SAP Concur SAP

Adding Attendees to a Business Expense

Some expenses, such as business meal and entertainment expenses require you to
add attendees to the expense. You will see the Attendees link for these types of
expenses.

In this first example, you will see how to add a previously used attendee to a business
expense.

1. Toadd apreviously-used r—
SAP Concur @ Requests Travel Expense Invoice Approvals App Center
attendee to an expense, on
the Expense page, on the
Details tab, click
Attendees.

Profllev&

Manage Expenses  View Transaction

New Expense

Details Itemizations

Transaction Date

v = | 11/21/2017

Vendor Name *

CI ICk The Dwi\er‘s Club
Attendees.

Company Paid

Transaction Amou -
ersonal Expense (do not reimburse;

US, Dollar

Notice that you are
automatically added as an
attendee.

Attendees
[Business Meal (attendees) | $75.00

Attendee Title Attendes Count  Amount

2. On the Attendees page, =

click Add.
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If you have used an attendee
before, they display on the
Recent Attendees tab.

Add Atlencees

3. To quickly add previously-
used attendees, select
the checkbox(es) for each
Attendee Name that you
want to add, and then
click Add To List.

The attendees are added to
the expense.

In the next example, you will see how to add a new attendee that you haven't used
before to a business expense.

1. Toenter anew attendee m—
for an expense, on the Business eal (atendees) | 575.00
Attendees page, click
Add.

Business Guest  Jones, Edward Marketing Rep

Employee  Never, William N

L Attendee(s) added
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2. Inthe Add Attendees
window, click the New
Attendee tab.

Add Attendees

O] + &

Recent Altendees New Attendee Attendee Groups

Attendee Name « | Company Attendee Type

Business Guest
Business Guest
Business Guest

Tina, Markus Account Manager ABC Company Business Guest

Search All Attendee History

3. Click Create New
Atte n dee . V Add Attendees

9

Recent Attendees New A&nuee Attendee Groups

Business Guest v Search by first or last name

More Search Options Can't find an attendee? Create New Attendee

@

Click Create
New Attendee.
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4. Inthe Create New
Attendee window, enter
the new attendee’s
information (required
fields are indicated with
a red asterisk), and then
click Create Attendee.

Note: To avoid duplicate
entries, it is a best practice
to search for the attendee
before entering them as a
new attendee.

5. Click Cancel to close the
window.

Create New Attendee

x

Alfendee Type *

* |ndicates required field
Last Name *

| Business Guest v

|‘ Walters |

First Name *

Aliendee Title

‘Jane

| Manager

Company *

| ABC corp

Create New Attendee
° Attendee added: Jane Williams

Attendee Type *

Business Guest

First Name *

Company *

'Click Create Attendee.

* Indicates required field

Last Name *

Attendee Title *

Cancel

Click Cancel.
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Note that now all your new
attendees are listed for this
meal and the expense amount is [ #«=:
distributed among all attendees. N

Alftendees
Business Meal (attendees) | $75.00

6. Click Save.

7. Click Save Expense.

The new attendees are
added to the business

meal expense.

Last updated: 15 May 2019

Attendee Type

Business Guest  Williams, Jane

Business Guest  Jones, Edward

Employee

SAP Concur Requests

Attendee Title

Sales Manager

Marketing Rep

Travel Expense Invoice Approvals

Manage Expenses View Transactions

Business Meal (attendees) $75.00 &

Details Itemizat

& Attendees (3) | @ Allocate
Expense Type

Business Meal (attendees)
Business Purpose *

Business Conference Lunch

¥ v | Bellevue, Washington

Transaction Amount *
75.00
Receipt Status *

Receipt

ons

Transaction D3
= | 11721
Vendor Name *

The Diner's Club

Payment Type *

Company Paid

US, Dollar

App Center



