Everyone

This step-by-step guide will show you:

* How to record car mileage

*  How to submit fuel receipts

*  How to set your Company Car Odometer reading

-------------------------------------------------------------------------------------------------------------------------------------------------------
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MILEAGE (LAIMS

There are two steps to consider when completing a mileage claim. You must complete an
Expense under the category ‘Company Car Mileage', 'Personal Car Mileage’ or ‘Personal Car
Mileage — Car Allowance’ and you also need to add your fuel receipt under ‘Fuel Receipts for
Mileage’ in order for the VAT to be reclaimed.

»
-------------------------------------------------------------------------------------------------------------------------------------------------------

Before entering mileage on the system you must have entered your car details into
Concur. See the ‘Getting Started & Making your first Claim’ guide for instructions on
how to complete this.

If this is your first Company Car mileage claim, see section 5 for entering your
Odometer reading.
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a) To add an Expense for this on the Mobile app, start by pressing ‘Mileage’ and then the correct
Expense report

SAP Concur cC e & Reports

ACTIVE HISTORY

UNSUBMITTED

Expenses August Expenses (01/08/2022) £50.02
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(2] Expense Reports

July Expenses (01/07/2022) £20.01
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RE(oRDING (AR MILEAGE (MOBILE) (oNT.

b) Select the ‘+’ and then 'New Expense’ and then either ‘Personal Car Mileage’,
‘Company Car Mileage’ or ‘Personal Car Mileage — Car Allowance’

€  Expense Types Q

Incidental overnight expenses

o*

expenseusT (2]

Breakfast (after staying away for business)

Breakfast (when trave

Business Meetings - Subsistence - GK

¢) You can then enter the Distance if known but the easier option is to select ‘Add Route’

X New Expense

(%)
®

Add Route

£0.00..

AB12ABA

distance*
0

xpense Type*

Personal Car Mileage

Transaction Date*

d) You can then input the ‘Start Location’ and then ‘Add Destination’ as many times as

needed until the end of the route
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— RE(ORDING (AR MILEAGE (MOBILE) (oNT.

i e) You can select between different route options shown and when happy select ‘Use Route’. This
will input the Distance for you
€ Distance Calculator OPTIONS
D 'm

f) Fill out the rest of the information

g) Make sure to update the purpose of trip, leave the Receipt status as No Receipt

h) When done select ‘Save’

X New Expense SAVE
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RE(oRDING (AR MILEAGE (WEB)
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a) Open the appropriate Expense report and select ‘Add Expense’

SAP Cancur Requests  Expense

Manage Expenses  Process Clams

Submit Claim
Not Submitted

Manags Recsipts
Add Expanse

No Expenses

Add epenss 10 IS claim 1o submil for reimbursement

b) Click ‘Create New Expense’ then select ‘Company Car Mileage’,‘Personal Car Mileage’ or
‘Personal Car Mileage — Car Allowance’ from the dropdown

Add Expense

+
Creale New Expense

Available Expenses

.
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RE(ORDING (AR MILEA4E (WEB) (oNT.

c) Then select ‘Mileage Calculator’

Administrations | Help~
SAP Concur [C] Expense  Reporting  App Cenlre °

Profile =

Manage Expenses  Process Claims

New Expense Cancel

Details Itemisations ShowReceipt [F]
¥, Mileage Calculator
* Requirad fleld
Expense Typa * @ Transaction Date * Country ™
Personal Car Mileage ~ DDMMYYYY = UNITED KINGDOM (GB) ~

d) Then you need to input the Start point, Endpoint and any stops on your route - click ‘Calculate
Route’

Mileage Calculator x
= = V' PeakDistiict . | WOTISTAUNE
Avoid Tolls L Avoid Highways Jal Rark.
Nt Map Lincoln 3
C— Skegness ™
@ | Bury St Edmunds, Bury Saint Edmunds,
1403 M1 o
Personal | +on-Trent
rton upon Tren arton- Tren ) i Boston
@ | Burton upon Trent, Burton-on-Trent, UK Derby Nottingham. o= o Hunstanton ) Cron
o i Wells-nextthe Sea
2%
2 Klng; Lynn
Dereham
Directions ster
verhampton Peterborough
Suqqcs\ed. routes: mingham m
A14 141 mi. About 2 hours 26 mins. o
A14 and M6 142 mi. About 2 hours 32 mins s ] Qﬂlw
1 Mol 3
2 Brentgovel St, Bury Saint Edmunds IP33 1EA, UK Q W NorthByfpton ds P
oyal v 2
3 i
Leamington Spa
T . 2 Bedford -
2haurs 2 o
1. Head east on Brentgovel St towards St John's 171 ft Milton Keynes Ipswich;
£l
o8 ey £ + | 2

e) You may have the option to select from multiple routes

Directions

Suggested routes:

A14 141 mi. About 2 hours 26 mins
A14 and M6 142 mi. About 2 hours 32 mins

f) You have the option to ‘Make Round Trip’

Waypoints

. | Bury St Edmunds, Bury Saint Edmunds,‘

140.3 Mi
() Personal H

. | Burton upon Trent, Burton-on-Trent, UK ‘

@ |

Calculate Route] Make Round Trip |

g) This process may be useful to do before carrying out your journey as the system will also create
a list of directions for you

Mileage Calculator

\
[ Avoid Tolis [ Avoid Highways
?2 Brentgovel St, Bury Saint Edmunds IP33 1EA, UK
1471 mi. About 2 hours 26 mins
1. Head east on Brentgovel St towards St John's 171 ft [
St
2. Brentgovel St turns left and becomes St John's 0.3 mi
St
4 3. Turnleft onto Ipswich St 371t
€ 4. At the roundabout, take the 3rd exit onto 0.1 mi
Tayfen RA/A1302 H
€ 5. Atthe roundabout, take the 2nd exit onto 0.3 mi
Compiegne Way
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" RE(oRDING (AR MILEAGE (WEB) (ONT.
i h) Once youre happy go down to the bottom right and click ‘Add Mileage to Expense’
= verhampton Peterborough / o) E
routes: mingham 3 Corby i :
T N o AL B AR % ;
v? Brentgovel S!. Bury Saint Edmunds IP33 1EA, UK @r Leamﬁ:]qy::n = Nnm@lon N ids ;:i E
H 1. Head east on Brentgovel St towards St John's 171 ft Mitton Keynes 3 Ipswich H
. St o, :
E 2. Brenigove 1 tums ft and bocomes S o' 031 Shefenam Q e} s 2 Q Colchester H
: . @ N R o = & :
. o 0.0MI 140 3MIiGo gleter 2 Map data 2072 GeoBasis-DE/BKS (£2009) T e Srreses H
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i) Fill out the rest of the information :
i ]) Make sure to update the purpose of trip, leave the Receipt status as No Receipt. :
: k) When done select ‘Save’
E Manage Expenses Process Claims .
New Expense :
. Details Itemisations E
E N Mileage Calculator ;
E * Raquired field .
H Expense Type * Transaction Date * Country * .:
“‘ Personal Car Mileage v DDIMMIYYYY UNITED KINGDOM (GB) ~ :.
7" FUeL RECEIPTS FoR MILEAGE (MOBILE)
s Reports ‘.
¢ a) You now need to add another Expense under 0
: the Expense Type ‘Fuel Receipts for mileage’ ik e
(You will need to add an image of the receipt :
to enable the business to reclaim the VAT) o IR SR :
b) Take a picture of your Fuel Receipt using sy Expenses 0072022) €200\ :
Expenselt.To do this, select the Expenselt i :
icon on the app home screen and follow the :
instructions
¢) Once the receipt has been analysed, go and :
.. Report $ :
find it in the correct Expense Report :
© Alerts 2 E
d) SeleCt the EXPense August Expenses (01/08/20... £20 01 E
Please Note - :
You do not need to submit receipts for DETAILS EXPENSES RECEIPTS :
eIeCtrlc Cars Fuel for car hire (only) £20.01 E
It is your responsibility to make sure :
you update the details of your car on :
: Concur as and when the car changes, to
ensure you are paid the correct mileage
rate
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FUEL RECEIPTS FoR MILEAGE (MOBILE) (oNT.

Select ‘Expense Type’

0 Aerts 2

UNITED KINGDOM

Select ‘Fuel Receipts for Mileage’
¢  Expense Types Q
Recent
Hotel

Hotel Group/Colleague Bookings
Parking

Other

01, Travel Expenses

Incidental overnight expenses

02. Transportation

Alrfare

I Fuel Receipts for Mileage I

Fuel for car hire (only)

Public Transport
Taxi

Tolls/Road/Congestion Charges

Check all the information and make sure to change the ‘Receipt Status’ to ‘Tax Receipt’.You will
also need to select the fuel type, make sure this is the same type as the car you have registered
with Concur

X Expense SAVE I

O Aerts 2

£20.01

Expense Type®

Fuel Receipts for Mileage
action Date*
Thu, Aug 18

UNITED KINGDOM

UK, Pound Sterling

Version October 2023
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FUEL RE(EIPTS FoR MILEA4E (WEB)

To do the same on the web:

a) Upload the fuel receipt with Expenselt and with Expense Assistant turned on, the receipt will be
moved into the correct Expense report. Open the Expense Report and tick the relevant expense
before clicking ‘Edit’

Administiaion+ | Help»
SAP Concur [C] Requests Expensa Reporting = App Centre .
Profile =
-
Manage Expenses  Process Claims.
O Aers: 3 v

Note - If you are
July Expenses (01/07/2022) £20.01 @ not using
Not Submitted
_ _ Expenselt, please
Claim Details v Print v Manage Receipts v
. .
—T-1~1-] see our ‘Attaching
= Rlerts ] ReceiptT, Payment Type t| Expense Type T, Supplier Details T} Date Requested T| a Rece I Pt gu I d e
0 i Cash Fusl for car hire (only) I':;‘:w I 1810872022 £2001 for the Other
o 9 E Cash Parking 180872022 £0.00 options

b) Change the ‘Expense Type’ to ‘Fuel Receipts for
M Ileage Expense Type *
‘ Fuel for car hire (only) ‘ v ‘

Airfare

Company Car Mileage

Fuel for car hire (only)

hd
I Fuel Receipts for Mileage I ‘

Parking

c) Check all the information and make sure to change the ‘receipt Status’ to ‘“Tax Receipt’.You will
also need to select the fuel type, make sure this is the same type as the car you have registered
with Concur

Receipt Status *

No Receipt ~
None Selected

No Receipt

Receipt

Tax Receipt I

d) Once finished, select ‘Save Expense’

Administration> | Help~

SAP Concur Requests Expense Reporting~ App Centre ol °
rofile +
-

Manage Expenses  Process Claims

> Fuel Receipts for Mileage £20.01 @ ““

18/08/2022 Tesco

Details Itemisations Hide Receipt [7]

* Required field
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The first time you enter a Company car mileage claim, you will need to enter an
Odometer reading. When making your first Company Car mileage claim the system requires you to
enter an opening odometer reading then moving forward this will update automatically from the mileage
you record on the system.The company does not require you to keep track of your personal mileage so
it is up to you if you want to enter any personal mileage.

~—" (OMPANY MILEAGE 0DOMETER (MOBILE)

-
.
.
.

a) Whilst in your first Expense, enter the Start number of your Odometer

12:33 w -

< Expense

Company Car Mileage

b) If you are using the mileage calculator the total distance field will be populated automatically, if
not you will need to enter the total distance

c) The next mileage claim you enter will default the start odometer reading where the previous

., claim ended

--------------------------------------------------------------------------------------------------------------------------------------------

To do the same on the web:
a) Whilst in your first Expense, enter the Start number of your Odometer

b) If you are using the mileage calculator the total distance field will be populated automatically, if
not you will need to enter the total distance

* ¢) The next mileage claim you enter will default the start odometer reading where the previous

. claim ended



ADDING PASSENGERS (WEB)

Greene King pays 5 pence per mile per passenger on top of the usual mileage rate.

The next two sections show you how to add passengers on web and then mobile:

a) Enter your mileage as you normally would

b) In the passenger field, enter the number of passengers.This should be no more than 3 and does

not include yourself

Vehicle ID * Distance to Date Distance * Number of Passengers
AB12ABA v 207 281 2
. ¢
c) Then record your passengers in the ‘Name of Passenger(s) box.
* Required field

Expense Type * @ Transaction Date ™ Country ™

Personal Car Mileage X v 05/10/2023 UNITED KINGDOM (GB) X v
Purpose of the Trip ™ From Location * To Location * Payment Type

Personal Car Mileage Test Bury St Edmunds London Cash
Receipt Status * Cost Centre ™ {I) Personal Car Mileage Policy Reminder Name of Passenger(s)

No Receipt v (99850) FSS X v Entering 'home' to *home’ is not Joe Bloggs, John Smith

Please note: HMRC rules only allow us to claim back the 5 pence per mile per passenger

for employees

enough detail.

a) Enter your mileage as you normally would

b) In the passenger field, enter the number of passengers.This should be no more than 3 and does

not include yourself

X  New Expense SAVE

Nottingham
SCE

Leicester
irmingham
o

G

Amount

£56.00

Route Details

Vehicle*
KP15 TDX

Distance*
140

o Peterborough
o
o
Coventry - f /

o
Northampton
ENGEA
[¢) gleND
mm

Norv
<

C'a“mlgndge&.
Ipswicl
o

Passengers
2

Distance To Date
292



c) Then record your passengers in the ‘Name of Passenger(s) box.

X  New Expense SAVE

From Location®

En t enough detail

Fuel receipts for mileage

Only enter the value of fuel purchased if the receipt for fuel has personal purchases detailed.You
will need to record fuel receipts in a separate category to mileage claims on Concur as you are
likely to fill up less frequently than the number of journeys.

Use the Distance Calculator (Google maps):

You can enter your ‘to’ and ‘from’ locations and the system will work out the miles you have
travelled.

Travel Allowance Policy

Employees receiving a travel allowance should not claim travel expense back on Concur please refer to
the Travel allowance policy on the Vault and/or speak to you Human Resources Business Partner
(HRBP).

Mileage Claims

There are very specific rules put in place by the HMRC about when you can and can’t claim for business
miles please refer to the Expenses Policy for further details. If you have any queries, please contact your
Human Resources Business Partner (HRBP).

Mileage Rate

The rate the company pays per mile is £0.30p for business miles completed in personal cars, £0.25p for
business miles completed in a Personal car if you receive a car allowance and for company cars the rate
varies depending on the engine size of your car and the rate set by HMRC
www.hmrc.gov.uk/cars/advisory_fuel current.htm



Travel%20Allowance%20Policy

For training issues and support with the system please contact
Concur Support...

7 e o
01284 843300

EMAIL ADDRESSES

Concur@sgsreeneking.co.uk

The Concur Support team do not set the expense \

policy, please treat them with respect and show ‘We
Care’.

Line Managers are unable to override limits that are
set out in the policy.Any feedback on policy points
should be directed to you Line Manager who can

pick this up with HR.



mailto:Concur@greeneking.co.uk
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