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SAP Concur

Add Expense

+

Available Expenses

Create New Expense

m

~ Recently Used
Personal Vehicle Mileage
~01. Lodging
Lodging, Custom
~ 02. Transportation
Persanal Vehicle Mileage

Personal Vehicle Mileage, Custom

Personal Vehicle Mileage, Student Rate (Optional)

~03. Meals
Meals with Meetings, FBA Required

a. Mileage opens with the Mileage Calculator/Google Maps. Enter waypoint/addresses, tab to enter and

Calculate Route.

e Click Make Round Trip if applicable. Remember to Deduct your Commute:
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e Add multiple stops as needed for that day’s trip.
¢ Include ferry terminal stops when combined with ferry travel.
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