Concur Guidance for Volunteers
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Step by step

Log into Concur
We will create your account when you join Macmillan. You will then receive a welcome
email from Concur which contains your password. Visit the Concur website to access
the Concur login page. You will need to log in with the password that you received in
your welcome email, and the email address to which it was sent.

For added security, you will be prompted to set up 2-Factor Authentication (2FA) upon
your first login. You will also be sent instructions and guidance on this in the welcome
email. Follow the step-by-step guide to complete the 2FA setup, which typically involves
linking your account to a mobile authentication app or receiving a code via SMS. Once
2FA is configured, you will need to enter the verification code generated by your chosen
method each time you log in.

Set up your account
Once logged in, check that all your account details are correct and then add your bank
details (see page 3). If you're going to be claiming for travel by car, add your car details
here too (see page 5). Make sure to verify your email address and update your email
preferences. Once you're happy with how your account is set up, you're ready to go.

Make an expense claim
You're now ready to make a claim for any reasonable out-of-pocket expenses that
you've incurred whilst volunteering.

You'll need to let us know:

e how much you're claiming

e the date that you incurred this expense

e what the expense is for
We will also need to see your receipt - just a photo will do. You can complete the entire
expense claim either via the Concur app on a smartphone or tablet, or by visiting the
Concur website.

We process your claim
Once the claim has been created it will then be moved forward for processing. If there
are any mistakes on the expense claim - such as the date not matching the receipt - your
claim may be delayed whilst we work with you to correct the mistake. It's important to
us that our volunteers are reimbursed as soon as possible, therefore we make every
effort to ensure delayed claims are still processed within two weeks.
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How to add or update your bank

details on Concur

If you have a new Concur account, you will need to add your bank details to be

reimbursed expenses.

If your bank details change at any time, you will need to update them on Concur

directly, as the system is not linked to any others.

On the homepage, click the icon in the top right with your initials in, and click Settings.

KM

Kirsty Mordaunt

7 Settings

From here, click Bank Information

Your Information Profile OPtions

Personal Information
Company Information Select one of the following to customise your user profile.
Contact Information

Personal Information
Email Addresses .

Expense Settings

Pense Informggn

Expense Preferences
Select the options that define when you receive email

1G]
Expense Preferences

notifications. Prompts are pages that appear when you select
Expense Approvers

a certain action, such as Submit or Print.
Company Car

Personal Car Personal Car
Favourite Attendees Personal Car
S EEmE The SAP Concur Mobile App
Other setti“gs Set up access to Concur on your mobile device

System Seftings

Concur Connect

Change Password

The SAP Concur Mobile App

You will need to fill in all required fields with a red *
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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.

Company Car

Company Car

Change Password
Change your password.

next to them.



Bank Information

Bank Country/Region =

Bank Currency

* Required Field

I NITED KINGDO |V UK, Pound Sterling

Sort Code * Account Number *

Bank Name * Branch Location * Status
Active *

| v

Full Legal Name of Account Owner * Building Number and Road Building Name
Town ¥ Locality Postal Code *

>

Save and Authorise
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How to set up a vehicle

How to set up a Car

Click on the 'Profile' icon with your initials, then 'Profile Settings'

Home v

=¥ Concur

MACMILLAN
CANCER SUPPORT
My Tasks
- Available Expenses

Required Approvals

Great! You currently have no approvals. You currently have no available expenses.

@ KM
( ——
A Kirsty Mordaunt
-~
Start _,-\_), Act as Another User v
e N
Profile Settings.
- Open Claims -

07/06 07.06.2024 Claim

All cars are split into two categories. Volunteers should choose Personal Car.

Your Information

Personal Information

Profile Options

Company Information
Contact Information
Email Addresses

Select one of the following to customise your user profile.

Personal Information
Personal Information

Bank Information

Expense Settings
Bank Information

Expense Information
Bank Information
Expense Delegates
Expense Preferences
Expense Approvers
Company Car

Expense Preferences

Prompts are pages that appear when you select a certain action,
such as Submit or Print

Personal Car
Personal Car

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

Personal Car
Favourite Attendees
Other Settings

System Settings

Concur Connect

Change Password

Concur Mobile Registration

Select 'New'
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Select the options that define when you receive email notifications.

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

Company Car
Company Car

Change Password
Change your password



Profile Personal Information Change Password System Settings Concur Mobile Registration

Your Information Personal Car Registration

Personal Information

Company Information This page displays all the personal cars that have been registered. Click New to register another car.

Contact Information Reimbursement Method: Personal Car - Variable Rates

Email Addresses Period for Distance Limits:  Annually
EXD@HSE Settings Starting Month:  April
Expense Information Starting Day: 6

Bank Information
Expense Delegates
Expense Preferences

Expense Approvers [] vehicle ID Vehicle Type

Company Car i
No cars found for this configuration

Personal Car
Favourite Attendees

Other Settings

System Settings

Concur Connect

Change Password

Concur Mobile Registration

Input your car registration number under Vehicle ID, choose the Vehicle Type in the
dropdown menu and if this is your new default car, click ‘Is Preferred'

Personal Car Registration

This page displays all the personal cars that have been registered. Click New to register another car.
Reimbursement Method: Personal Car - Variable Rates

Period for Distance Limits:  Annually
Starting Month:  April
Starting Day: §

Accumulated distance to date (this peried): (0 MILE

ehicle 1D ehicle Type

wL v

[] Is Preferred

0&

Click Save.

Vehicle Types

The Vehicle types are by engine size for Petrol, LPG and Diesel, and Electric Cars are
split into Home Charging and Public charging - this is to mirror the HMRC advisory rates,
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and allows us to report on our environmental impact. Hybrid cars are treated as either

petrol or diesel cars for advisory fuel rates.

If you both home and public charge your Electric car depending on your volunteer
activity, you can add the same car as both types (with a name that helps you identify it)

and choose the correct one when claiming.

How to set up a Motorcycle or Bicycle

Private Motorcycles and Bicycles can claim mileage for necessary journeys - see the

Expenses Policy Appendix A.

To add one of these as an option click on the 'Profile’ icon with your initials, then 'Profile

Settings'

HY¥Concur Home v

MACMILLAN

CANCER SUPPORT
My Tasks
m Required Approvals -> m Available Expenses
Great! You currently have no approvals. You currently have no available expenses.

Select 'Personal Car'.

Your Information Profile Options
Personal Information
Company Information Select one of the following to customise your user profile
Contact Information Personal Information
Email Addresses Personal Information
Expemse SETQU'WgS Bank Information

Bank Information
Expense Information

Bank Information Expense Preferences
Select the options that define when you receive email notifications

Expense Delegates
Prompts are pages that appear when you select a certain action,

Expense Preferences
Expense Approvers
Company Car

Personal Car
Sersonal Car

Personal Car

Favourite Attendees Concur Mobile Registration

. Set up access to Concur on your mobile device
Other Settings

System Settings

Concur Connect

Change Password

Concur Mobile Registration

Select '"New'
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@ KM
S
A Kirsty Mordaunt
Start _,A Act as Another User v |
== e
Profile Settings
(D Sign Out
- Open Claims -5

07/06 07.06.2024 Claim

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

Company Car
Company Car

Change Password
Change your password



Profile Personal Information Change Password System Settings Concur Mobile Registration

YEL T oz Personal Car Registration
Personal Information
Company Information This page displays all the personal cars that have been registered. Click New to register another car.

Contact Information Reimbursement Method: Personal Car - Vanable Rates

Email Addresses Period for Distance Limits: Annually
Expemge Settings Starting Month: April
Expense Information Starting Day. 6

Bank Information
Expense Delegates m
Expense Preferences

Expense Approvers [] Vehicle ID Vehicle Type
Company Car

No cars found for this configuration
Personal Car

Favourite Attendees

Add a registration number or similar unique identifier into the Vehicle ID, and under the
Vehicle Type dropdown menu choose either Motorcycle or Bicycle.

Vehicle 1D Vehicle Type
I [ v
() Is Preferred Bicycle

Diesel - 1600cc or less
Diesel - 1601cc to 2000cc

m Cancel Diesel - Over 2000cc

Electric Car

[ ] VehicleID LPG - 1400 or less

[ ] ecarl LPG - 1401cc to 2000cc

O a2 PG - over 2000cc [
[ ] Bikel Motaorcycle

Petrol - 1400cc or less
Petrol - 1401cc to 2000cc
Petrol - Over 2000cc

If this is your preferred vehicle click 'Is Preferred.'
Click Save.

To claim Bicycle Mileage, choose 'Car without an allowance' and choose your bicycle from
the vehicle Ids if it is not your default.

To claim Motorcycle mileage, choose 'Private Motorcycle Mileage' and ensure your Vehicle
ID is your Motorcycle.
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How to create, submit and
troubleshoot an expense claim

How to create a claim

Creating a new claim

There are two ways to start a new expense claim.

1t way: Click the Start a Claim button. This may also show as Start a Report if your
language is set to US English.

-

=| B concur

a>

Manage Expenses

§)1

Process Claims_

(253

Required Approvals 0 Available Expenses 0 D Expense Claims 3

m |
CANCER SUPPORT

2" way: Click the credit card icon along the left hand side of the screen.

&Y Concur

Manage Expenses

Process Claims

® Start a Clai

qa >

This will take you to a page that shows all your current expenses in progress.

Click Create New Claim (this can show as Create New Report depending on language
settings)
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ETY Concur  Expense v

Manage Expenses Process Claims

Home ! Expense / Manage Expenses

Manage Expenses
Claim Library View:  Active Claims

Mileage
26/08/2025

£139.06

Not Submitted

v @

07.06.2024 Claim
07/06/2024

£119.84

Not Submitted

A new window will pop up for you to complete

Claim Name: Give your claim a name, e.g. Travel January 2023. Leave the 'Claim Date' as

(® Create New Claim

Create New Claim

Claim Name *

Business Purpose * 0/500

Claim Date Project

28/08/2025 (=)

* Required field

2

v

Comment

0/500

y

today's date.

Business Purpose: this should have a short explanation of what incurred these costs.

Comment: can be left blank

Project Code: only needs to be completed if you want your entire claim to come from

a budget code that is not your usual volunteer role. If you have lines within the claim
that relate to different volunteer roles, this can be changed later and the 'project’ field
can be left blank here. If the one you need is not listed, please email
volunteerenquiries@macmillan.org.uk to get it added.

Once you have filled in all the required fields, click Create Claim
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From here you will be taken to an empty claim with the name you chose.

How to add expenses

To add expenses to it, click the add expense button.

Manage Expenses Process Claims

Home / Expense / Manage Expenses / Example claim

Example claim £0.00 [ submit claim JESERCR

Not Submitted | Report Number: RKQSVL

Claim Details ¥  Print/Share ¥  Manage Receipts v View Available Receipts

Expenses (® Add Expense v

You will have a two options:

(*) Add Expense v

[ o]

& Scan Receipt

E

/  Manually Create Expense

= Select from Available Expenses (0)

- Scan Receipt (upload image and Al will extract a best guess from it)
- Manually Create Expense (and upload receipt from images, or input mileage)
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To Manually create an expense:

Add Expense to Claim
¥ Scan Receipt & Manually Create Expense = Select from Available Expenses (0) -
Select an expense type for the new expense
Search Q Collapse All Sections = E:
Search by expense type, category, description
~  Recently Used
Hotel London
Bus
Cars with an allowance - mileage
Tolls/Congestion Charges
Underground Rail/Tube Travel
~ 01 Travel
Hotel London -

Cancel

Here you can search by expense type. Start typing in to search - for example '‘mileage’
will find Cars with an allowance and also Private Motorcycle mileage

Click the expense type you wish to claim.

Example: Bus:

New Expense Cancal
Hide Receipt

Details Itemisations. Receipt

(% Allocate

* Required field

Expense Type *

Bus v X
Transaction Date * Business Purpose * @
DDMMIYYYY B '- i
Supplier Description Country - =
UNITED KINGDOM (GB) v X @

Payment Type *
Click to upload or drag and drop files to upload a new receipt. Valid

Cash v file types for upload are .png, .jpg, .jpeg, .pdf, .tif or .tiff. SMB limit
per file.
Amount * Currency *
Add Receipt
UK, Pound Sterling (GBP) v X

Receipt Status * Project 2

No Receipt v v
Comment 0/500
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From this screen, go through and fill out every required field with a red asterisk* next to
it.

Notable fields

Business Purpose: The Business Purpose field in Concur is a mandatory field. This should
be a clear explanation of why this expense was incurred - It always needs to include
enough information so the approver and the tax auditor is able to confirm that the claim
is in accordance with Macmillan's Expense Policy and the HMRC regulations. Be as
specific and accurate as you can.

Examples of useful information are:

e Claim name clearly describes contents of claim and time period

e Details of a journey taken and why

¢ Name and location of event volunteered at

e Reason why expense was incurred (eg taxi taken due to carrying heavy event kit)

Comment: You can put additional information here if required to explain the business
purpose.

Transaction Date: this should be the date the expense was incurred and should match
the receipt.

Project Code: only needs to be completed if you want your entire claim to come from
a budget code that is not your usual volunteer role. If you have lines within the claim
that relate to different volunteer roles, this can be changed later and the 'project’ field
can be left blank here. If the one you need is not listed, please email
volunteerenquiries@macmillan.org.uk to get it added.

Upload Receipt Image: Receipts should be clear, with the date visible, easy to read and
itemised.

Note that receipts are checked by Concur audit - ensure that your receipt matches the
date of your claim and the amount, or if you are claiming part of the full receipt, that this
is noted in the comments.

How to itemise a receipt

Itemisations: If a receipt is for more than one kind of expense, you can click the
ltemisations tab to split it out.
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Business entertaining (external attende«

28/08/2025

A Attendees (1) | (b Allocate

*
Expense Type

From here, click Add Itemisations

Detaits

Amount [temised

£10.00 £0.00

Itemisations (® Add Itemisation

And choose the expense type you want to allocate a cost to.

Remaining

£10.00

Details temisations

Amount Itemised Remaining
£10.00 £0.00 £10.00
New ftemisation

* Required field

Expense Type *

Search for an expense type v

Cancel

You will need to enter the amount of money you need allocated to this expense type.

You can also choose a Project. This Project Code only needs to be completed if you
want your expense to come from a budget code that is not your usual volunteer role. If
the one you need is not listed, please email volunteerenquiries@macmillan.org.uk to get
it added.
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The Comment field must be filled in.

Details Itemisations
Amount

£10.00

New Itemisation

A Attendees (1) | | (B Allocate

Expense Type *

Q Remaining
£5.00

* Required field

Meeting Room Hire v X
Transaction Date * Business Purpose * @
28/08/2025 test
Supplier Description Country
UNITED KINGDOM (GB)
Amount * Currency
5.00 UK, Pound Sterling (GBP)

Receipt Status Project 2
No Receipt v
Comment * 9/500

Room hire

Click Save Itemisation, and the screen will show you how much of the cost is left to be

allocated out.

Details ltemisations

Amount

£10.00

Q Remaining
£5.00

Repeat this process until the entire cost is itemised. The screen will show you £0.00

remaining.
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Details Itemisations

Amount ltemised 9 Remaining
£10.00 £10.00 £0.00
Itemisations ® Add ltemisation
|:| DateT= Expense TypelT Requested [T
(] 28082025 Parking £5.00
] naergroun ai ube lravei .
L 28/08/2025 Underg d Rail/Tube Ti L £5.00

You can now go back to completing the Details tab, or save your expense.

Submitting a claim

Once you are happy with your claim, you can click Submit Claim in the top right

Example claim £10.00 cxa.m Delste Claim

Not Submitted | Report Number: RKQSVL

Claim Details v PrintShare v  Manage Receipts v View Available Receipts
Expenses (® Add Expense v
|:| Alerts|T Comment|T Receiptlt Payment Typell Expense Typelf Supplier Details [T  Datel™ Requested T ~
S . L . £10.00
— { ' Business entertaining (external attendee ratio must be met)
(] a 5] Tl casn 28/08/2025 Allocated  *++ v

Attendees (1)
Itemised

£10.00

This will send the claim on to Concur Audit. Once they approve it will go to your
manager, then the Expenses team who will do a policy audit check.

Approval steps

Pending Concur Audit Service - your claim is with Concur audit, who check that your
claims match their receipts dates and amounts, and that receipts are clear and itemised.

Submitted & Pending Approval - your claim is with your manager. Their name will be
visible on this step.

Approved & In Accounting Review - your claim is with the Expenditure team to check
against the Macmillan Expenses Policy.
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Troubleshooting

How to delete a claim

If you need to delete a claim or an expense, you can click Delete Claim in the top right

My Expense Claim October 2022 £20.00 EXEEE

——

Not Submitted | Report Number: K21G1Z

Claim Details v Print/Share v Manage Receipts v

Add Expense

m] CommentT| ReceiptT, Payment Type T, Expense Type T, Supplier Details 7., Date = Requested 1)
O -] Cash Home Workers Allowance 31110/2022 £20.00
£20.00

Concur will check if you are sure. If you click Delete to confirm your claim will be
permanently deleted.

How to amend/correct a claim

If there are any errors or queries on your claim it may be returned to you for corrections.
You will receive an email notifying you that the claim has been rejected.

To view it and make corrections, either follow the link in the email or go into Concur
and click Expense at the top, then select the claim that was returned.

EXY Concur | Home v

Home 83 ADMINISTRATION
Company
5] APPLICATIONS
Company Admin
Tools

The claim will show that it has been returned, and has a comment from the rejector.

Home / Expense | Manage Expenses / 13.11.2025 Claim

A Alerts: 3
@amment | Joanne Young: You can not claim £13.95 for lunch View Claim Timeline D
.
13.11.2025 Claim £82.78 T | comvciam | Dette clam
€3 Returned |Report Number: PXCF3Y
Claim Details v Print/Share »  Manage Receipts v View Avallable Receipts
Expenses (® Add Expense v
[} Aertslf Comment|t Receiptlf Payment Typelt Expense Typell Supplier Details [T Datel Requested [T
Subsistence - Dinner
O Cash 12111/2025 £16.49
Attendees (1)
Subsistence - Dinner
O Cash 10/11/2025 £18.00
Attendees (1)
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From here you can view the comment, then click each expense line that needs
amending, make any changes needed and add a comment where required. Click Save
Expense whenever you make a change.

Once all changes are completed you should click Submit Claim, and this will restart the
submission process.
How to duplicate a claim

If you have experienced an error with your claim and need to resubmit it as a fresh
claim, or you often claim the same thing and wish to save time by copying a claim and
updating it, you can do so by clicking the Copy Claim button on the top right.

Example claim £10.00 \e{e Cisim

Not Submitted | Report Number: RKQSVL

Claim Details v Print/Share v Manage Receipts v View Available Receipts
Expenses (® Add Expense v
[]  Alerts{t comment)t Receiptif Payment Typell Expense Typelt Supplier Details |1 Datel® Requested | v
S . L . £10.00
{ ' Business entertaining (external attendee ratio must be met)
[ & 5] Tl casn 28/08/2025 Allocated | +e+ v

Attendees (1)
ltemised

£10.00

You will be given the option to rename the claim and change the date:

Copy Claim X

* Required field
New Claim Name *

Copy: My Expense Claim October 2

Starting date for copied expenses. (Previous Date 31/10/2022) * Q

31/03/2023

Cancel Create New Claim

All text will be copied across, but receipt images are not and will have to be attached.
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How to claim mileage

Before you can claim mileage, you must first set up your vehicle on Concur. See page 4.
How to claim a mileage expense

Choose your Expense Type

Add a new expense to your claim:

Mileage £0.00

Not Submitted | Report Number: USXYZ0

Claim Details v  Print/Share v Manage Receipts v

Expenses (® Add Expense v

& Scan Receipt

e —
x Manually Create Expense )

‘= Select from Available Expenses (0)

S

You can type into the search box or scroll down to 02. Transportation to find mileage

Add Expense to Claim

B Scan Receipt @ Manually Create Expense) := Select from Available Expenses (0)

Select an expense type for the new expense

Search Q

Search by expense type, category, description

~ Recently Used

Hotel London

Bus

Cars with an allowance - mileage
Tolls/Congestion Charges
Underground Rail/Tube Travel

~ 01 Travel

Hotel London
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~  02. Transportation

Air Travel

Air Travel costs unable to be booked via Clarity
Bicycle Hire/Rental

Bus

Car hire (short term)

Car Maintenance/Repairs

Cars with an allowance - mileage

Cars without an allowance - mileage

Ferry/Boat Travel

Concur covers mileage for:

e Cars without an allowance - choose this expense type if you do not receive car
allowance

e Private Motorcycle Mileage

e Bicycles - these are under 'car without an allowance' - you will need to set up a
'vehicle' and choose bicycle as the type

Enter the journey start and end

Enter the postcodes for the beginning and end of your journey then click 'Calculate
Route':

Mileage

Mileage Calculator X

O Avoid Tolts () Avoid Highways
Waypoints

StAndrews

dinburgh

e
Stiringo. Y
,‘/ Glasgo v E

@ London SW1A 1AA, UK

\ 3

} 4146 MI ’ {1
() Personal
@ Castienil, Edinburgh EH1 2NG, UK e

L

Calculate Route Make Round Trip

Directions

Suggested routes:

M6 416 mi. About 7 hours 30 mins

M1 and M6 405 mi. About 7 hours 30 mins
M1 and A1(M) 403 mi. About 7 hours 31 mins

1 The Mall, London SW1Y SAH, UK
416 mi. About 7 hours 30 mins

1. Head northwest toward Constitution Hill 3151t
Partial restricted usage road

v

o Diiice Comiit TOTAL PERSONAL | TOTAL BUSINESS .
J 0.0M 4146 Ml Go gle

Add Mileage to Expense [JEIeEUNa)

If your journey was a return journey, simply click '"Make Round Trip':
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Mileage Calculator

[ Avoid Tolls [ Avoid Highways
Waypoints a~

@ London SW1A 18A, UK
4146 MI

} [:I Personal

403.6 MI
[] Personal

. Castlehill, Edinburgh EH1 2NG, UK

@ London SW1A 184, UK

Calculate Route

When that journey is complete, check the automatically calculated route looks accurate,
then click 'Add Mileage to Expense’,

v WJ‘-M* er
OAntwerp. (o
Iz

\
20Basis-DE/BKG (©2009), Google, Inst. Geogr: Nacional | Terms

Add Mileage to Expense Cancel
v

Notable fields

Manage Expenses Process Claims

2 Mileage Calculator | (% Allocate

* Required field
Expense Type *

Cars with an allowance - mileage v X
Transaction Date * Business Purpose * @ From Location To Location
26/08/2025 [&] Meeting with Edinburgh Committee [Volunteers i London SW1A 1AA, UK Castlehill, Edinburgh EH1 2NG, UK
Payment Type Receipt Status * Project 2
Cash No Receipt ~ ~
Vehicle ID * Distance to Date Odometer Start * Odometer End *
Mercedes ~ ] 138 956
Business Distance * Personal Distance * Total Distance * Number of Passengers *
818 o 818 0
Amount * Currency
139.06 UK, Pound Sterling (GBP) Reimbursement Rates
- View all reimbursement rates
Comment 07500

Transaction Date: The date of your journey

Business Purpose: The Business Purpose field in Concur is a mandatory field. This should
be a clear explanation of why this expense was incurred - It always needs to include
enough information so the approver and the tax auditor is able to confirm that the claim
is in accordance with Macmillan's Expense Policy and the HMRC regulations. Be as
specific and accurate as you can.

Receipt Status: Mileage claims do not need a receipt, so leave this as 'No Receipt’

Project: This is where you can choose a budget code outside of your default one to
allocate an expense to.
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Vehicle ID: Ensure you choose the right car in the Vehicle ID - this will default to your
Preferred one in your car setup.

Number of Passengers: The business passenger must also be an employee or volunteer.
It is not available for motorcycle or cycle users.

Amount: This is automatically calculated using the mileage rate and the journey you
have entered.

Comment: You can put additional information here if required to explain the business
purpose.

Save and Add Another =]l

Click Save or Save and add another if you have more expenses to input.
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How to Merge Expense Claims

To merge all your expense claims into one claim so that we don't get charged for each
claim, all you need to do is create a new Claim with an appropriate name, e.g. Q1
Expenses.

Then go into each one of your claims, tick the box that is to the left hand side just under
Expenses so it selects all the expenses within that claim, then select ‘Move' and select
the claim you wish to move them all to.

E?Concur Expense v A ® Kk

Manage Expenses Process Claims

Home / Expense /| Manage Expenses [ Mileage

A Alerts: 1

Delete Claim

Mileage £139.06 [ submit cuaim [N

Not Submitted | Report Number: USXYZ0

Claim Details v Print/Share v Manage Receipts v View Availabld Receipts

Expenses (®) Add Expense ~ | Edit | Delete Copy Allocate Move v

Alerts]T Receipt]T Payment Typell  Expense TypelT Supplier Details [T  Datel™ R

aH Cash Cars with an allowance - mileage 26/08/2025 Available Expenses

Example claim

07.06.2024 Claim

This will move all the expenses within that claim to the new claim. Do this for each
expense claim you wish to merge, then submit it.

Once submitted you should then delete all your previous claims that should now all be
showing £0.00 and be empty.

Splitting out expense lines

If you have one expense item under query, you can also use this method to remove it
from a claim and get the rest processed while you resolve the issue with that one line.
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How can | track the status of my
expense claim?

Once you have submitted an expense claim it goes through several stages of
review/approvals before it is paid.

Navigate to your claim

After logging into Concur, the Home screen will look as below:

® SstartaClaim Available Expenses 0 @ Expense Claims 0

Either click Expense Claims, or click Home/Expense. This screen will show you all your
unpaid expense claims.

A Submitted claim as below is with an approver.

WConcur Expense Vv

Manage Expenses Card Transactions

Home / Expense / Manage Expenses

Manage Expenses

Claim Library View: Active Claims o >

September Expenses (01/09/2025)
26/09/2025

£40.00

Due to Employee:
£0.00

Submitted

Submitted & Pending Approval
Gemma Peters

Approval steps

Pending Concur Audit Service - your claim is with Concur audit, who check that your
claims match their receipts dates and amounts, and that receipts are clear and itemised.

Submitted & Pending Approval - your claim is with your manager. Their name will be
visible on this step.

Macmillan Internal



Approved & In Accounting Review - your claim is with the Expenditure team to check
against the Macmillan Expenses Policy.

Rejections

A rejected claim will show in red and show the name of the person who rejected on it.

Claim Library View Actve Claims v @

September Expenses (01/09/2025)
26/09/2025

£210.39

Returned

Sent Back to Employee
Sarah Skinner

Click into the claim to see the comments on why this was rejected.

@ Claim Comment | Sarah Skinner: Please review the lunch spends and ensure you are choosing the correct type - the week day maximum claim amount is £8 and the weekend maximum rate is £10.
View Claim Timeline

See the expense claim guidance on how to delete, amend or correct a claim.

Viewing paid claims
If you wish to browse paid claims click on the dropdown menu 'Claim Library' to view
older claims:

Claim I.ibrary View:  Active Claims v 9
a
Active Claims
September Expenses (0
P p ( Sent for Payment (90 Days)
26/09/2025
£40, 00 Last 90 Days
Due to Employee: i
£0.00 This Year
Submitted
| Last Year -
Submitted & Pending Approval ) .
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Where to get support

If you have any queries about how to claim, how much you can claim, or what you can
claim, you should first go to your Volunteer Manager, or main point of contact at
Macmillan.

If you don't know who this is, you can get in touch with
VolunteerEnquiries@macmillan.org.uk and we can point you in the right direction.
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