SAP Concur SAP

Converting Foreign Currency Transactions

When your travel takes you to different countries, you will need to convert foreign
currency transactions to your standard reimbursement currency. When you create a
new expense in a currency other than your own, you will see additional fields that
allow you to convert the amount of your transaction to your standard reimbursement
currency.

Note: If you have a corporate card, we recommend using it when possible if you are
traveling overseas on business.

The exchange rate comes from the Oanda Corporation, a foreign exchange company.
However, you can change or modify it if your company would like to use a different
exchange rate. For credit card transactions, the credit card vendor provides the
exchange rate.

1. Onthe New Expense page, on
the Details tab, complete all
required fields (indicated with
a red asterisk), including the
Transaction Date and Amount.

2. Select the “spend” Currency
from the dropdown menu.

3. Depending on the type of rate
you receive, click the Reverse
link next to the Conversion
Rate field if you need to switch
between multiplication of the
rate to division of the rate.
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4. After you have completed the p—
necess ary fl el d S, Cll Ck Save SAP Concur [C] = Requests  Travel = Expense lInvoice  Approvals  App Center e &
Expense.
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Cancel
Details temizations Shy N
Allocate

mprp g Click Save Expense.

Business Purpose Vendor Name

Business Conference The Monocle Cafe
City Payment Type *

© v | London, UNITED KINGDOM Out of Pocket

ansaction Amount * Currency *
Personal Expense (do not reimburse)

UK, Pound Sterling
Has VAT

Conversion Rate * Reverse Amount in USD * Receipt Status *

1GBP = | 1.34733 | USD 3368 No Receipt

Notice that the expense Amount T T
appears in both the foreign omr® | mee - - - &
currency and in your standard e

reimbursement currency. Irip to London $33.68

Mot Submatbed

Vendor Details

Tha Monocke Cafa
London, UNITED KINGDOM

$33.68 $33.68
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