1. Step 1: Click on “Expense” on the top left of the Concur page
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Western Union Enroliment Required
If you are able to view this message, you must enter your banking Information using the \Western Union Enrollment link below. Reimbursement of your expense report will not be sent until your
Western Union profile is established. This is a one-time enrcliment, however, you are responsible for updating your banking information with Western Union when needed
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2. Step 2: Click on “Report Library” on the top right hand side of the page to list all your expense reports and
the view the status of each expense report.
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THERE ARE NO ACTIVE EXPENSE REPORTS.
O Click Create New Report to create a new report.

Create New Report

AVAILABLE EXPENSES

[]1 Expense Detail Expense Type Source Date Amount
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o Enable Expense Assistant and these expenses will be placed on a report for you. Learn More
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3. Step 3: View the full list of expense reports submitted by you. The status of each expense report will be
indicated under the “payment status” column. Payment confirmed indicates that the payment has been
made to your bank account.
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D CHD Courier (TO4GEABIEFCAASZBEEA Your reporthas been audied, if you have any Approved Payment Canfimed 2242019 ZAR 34000 ZAR 34000
Questions please contact audit support@sap com
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