CONCUR NEXTGEN UI ) CENTURI

ATTENDEES PROCESS

Some expenses, such as business meal and entertainment expenses require you to add
attendees to the expense. You can add employees from any Centuri company, business
guest outside the organization or a spouse as an attendee.

ADD AN ATTENDEE

Follow the steps below to add an attendee to an expense.
1. Select the appropriate expense from the expense report to add attendees.

2. Click Attendees on the Details Tab.

danage Expenses
» | Business Meal (Attendee) — 100% $205.00
081042022 Maggianas
f'h—:l:-]:!&i lemzations
& (lt“.a {1} & Allocate
* Required fisld

Expense Type *

Businass Meal (Attendee) - 100% ~
Transaction Data © Business Purpose ™

08/04/2022 = Lunch with SWG

The cardholder’s name defaults to the Attendee list.

3. Click Add to select Attendees.

Aftendees

Business Meal (Attendes) — 100% 3205.00

Attendes Name Anendes Tithe 7|

There are three tabs you can use to select an attendee: Recent

Attendees, Attendees, and Attendee Group.
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Add Attendees
ko & &
Recent Atlendeas Altendees Altendee Groups
L Atendes Name Anendee Tite 1, Company 1, Anendee Type 1,
All Corparate, Emplayses Comporate Emp
(w AP Specialist Employse (Non Cancur)

Emplayee

4. Select the check box next to the required attendee from the Recent Attendees tab.

Add Attendees

D

Recent Allendees

= Anendes Name

DAL
I Db

ROS

)

Altendees

Attendes Groups

f

Search All Attendes History

5. Click Add to List to add attendee.

The Attendee is added to the list for the expense. You can add

additional attendees as needed.

Datails ternizations

Exparsa Typs *

deal [Allendee) - 100%
Tiansacty

08/04/2022 m

me *
Maggianes @
Paymart Typs ™
Out-of-Pocket
Armsum *

205 00

agical System [+

[PE1GLNTO10} Production client

Fralil Caner *

T

©  cowEs Gt
00009EE990) General and A

Cost Dbjct Ty

© ot ObjpaD®

¥~ | (CC) Cost Center

LIS15) Centuri Group, Inc

¥ v  (CORPORATE) Corporste

T~ (US155100) CENTURIACCO
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6. Click Save Expense.

Save Expensa Cance

OPTIONAL ATTENDEE TABS
You can add additional attendees to the list using the Attendees or the Attendee Groups tab.
ATTENDEES TAB

You can add additional attendees to the list using Attendees tab and Attendee Groups tab.
1. Select the Attendees tab to enter a new attendee for an expense.

2. Select the Attendee Type.

Attendee Type

Employee If the Attendee is an employee set up in
Concur
All employees of Centuri and its affiliated
companies (NPL, Linetec, Canyon, National
Powerline, Neuco, including NPL Canada)

Employee Non-Concur If the Attendee is an employee who does not
use Concur

Business Guests If the Attendee is from another Company

Spouse/Partner Attending Spouse or Partner

Antendas Typs
Employae w

Businass Gues

Emplayes

SpousePartnar

3. Enter a name in the Attendee Name field a predictive list appears.
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4. Select the attendee from the list.

&

Attendee Groups

Add Attendees
) I
Recent Attendeas Altendess
Attandas Type

Employee

KELLY,
KELLY,

Atiandea Name

- [E]

KELLY

KELLY,

KELLY,

The Attendee is added to the expense.

D & o8
Recent Atlendees Attendees Atlendes Groups
@ Arendee acded: KELLY
Attendas Typs
Employee

CREATE NEW ATTENDEE

1. Click Create New Attendee.

Can find an attendes AT reale Now Alfendes

» N

2. Enter the new attendee’s

3. Click Create Attendee to

information.

add to attendee list.

) CENTURI

\ “\'If the attendee is a Centuri employee but does not appear on the Employee list, search
in the Employee (Non Concur) list before creating a new attendee
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Create New Attendee ®

= Go back

* Required fisld

Atendee Type * Last Name *
Business Guest - BOS

First Name Attendea Thie
A BOARD

Company *
SWG

Cancel Cuenl';mmw

ATTENDEE GROUPS

1. Click on Attendee Groups.

Add Attendees
9 & &
Recent Attendees Altendees Attendee Groups
Farvori 2.

2. Click on Favorites.

3. Select the check box next to the required attendee.

) CENTURI

Favarites

& Ga back

Start typing to filter the list below

Atendee Name 1, Auendee Tide 1} Company 1, Attendes Type 1]

D All Corporate, Employees Corporate Employes (Non Concur)
D A Ed Alec Businass Guest
O Arec Businzss Guest

k.. crew Employee {Non Concur)
D T crew Employee (Nen Concur)
D HA Employee (Non Concur)

Employes

D Dabbs. AP Specialist Employae (Non Concur)
O Edearde HA Lead Employee (Non Coneur)
0 Employees Al Corporate Employee (Nen Concur)

The attendee(s) are added to the expense as they are selected.

4. Click Save Expense.

Save Expensa Cancel
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