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About the Project

=  MyExpense will be updated to a new user interface known as SAP Fiori with
Horizon

= Go-live for the new Ul: November 17, 2023

Why is the user interface being updated?
= To improve design consistency across Concur solutions
= For a more inclusive and accessible design for everyone

= New visual themes provide more options to suit our
needs and preferences
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Key Changes in the New MyExpense Ul

= New visual look and feel: = Features or Functionality

Fonts, font sizes, icons colors, rounded
corners

= Options for appearance themes:
Horizon Morning (Light mode)
Horizon Evening (Dark mode)

High contrast modes (visual
accessibility)

= Updated Navigation Drop-Down
for easier access to top features
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Landing Page

The updated look and feel includes updated fonts, colors, and a navigation drop-
down from the home page. With New Ul

SAP Concur Home ~ ® T

Help~

e & MyExpen$e + 03 00 02 01

w&mnse UOSF Benre Rumbusement Soten New Required Available Open Cash
+ []3 [][] 02 01 Approvals Expenses Reports Advances

LCSF Experse Reimbusement Soiution

SAP Concur E Ex Approvals

New Required Available Open Cash
Approvals Expenses Reports Advances
Company Notes
COMPANY NOTES
Late Expense Reports Submitted After 60 Days
Late Expense Reports Submitted After 60 Days = Beginning July 1, 2018, all expense reports first submitted to the Approver more than 60 days after the completion of a trip, event, or purchase date will be reported as taxable
« Beginning July 1, 2018, all expense reports first submitted to the Approver more than 60 days after the completion of a trip, event, or purchase date will income for the employee being reimbursed and subject to applicable payrol taxes. For information, see the article on Late Expense Reports
be reported as taxable income for the employee being reimbursed and subject to applicable payroll taxes. For information. see the article on Late _ - R L 3 . S 3 § N
Expense Reports = Timely Reporting and submission of expense reports is the responsibility of the employee being reimbursed regardless of whether the employee self-submits or has designated a
« Timely Reporting and submission of expense reports is the responsibility of the employee being reimbursed regardless of whether the employee seff- delegate for expense reporting.
submits or has designated a delegate for expense reporting
Readmore Read more
MY TASKS My Tasks
Required Approvals - Available Expenses -> Open Reports ->
Required Approvals - Available Expenses - Open Reports >
You currently have no available expenses. Lyft
You currently have no available expenses. 06120 Lyft

Copy of NAEP - San Diego
$801.08

10/06 Copy of NAEP - San Diego

Q $801.08
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Navigation Drop-Down

The top navigation bar has been replaced with a menu navigation drop down for

quick access to other applications.
With New Ul

SAP Concur Home ~ @ 17

Help+
SAPCancurE Expense Approvals e o & wa l
pe + 03 00 01 00
UCSF Expense Reimburse
New Required Available Open Cash
MyExpen$e + 03 00 02 0 R APPLICATIONS | pee | e,
USSF Boerse Rembursemen Skiton New Required Available Open Cash
Approvals Expenses Reports Advances Expense

Company No Approvals
COMPANY NOTES

Late Expense Reports Submitted After 60 Days
Late Expense Reports Submitted After 60 Days » Beginning July 1, 2018, all expense reports first submitted to the Approver mare than 60 days after the completion of a trip, event, or purchase date will be reported as taxable
« Beginning July 1, 2018, all expense reporis first submitied to the Approver more than 60 days afier the completion of a trip, event, or purchase being reimbursed and subject to appli payroll taxes. For information, see the article on Late Expense Reports

Gate will be reported as taxable income for the employee being reimbursed and subject to applicable payroll taxes. For information, see the N o . o o . .
article on Late Expense Reports « Timely Reporting and submission of expense reports is the responsibility of the being reimbursed regardless of whether the empl self-submits or has designated a
« Timely Reporting and submission of expense reports is the responsibility of the employee being reimbursed regardless of whether the delegate for expense reporting.

employee selt-submits or has designated a delegate for expense reporting

income for the I

Read more Read more
MY TASKS My Tasks
Required Approvals - Available Expenses - Open Reports -> . .
Required Approvals > Available Expenses > Open Reports >
You currently have no available expenses Lyft
You currently have no available expenses. 10/06 Copy of NAEP - San Diego
Copy of NAEP - San Diego $801.08
$301.08

o
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Expense

Manage Expenses page has been updated with the new look and feel but the

button locations and functionality remain the same.

SAP Concur [C] | Bxpense | Approvals

Manags Expenses  Cash Advances

Manage Expenses

REPORT LIBRARY

Lyft ['] Copy of NAEP - San Di...
0672012023 101062019
$0.00 $801.08

ot Submitted ot Submitted

AVAILABLE EXPENSES

No Expenses
When expenses come i, ey will bs added o is st

AVAILABLE RECEIPTS
Drag and drop files to upload a new receipt Valid file tyes for upload are .png, Jpg. Jpeg, .paf, if or .

You have no available receipts

View:  Active Reports v

© Create New Report

SAP Concur Expense ~

Manage Expenses  Cash Advances

Manage Expenses

Report Library

With New Ul

®@ 17

View: | Active Reports v | | ( Create New Report

View. ~ All Expenses v

© Upload New Receipt

Lyft
06/20/2023

$0.00

Not Submitted

Available Expenses

Available Receipts

Drag and drop files to upload a new receipt. Valid file types for upload are .png, .jpg, .jpeg, .pdf, .tif or .tiff.

Copy of NAEP - San Diego
10/06/2019

$801.08

Not Submitted

View: All Expenses v

No Expenses
When expenses come in, they will be added to this list.

| (® Upload New Receipt
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Cash Advances

The Cash Advances page has been enhanced with the new look and feel but
menu locations and functionality remains the same.

With New Ul
SAP Concur Expense ~ T
Manage Expenses Cash Advances
Cash Advances
Cash Advances —_—
View: Active Cash Advances W | @ Request cash Advance

06/20/2023

$1,500.00

t Submitted

$1,500.00

w SAP Concur

THE BEST RUN w SAP Concur
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Approvals

The Approvals Home page has been updated visually but the menu locations

and functionality remain the same. _
With New Ul

SAP Concur Approvals ~ T

Approvals Home Reports

SAP Concur [¢]

Profile v

Approvals

Approvals
pbp Expense Reports
Expense Reports Report Name Employee Report Date Amount Due Employee Requested Amount

Report Name Employee Report Date Amount Due Employee Requested Amount |SBER Canference 12200 s1,560.78 s155078
=

o 11042019 saes saes () eting L4z019 $aL53 $3L53
PACS RFP Scoring Masting
10312019 s2500 s2500
©0 00 Bay Area Drupal Camp : 10312019 $25.00 $25.00

Traning

SAP SAP Concur

THE BEST RUN w SAP Concur
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Appearance Settings — New Ul Themes

The Fiori with Horizon visual update includes 4 theme options available under
the System Settings of the User Profile.

1. After authenticating in to MyExpense,

go to Profile > Profile Settings.

2. Under Profile Options, click System

Settings.

3. Under Appearance Settings, use the
drop-down to select your preferred

theme and click Save.

Tim Test

| v

@3 Profile Settings

(1 signout

SAP Concur Profile ~

Profile  Personal Information ~ Change Password  System Settings ~ Concur Mobile Registration

Your Information System Settings

Personal Information
Company Information Regional Settings and Language
Contact Information

Default Language English (United States) v
Email Addresses —l—

Number Format 1,000.00 v

Expense Settings Flacement of Currency Symhol Before the amount v
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers Date Format mmiddiyyyy v
Favorite Attendees

Megative Number Format -100 v

Negative Currency Format (100) v

Time Format h:mm AMIPM

Other Settings HourlMinute Sepsraor v 06/2042023 01:12 pm

System Settings B Time zone (local time) (UTC-05:00) Eastern Time (US & Canada)

Concur Connect
Change Password
Concur Mobile Registration

—_—

Calendar Settings
Start week on Sunday v
Start Day View At 08:00am v
End Day View At 0B:00 pm v

Default View month v

Other Preferences

Rows per page 25 ~

Appearance Settings

Customize the visual appearance of SAP Concur for increased
contrast or for work in environments where low light is
necessary or unavoidable.

[Morming Horizon v

Worning Horizon

(=) =l
Evening Horizon

Horizon High Contrast White
Horizon High Contrast Black
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Appearance Se

SAP Concur Home ~ ®@ 17

MyExpen$e + 03

LCSF Expense Reimbusement Soiu
Serse o Sesen Mew Required Open
Approvals Reports

Company Notes

Late Expense Reports Submitted After 60 Days
= Beginning July 1, 2018, all expense reports first submitted to the Approver more than 60 days after the completion of a trip, event, or
purchase date will be reported as taxable income for the employee being reimbursed and subject to applicable payroll taxes. For
information, see the article on Late Expense Reports.
= Timely Reporting and submission of expense reports is the responsibility of the employee being reimbursed regardless of whether the
employee self-submits or has designated a delegate for expense reporting.

Read more

My Tasks

Required Approvals — m Available Expenses —3

You currently have no available expenses. Lyft

Open Reports >

Copy of NAEP - San Diego

o $801.08

Morning Horizon
(Light Mode)

ings — New Ul Themes

SAP Concur
MyExpen$e

Company Notes

Late Expense Reports Submitted After 60 Days

» Beginning July 1, 2018, after the completion of a trip, event, or

purchase date will be reported as taxable income for the employee being reimbursed and subject to applicable payroll taxes. For
information, see the article on L: 152 Re S
= Timely Reporting and submission of expense reports is the responsibility of the employee being reimbursed regardless of whether the

employee self-submits or has designated a delegate for expense reporting.

My Tasks

Required Approvals Available Expenses —» Open Reports

‘You currently have no available expenses. Lyft

Copy of NAEP - San Diego

Q $801.08

Evening Horizon
(Dark Mode)
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Appearance

Settings - New Ul Th

Company Notes

®
LICSF Experse Reimbrsement Soietion
New Open ash
EReports Advances
Company Notes
Late Expense Reports Submitted After 60 Days
= Beginning July 1, 2018, all expense reports first submitted to the Approver more than 60 days after the completion of a trip, event, or
purchase date will be reported as taxable income for the employee being reimbursed and subject to applicable payroll taxes. For

information, see the article on Late Expense Reports.

= Timely Reporting and submission of expense reports is the responsibility of the employee being reimbursed regardless of whether the
employee self-submits or has designated a delegate for expense reporting.
My Tasks

Late Expense Reports Submitted After 60 Days

+ Beginning July 1, 2018, after the completion of a trip, event, or
purchase date will be reported as taxable income for the employee being reimbursed and subject to applicable payroll taxes. For
information, see the article on Late Expense Reporis.
= Timely Reporting and submission of expense reports is the responsibility of the employee being reimbursed regardless of whether the
employee self-submits or has designated a delegate for expense reporting.
Read
My Tasks
Required Approvals > Available Expenses =» Open Reports - Required Approvals —» Available Expenses -3 Open Reports
You currently have no available expenses. Lyft You currently have no available expenses. Lyt
Copy of NAEP - San Diego Copy of NAEP - San Diego
o $801.08 0 $801.08
" . .
Horizon High Contrast White

Horizon High Contrast Black
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Resources

Supply Chain Management Training Materials

=  MyExpense Training — Job aids, online course
= Expense Reimbursement webinar

|
Support
) ) Need Help?
UCSF employees and suppliers can connect with the SCM Comect it the SCH Response
Response Team using the buttons on the Need Help? section Team, Subrit 2 servioe cket by
choosing the appropriate option.

of Supply Chain Management’s website: supplychain.ucsf.edu

UCSF COMMUNITY
(FACULTY, STAFF &
STUDENTS)

SUPPLIERS /| EXTERNAL
CUSTOMERS
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https://supplychain.ucsf.edu/
https://supplychain.ucsf.edu/myexpense-training
https://supplychain.ucsf.edu/expense-reimbursement
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