraj nataraj bandi@alstomgroup.com INDIA Employee Alstom (Concur User)
E x P E CT E D Ex P E N 8 E 8 BANDI, Vinay vinay.bandi@alstomgroup.com INDIA Employee Alstom (Concur User)
O BANDIRALI, Cesare cesare bandirali@alstomgroup.com ITALY Employee Alstom (Concur User)
m 7 lose
(] Expensetype T| Details T, Date = Amount T,

Requested T

Accommodation 12/15/2023

Attendees

Attendees (1)

Add Attendees

s ) &

Recent Attendees Attendee Groups

Accommeodation INR 133.00

Attendee Type *

First Name
Email Address

" Employee Alstom (Concur User)

Attendees: 1

[ Attendee Name =

Business Guest

| Employee Alstom (Concur User)

Employee Alstom (Not using Concur)

Spouse/Partner

(] BANDI, Vinay

= |-

| [ Include inactive employees -l

© ALSTOM SA 2022. All rights reseved. Information contained in this document is indicative only. No represertaion or warranty is gven orshould be relied on thatit is complete or correct or will apply to any particuar prgect. This will depend on the technical and commercial cicumsiances. It is
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1. Click on Attendees
2. Click on Add

3. Select Attendee Type

4. Search with Last Name/First Name or

add manually
5. Click on Search
6. Select attendee from search result

7. Click on Add to list




Creating a G&H Request

Once the G&H Request has been approved. To be refunded, an expense report should be submitted.

SAP Concur Requests Expense

Profile - &

Manage Requesis

A Alerts: 2 1. Open the Requests Module.

Test G&H SEK 1,000.00 " wors ncions - || Crete Expenee Report |

Approved | Request |ID: 36QQ

Request Details Print s Attachments
EXPECTED EXPENSES
Expense type T Details T, Date = Amount T, Requested T
Accomodation :
[ Lille, FRANCE 03/23/2023 SEK 1,000.00 SEK 1,000.00
endees (1)
SEK 1,000.00
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Creating a G&H Request

Once the G&H Request has been approved. To be refunded, an expense report should be submitted.

HEIP -
SAP Concur Requests Expense

Profile - &

Manage Expanses

Test G&H SEK 0.00

Not Submitted | Report Number: 6D0J37

Report Details w Print/Share ~ Manage Receipts ~ Travel Allowance ~

REQUEST 2. The approved Request can be
Approved seen here
SEK 1,000.00

Add Expense

© ALSTOM SA 2022. All rights reseved. Information contained in this document is indicative only. No represertaion or warranty is gven orshould be relied on thatit is complete or correct or will apply to any particuar prgect. This will depend on the technical and commercial cicumsiances. It is
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Creating a G&H Request

Once the G&H Request has been approved. To be refunded, an expense report should be submitted.

SAP Concur Requests Expense

Manage Expansas

Delete Report Submit Report

Test G&H SEK 0.00

Not Submitted | Report Number: 6D0OJ37

l gepﬂrt Details w Print/Share Manage Receipts w Travel Allowance
eport

Report Header 3. Click on Report Details button
and select Report Header

Report Totals

Report Timaline
Audit Trail
Report Payments
Linked Add-ons

Manage Feguests

No Expenses
Add expenses to this report to submit for reimbursement.

40



Creating a G&H Request

Once the G&H Request has been approved. To be refunded, an expense report should be submitted.

Report Header x -

Test G&H SEK0.00

* Required field

Report Name * Report Id Report Date
Test G&H CFOFAGBF168B47228975 03/23/2023 ‘
Report Currency Approval Status Report Total
Sweden, Krona Not Submitted 0
Business Purpose Cost Object Type * (5 ) Cost Object ID * (6 )
‘ Test \ Y ~ | (CC) Cost Center \ \ Y ~ | (CFR3160110) BLF PROJECT MANAGEMENT \
4
Profit Center * Q
‘ Y ~ | (PFR3160000) PFR PFR3160000 ‘

Comment
Test
4. Name the report
4
Travel Allowance 5. Click on Save

Select if you have travel and require lodging, meals, or incidental travel allowances.

() Yes, | require Travel Allowance

® Mo, | do not require Travel Allowance

Cancel I Save l
-

N1



Creating a G&H Request

Once the G&H Request has been approved. To be refunded, an expense report should be submitted.

Refer to page 26 on the next steps to submit your expense report.
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Delegate & Act as a delegate

Promote someone to register claims on your behalf.

Hnlp -

Profile - &

Nedjma Souadji MARCOTTE

Profile Settings

| Sign Out

SAP Concur Expense Approvals Reporting ~ App Center

Profile Personal Information Change Password System Settings Concur Mobile Registration

Your Information Profile OptiOﬂS

Personal Information

Company Information Select one of the following to customize your user profile.
Contact Information Personal Information System Settings 1. Click on Profile
Email Addresses Personal Information Which time zone are you in? Do you prefer to use a 12 or 24-hour
E Sett Bank Information clock? When does your workday start/end?
xpense >etlings H H H
‘ Bank Information Expense Delegates 2. Click on Profile setting
Expense Information
Delegates are employees who are allowed to perform werk on
Bank Information i behalf of other employees.
Expense Delegates Select the options that define when you receive email notifications.
Expense Preferences Prompts are pf:\gestr'.latappear when you select a certain action, Personal Car 3 GO to Expense Deleg ates
such as Submit or Print. Personal Car
Expense Approvers
Personal Car Change Password Concur Mobile Registration
Favorite Attendeas Change your password. Set up access to Concur on your mobile device
Other Settings
System Settings
Connected Apps
Concur Connect
Change Password
Concur Mobile Registration
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Delegate & Act as a delegate

Promote someone to register claims on your behalf.

Expense Delegates

Delegates | Delegate For

4
m e

Delegates are employees who are allowed to perform work on behalf of other employees.

i id or login id 4. Click on Add
@ Cancel
[ Al convewreces  Receestmals  CanAporove T e 5. Search for the email/name of the identified
an view 1 VeSS Emalls an rove lemj| al ECEIVES roval cmails
3 PO e > Delegate
lea_blanchon(@alstomgroup.com
Employee 1D: 200558536 No records found.
Logon ID: 200558536@alstom. com 6. Select the actions that can be performed by the
Teranga code (hierarchy): RSC Rolling
Stock Components Delegate

7. Select the period the Delegate can act on your
Expense Delegates behalf

Delegatas = Delegate For 8. Click on Save

8
Add l Save I Delete

Delegates are employees who are allowed to perform work on behalf of other employees.

D Name Can Prepare Can Submit Reports Can View Receipts Receives Emails Can Approve Temporary Receives Approval Emailz

! :a ™ Y % i | 02032019 | [ uzfzzaznzni| % a

lea.blanchon@alstomgroupicom
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Delegate & act as a delegate

Act on someone’s behalf

Lea .
0 1. Go to Profile
Req Profile Settings| | Sign Qut
Apprg
xmingasmheruserg 2. ClICk On Pr0f||e Settlngs
e v _
— 3. Go to Acting as other user and select the person
e gy P com (Emab to impersonate
Logon ID: 292937 @alstom.com =¥
Teranga code (hierarchy): RSC Rolling Stock
Gompenents 4. Click on Start session

| Lea

Profile Settings | Sign Out

x Acting as other user 0

[ Nedjma v |
coneel
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Delegate & act as a delegate

Act on someone’s behalf

SAP Concur Expense Approvals

SAP Concur 01 00 01
New Required Available Open Cash
-Nedjma! Approvals Expenses Claims Advances
COMPANY NOTES S

MNew Cash Advance

Upload receipts
Global Travel Policy .

Global Travel Policy

Reference: HRM-POL-007
Application d4

TASKS
.!' Currently acting as
Required Approvals - Available Expenses - , Nedjma
Profile Settings | Sign Out
Lea User currently has no available expenses.

€1,000.00 — Cash Advance /3 Acting as other user @

|-2I‘:(‘se(—.L,se' v |

Cancel

e O |

Green tab indicates you are now acting on behalf of
someone

Start a claim (no changes in expense procedure)

To return to your own profile, click on <<Acting
as>>

Click on <<Done acting for others>>

© ALSTOM SA 2022. All rights resewed. Information contained in this document is indicative only. No representaton or warranty is gven orshould be relied on thatit is complete or correct or will apply to any particuar prgject. This will depend on the technical and commercial cicumsiances. It is . ALSTG)M .
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Approver Quick guides

How to approve of an Expense claims? 1. Click on Approvals

=  When connecting to Concur, Approver will see that documents are pending approval inthe homepage and in the
2. View the Approvals counts for

Request/Expense Claims/Cash
Advance

Approvals screen. 1

SAP Concur Requests Expense Approvals Reporting =

Click on the Claim Name
Approvals Home Requests Claims Cash Advances
4. On Right hand side, option to
Approve or Send back to

Approvals

employee
Requests Expense Cash
Claims Advances
Expense Claims i Send Back to Employee
Claim Name EI‘I‘IP|D_‘|I’EE Claim Date Amount Due Employee Requested Amount
Teste Meals user, Test 16/05/2023 BRL 110,00 BRL 110,00
Canada Test 1 e user, Test 12/05/2023 CAD 1.900,00 CAD 1.900,00
O JB G&H -Accomodation user, Test 04/05/2023 EUR 99,00 EUR 99,00
JB G&H -Accomodation
O test 03.05.23 user, Test 03/05/2023 RON 980,00 RON 980,00
ca
Test user, Test 28/04/2023 EUR 10,00 EUR 10,00
O test JB 28 04 2023 user, Test 28/04/2023 EUR 31,00 EUR 31,00
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Interfaces IN/OUT

Cost objects Data

Cost center, Orders,
WBS

[SAP GSI to CONCUR]

HR Data

Employees, Managers &
Attendees Import

[from SAP GSI + IDM]
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CARD Data

Credit Card
Transactions Import

[from Card portal]

EXCHANGE RATES

Currency exchange
rates Import

[from OANDA]

Concur
Expense

REPORTING & DATA
WAREHOUSE

Reporting data Export

[CONCUR Cognos
module]

GL Data

Accounting Expenses
Export

[CONCUR SAE to SAP
GSI|

GL Data

Expenses Report Status
Import

[SAP GSI to CONCUR]

ALSTOM
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KU: Roles & Rights in Concur

* PROFILES

- Users Administration (read only)
- Proxy

* REPORTS

Expense processor (audit)
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KU : User Administration

Goal Display User profiles in Concur

Role User Administration (Read only)

Menu Company Admin> User Administration (Read Only)
Filters = Managers (with or without hierarchical approver)

= User groups

= Test Users

= User Status : active / not active
= Nom, e-mail, login or ALPS ID

Actions Display
» Profiles based on filters
= Login history
= User profile details
= Hierarchical manager
= Expense preferences for email notifications
= EXxpense delegates
= Personal Cars
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User Administration — Filter the user list

The « Employee Maintenance » screen includes several
filters to allow a quick selection in the employee lists and to
display profiles based on your administration rights.

Manager: this filter will allow to display the profile with or
without an appropriate manager

Employee Group: if you have access to several user groups /
countries, this filter will allow to restrict the list displayed

Expense Test User: include or exclude Test users in the
profile list displayed

User Status: filter on active / inactive profiles
Max Results: restrict the number of lines to display

Search Text: text based search based in the value selected in
the following drop list
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User Administration

[+] Add New User Import Users
Show Filters

User List for company: ALSTOM TRANSPORT

Filters

Use Travel Advanced Filters °Use Expense Advanced Filters

0 Manager: Employee Group Configuration: Expense Test Users e

All Managers v‘ All Users | Can Access  + | All Users s

User Status Max Results
Active v 25 3 e
Search Text Search What

G || Name, Email, Log-in

Columns To Display

“

Login ID@ Manager §} Employee Group Configuration {j Email j Employee ID

Please search for an employee. You can click on a letter to find all employees with that last name.

Login History : click on the user login to display
the latest login to Concur
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User Administration —

User details

D Reqguest Usar D Faguest Approver Expensz User [] Expense Approver D Authorized Support Contact
Employee Group Configuration:
| Argenting w
User (Basic) Rights
Expense User, defaultright to create expense reports General Settings
Expenge Approver, hierarchical manager rllght CTE Login Names e T —-
Authorized Support Contact (only for adminlevel 2 purpose) (must be suffixed with & vaiid domain)
Title Firzt Mame* Middla Mame Fraferred Mamea La=t Mame®

General Settings

See at glance the employee basic information:
- First & LastName

[~

Suffix
[ > I

- ALSPID ¥

- Email Address Account Activation Date Account Termination Date
| oarzarzoza |

- Data should not be upda?ed in Concur because updated daily w ith Employes ID Email Address

the IDM + SAPfeed

* (required for Expenze, Invoice or Request Uizer)

Expense and Invoice Settings | | Expense Preferences 3 Expense Delegates |
Popups to d|3p|ay Employes Group Country of Residence Ledger Reimbursernent Curmancy Cash Advancs Account Code
Hierarchical manager | = | seectone | v | | v | ISeect ane | v
- Expense Preferences
Cash Ad Ba - BI' M r \fendor ID SAP C. y cod
_ Expense Delegates 3zh Advance Balance ) Is a Test User? ERERLS ‘endaor ompany code
- Company Car | | | | | | B
Altemnative 10 9 Policy Country (categone code) Categorie Code o Country {(hierarchy)
| | S [~ ¥ v
D f | L Company Code {hierarchy) Teranga code (hierarchy) Cost Center (hierarchy) Profit Center (hierarchy) System ID {Alocation List)
efaultLanguage < <] ~] & ]
. Country {Allocation List) Company Code (Allocation List) Teranga Code (Allocation List) Cost Object Type (Allocation List) Cost Object ID (Allocation List)
Data imported IDM + SAP — — — — —
v] V] V] v] v
Profit Center (Allocation List) Country {Group) Teranga code (Group)
. . . e [AR) Argentnz | - | w
Default Cost Allocation & Configuration > || |
. | Default Language .
settin gs [ Engiish (United States) |
|
Dataimported IDM + SAP
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Proxy/Delegate

Support | Help ~

1 Profile - &

KU USA

A KU can view the accountof someone of his/her scope. Profile Settings | Sign Out

1. Click on Profile then type the name of the user. g: Acting as other user @

2. Selectitinthe list and confirm. |I v

: : éJSﬂ, Manager 1
3. The screen refresh automatically. The KU is now connected Ly N® diidentification: usmanager]

as the user. |D de connexion: usmanager1@alstom.com
Teranga code (hierarchy) TLS Chicago US

mnce teams|
 don't have USA, Manager 2

sr them mal  M° didentification: usmanager2
|D de connexion: usmanager2i@alstom_com
IRCE: FORRE Teranga code (hierarchy): Signalling Rochester US

USA, Manager 3

M® d'identification: usmanager3

|0 de connexion: usmanagerJ@alstom.com
Teranga code (hierarchy): RS Homell US

USA, User A

MW*® d'identification: ustestuseri

|0 de connexion: ustestuseri@alstom.com
Teranga code (hierarchy): TLS Chicago US

USA, User B
N dideniification. 2
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KU : Report Administration

Goal Display Expense Reports in Concur
Role Expense processor (audit)

Menu Expense > Process Reports

: Slmple Standard Filters
Filters User group / Country
Expense reportname / title
ID or Key of the expense report
Last & First Name
ALPSID
Submit Date / Processor Start Date
Approval / Payment Status
Receipts Received
Report Total
Amount Approved

Advance filters— Custom Queries

Actions  Display

Reports based on filters
Report details

Approval process

Audit trail for this report
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Processor Screen — General Layout

List Settings x

[ | coumns m

Default Cuery | Reparts Ready for Processing

Report Name
Submit Date

Report Type Limit gueties to reports dated within: ‘1 year :
Employee Name.

Cash Advance Retum Received Rowes in List: | 25 :I
Approval Status.

Report Total . N N - R
B B —— Tirme Fone: | [GMT) Greenwich Mean Time: Dublin, Edinburgh, Lishon, Londan Izl
Receipt Status.

Payment Status

(g

Starting Group
If applicable, select

Amount Due Company

Open next report in list after workflow change

; T Ao Starting Grou

the user group to d|5p|ay T AmountCompany Paid If applica%le selec?t Automatically show receipts when report is opened
cancet the user group to display Screen Preferences

Run Query — — Define your default query, limitations,

Execute your queries List Settings Time Zone, Actions upon approval

to restrict the report list Pick the column to

display / extract

Search Repgults

Gmup:v Groups | Can Aocev \4
=== e e

Find every report where the report is dated within: 2 years AND

Payment Status v \ ‘ Equals ‘ v | ’ Payment Confirmed | v ' AND
~) | [v] [lee]
Reports list
B asi c Fi | ters D ‘ ’ ‘ ‘ Report Name Submit Date ‘ Employee Name Receipts Recel... | Payment Status Approval Status List of reports filtered
Build a filter onthe fly | E] TEST IMPORT CONF PA... 05/11/2015 ADAM, Marcel No Payment Confirmed Approved
with one or two
conditions

| Pagel 1| of1| | © || Displaying 1-10f 1

Send to Excel

Page displayed
Export the list of reports in XLS format

Browse

- Navigate through pages of results
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Processor quick guide

How to process an Expense claims?

1. Onthe expense claims page, goto Process
Reports

2. Selectcriteria for reportselection/filter
3. ldentify openreportfor Accounting Review

4. Reviewreport

O Require review — if report to be reviewed further

O Send back to Employee — if report has missing supports
or litigations

a Approve — will send the report to the line manager for
approval

SAP Concur

Manage Expenses o Process Reports

Search Results

Group: Global

m List Settings Createlanage Queries *
Find every report where e

Requests

Expense

App Center

Employee Last Name R =] L anm
S O Report Name Submit Date ‘ Employee Name Approval Status ‘ Report Total | Receipt Status Cash Advance Return Receiv... | Payment Status

Employee Last Name ~ ]_—‘—‘—‘—l@ USTT2I20. pRTovED NOT RECEIVED
Report Name o - e -
Report Key 023 Approved Not Required
Employee First Name e -
Employee Last Name 05/1212023 Approved Not Required
Employee ID
ge;ur.t'\; ; £\ This repc eniry level exceptions

ubmit Date

Processor Start Date I: " 05012"2023
Approval Status I

Payment Status

In Accounting R..

Not Required

Receipts Received &Th\s repc entry level exceptions
Receipt Image Available -
Report Total [w] @ 051212023 In Accounting R.. Not Received
Amount Approved o
Report Number &Tms repc entry level exceptions.
|: m) 05122023 Approved Not Required
=
© e
Summary Details ~ Receipts * Print / Email * / Hide Exceptions
Exceptions x
L
Expense Type Date
Train and boat ... 04/26/2023
Train and boat ...  05/04/2023
=
A
Expenses Vie
O Reviewed it
(]| M
O M £
]| N £
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FAQs

) ) Cars creation in the profile is possible by the user in the Personal Car section.
How to link a personal carto a user profile? If mileage allowance rates are distance dependent, user will need to mention the number of km already
reimbursed in the field Initial Distance.

Changes in current approver will be automatic upon ALPS update. In cases of urgent support, the request
. should be submitted through a support case / Remedy ticket
How to changethe defaultapproverfora given
user? In Company Administration, in the Employee Maintenance screen, in the Expense & Invoice settings
section, the link Approver will trigger a popup with the default approver.

How to update user profile default costallocation? The request should be submitted through a support case / Remedy ticket

How to createanew user ora new user rig ht? The request should be submitted through a support case / Remedy ticket

How to link a Company cardto a user profile? The request should be submitted through a support case / Remedy ticket
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FAQs

How is it possible to know the status of an Expense claims?

On the expense claims page, user can see a summary of all his expense claims and their current status

| NOT SUBMITTED 16M12/2015 SUBMITTED 28/08/2018 SUBMITTED 28082018

© KNOLEDGE CENTER TESTH A test

FUR/60.82 FUR40.00 FUR300.00

[Suhmitted & Pending Approval ]

In Accounting Review Raju Madimpalli

Approval Flow for Report: transportion

How is it possible to have an overview of the Report Details w  Print w  Manage
workflow status
Report
. . Report Header Approval for Processing:
From the expense claim: Details > Approval flow
Report Totals Payment Typ USA, UserE
Report Timeline
The blue arrow show the current step . Cash (04/14/2076 Approved)
Audit Trail
Report Payments = Manager Approval:
Linked Add-ons
USA, User F
Manage Cash Advances
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FAQs

How is it possible to know if a user have an accountin Concur?
From the proxy functionality, type the name of the employee or his ALPS ID.
m [f the profile appear : The employee have an account

m [f the profile appear with an “inactive” mention: the employee have an
account but this one is closed

m [f the profile don’'t appear: the employee don’t have an account or is not in
the same KU scope (country or site, depending on the country
configuration)

Sample here:
m User A have an account

m User D have a closed account

e

Support

H'F"_.-Ip -

Profile - &

KU USA

Profile Settings | Sign Out

Acting as other user 9

T

ce teams
lon't have
them ma

SE: FORRE

USA, User A

Employes ID: ustestuser

Logon 1D ustestuseri@alstom_com
Teranga code (hierarchy): TLS Chicago US

USA, User B

Employes ID:. ustestuzer2

Logon ID: ustestuser2@alztom_com
Teranga code (hierarchy): TLS Chicago US

USA, User C

Employes ID: ustestuzer3

Logon I0: ustestuser3@alztom_com

Teranga code (hierarchy): Signalling Rochester US

USA, User D (Inactive)

Employes ID: ustestuserd

Logon ID: ustestuserd@alstom.com
Teranga code (hierarchy) RS Homell US

© ALSTOM SA 2022. All rights reseved. Information contained in this document is indicative only. No represertaion or warranty is gven orshould be relied on thatit is complete or correct or will apply to any particuar prgect. This will depend on the technical and commercial cicumsiances. It is .

provided without liability and is subject to change without notice. Reproduction, use, alter or disclosure to third parties, without express written authorisation, is stictly prohibited.




ALSTOM

63



Help

Administration* | ' Help~=

Get Assistance

How to check training materials and getdirect Concur support? () Chatwith a Live Agent
Q Speak with a Live Support Specialist
Go to Help in the upperright side of the window and select Get Assistance 4D Start a Co-Browsing Session
option
Product Resources
A Chat with a Live Agent Training
1y s Travel Help
O Speakwith a Live Support Specialist o < Expense Help
Q Starta Co-Browsing Session 00 v | Reauestrielp
1| Administration Resources
Travel Administration Help
Outside Of COI’ICUF _ . Expense Administration Help
_ | Tools Help
b

Request Administration Help

L To stay updated on all things Concur, bookmark this Tool ID Card on the
Alstomintranet. SAP Concur Community
Contact Support

O For any technical issues (access, login etc.) please submit a ticket on Service Description Guide

ServiceNow.

O For questions and queries, please consult your regional T&E
Coordinator/Key User.
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https://alstomgroup.sharepoint.com/sites/Tools/SitePages/CONCUR.aspx
https://alstom.service-now.com/asp
https://alstomgroup.sharepoint.com/:x:/r/sites/Tools/Shared%20Documents/Concur/Support/T%26E%20Coordinator%20%26%20Key%20User%20List.xlsx?d=w7160caf401ab4f57bafabf2e6a694b5e&csf=1&web=1&e=mSuzDh
https://alstomgroup.sharepoint.com/:x:/r/sites/Tools/Shared%20Documents/Concur/Support/T%26E%20Coordinator%20%26%20Key%20User%20List.xlsx?d=w7160caf401ab4f57bafabf2e6a694b5e&csf=1&web=1&e=mSuzDh

www.alstom.com

0000
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https://www.facebook.com/ALSTOM/
https://www.linkedin.com/company/alstom/
https://www.instagram.com/alstom
https://twitter.com/Alstom
http://www.alstom.com/
https://www.facebook.com/ALSTOM/
https://www.linkedin.com/company/alstom/
https://www.instagram.com/alstom
https://twitter.com/Alstom
http://www.alstom.com/
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