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Frequently Asked Questions | PUBLIC

What is

Drive is an SAP® Concur® mobile app feature that effortlessly captures and expenses
car mileage. Using a combination of technologies, Drive captures mileage for you —
meaning, you no longer have to mess with your odometer and manually input routes.

With Drive, you can turn your car mileage into expenses in real time, with just a
few clicks. All this eliminates guesswork and allows you to spend less time on

expense reporting.

What are the benefits
of using Drive?

How is Drive different
from the existing
SAP Concur

mileage feature?

With Drive, you can:

« Capture car mileage without clicking a button or opening the app.
+ Turn mileage into expenses with a few clicks.

« Use GPS-enabled technology without excessive battery drain.

« Pair with your car’s Bluetooth for more accurate capturing.

« Turn mileage capture on and off whenever you'd like.

Drive captures mileage and turns it into an expense for you, so you don't
need to manually map routes, calculate miles, or input trips one by one.
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How can | start
using Drive in the
mobile app?

How do | set up Drive?

K

SETUP DRIVE

Before using Drive, please be sure that you have a registered personal

vehicle in your SAP Concur profile. To register a vehicle or confirm

a registration:

« Sign into the web version of SAP Concur solutions.

« Click to Profile > Profile Settings > Expense Settings then select
Personal Car.

« If you do not have a personal vehicle registered, please select New to
add one.

Once this is complete, go to the SAP Concur mobile app. On the home
screen, select the Mileage icon in the lower-right corner and click Enable
Drive. If you do not see this option, please confirm with your admin that
your company has purchased Drive.

On the home screen of the app, tap the Mileage icon in the lower-
right corner then tap Enable Drive. Next select one of two trip
capturing options:

Scheduled Capture

« Select this option to capture mileage during a defined set of hours and
days. Drive will automatically detect the start and end of your trips
during your set time periods. Captured mileage will be stored for your
review at the end of the day.

User Initiated Capture

« Select this option for on-demand trip capturing — giving you control to
start and stop mileage capturing. Be sure to activate Drive-ready mode
before beginning your trip by tapping Mileage > Start. When your trip
is finished, tap Stop or allow Drive to detect when the trip ends to
terminate tracking automatically.

 Note: Please leave the SAP Concur mobile app running in the
background to ensure mileage is being accurately recorded.
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What are the
recommended
device settings for
using Drive?

How can | improve my
Drive experience?
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We recommend the following settings for your device:

iOS and Android

« SIM Service - ON

« Mobile Internet — ON

» WiFi Service - ON

« Location Permission - Always Allowed

iOS Only
« Motion — ON
* Precise Location (iOS version 14 or above) — ON

Note: Drive requires frequent location updates while running actively or in
the background. iOS may display a warning regarding this usage. Please
continue to allow the app to access location services when you encounter
this message.

Drive offers several options to improve your mileage capturing and
expensing experience:

Add Directly to Expenses

« Select this option to automatically upload mileage and have expenses
created for you. If you choose to leave this option off, you will need to
review captured mileage on the app or remove personal segments before
uploading only reimbursable routes.

Traffic Mode
« Select this option for driving in heavy traffic or making frequent short
stops without capturing being terminated.

Improve Accuracy

+ Use Bluetooth — connect the app to your car for improved
tracking performance.

« Use Motion (iOS only) - turn ON this option for enhanced
speed measurement.
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What are the best
practices for
using Drive?

How is the start of a
trip determined?

How is the end of a
trip determined?

How does
Bluetooth improve
Drive’s accuracy?

How do | connect

my car’s Bluetooth
to Drive?

K

We recommend doing the following when using Drive:

+ Keep the SAP Concur mobile app running in the background when
using Drive.

« Be sure to have GPS connection available when you start a trip to avoid a
delayed start to tracking.

« Open the app once a day to reconcile captured mileage.

Drive is capable of automatically detecting the start of a trip. It relies on
the speed and distance of your movement based on GPS feedback.

In order to minimize the number of false trip detections (e.g. walking or
running), a certain distance is required to determine whether or not it
should start capturing mileage. As a result, it could take up to one mile
(1.6 kilometers), or longer in rare cases, before capturing starts.

Once you have been stopped in the same location for seven minutes (or
15 minutes if Traffic Mode is ON), the trip will end. Alternatively, you can
stop capturing mileage by tapping Stop on the home screen.

You'll get a notification indicating the end of a trip. If you start moving
again, you'll get another notification to indicate the start of a trip.

When you pair Drive to your car’s Bluetooth, it will only capture mileage
when connected during the times you've set. This helps avoid mistaken
mileage capturing while riding the bus or carpooling with a coworker.

To use Bluetooth, select Scheduled when enabling Drive. You can then
manage your Bluetooth connection in your Drive settings by tapping
Use Bluetooth.

During set up, you will need to be both paired and connected to the device

you wish to use. Previously paired but not currently connected devices will
not be available.
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How many Bluetooth
devices can | set up to
initiate mileage
capturing?

Will using other
Bluetooth apps on my
phone interfere with
mileage capturing?

How is my mileage
expensed?

How do | delete
personal mileage?

Am | able to save the
mileage captured by
Drive to an expense
report and submit the
expense report from
the web version

as well?
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iOS Devices
Only one Bluetooth device can be connected.

Android Devices
You may connect multiple devices.

For the most part, other Bluetooth-enabled apps won't interfere
with Drive.

Certain vehicles will prevent Drive from capturing mileage if the trip was
started while on a phone call using your car’s Bluetooth. Once the trip is
started, there is no interference with mileage capture and cell phone use
while driving.

POST CAPTURING

Mileage captured by Drive is turned into an expense and can be attached
to areport just like any other expense. You have the choice to have mileage
uploaded to Concur® Expense for you as soon as it's captured or review
and send it yourself. You can manage this preference with the Add Directly
to Expenses toggle in your Drive settings.

Note: You should submit all outstanding mileage before signing out of the
SAP Concur mobile app. Sighing out before doing so could result in loss
of data.

Concur Expense assumes all mileage captured with Drive is a business
expense. If personal mileage is recorded, you can delete it from your list of
available expenses.

Yes. You have the flexibility to view your mileage, save it to the
appropriate expense report, and submit the report on both
web and mobile.
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Can | update the
distance of a trip
captured by Drive?

Will my company have
access to my location
if | enable mileage
capture?

Can | use Drive to
expense mileage on my
company car?

Why do | see straight-
line tracking on my
route map?

What happens if | lose a

GPS signal while Drive
is capturing mileage?
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In cases where the captured distance is less than the actual trip traveled,
there is an option to manually adjust the total mileage of a trip. Once

a mileage expense has moved into a report, the Distance field can

be revised.

Note: Depending on your company policy, the adjustment could be capped
at 110% of the captured distance.

Your company will only have access to the mileage uploaded to Concur
Expense. Data for mileage that isn't a part of a trip isn’t stored. You can
delete captured mileage up until the point you decide to submit for
reimbursement. Once submitted, the route become visible to your
approver and auditor.

No. Drive currently supports only personal car mileage expenses.

TROUBLESHOOTING

You could see straight-line tracking on your route map in two scenarios:

Start of a trip
« This is due to the connection between the last known standby location
and the first moving GPS point recorded.

During a trip

« Drive is programmed to periodically capture locations while capturing
mileage. This means that not all detailed movements are recorded.
This is done to limit battery consumption while still providing accurate
tracking. After a trip ends, the captured locations are connected by
straight lines to create a route map. You might notice a straight line when
Drive connects two locations that are farther apart due to either
interference or temporary loss of GPS signals.

If you lose GPS connectivity for an extensive distance, the app will attempt
to estimate the distance of the optimal route between the point of last
GPS connectivity and the next GPS connection.
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Why is Drive consuming
so much of my device’s
battery?

What are the reasons
why my Drive settings
get reset?

Are there countries
in which Drive
doesn’t work?

When Drive is activated, higher battery consumption is expected due to
constant connection to GPS for location updates, especially during
active capturing of mileage. We recommend having your phone
charged or a portable charger available when needed.

Since Drive settings and captured mileage (if not automatically uploaded)
are stored locally on the device, there are events that could result in loss of
data and setting preferences. These are:

« Signing out or back into the app

» Mobile OS update

* Device restart/reset/crash

« Changes in app structure

Drive is generally available where there is a GPS signal, with the
exception of China and South Korea. Tracking is not officially supported
in these countries.

SAP® Concur® is the world’s leading brand for integrated travel, expense, and invoice management
solutions, driven by a relentless pursuit to simplify and automate these everyday processes. The highly-
rated SAP Concur mobile app guides employees through business trips, charges are directly populated

into expense reports, and invoice approvals are automated. By integrating near real-time data and using

Al to analyze transactions, businesses can see what they're spending and avoid possible blind spots in
the budget. SAP Concur solutions help eliminate yesterday's tedious tasks, make today's work easier,
and support businesses to run at their best. Learn more at concur.com or the SAP Concur blog.
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© 2021 SAP SE or an SAP affiliate company. All rights reserved.

No part of this publication may be reproduced or transmitted in any form
or for any purpose without the express permission of SAP SE or an SAP
affiliate company.

The information contained herein may be changed without prior notice.
Some software products marketed by SAP SE and its distributors contain
proprietary software components of other software vendors. National
product specifications may vary.

These materials are provided by SAP SE or an SAP affiliate company for
informational purposes only, without representation or warranty of any
kind, and SAP or its affiliated companies shall not be liable for errors or
omissions with respect to the materials. The only warranties for SAP or
SAP affiliate company products and services are those that are set forth
in the express warranty statements accompanying such products and
services, if any. Nothing herein should be construed as constituting an
additional warranty.

In particular, SAP SE or its affiliated companies have no obligation to
pursue any course of business outlined in this document or any related

presentation, or to develop or release any functionality mentioned therein.

This document, or any related presentation, and SAP SE's or its affiliated
companies’ strategy and possible future developments, products, and/or
platforms, directions, and functionality are all subject to change and

may be changed by SAP SE or its affiliated companies at any time for

any reason without notice. The information in this document is not a
commitment, promise, or legal obligation to deliver any material, code, or
functionality. All forward-looking statements are subject to various risks
and uncertainties that could cause actual results to differ materially from
expectations. Readers are cautioned not to place undue reliance on these
forward-looking statements, and they should not be relied upon in making
purchasing decisions.

SAP and other SAP products and services mentioned herein as well as
their respective logos are trademarks or registered trademarks of SAP SE
(or an SAP affiliate company) in Germany and other countries. All other
product and service names mentioned are the trademarks of their
respective companies. See www.sap.com/trademark for additional
trademark information and notices.
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