SAP Concur Next Gen Ul: How to Create a New Request
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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



arnoldjc1
Rectangle


SAP Concur Reguesis Travel

: oy~
\‘\,, i

i

TRIP SEARCH

X80 = = &

Mixed Flight/Train Search

| Round Trip | One Way I Multi Gity |

From igh

|Depar1ure city, airport or train station |

Find an airport | Select multiple airports

To@

Arrival city, airport or train station |

Find an airport | Select multiple airparts

Show More

MY TRIPS (0)

You currently have no upcoming frips.
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When you want to Create a New Request, there are three ways to get to the Manage Request
page. You can use the "Requests" tab at the top of the page, the "Open Requests" 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.

COMPANY NOTES

See the Knowlaedge Base Library for all your Concur Questions!

Concur Training Toalkit

This link will provide information to utilise the Concur Expense System.

Please be advised that itineraries in your Concur Trip Library can be cancelled by clicking the “Cancel Trip” link. If you need fo
owvndifis ne nhancon an nwictino encnmcafinmn nloacn cnnfont o T TD oot of QEE_ALR_AATA  owe ofacoimetn teawnl oo

Read more

MY TASKS

Available Expenses— Open Reports -

04/27 washington
$200.00 — Travel

You currently have no available 07/20 Dawn Test

exXpansas.

04/06 International Travel Test
Travel

12/03 ATT conference
$774.30

12/20 AdvanceTest1 01/07 Basketball Champ Las Vegas...
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When you want to Create a New Request, there are three ways to get to the Manage Request page.  You can use the "Requests" tab at the top of the page, the "Open Requests" 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.
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SAP Concur Requests Travel Expense App Center Profile .
|

Manage Requests

In this example, you can see several requests. To create a new request, click on the "Create New
Request" box.

Manage Requests

REQUEST LIBRARY  View

Active Requests w

A, washington @ International Travel Test @ AdvanceTest1
+
Create New Request
g $200.00 $4,000.00
Submitted & Pending Supervisor
Approval
Test, FM2 Pending Travel Office Review Pending on-line Booking
RETURNED 01/19/2021 SUBMITTED 08/13/2020 NOT SUBMITTED 02/09/2022
A Advancetest3 @ Test123 %
$2,260.00 $610.00 $250.00
Sent Back to User Pending Travel Office Review
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In this example, you can see several requests. To create a new request, click on the "Create New Request" box.


Create New Request

x

Request Paolicy * Request/Trip Name *

_

* Required field
Request/Trip Start Date *

Reguest/Trip End Date * Request/Trip Purpose *
7 ~N
GRS . ]
Destination City * Destination Country Traveler Type *
Trip Type * Does this trip include personal travel? * Personal Dates of Travel
Nonescleced | ]
Trip Justification * Fund (2] Org (3]
_ (310030) Athetcs (67101) Beach Volleyoal Operatons
4
Program 4]
(320) Athletics

Comments To/From Approvers/Processors

e
Cancel Create Request

Once you have started to create a new request, you will have to fill in all sections that are marked with an asterisk *'.
The Fund, Org, and Program (or FOP) will automatically fill in based off of your user profile settings. These can be

changed by you when allocating the request.
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Helpv

SAP Concur Requests Travel Expense App Center Profile ~ @
«
Manage Requests
——
© Aleris: 1 h

2022 Concur Update Conference $68.Q0 fi

Not Submitted | Request |B: 3AQH

Request Details v Print/Share v Attachments v

EXPECTED EXPENSES

m If you forget to fill in a section marked with an asterisk, then you will be alerted that something is wrong
or missing with the report header.

No Expected Expenses
Add expacted expenses to this requast to submit for approval.

SAP Octp

Travel Policy
Service Status (North America) Last signed in: 07/20/2022 02:50 pm
Cookie Preferences © Copyright 2022 - SAP Concur - All Rights Reserved
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If you forget to fill in a section marked with an asterisk, then you will be alerted that something is wrong or missing with the report header.



SAP Concur Requests Travel Expense App Center

Manage Requests

Alerts: 1

REQUEST

@ Missing required field: Does this trip include personal travel?. View

#1

Click on the arrow
pointing down to
open up the Alert
notifications.

#2

The notification will say what the error that needs to
be correct is before submitting a request. Click on
the View to go to the area with the issue.

Profile =

Help -


arnoldjc1
Callout
#2
The notification will say what the error that needs to be correct is before submitting a request. Click on the View to go to the area with the issue.
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#1
Click on the arrow pointing down to open up the Alert notifications.


Edit Request Header

2022 Concur Update Conference Reguest 1D: 3AQH

* Required field

Request Policy Request/Trip Name * Request/Trip Start Date *

*Test-5FA-Request to Travel {2022 Concur Update Conference ] [ 08/01/2022 ‘ J
Request/Trip End Date * Request/Trip Purpose *
[ 08/03/2022 ‘ ] | Conference v |

Destination City *

Destination Country

San Antonio, Texas

(e~

] UNITED STATES (US)

Trip Type *

Does this trip include personal travel? *

| In-State

Traveler Type *

[ Faculty/Staff

Personal Dates of Travel

[

S

Trip Justification *

Testing out Concur's Next Gen Ul system

Comments To/From Approvers/Processors

Fund o
(310030) Athletics
r
Program [4]
(320) Athletics

Org
(97101) Beach Volleyball Operations

B

[

In this example, the section pertaining to personal travel was not
originally filled. It now reads that there is no personal travel for this
trip. After all changes have been made, hit the Save button to finish
the request.

Cance' m

-

-
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In this example, the section pertaining to personal travel was not originally filled. It now reads that there is no personal travel for this trip. After all changes have been made, hit the Save button to finish the request.



Update Other ltems? X

0 You changed the following fields:

s [Does this trip include personal travel?

Do you want to also update your expenses and allocations in
this request with the same changes ?

Do Not Copy Copy

The system will ask if the changes you made will effect all of the expenses
that will be made. Click on the Copy button so that changes made will
carry through the entire report.



Help v

SAP Concur Requests Travel Expense App Center

Profile - &

Manage Requests

O nlers: 1 v

2022 Concur Update Conference $0.00 &

Not Submitted | Request ID: 3AQH

Request Details w Print/Share w Attachmeants

EXPECTED EXPENSES

No Expected Expenses

Add expected expenses to this request to submit for approval.

After making sure the Report Header information is accurate, you may begin to add Expected Expenses
to the request. Click on the Add button to begin.

Remember: Some values may change between the time a request is submitted and an expense created.
That is normal as the request represents the estimated costs of a trip.

SAP

Travel Policy
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After making sure the Report Header information is accurate, you may begin to add Expected Expenses to the request. Click on the Add button to begin.



Remember: Some values may change between the time a request is submitted and an expense created. That is normal as the request represents the estimated costs of a trip.



Add Expected Expense

Search for an expense type

~ 01. Travel Expenses

Group Meals

Baggage Fees

Business Meals

Hotel Reservation

_Report of Travel to Washington DC
~ 02. Transportation

Air Ticket

Car Rental

Fuel

Personal Car in lieu of Rental

_Parking

_Public Transport

03. Mileage

w~ 04, Meals

There is no set
order as to what
expenses must be
entered first. Just
start with one and
work through the
list.
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There is no set order as to what expenses must be entered first. Just start with one and work through the list.


SAP Concur

Manage Requests

New Expense: Registration/Seminar/Course fees $150.00 N s |

08/01/2022

@ Allocate

Transaction Date *

Requests

Travel

Expense App Center

| 08/01/2022

Comment

Registration fee

A

SAP

Travel Policy

Service Status (North America)

Cookie Preferences

Help+

Profile - &

Estimated Amount * Currency *

| 150.00 | | US, Dollar | v |

\

The Comment box allows you to provide
additional information that may be needed for
the supervisor that will be reviewing and
approving the request.

Once all information has been entered, click on
the Save button.

Additional expenses can be added in the same
way until all expenses for a specific event or trip
has been entered.

Last signed in: 07/20/2022 02:50 pm
© Copyright 2022 - SAP Concur - All Rights Reserved
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The Comment box allows you to provide additional information that may be needed for the supervisor that will be reviewing and approving the request.

Once all information has been entered, click on the Save button.

Additional expenses can be added in the same way until all expenses for a specific event or trip has been entered.
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SAP Concur Requests Travel Expense App Center Profile .
g

Manage Requests

O nlers: 1 v

2022 Concur Update Conference $0.00 &

Not Submitted | Request ID: 3AQH

Request Details w Print/Share w Attachmeants

EXPECTED EXPENSES

No Expected Expenses

Add expected expenses to this request to submit for approval.

After entering in all expected expenses, click
on the Submit Request button. This will pass
the request on to the assigned supervisor
who will review and approve (or send back)
the request.

SAP
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After entering in all expected expenses, click on the Submit Request button. This will pass the request on to the assigned supervisor who will review and approve (or send back) the request.


*SFA-Request to Travel User Submit Agreement

To the best of my knowledge, | have added all estimated expenses to my request. | understand | cannot travel, spend
travel funds, or book until the request is completely approved.

Cancel Accept & Continue

After entering each expense item, and clicking on the Submit button, this
prompt will appear.
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After entering each expense item, and clicking on the Submit button, this prompt will appear.


SAP Concur Requests Travel Expense App Center

Manage Requests

M & nage Req uests After submitting a new request, it will appear on the

Manage Requests page of Concur. All requests will remain

REQUEST LIBRARY View Active Requests v on this page until they are canceled or attached to an

expense.
SUBMITTED 08/01/2022 SUBMITTED 0412772022 SUBMITTED 04/06/2022
A 2022 Concur Update /A washington @ International Travel Test
4 Conference
Create New Request $350.00 $200.00
Submitted & Pending Supervisor Submitted & Pending Supervisor
Approval Approval
Test, Supervisor Test, FM2 Pending Travel Office Review
READY TO BOOK 1272072021 RETURNED 01/19/2021 SUBMITTED 08/13/2020 NOT SUBMITTED 0210972022
@ AdvanceTest1 /A Advancetestd @ Test123 V]
$4,000.00 $2,260.00 $610.00 $250.00
Pending on-line Booking Sent Back to User Pending Travel Office Review

SAP Octp

Travel Policy
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After submitting a new request, it will appear on the Manage Requests page of Concur. All requests will remain on this page until they are canceled or attached to an expense.


Requests

SAP Concur

Travel

Expense App Center

Manage Requests

Manage Requests

REQUEST LIBRARY View

Active Requests w

If there are multiple
/ requests, it is easy
to sort through

them by the

e

Create New Request

+ Active Requests

MNaot Submitted

following options.

08/01/2022

SUBMITTED 0412712022 SUBMITTED 04/06/2022

Pending Approval

Approved Concur Update /A washington

Cancelled erence

Closed

All Requests DO $ZUOOO

— woormew & Panding Supervisor Submitted & Pending Supervisor

Approval Approval
Test, Supervisor Test, FM2

@ International Travel Test

Pending Travel Office Raview

READY TO BOOK 1272012021 RETURNED 011972021 SUBMITTED 08/13/2020 NOT SUBMITTED 027092022

¢ AdvanceTest1

$4,000.00

A Advancetestd

$2,260.00

@ Test123

$610.00

Pending on-line Booking

Sent Back to User

SAP

Travel Policy

Service Status (Morth America)

Pending Travel Office Review

0

$250.00

Octp
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If there are multiple requests, it is easy to sort through them by the following options.
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