SAP Concur Next Gen Ul: How to Create a New Expense Report



Resources

mySEA Resources

COURSE EVALUATIONS AND SURW DINING SERVICES TECHNICAL SERVICES AND EMAIL LISTS
EaCulyrSiar Meal Plans — Signup or Change Ine Help Desk
View heal Plan Balance & Purchase Hislory Sell-Sevice Banner
Eurchase Addmionsl ning Dolkars Standard Email Lists
Wigw Diming [ollars Balance & Purchase History EacultyStaft Directon:

Enroll of kdgin 10 Duo Security, & ted-Taclon authentication solution {you
will be asked to login again)

INSTITUTIONAL EFFECTIVENESS AND ASSESSMENT

Nuventive Improve ACCOUNTS PAYABLE AND TRAVEL

Wendar ¢ :'I'IZJ.':.'-ZII’ZII1!'i Hi—'.||llr?"-i' Z"‘:'..”;'r—'l"
Payment Works

SPACE SCHEDULING AND UTILIZATION Travel Guiislines

Scheduks

Course OTenng Anansis
TRAVEL & P-CARD

Concur

To first enter a request or expense, log into Concur. You can access Concur through mySFA.

Go to the Resources Tab --> Travel & P-Card Heading --> Concur Link
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SAP Concur Requests Travel
& A
i
TRIP SEARCH
AR = = @
Mixed Flight/Train Search
| Round Trip | One Way | Multi City ‘
From g

| Departure city, airport or frain staticn |

Find an airport | Select multiple airports

To@®

Arrival city, ainport or train station |

Find an airport | Select multiple airports

Show More

MY TRIPS (0)

You currently have no upcoming trips.

HEIp -

Cent
App Center Profile - .

Expense

+ 07 00 05 00
Mew Authorization Available Open Cash
Requests Expenses Reports Advances

ALERTS

@ You haven't signed up to receive e-receipts.@ Sign up hers

When you want to Create a New Expense, there are three ways to get to the Manage Expenses
page. You can use the "Expense" tab at the top of the page, the "Open Reports" under the MY
TASKS section, or the "+New" tab. The +New tab will also allow you to create new expenses,
just select the option you want to use.

MY TASKS

Open Requests

- Available Expenses—

05 Open Reports

08/01 2022 Concur Update Conferen... You currently have no available 07/20 Dawn Test
$850G’U — Travel expanses.
04/27 washington 12/03 ATT conference
$200.00 — Travel $774.30
04/06 International Travel Test 01/07 Basketball Champ Las V...
Travel $321.38
1220 AdvanceTestl 01/05 Dallas Comp
54 000.00 — Travel $1,168.00
01/19 Advancetest3 01/04 Demo123

$2,260.00 — Travel £250.00
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When you want to Create a New Expense, there are three ways to get to the Manage Expenses page.  You can use the "Expense" tab at the top of the page, the "Open Reports" under the MY TASKS section, or the "+New" tab. The +New tab will also allow you to create new expenses, just select the option you want to use.



SAP Concur Requesis Travel

Manage Expanses Cash Advances

Manage Expenses

REPORT LIBRARY View:

Expense App Center

Profile -

Help

Report" box.

In this example, you can see several expenses. To create a new expense, click on the "Create New

ctive Reports

NOT SUBMITTED 077202022 NOT SUBMITTED 12/03/2021 NOT SUBMITTED 01/0772021

O Dawn Test O ATT conference O Basketball Champ Las
Vegas, NV
+
Create New Report 50.00 $774.30 $371.38

NOT SUBMITTED 01/05/2021 NOT SUBMITTED 01/0472021 SUBMITTED 01/062021

© Dallas Comp

$1,168.00

©® Demoi23

$250.00

$192.50

Pending Financial Manager Approval

Displayed reports: 6, Total: 6

AVAILABLE EXPENSES View: AllExpenses v

No Expenses
Whean expensas come in, they will be added to this list.
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In this example, you can see several expenses. To create a new expense, click on the "Create New Report" box.


Create New Report

Policy * ,R

Report Name ™

@ Report/Trip Start Date *

* Required field

*Test-T&E \ V|| | [ MM/DDIYYYY ‘ ]
@ Report'Trip End Date ™
[ MM/DD/YYYY ‘ J
Report/Trip Purpose * Traveler Type ™ Trip Type ™
None Selected A 1 [ None Selected v ‘ [ None Selected ~ 1
Does this trip include personal travel? * Personal Dates of Travel Trip Justification (500 chars) *
None Selected v | | | ‘
X ) J \ 5
Fund (2] Org e Program (4]
(310030) Athletics (97101) Beach Volleyball Operations (320) Athletics

Report Total

Cancel

Create Report

When creating a new expense, the best practice is to use the "Create From an
Approved Request". This will import all of the relevant information originally

entered on the request.

If travel plans change from the time the request was entered, dates and expenses

can be edited to reflect those unexpected changes.
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When creating a new expense, the best practice is to use the "Create From an Approved Request". This will import all of the relevant information originally entered on the request.

If travel plans change from the time the request was entered, dates and expenses can be edited to reflect those unexpected changes.


Create From an Approved Request?

Creating an expense report from an approved request will
discard any information you have already entered in the cumrent
window. Are you sure you want to continue?

Go back Create From an Approved Request

Click "Create From an Approved Request".
This will link your open request to the
expense and will also clear out the request
from your open requests library when the
expense has cleared the system.
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Click "Create From an Approved Request". This will link your open request to the expense and will also clear out the request from your open requests library when the expense has cleared the system.


Avallable Requests

Request Name T, Request|DT| StartDate= EndDateT. Cancelled?], RequestTotalTl Approved?) RemainingT

2022 Concur

O Update JAQY 08/01/2022 08032022 MNo 5850.00 5850.00 2850.00
Conference

) Dawn Test 3334 Yes 50,00 50.00 20,00

+ .

Cancel

If there are multiple requests on your profile, just select the one that you need to create an expense report for at that
moment. Once you select the request you are importing, click the Create Report button.
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If there are multiple requests on your profile, just select the one that you need to create an expense report for at that moment. Once you select the request you are importing, click the Create Report button.


Create New Report o

Creats From an Approved Request

* Required fisld

Policy * Report Name * Report/Trip Start Date *
Report/Trip End Date *
Report/Trip Purpose * Traveler Type * Trip Type *
Does this trip include personal travel? * Personal Dates of Travel Trip Justification (500 chars) *
4
Fund O o €©  Program (4]
(310030} Athletics (97101) Beach Volieyball Operations (320) Athletics
Report Total

Comments To/From Approvers/Processors

‘ -

Cancsl Crea}e Report

Once you have begun to create a new expense, if you do not Create From an Approved Request, you will have to fill
in all sections that are marked with and asterisk *'. The Fund, Org, and Program (or FAOP) will automatically fill in
based off of your profile settings. Those can be changed by you.

Note: If you have the wrong FOAP set on your user profile, you will have to change it before you can create a new
request or expense.
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Create New Report X

‘ Conference ~ | | Faculty/Staff - ‘ | In-State w | “

Does this trip include personal travel? * Personal Dates of Travel Trip Justification (500 chars) *

‘ No v | [ } Attend conference about the new Concur System Update.

L 4 | 4

Fund o Org e Program o
(310030) Athletics (97101) Beach Volleyball Operations (320) Athletics

Report Total

Comments To/From Approvers/Processors

Travel &amp; Expense Policy: Answer YES if Travel Per Diem will be applied Employee
Reimbursement Policy: Answer NO (Travel Per Diem doesn't apply)

-

Next: Create report and add itinerary details for your travel allowances

Cancel Next

Unce all rields have been 1illed 1n, scroll down to the bottom o1 the popup screen.

The section Claim Travel Allowances is set to default at "No, I do not want to claim Travel Allowance."

If you are going to be claiming meals per diem for overnight travels, this needs to be changed to "Yes, I want to claim Travel
Allowance."

After all fields have been filled in with the correct
information, and Claim Travel Allowance has been
verified, then click on the Next button.
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After all fields have been filled in with the correct information, and Claim Travel Allowance has been verified, then click on the Next button.


Travel Allowances For Report: 2022 Concur Conference

° Create New Hinerary 2 Available ltineraries 3 Expenses & Adjustmenis

Itinerary Info

Hinerary Name Selection

|2022 Concur Conference l I USGSA |v}
New Itinerary Stop
| | Departure City » Armival City Armival Rate Location Ll T |
Mo Itinerary Rows Found .
Date Time
| osr0sr2022 [E [rooam |
If you created a new expense without importing an existing request, and you are anval iy

including meals per diem, then an itinerary will need to be created.

Fill in all of the required information. (every area with a red line on the left of the
information field.)

After filling in all the information, click on the Save button.

I San Antonio, Texas

Date

Time
| peroorzozz =

\m

Go to Single Day ineraries Cancel
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If you created a new expense without importing an existing request, and you are including meals per diem, then an itinerary will need to be created.

Fill in all of the required information. (every area with a red line on the left of the information field.)

After filling in all the information, click on the Save button.
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Travel Allowances For Report: 2022 Concur Conference

o Edit Hinerary 2 Available Itineraries 3 ) Expenses & Adjustments

[tinerary Info

Itinerary Name Seleclion
I 2022 Concur Conference I USGSA
=
Add Siop Import linerary New ltnerary 5top
Departure Ci,
|:| | Departure City » Arrival City Arrival Rate Location I Sﬂﬂ Au“: 2 . o |
an Antonio, lexas
|:| Macogdoches, Texas San Antonio, Texas BEXAR COUNTY, US-TX, US
08/09/2022 07-00 AM 08/09/2022 11:00 PM
Date Time
l = | l
Arrival City
I Macogdoches, Texas |
Date Time
[ = | |

Once you hit the Save button, the itinerary entry will be created and a new
stop will be started. The destination points from the first entry will be switched
to reflect the return portion of the trip. Fill in the dates and times of the return
trip and click the Save button.

N

=
===

Bo o Single Day Hineraries Cancel
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Once you hit the Save button, the itinerary entry will be created and a new stop will be started. The destination points from the first entry will be switched to reflect the return portion of the trip. Fill in the dates and times of the return trip and click the Save button.
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Travel Allowances For Report: 2022 Concur Conference

°Edit ttinerary (@) Available Hineraries (@) Expenses & Adjusiments

[tinerary Info

New Itinerary Stop

Itinerary Hame Selection
IZDZz Concur Conference 1 USGSA
Add Stop Import linerary
D Departure City « Arrival City Arrival Rate Location
| Nacogdoches, Texas San Antonio, Texas BEXAR COUNTY, US-TX, US
08/08/2022 07:00 AM 08/09/2022 11:00 AM

Fill in the dates and times of the return trip.

Note: If the trip had multiple destinations, change the
Arrival City to the next stop. After that, click on Add Stop
to continue from the second destination to the third (if
that is Nacogdoches or another location.)

Departure City

I San Antonio, Texas

u]

ate

081122022

Time
‘| I 3:00 PM

Arrival City

I Macogdoches, Texas

ate

D
[

08/12/2022

Time
= [roopm

Go to Single Day Hineraries Cancel

After all
destinations have
been added to the
trip, click on the
Next button.
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Fill in the dates and times of the return trip. 

Note: If the trip had multiple destinations, change the Arrival City to the next stop. After that, click on Add Stop to continue from the second destination to the third (if that is Nacogdoches or another location.)
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After all destinations have been added to the trip, click on the Next button.


Travel Allowances For Report: 2022 Concur Conference

4 Create New Hinerary o Available ltineraries 3 Expenses & Adjustments

Assigned Itineraries

| Departure City Date and Time &

Arrival City

Date and Time

Arrival Rate Location

@ ltinerary: 2022 Concur Conference

Macogdoches, Texas 08/09/2022 07:00 AM

San Anfonio, Texas

03/09/2022 11:00 AM

BEXAR COUNTY, US-TX, US

San Anfonio, Texas 08/12/2022 03:00 PM

Macogdoches, Texas

08/12/2022 07:00 PM

NACOGDOCHES COUNTY, US-TX, US

Available Itineraries

‘ Current Itineraries | v]

| Departure City Date and Time &

Arrival City

Date and Time

Arrival Rate Location

No Available lfineraries Found

SRR

The trip itinerary should show up like this (if there are more stops then additional lines will be present). Verify that the
information is correct and then click the Next button.

N
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The trip itinerary should show up like this (if there are more stops then additional lines will be present). Verify that the information is correct and then click the Next button.
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Travel Allowances For Report: 2022 Concur Conference

1 Create New linerary 2 Available ltineraries o Expenses & Adjustments

Showdateshom| |] to| ‘] ﬂ

Exclude | All |:| | ‘ Date/Location 4 Breakfast Provided Lunch Provided Dinner Provided Allowance
- e e B o o
5 v B
5 i -
" B e B o

For trips that involve overnight stays, meals per diem might be something that need to be addressed. Click on each box where a
meal was provided, such as a continental breakfast at a hotel or lunches at a conference. If no meal was provided, leave those
meals unchecked. If your travel includes personal travel, check the box on the far left to exclude those days fully.

Breakfast: 6:00 am - 8:00 am
Lunch:  11:30 am - 1:30 pm
Dinner:  6:00 pm - 8:00 pm

These are the times that are designated for meals. If the start of a trip does not begin until 10:00 am, then the box for Breakfast of
that day will need to be checked as Provided. If the end of a trip is at 3:00 pm, then the box for Dinner of that day will need to be
checked as Provided.
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For trips that involve overnight stays, meals per diem might be something that need to be addressed. Click on each box where a meal was provided, such as a continental breakfast at a hotel or lunches at a conference. If no meal was provided, leave those meals unchecked. If your travel includes personal travel, check the box on the far left to exclude those days fully.

Breakfast: 6:00 am - 8:00 am
Lunch:      11:30 am - 1:30 pm
Dinner:      6:00 pm - 8:00 pm

These are the times that are designated for meals. If the start of a trip does not begin until 10:00 am, then the box for Breakfast of that day will need to be checked as Provided. If the end of a trip is at 3:00 pm, then the box for Dinner of that day will need to be checked as Provided.


SAP Concur Requests Travel Expense App Center

Manage Expensas Cash Advances

2022 Concur Conference $121.00 @

MNot Submitted

Report Details ~ Print/Share ~ Manage Receipts w Travel Allowance w

Add Expense View: Standard

| ReceiptT]| Payment Type T] Expense Type T| Vendor Details T| Date = Requested T|
] Paid by Traveler _Meal Per Diem San Anfonio, Texas 07/29/2022 $34.00
[ Paid by Traveler _Meal Per Diem San Antonio, Texas 0772812022 $34.00
= Paid by Traveler _Meal Per Diem San Antonio, Texas 0772712022 55.00
] Paid by Traveler _Meal Per Diem San Anfonio, Texas 07/26/2022 $48.00
$121.00

The calculations for Meals per diem will be made based on the boxes checked/unchecked for meals provided.

At this point, it is now possible to begin to adding all other expenses from the trip. Click on the Add Expense button to
begin.

Note: There should be a separate expense line for each individual receipt. This will help prevent miscalculations if

sgrouping receipts, and ensure that all receipts are attached to the report. Q Ct p

Travel Policy

Service Status (Morth America) Last signed in: 08/02/2022 01:57 pm

Cookie Preferences © Copyright 2022 - SAP Concur - All Rights Reserved
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The calculations for Meals per diem will be made based on the boxes checked/unchecked for meals provided.

At this point, it is now possible to begin to adding all other expenses from the trip. Click on the Add Expense button to begin.

Note: There should be a separate expense line for each individual receipt. This will help prevent miscalculations if grouping receipts, and ensure that all receipts are attached to the report.
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Add Expense

0 =+

Available Expenses Create New Expense

‘ Search for an expense type

~ 01. Travel Expenses
Group Meals
Baggage Fees
Business Meals
Laundry
Lodging/Hotel

~ 02. Transportation

_Parking




Add Expense

0 +

Available Expenses Create New Expense

| Search for an expense type

AININg reas
Car Rental
Fuel
Taxi
Tolls/Road Charges
Train
~ 03. Mileage

Personal Car Mileage &

When a new expense is added, select from the expense types for each new expense.

For this expense line item, Personal Car in lieu of Rental will be chosen.
(For all travel involving a personal vehicle, this should be the expense type used.)
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When a new expense is added, select from the expense types for each new expense.

For this expense line item, Personal Car in lieu of Rental will be chosen.
(For all travel involving a personal vehicle, this should be the expense type used.)
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Personal Car in lieu of Rental $222.64 @ Cancel

07/26/2022
Details Itemizations Hide Receipt []
@ Allocate = | 1 o2 Q — + - | B

* Required field —
sk Each of the Green Boxes is a required field that

*
s needs to be completed. The Purple Boxes are fields

Personal Car in lieu of Rental that can be used to make notations or comments of

any information that may be relevant to the expense

Transaction Date * REPWT”P Purpose * (such as no rental car available.)
Fund *

Y v | (31 0030} Athletics Y ~ | (97101) Beach Volleyball Ope...
Program *

(320) Athletics

Payment Type *
Paid by Traveler v
Amount * Cumency *

Additional Information

1

Comment

Save and Add Another Cancel
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Each of the Green Boxes is a required field that needs to be completed. The Purple Boxes are fields that can be used to make notations or comments of any information that may be relevant to the expense (such as no rental car available.)
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Personal Car in lieu of Rental $222.64 @ Cancel

07/26/2022
Details Itemizations Hide Receipt []
@ Allocate = [ 1 ez Q — + - | B

* Required field
Expense Type *

I Personal Car in lieu of Rental ~ |

Transaction Date * Report/Trip Purpose * penm

- " P . L "

| 0712612022 | | Conference v | i - 7

| )| , - -

Fund * ® o © i P

| Y~ | (310030) Athletics || ¥ v | (97101) Beach Volleyball Ope... | S|

\ J \ J it / —L
Program 5 a :EE::‘G;‘?‘_::“ = ¥ o F-o '] -m_ [
Y v | (320) Athletics | === — ]

10 B MR 1 8 Wb LB Tk BB Kot s sV AL T T AL KA1 £ 40 0 T8 0 B it 2

Payment Type * ——r

: : el (T C0) CTTy O : s ¥ e S
| Paid by Traveler ‘-‘ ‘ T :
Amount * Currency * -

| 22264 | us, Dollar “ | ===

ot i

Additional Information

Comment 007b CCC_pdf
With multiple attachments for this expense, click on the Append button will
allow for several attachments to be linked to a single expense.

Detach

After the information has been filled in and the
supporting documents attached, click either Save
<" Expense or Save and Add Another.

Save and Add Another Cancel
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With multiple attachments for this expense, click on the Append button will allow for several attachments to be linked to a single expense.
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After the information has been filled in and the supporting documents attached, click either Save Expense or Save and Add Another. 


SAP Concur Requests Travel Expense App Center

Manage Expansas Cash Advances

New Expense Cancel

Hide Recesipt El

Details ltemizations

* Required field

Expense Type *

Search for an expense type ‘

Cancel
If the button Save and Add Another was clicked, then this is the =
page that will appear. As shown in the Green Box, the option to &
select the expense type for the next expense is the first thing that Upload Receipt Image

must be done. Once an expense type is entered, more information
fields will become available to fill in.
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If the button Save and Add Another was clicked, then this is the page that will appear. As shown in the Green Box, the option to select the expense type for the next expense is the first thing that must be done. Once an expense type is entered, more information fields will become available to fill in.
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Lodging/Hotel $900.00 i Ganos

071292022 Candlewood Suites

& Allocate

* Required field

Expanse Type o

[ Lodging/Hotel v

Check-in Date ® Check-out Date Mights:

[ 071262022 l_]} [ 0772912022 [ 3

Transaction Date ® ReportTrip Purpose ®

[ 07/2912022 m | [ Conference v J

Vendor ® City of Purchase ® @
[Candlewnod Suites e ] [ & ~ | San Antonio, Texas ] Upload Receipt Image

Travel Allowance

Fund * e org ® [ 3]

['I' hd | (310030} Athletics ] ['I' b | (97101) Beach Volleyball Ope...

Program © [ 4]

[T v | (320) Athletics J

Payment Type ™ For this example, the expense type is _

| Paid by Traveler = ‘ Lodging/Hotel. After _aII relevant qurmgﬂon
has been entered, click on the Itemizations

Amaunt * Currency ™ button.

[ 500.00 J [ US, Dollar v

Additional Information

Comment

Save and Add Another Cancel
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For this example, the expense type is Lodging/Hotel. After all relevant information has been entered, click on the Itemizations button.

arnoldjc1
Rectangle


L odging/Hotel $900.00 @ Cancel

07292022 Candlewood Suites

Details Itemizations Hide Receipt [

Amount [temized 0 Ramaining

$900.00 $0.00 $900.00

Create ltemization

No Itemizations.
Create itemizations for the items on your receipt.

The Green Box just below the expense type of Lodging/Hotel will make sure that
the itemized expenses balance with the amount that was entered in for the 2
expense.

Upload Receipt Image
Click on Create Itemization to begin.
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The Green Box just below the expense type of Lodging/Hotel will make sure that the itemized expenses balance with the amount that was entered in for the expense.

Click on Create Itemization to begin.


Lodging/Hotel $900.00 @ o

071292022 Candlewood Suites

Details Itemizations Hide Receipt [
Amount ltemized 0 Remaining
$900.00 $0.00 $900.00

New ltemization
* Required field

Expense Type ©

Search for an expense type

Cancel

@

Upload Receipt Image

While the expense type has already been entered, the system needs
verification that the expense type is correct.
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While the expense type has already been entered, the system needs verification that the expense type is correct.


Lodging/Hotel $900.00 i@ Cancl

072912022 Candlewood Suites

Details Itemizations Hide Receipt El
Amount ltemized 5 Remaining
$900.00 $0.00 $900.00

New [temization
Expense Type *

Lodging/Hotel v }

Entry Type:  Recurring ltemization 07/26/2022 - 07/29/2022 (Mights: 3)

Your hotel room rate was:

The Same Every Night Mot the Same @

Upload Receipt Image

Room Rate (per night) * Room Tax (per night) Tax 2 (per night) Tax 3 (per night)

{Amounts in USD}

Save ltemization Cancel

The first option is if the room rate is the same for all nights stayed at the
hotel. Just like the previous version, key in the room rate and the taxes that
were attributed to the hotel stay. Then click on Save Itemization.
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The first option is if the room rate is the same for all nights stayed at the hotel. Just like the previous version, key in the room rate and the taxes that were attributed to the hotel stay. Then click on Save Itemization.
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Lodging/Hotel $900.00 @ Cancel

07/29/2022 Candlewood Suites

Details ltemizations Hide Receipt [
Amount [temized 1] Remaining
$900.00 $0.00 $900.00

New [temization
Expense Type *

Lodging/Hotel W

Entry Type:  Recurring ltemization ~ O07126/2022 - 07/29/2022 (Nights: 3)

Your hotel room rate was:

The Same Every Night Mot the Same @
Upload Receipt Image

Room Rate (per night) * Room Tax {per night) Tax 2 (per night) Tax 3 (per night)
250.00 ' | 50.00 || I

(Amounts in USD)

Save ltemization Cancel




Lodging/Hotel $900.00 i e

07/29/2022 Candlewood Suites

Details Itemizations Hide Receipt [

Amount ltemizad @ Remaining
$900.00 ‘ $900.00 $0.00

[] Date= Expense Type T) Requested T)

[ 07/26/2022 Lodging/Hotel $250.00

] 07/26/2022 Lodging/Hotel Tax $50.00

[ 072712022 Lodging/Hotel $250.00

[ 0712712022 Lodging/Hotel Tax $50.00 @

| 07/28/2022 Lodging/Hotel $250.00 Uplﬂad RE—'CE‘ipt Image

O 07/28/2022 Lodging/Hotel Tax 550.00

The system will automatically calculate the daily room rates and taxes and
show an itemized balance at the top and show any remaining balance. A
remaining balance of $0.00 means that everything balances.

Click the Upload Receipt Image to attach the hotel receipt.

Once done, click the Save Expense button.
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The system will automatically calculate the daily room rates and taxes and show an itemized balance at the top and show any remaining balance. A remaining balance of $0.00 means that everything balances. 

Click the Upload Receipt Image to attach the hotel receipt.

Once done, click the Save Expense button.
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Lodging/Hotel $900.00 m Gancel

07/29/2022 Candlewood Suites

Details Itemizations Hide Receipt [
Amount ltemized 0 Remaining
$900.00 $0.00 $900.00

New ltemization
Expense Type *

Lodging/Hotel w

Entry Type:  Recurring ltemization ~ 07126/2022 - 0712912022 (Nights: 3)

Your hotel room rate was:

The Same Every Might Mot the Same @

Upload Receipt Image

Date Room Rate Room Tax Tax 2 Tax 3
07/26/2022 | 200.00 25.00

071272022 f 250.00 il 50.00

07/28/2022 | 300.00 75.00

(Amounts in USD)

Save ltemization Cancel

If the hotel had varying room rate charges during a stay, the update allows for
that itemized hotel receipt to be accurately keyed in. Once the room rates and
taxes for each day have been input, click the Save Itemization button.
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If the hotel had varying room rate charges during a stay, the update allows for that itemized hotel receipt to be accurately keyed in. Once the room rates and taxes for each day have been input, click the Save Itemization button.
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Lodging/Hotel $900.00

0712972022 Candlewood Suites

Details Itemizations | Hide Receipt [

Amount ltemizad @ Remaining
$900.00 ‘ $900.00 $0.00

[1 Date= Expense Type T Requested T]

O 07i26/2022 Lodging/Hotel $200.00

O 07i26/2022 Lodging/Hotel Tax $25.00

O 072712022 Lodging/Hotel $250.00

O 072712022 Lodging/Hotel Tax $50.00 @

O 0772812022 Lodging/Hotel $300.00 Up|03d RECEipt Image

O 07/28/2022 Lodging/Hotel Tax B75.00

The system will calculate the itemized amounts and balance it against the
total amount that was entered. A remaining balance of $0.00 means that
everything balances.

Click the Upload Receipt Image to attach the hotel receipt.

Once done, click the Save Expense button.
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The system will calculate the itemized amounts and balance it against the total amount that was entered. A remaining balance of $0.00 means that everything balances. 

Click the Upload Receipt Image to attach the hotel receipt.

Once done, click the Save Expense button.
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SAP Concur Requests Trawel Expense App Center

Manags Expenzes Cash Advances

New Expe nse This example deals with fees associated | c..ce m
: o with a registration for a conference or
Details [temizations event. Hide Receipt [
& Allocate
* Required field

Expense Type g

Registration/Seminar/Course fees n

Transaction Date * Report/Trip Purpose x
Enter Wendor Name ® City of Purchase *
Fund * a Org g a
(310030) Athletics (97101) Beach Volleyball Ope...
Program * ﬂ
(320) Athletics
Payment Type x
Paid by Traveler ~
Amount * Currency :

125.00 US, Dellar

Additional Information

Comment

b

Save and Add Another Cancel

@

Upload Receipt Image

As with each item, fill in all sections
marked with a red asterisk. Once all
relevant information has been keyed in,
upload the receipt for the registration.
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This example deals with fees associated with a registration for a conference or event.
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As with each item, fill in all sections marked with a red asterisk. Once all relevant information has been keyed in, upload the receipt for the registration.


SAP Concur Requests Travel Expense App Center

Manage Expenses Cash Advances

' For ease of viewing, click on any of the expense column headers (Alerts,
Receipt, Payment Type, etc) to organize the expense items listed.
This report is currently showing that there are errors that need to be addresses
before the report can be submitted.

2022 Concur Conference $1,368.64 i

Mot Submitted

Report Details Print'Share Manage Receipts » Travel Allowance

Add Expense View: Standard w

ReceiptT. Payment TypeTL Expense Type TL Vendor Details 1L Requested Tl
o le @ Paid by Traveler Lodging/Hotel E:ﬁ”:n'i‘fzf’iifms 0712912022 Einr::i:
8| Faid by Traveler _Meal Per Diem San Antonio, Texas 072972022 534.00
8 Faid by Traveler _Meal Per Diem San Antonio, Texas 072812022 534.00
O Paid by Traveler _Meal Per Diem San Antonio, Texas 072712022 $5.00
| (1] Eg} Paid by Traveler Personal Car in lieu of Rental 072612022 322264
O Faid by Traveler _Meal Per Diem San Antonio, Texas 072672022 $48.00
O le E;} Paid by Traveler Registration/Seminar/Course fees Lo 06/01/2022 $125.00

San Antonio, Texas

$1,368.64
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For ease of viewing, click on any of the expense column headers (Alerts, Receipt, Payment Type, etc) to organize the expense items listed. 
This report is currently showing that there are errors that need to be addresses before the report can be submitted.
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SAP Concur @ Requests Travel Expense App Center

Manage Expenses Cash Advances

Expanding the Alerts header shows what expense items have errors
@ Alers: 7 and explains what those errors are. ~
Once the errors are corrected, then the report can be submitted.
EXPENSE Lodging/Hotel 07/29/2022 $900.00
Note: A report can still have warnings and be submitted, just not
@ Please upload receipt. A receipt is required for each transaction. View errors. Verify any warnings before submitting a report. You are

ultimately responsible for anything on the report.
A You must attach a receipt image to this expense. View

EXPENSE Personal Car in lieu of Rental 07/26/2022 $222 64

@ An error occurred attempting to look up the account code(s) for this entry. The account code lookup was based on - BANNER, [CT_REPORT Policy] 1063, [CT_REPORT *Trip Type] 5358
This report cannot be submitted until your system administrator adds an account code for this expense type with the above ledger segment data. View

@ Please upload receipt. A receipt is required for each transaction. View

2022 Concur Conference $1,368.64 i

Mot Submitted

Report Details Print/Share w Manage Receipts »  Travel Allowance

Add Expense View: Standard »

[] AlertsT, ReceiptT, PaymentTypeTl Expense Type Tl Vendor Details T Date = Requested T
0O @ @ Paid by Traveler Lodging/Hotel Ejﬁ”jﬁffﬂjﬁft% 07/20/2022 Sl?fr:'ig
O Faid by Traveler _Meal Per Diem San Antonio, Texas 072972022 $34.00
] Faid by Traveler _Meal Per Diem San Antonio, Texas 072812022 53400
O Faid by Traveler _Meal Per Diem San Antonio, Texas 07272022 $5.00

[] 1] : @ Faid by Traveler Personal Car in lieu of Rental OT/26/2022 322264
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Expanding the Alerts header shows what expense items have errors and explains what those errors are.
Once the errors are corrected, then the report can be submitted.

Note: A report can still have warnings and be submitted, just not errors. Verify any warnings before submitting a report. You are ultimately responsible for anything on the report.


SAP Concur Requests Travel Expense App Center

Manage Expenses Cash Advances

2022 Concur Conference $121.00

Not Submitted

Copy Report Submit Report

Report Details Print'Share w Manage Receipls w Travel Allowance

Add Expense View: Standard »

& Receipt Tl Payment Type T, Expense Type T, Vendor Details T, Date = Requested T,
(] Paid by Traveler _Meal Per Diem San Antonio, Texas 071292022 $34.00
|f; Paid by Traveler _Meal Per Diem San Antonio, Texas 07r28/2022 $34.00
[ Paid by Traveler _Meal Per Diem San Antonio, Texas 0712712022 $5.00
[ Paid by Traveler _Meal Per Diem San Antonio, Texas 07r26/2022 3458.00
$121.00

——1Once all error alerts have been fixed, click on the "Submit Report" button.

SAP

Travel Policy
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Once all error alerts have been fixed, click on the "Submit Report" button.


arnoldjc1
Rectangle


T&E User Submit Agreement e

By clicking on the 'Accept & Submit' button, | cerfify that:

1. This iz a true and accurate accounting of expenses incurred to accomplish official business for the University and there
are no expenses claimed as reimbursable which relate to personal or unallowable expenses.

2_ All required receipt images have been attached to this report.

3. | have mot received, nor will | receive, reimbursement from any other source(s) for the expenses claimed.

4. In the event of overpayment or if payment is received from another source for any portion of the expenses claimed |
assume responsibility for repaying the University in full for those expenses.

Cancel Accept & Continue

For those that have a delegate that enter information on your behalf, it is very important that you double
check all information entered on a request or expense report.

Once everything has been verified for accuracy, click on the "Accept & Continue" button.
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For those that have a delegate that enter information on your behalf, it is very important that you double check all information entered on a request or expense report.

Once everything has been verified for accuracy, click on the "Accept & Continue" button.


Report Totals

Company Pays
$121.00

Employee

Amaount Total:
$121.00

Requested Amount:

$121.00

Employee Pays

$0.00

Company

Due Employes:
§121.00

Total Paid By Company:
$121.00

Crwed Company:
50.00

Total Owed By Employee:
$0.00

Cancel Submit Report ]

This feature gives a breakdown of the expense in regards
to how much will be owed the employee or the university,
how much will be paid by the university, or how much the
employee might owe the university.

Click on the "Submit Report" button.
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This feature gives a breakdown of the expense in regards to how much will be owed the employee or the university, how much will be paid by the university, or how much the employee might owe the university.

Click on the "Submit Report" button.
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Reguests

SAP Concur |§|

Travel

Expense

App Center

Manage Expenses Cash Advances

Manage Expenses

REPORT LIBRARY  view:

Active Reports

-

Create New Report

The expense report has now been submitted and is visible on the Report Library. The
header color has changed from blue to green and shows the status of the report.
After the expense has gone through the various supervisory and financial
management approvals, the expense will be reviewed by the Travel Office for
accuracy. Once it has been approved, it will be submitted for payment.

NOT SUBMITTED 072012022 NOT SUBMITTED 1210372021 NOT SUBMITTED 011072021

@ Dawn Test

*0.00

@ ATT conference

$774.30

@) Basketball Champ Las
Vegas, NV

$321.38

NOT SUBMITTED 01/05/2021 NOT SUBMITTED 0r1/04/2021

SUBMITTED 08/03r2022

2022 Concur Conference

$121.00

@ Dallas Comp @ Demo123
51,168.00 $250.00
Displayed reports: 7, Total: 7
AVAILABLE EXPENSES wiew: Al Expenses v

AV ANl ADYI C PO A IEmTT ™

Submitted & Pending Supervisor
Approval
Supervisor ...

Mo Expenses

When expenses come in, ihey will be added to this list.

SUBMITTED 01/062021

abc

$192.50

Pending Financial Manager Approval
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The expense report has now been submitted and is visible on the Report Library. The header color has changed from blue to green and shows the status of the report.  After the expense has gone through the various supervisory and financial management approvals, the expense will be reviewed by the Travel Office for accuracy. Once it has been approved, it will be submitted for payment.




