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When you give your time to Macmillan, we believe it’s important to make sure that you’re not out-of-pocket for doing so.  We encourage all volunteers to claim their agreed expenses.  
We have put this guidance together to help get you started with using our online expenses system, Concur, so that you can claim your expenses.
This page on the Macmillan website contains all the essentials for understanding volunteer expenses: http://www.macmillan.org.uk/get-involved/volunteering/volunteer-expenses.html 
We recommend that you also read the expenses policy guidelines for volunteers and the full Macmillan expenses policy.  Please contact your Volunteer Manager (your Macmillan contact) for a copy of the policy.

Creating an account on Concur
· Volunteer manager completes Expense set-up form volunteers and cancer voices (on Green Rooms) and emails to expenses@macmillan.org.uk 
(If volunteer completes the form, send to expenses and copy in your volunteer manager)
· Expenses team set up volunteer on Concur
· Volunteer will then receive an automated welcome email from Concur with their log in details (a username and password to access your account)

Setting up your account on Concur
Follow these instructions the first time you log in and before you submit your first expense claim
	Visit the Concur homepage or app

Click on this link - https://www.concursolutions.com - to access the Concur logging in page.

Note: the first time you log in needs to be from a PC or laptop (not the Concur app) so that you can complete the set up of your Concur account


	Log in to Concur – you will need your email address and a password

Your email address is the one you provided on the set-up form (above)

Your first password will be supplied to you in a welcome email from Concur and on first log in you will be prompted to change this.

If you have not received an email with a password for Concur within 5 working days of submitting your set up form, please email expenses@macmillan.org.uk 


	Check your account details are all correct
· Click on ‘Profile’ and ‘Profile settings’ (top right of the screen)
· On the left-hand side, you will see ‘your information’ and ‘Expenses Settings’ headings, with several sub headings underneath
· Click on each of the sub headings and check your details are correct
· You can update some details yourself

If any of these details are incorrect and you cannot change them yourself email expenses@macmillan.org.uk before continuing and before you submit your first claim.
	
Or, follow these step by step instructions with screen prints -




	Add your bank details 
· Click on ‘Profile’ and ‘Profile settings’ (top right of the screen)
· Under ‘expense settings’ on the left, select ‘bank information’
· Input your bank and personal details
· Click save

Note:  Concur will send a small test transaction (normally 1p) to verify the account details. You need to do this before you can submit your first expense claim.
	Or, follow these step by step instructions with screen prints -





	
Add car details (if driving) 
· Click on ‘Profile’ and ‘Profile settings’ (top right of the screen)
· Select ‘personal car’ under ‘expense settings’ on the left
· Click ‘new’
· Insert details: ‘business distance’ leave as 0; put your registration number in ‘vehicle ID’; and select ‘vehicle type’ from the drop-down list.
· If this is your usual vehicle click ‘preferred’ and this will be set as your default vehicle
· Click ‘save’


	
Or, follow these step by step instructions with screen prints -





	
Verify your email address 
· Click on ‘Profile’ and ‘Profile settings’ (top right of the screen)
· Select ‘email addresses’ on the left-hand side
· Select ‘verify’ from the drop-down list
· You will receive an email with a verification code
· Copy the code in the email in to the ‘enter code’ box
· Click save


	
Or, follow these step by step instructions with screen prints -




	Update your email preferences

· Click on ‘Profile’ and ‘Profile settings’ (top right of the screen)
· Click ‘expense preferences’ on the left under ‘expense settings’
· Tick the boxes for the email alerts you wish to receive
· Click save

	Or, follow these step by step instructions with screen prints -







Concur app
Now that you have set up your Concur account, you can now make claims using the Concur app as well.
You can download the Concur app for free on your smart phone or tablet.
Instructions on how to download the Concur app to your own device are available on the Concur website: http://www.concurtraining.com/customers/tech_pubs/MobileDocs/Intro_Mobile_Android.pdf  
Once you are happy with your set up, please start claiming your expenses.  
Keep reading for information on how to claim your expenses.

How to claim expenses using Concur
We have put together the following guidance on making some common expense claims:
	How to set up an expense claim (‘claim header’)
Firstly, you need to set up a new ‘claim header’ or ‘batch’ and give it a name e.g. September 2015 expenses

This is an online folder where you can then add all your individual expenses (e.g. mileage, train travel, lunch) to this folder and submit them all together when you are ready 
Note: it is also more cost effective to Macmillan to submit claims together like this i.e. in one claim header.

	Follow these instructions to create a ‘claim header’ 




	How to claim mileage
This document has step by step instructions with screen prints on how to claim mileage 
(first you will need to add your vehicle in account set up, see above)

	


	How to claim for a train or bus journey
This document has step by step instructions with screen prints on how to claim for a train or tube journey.
The instructions for completing a claim are the same for a bus journey, except you need to select ‘bus’.

	



	How to upload a receipt to Concur 
There are different ways that you can upload your receipts to Concur. You can upload and save them in a folder called the ‘receipt store’ ready to attach to your expense claims.
Follow these step by step instructions with screen prints.

	


	How to make a claim when a receipt has two expense types
If you have a receipt that has two expense types on it (e.g. tube travel and train travel) these need to be entered separately on to Concur but using the same receipt.
To do this you need to ‘itemise a receipt’ – follow these instructions

	



	Cannot attach receipts
If you have your receipts but you do not have access to a scanner / camera to attach them to your expense claims, you need to use the “missing receipt declaration” on Concur. 

Note: this applies for individual claims of £20 or under; and you must keep your receipts for 6 months.

If an individual claim is more than £20 please speak to your volunteer manager for support in scanning the receipt to attach to your claim

Please follow the instructions on the right.

	




	Lost receipts
If you have lost a receipt and reasonable steps have been taken to obtain a copy, or if a receipt was never provided, please use the “missing receipt declaration” on Concur. 
You must add a comment to note that the receipt has either been lost or is missing. This applies to receipts of any value.
Follow the instructions on the right.
	



	How to submit an expense claim
When you have entered all your expenses you are ready to submit them, following these instructions
	


	How to recall an expense claim 
If you have made an error, you can recall an expense claim following these instructions
	


	Expense symbols
This document provides a key to the symbols used on Concur

	




Top Tips
To help speed up the approval of your expenses and to minimise errors which prevents them from being returned to you, we recommend the following:
· Make sure that the date you enter on your expense claim matches the date printed on your receipt
· If scanning/taking a photo of your receipts – make sure the photo is clear (not blurry) and the date on the receipt is clearly visible
· Make sure your receipts are itemised receipts (they should show what you have bought and how much), not the card receipt as these will be rejected by Concur. If you do not have an itemised receipt, submit your claim using the “missing receipt declaration” (see above guidance)
What happens next?
Once you have submitted your claim, it will be sent to Concur who will check the accuracy of the claim. 
Once checked, the claim will be sent to your Volunteer Manager (your Macmillan contact) to approve. 
Once your Volunteer Manager has approved the claim it will be sent for payment by BACS transfer.

It can take up to two weeks for your claim to be paid, assuming there are no issues with the accuracy of your claim.

Please also see the following documents:
	How to check where my claim currently is 
You can check on the progress of your claims by following these instructions
	


	The life cycle of an expense claim 
For information, the life cycle of an expense claim is outlined in this simple diagram
	




Additional info
· Macmillan expenses policy
· Expenses policy guidelines for volunteers
· Expenses info on the Macmillan website: http://www.macmillan.org.uk/get-involved/volunteering/volunteer-expenses.html
Questions and support
If you need to contact someone for help with your claim, please email expenses@macmillan.org.uk

You can also contact Concur directly on 020 3793 6933.   Or your Volunteer Manager (your Macmillan contact) may be able to provide support including showing you how to use Concur, please contact them directly.


For reference:
Version:				v1.2
Resource last updated:		January 2020
Review date:				January 2022 
Updated by:				Cherie Davison, Volunteering Improvement Adviser 
Questions [about subject of resource]:	Contact your Volunteering Improvement Adviser Feedback about this resource:	Email the Volunteering Quality Team
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Click on ‘Profile’, then ‘Profile Settings’:
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On the left you will see the headings ‘your information’ and ‘expense settings’ 



Click on the different headings under ‘your information’ and ‘expense settings’ and check your details are correct.




You can update some of this information yourself. Remember to click ‘save’

If something is not correct and you cannot change it yourself, please email expenses@macmillan.org.uk
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Click on ‘Profile’, then ‘Profile Settings’:
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Click ‘bank information’ 

On this screen, you need to add in your bank details 
Add: sort code, account number, bank name, and location (the town)







In this section you need to add your name as it appears on your bank account.


Input the address of your bank branch. 
If you do not know the address, please put your home address.


Click ‘save’


Note:  Concur will send a small test transaction (normally 1p) to verify the account details. You need to do this before you can submit your first expense claim.
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Click on ‘Profile’, then ‘Profile Settings’:
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Select ‘Personal Car’. 

Click ‘New’
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For setting up a personal vehicle you’ll get an extra field ‘Business Distance’ please leave this as 0. 
 ‘Vehicle ID’ should be your vehicles registration. ‘Vehicle Type’ should be selected from the dropdown list. 



If you have more than one vehicle registered on Conur you can decide which one you’d like to default whenever you make a mileage claim. If you’d like this vehicle to be your default tick the ‘Is Preferred’ box


Click ‘Save’
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Click on ‘Profile’, then ‘Profile Settings’:
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Click ‘Email Addresses’ then scroll down: Your log in email will already be listed but not verified. 


Click Verify:



You should get this message telling you that you have been sent an email:



The email may take up to 10 minutes to arrive. If it doesn’t arrive you can click ‘Resend’:
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When your email arrives please enter the code here, then click OK

Now save


If you wish to add more email addresses you can do so by clicking ‘[+] Add an email address’


Leave ‘Contact for Travel Notifications?’  as ‘No’.


Click ‘OK’


You’ll then be asked to verify this email account in the same way.


How to verify your email address/TW

29-Jul-15
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Click on ‘Profile’, then ‘Profile Settings’:
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Click ‘Expense Preferences’:
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Select which occasions you wish to receive emails (tick all that apply) and click save
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What is a claim header? This creates a group or folder where you can add multiple expenses (e.g. train, lunch, mileage) and then submit them all together when you are ready (this is also more cost effective for Macmillan)
If you previously used the Global Expense system, this is what Global Expense referred to as a ‘batch’ and when you clicked ‘end batch’ you would submit all of the individual claims together.


Click ‘Expense’:
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Click ‘Create New Claim’:
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Give your claim header (‘batch’) a name, e.g. August 2015. 

Leave the ‘Claim Date’ as today’s date. 

If all of your claims relate to the same thing (e.g. volunteering with X fundraising team) put this in the ‘Business Purpose’ box, otherwise leave it blank. 

Leave the’ Comment’ and ‘project code’ boxes blank 
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Click ‘Next’


This creates your ‘claim header’ (or ‘batch’) and you are now ready to add your expenses to it.


Please refer to other ‘quick guides’ for further help on how to claim for individual expense types.
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How to claim mileage

Please see ‘how to create a claim header’ guidance first
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Click ‘Expense’ then ‘Quick Expense’:
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First you need to select your vehicle, if you only have one it will show as default. 

Click on the blue map marker icon to bring up Google Maps:
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Enter the postcodes for the beginning and end of your journey then click ‘Calculate Route’:
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If your journey was return, click ‘Make Round Trip’:


When that journey is complete, click ‘Add Mileage to Expense’

Now you can enter the ‘transaction date’ (i.e. date of travel)
Enter ‘Business Purpose’ (enter details of your volunteering e.g. Meeting with XXX to talk about XXX  at PLACE) 
Select ‘No Receipt’ in ‘Receipt Status’
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If you have further journeys you which to claim mileage for you can continue to do so by completing the other empty line(s). If there are not enough lines, simply click ‘Add Row’.




When you’ve finished adding mileage rows (claims) click ‘Save’


The line(s) will appear in your claim. You can add as many lines to your claim as you like for as many different expense types as you like (e.g. mileage, parking, lunch) they will all appear here
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For advice on how to claim other expense types and how to submit your claim, please refer to the other quick guides.
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How to claim for a train/tube journey (Less than £20)

All train journeys over £20 should be booked through our online booking system, Clarity Travel Management – your volunteer manager can arrange these bookings for you. All tickets will be charged to a central Macmillan account and you will not have to submit an expenses form.

In exceptional circumstances where prior booking is not possible, rail tickets may be purchased at the station at the time of travel and the cost reimbursed. The ticket or ticket receipt must be submitted with the claim and on the expense claim you must state why you have booked outside of the Clarity online booking system.

Please note there are separate categories for Train vs Tube. Please select the correct expense type by searching for the word ‘train’ or ‘tube’ in the search box:
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Oyster cards
Please also note that Oyster card top-ups are NOT allowed and will NOT be reimbursed. Only itemised travel will be reimbursed; further details are included within the volunteer expenses policy.


 Please register your Oyster or Contactless card with www.tfl.gov.uk/oyster where you can download your journey history and highlight your journeys. You can claim back these expenses by submitting your itemised bill.

Details of the claim


Once you’ve selected the relevant category (e.g. train) you can enter the details of the claim. 

‘Transaction Date’ should be the date on the ticket/receipt. 
‘Business Purpose’ should be something like ‘Meeting with XXX about XXXX at XXXX’. 
The middle row does not need to be completed. 

Enter the amount you wish to claim (not the amount on the receipt) and select the ‘Receipt Status’. 

All rail travel must have an itemised receipt. 

If you feel you need to write a comment to your manager about this particular expense you can do so in the ‘Comments’ field. This field MUST be completed if you either don’t have a receipt or if the claim is for more than £20.
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To attach your receipt please click ‘Attach Receipt’

Either select a receipt from your ‘receipt store’ (see separate guidance) or upload a new one by browsing your PC:
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Select the receipt(s) you wish to use then click ‘Attach’


(Please see ‘Loading Receipts’ guidance for advice on how to get receipts to your ‘receipt store’)


If you want to check you’ve attached the correct image, please click on the ‘Receipt Image’ tab:
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Here you can zoom in/out, rotate and even detach the receipt image 
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If there are any exceptions that need to be cleared this is where you will be told (you will see this icon [image: image7.png]



)

 To correct, just click the line and edit the claim on the right hand side. You will not be able to submit the entire claim until all exceptions are cleared.

When you’re happy that your claim is complete click ‘Save’
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How to load a receipt to the receipt store

There are various ways you can add receipts to your Concur account.
When you upload your receipts they are saved in the ‘receipt store’ which is a folder where they will all be saved until you are ready to attach them to your expense claim(s)

Option 1 – upload a receipt from your computer (PC)
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Click ‘Expense’:
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Scroll to the bottom then click ‘Upload New Receipt’:
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Click ‘Browse...’:
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Select the relevant file from your computer:
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Click ‘Open’ to select your receipt. You can add as many or as few as you like at this point.

Click ‘Upload’:
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Click ‘Close’


Your receipt image(s) should now appear in your ‘Receipt Store’ ready to attach to a later claim:
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Option 2 – email your receipt

Another way to add receipts is for them to be emailed directly to your receipt store from your Macmillan or personal inbox. For this to work, you first need to verify your email address(es). Please refer to the quick guide ‘How to verify your email address’ to do this. 

Once verified you can forward any email you have that contains a receipt to receipts@concur.com 


Option 3 – take a photo of your receipt using your smart phone or tablet

The final way to attach a receipt to the receipt store is to take a photo of the receipt with a smart phone or tablet.


Go in to the Concur app on your phone and click ‘Receipt’


This will Prompt you to take a photo or upload an image from your device. If taking a photo  please ensure this is in focus and includes the entire receipt (including date)


Once the photo has been taken or file selected you’ll get the option to either ‘Retake’ the photo, ‘Expense’ the receipt or ‘Done’. 



‘Done’ will move the photo to the receipt store so you can use it later to attach to your claim using either the app or the web version.
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How to itemise a receipt

If one receipt has expenses relating to more than one expense type (e.g. train travel and tube travel) this expense line will need to be ‘itemised’.

 Enter the claim as usual (see other guidance documents on how to do this) then do the following:


Click ‘Save & Itemise’
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Then choose which expense type you want first (e.g. tube). The same claim will appear, but you can enter the amount specific to this part of the receipt and add a comment (e.g. tube travel for meeting with XX).
 Please note the amount in the top right corner will drop as you enter the claim(s). [image: image2.png]New femisation Avaiable Reccips
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Click ‘Save’. You’ll notice the amount remaining drops. Keep entering claims (e.g. now the train travel) until the amount remaining is zero
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How to attach a missing receipt declaration

Please use the “missing receipt declaration” if:


· You have receipts but are unable to scan or photograph them (and all individual claims are under £20)

· You do not have an itemised receipt (card receipts are not sufficient


· A receipt was never provided, or 

· You have lost your receipt

[image: image1.png]Missing Receipt Declaration

“The receiptfo tis expense has been lost and al eforts have been made to obtain a copy without

To create a declaration, choose from the expense(s) below that require a receipt

O [ewense vates | amount

O] () Breokfast Outsice Loncon EC £1000

1 confirm that the above statement s true.

=




To do this, when in a line of the claim (i.e. you have selected the claim) click ‘Receipts’, and click ‘Missing Receipt Declaration’



You will then see the ‘missing receipt declaration’
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Select the claim(s) you’d like to add the declaration to by clicking in the box next to the claim(s).
 Then click ‘Accept & Create’


Insert a comment in the comment box
Please ensure you write a comment in the ‘Comment’ field as to why you don’t have a receipt – e.g. I have lost the receipt; or I do not have an itemised receipt; or I have the receipts but I cannot scan them.

Keeping receipts
If you have your receipts but you are unable to scan them to attach them to your claim, you must keep your receipts for 6 months (please refer to the volunteer expenses policy for more information)
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How to attach a missing receipt declaration

Please use the “missing receipt declaration” if:


· You have receipts but are unable to scan or photograph them (and all individual claims are under £20)

· You do not have an itemised receipt (card receipts are not sufficient


· A receipt was never provided, or 

· You have lost your receipt
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To do this, when in a line of the claim (i.e. you have selected the claim) click ‘Receipts’, and click ‘Missing Receipt Declaration’



You will then see the ‘missing receipt declaration’
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Select the claim(s) you’d like to add the declaration to by clicking in the box next to the claim(s).
 Then click ‘Accept & Create’


Insert a comment in the comment box
Please ensure you write a comment in the ‘Comment’ field as to why you don’t have a receipt – e.g. I have lost the receipt; or I do not have an itemised receipt; or I have the receipts but I cannot scan them.

Keeping receipts
If you have your receipts but you are unable to scan them to attach them to your claim, you must keep your receipts for 6 months (please refer to the volunteer expenses policy for more information)
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How to submit an expense claim

When you have completed all lines within your claim (you have added all of your expenses)  you can submit.

 Before you do this you’ll need to check if there are any exceptions within your claim.
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You will need to clear all of these ‘exceptions’ by reading the exception details and amending your claims.


Once you have cleared all exceptions (there are no red exclamation marks [image: image2.png]



) you can click ‘Submit Claim’:




The system will then ask you if you’re sure you want to submit this claim. If yes, click ‘Submit Claim’:
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Cancel







Then you’ll get a message telling you your claim has been successfully submitted. You can also see who your claim is currently with:

[image: image4.png]Claim Successfully Submitted
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Click ‘Close’
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How to recall an expense claim

If you want to recall a claim go to the Expense homepage and open the claim back up by clicking on it: [image: image1.png]Administration ~ | Help ~
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Click ‘Recall’: [image: image2.png]CONCUR | Expense | Approvals orting ~

Administration ~ | Help ~

App Centre
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The system will ask you if you’re sure: [image: image3.png]Please Confirm

0 Are you sure you want to recall this claim?







If you are, click ‘Yes’
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 Exception error that will not allow you to submit the claim
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Exception error that will allow you to submit a claim as long as the rule is met
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Receipt image attached
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A comment is attached to this claim
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Corporate Barclaycard expense


[image: image6.png]



Has more than one attendee
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An E-receipt has been imported for this claim
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Indicates the expense was entered using Concur Mobile
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Indicates an expense entry that’s been marked as personal
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Receipt image required
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Report returned
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 This expense has been allocated
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 This claim has been resubmitted[image: image14.png]
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How to check where my claim currently is
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Click ‘Expense’
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All active claims will be displayed and will show where they are currently sitting: 

This one is ‘Pending Concur Audit Service’


If you have many claims click on ‘Claim Library’ to view older claims
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The life cycle of an expense claim
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Purchase an item (Keep the receipt!)
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Submit an expense claim
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Concur have up to 72 hours to audit the claim(s)
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Goes to your line manager for review (they have 10 days to review)
  


  Goes back to user







         Manager Authorises
Manager Rejects


       User Corrects




Finance Authorise
Finance Reject


PAID! (Within 3-4 working days) 



Goes to line manager’s line manager for review (have 10 days to review)
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