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Concur Expense Report — Job Aid for Participants/Fellows

Once your trip is complete, you will need to log into Concur or via your single sign on in
Zintellect to get to the Concur Home page.

NOTE:

e Ared asterisk * indicate a required field.

e Grey question marks “?” are Tool Tips to assist you. To see the Tool Tips, hover
your cursor over the “?”.

Create New Expense Report

1) To create a new Expense Report, click on Requests in the header:

SAP Concur Requests Expense App Center

ORAU +

New

This will display your Active Requests in the system:

2) Click to open the trip for which you will be creating an Expense Report:

DA LONGUT W

Manage Requests

APPROVED 06/01/2021

@ Anchorage 6/1-5/2021

[+
Create New Request $2,137.25

Approved

APPROVED 03/01/2021 APPROVED 02/01/2021

Albuquerque 3/1-5/2021 Seattle 2/1-5/2021
$1,515.50 $1,642.00
Approved Approved
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The following page will display the information that was entered into the Travel Request:

4) To start creating an Expense Report, click the Create Expense Report button in the top right

corner.

Note: the $500 Cash Advance shown on this example request is the amount that will be deducted

from the Expense Report.

Anchorage 6/1-5/2021 $2,137.25

Approved | Request ID 33DE

CASH ADVANCES: 1
Amount

Request Detalls w  PrintShare w  Attachmen)

EXPECTED EXPENSES

Expense type Detalls
Air Ticket Chattancoga (CHA) - Anchorage (ANC) : Round Trip
Registration/Seminar/Course fees Animal Study Conf

Meals - per diem Anchorage, Alaska

Hotel Reservation Anchorage, Alaska
Car Rental

Anchorage, Alaska - Anchorage, Alaska

03. Mileage roundtrip home to airport

e

Date ¥ Amount  Requestea

06/01/2021 $600.00 $600.00

06/01/2021 $500.00 $500.00

06/01/2021 350850 $508 50

06/01/2021  $300.00 $300.00

06/01/2021 $200.00 $200.00

06/01/2021 $28.75 $28.75

Estimated Total: $2,137.25

Clicking Create Expense Report will display this page:

NOTE: Each tab will display a different item.

Manage Expenses  View Transactions  Cash Advances

o There are cash advances available to add to this report. view

Anchorage 6/1-5/2021 $0.00 @

Not Submitted

Report Detalls ¥ Print/Share ¥ Manage Receipts ¥ Travel Allowance ¥
REQUEST

Approved

$2,137.25

Add Expense

Remainin ]

$-997.07

No Expenses
Add expenses to this repart to submit for reimbursement.

TIP: When using this Expense Report form for the first time, it is helpful to review the options in

the drop-down of each tab below.

Report Details ¥ Print/Share ¥ Manage Receipts ¥

REQUEST

Travel Allowance ¥

Manage Travel Allowance

Job Aid - Concur Expense Report
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5) Click on the Travel Allowance tab and then Manage Travel Allowance to view Available
Itineraries displayed at the bottom of the page.

6) Click on the relevant itinerary and click the Assign button:

Create Mew Hinerary Available Hineraries Expenses & Adjustments Reimbursable Allowances Summary

Assigned Itineraries

Departure City Date and Time &

Mo Assigned Hineraries Found

Awailable ltineraries

Departure City Date and Time
El Tampa, Florida 01/2872021 12200 PM

@ Itinerary: Miami 2/1-3/21
EI Chattanooga, Tennesses 02/01/2021 12:00 PM
QI Miami, Florida 02/03/2021 12:00 PM

© ltinerary: Brussels 5/1-5/2021
E Chattanooga, Tennessee 050172021 12:00 PM
El Brussels, BELGIUM 05/05/2021 07:00 AM

(] Itinerary: Anchorage 6/1-5/2021
QI Chattanooga, Tennessee 06/01/2021 12:00 P
QI Anchorage, Alaska 060572021 03:00 AM

7) (Skip to STEP 8. if itinerary is available to select) Only if your itinerary is not available, select
the Create New Itinerary tab:

Travel Allowances For Report: Anchorage 6/1-5/2021

Create Mew ltinerary || Available ltineranes || Expenses & Adjustments | Reimbursable Allowances Summary

Assigned ltineraries

Departure City Date and Time &

Job Aid - Concur Expense Report
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a. Enter the required Departure/Arrival information and click Save:

New [tinerary Stop

Departure City

Date Time

Arrival City

Date Time

= |

Note: It is important to verify the accuracy of departure and arrival cities since some locations may
contain more than one selection for the same city. This selection impacts the M&IE and lodging
reimbursement rate.

b. Enter required Departure/Arrival information for the return portion of your trip and click
Save and then click Done.

ew Itinerary Stop

Departure City

Ghattanooga, Tennesses
Date Time
Iusfm.qum =] | 12:00 PM
Arrival City

Ancherage, Alaska

Date Time
Iusfm.quzw E IJI]D PM

Go fo Single Day Hineraries

8) Review your itinerary as displayed and, if correct, click the Next button in the bottom right-
hand corner of the page:

Job Aid - Concur Expense Report
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Assigned ltineraries

Departure City

@ ltinerary: Anchorage 6/1-5/2021
£ Chattanooga, Tennessee
=)

[ Anchorage, Alaska

1) Creale New Hinerary o Available Itineraries 3) Expenses & Adjustments

Date and Time &

06/01/2021 12:00 PM

06/05/2021 08 00 AM

Arrival City

Anchorage, Alaska

Chattanooga, Tennessee

T

ot 500

v

9) MA&IE: Review your meal allowance:

a. Check boxes for any meals that were provided during your trip (e.g., meals provided during

a conference) and for any meals during personal days during your travel:

Travel Allowances For Regort: Anchorage 6/1-52021

2 Awalable lineraries af-; ses & Mjustme

Show daes fom =K 5 E

Exclude | Al DatelLocafion « Breakfast Provided Lunch Provided Dinner Provided

Allowance

$UTS

b. Click the Create Expense button in the bottom

Job Aid - Concur Expense Report
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Create Expenses Cancel

10) Click Add Expense to begin adding other expenses:

SAP Concur @ Requests Expense Approvals Reporting = App Center

Manage Expenses View Transactions Cash Advances

@ There are cash advances available to add fo this report. view

Anchorage 6/1-5/2021 $0.00 @

Not Submitted

Report Details ¥ Print/Share v Manage Receipts ¥ Travel Allowance W
REQUEST
Aprovea Remaining
$2,137.25 $-997.07

Add Expense i

a. Available Expenses: Select from the Available Expenses (expenses that were prepaid on your
behalf such as airline tickets).
b. Check the box next to your airline ticket and click Add To Report.

Add Expense x I
6 +

Available Expenses Create New Expense

ORAU Ghost Card

[m] Airfare JETBLUE 2797293079722 0372212019 5284 60 A
(SunTrust Bank)
- “ AMERICAN

[ ORAU Ghost Gan Airfare AIRD017293079489 031512019 §75239

{SunTrust Bank) B

ORAU Ghost Card Aicfare DELTA AIR 0067292890552 030872019 §361.08
[SunTrust Bank) Ralsigh, Nerth Carolina

o ORAU Ghost Card hifare DELTA AIR 0067289418074 012472019 $1.01287
(SunTrust Bank) Raleigh, North Carolina

Displayed expenses: 6, Total: 6

Close Add To Report

c. Ifyou purchased your own ticket, click on the Create New Expense tab and select the expense
type you wish to add.

Job Aid - Concur Expense Report
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Add Expense B

6 +

Available Expenses Create New Expense

~ Recently Used I
Hotel
- it
Personal Car Mileage
Miscellaneous
Rideshare/Taxi
~01. Travel Expenses
Hotel
Laundry

~02. Transportation

d. When you click on Airfare, the following page will display for you to enter information in the
required fields:

New Expense
Details Itemizations
@ Allocate
* Required field

Expense Type *

Airfare v
Transaction Date * Business Purpose *

02/19/2021 = to study the animals

Ticket Number
006123456780

Vendor * Airline Travel Service Code

*Delta Air Lines v Coach Class v
Departing City * Payment Type *

@ w | Chattanooga, Tennessee Cash v
Ameunt * Curency ™

60000/ US, Dollar v
Request *

06/01/2021, $600.00 - Anchorage 6/1-520

e. Click the + button on Attach Receipt and follow directions for uploading the receipt:
Note: A paid receipt is required for any airline ticket, hotel, car rental, and any expense over $75

Attach Receipt

L+

Upload Receipt
Image
5MB limit per file

f. Click Save Expense:

Job Aid - Concur Expense Report
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New Expense Cance M

Detais temizations

@ Allocate
* Required fiedd
. Airfare
m 0 study the: animals rece i pt
"Dalta A Linas ~ Coach Class ~

Deparing City * Paymene Type *

Chattanooga, Tennessee Cash ~

600,00 US, Dallar v

g. Other Expenses: Most every possible expense on the selection list is similar to the one above.
Follow the same steps to enter information in the required fields and Save Expense. In some
cases, the system may require an itemization of expenses, such as Hotel expenses.

itare pat

11) Click Itemizations to begin entering itemized expenses (See red arrow).
Note: Concur will display the expense amounts approved from your Travel Request (See blue
arrow). If you exceed the GSA allowance and a justification is required (See yellow arrow).

New Fxpense

Details Itemizations

* Required field
Expense Type *

Hotel v
Check-in Date * Check-out Date *

06/01/2021 06/05/2021 (=i}
Transaction Date * ) Business Purpose *

06/05/2021 B to study the animals

Vendor *
*Hilton Hotels h

City of Lodging * Payment Type *

& ¥ | Anchorage, Alaska Cash v

Amount * Currency *
‘ 240,00 US, Dollar -

Lodging Nightly Rate Over GSA
[ Travel Allowance
None Selected ~

Request * None Selected
06/01/2021, $300.00 - Anchorage 6/1-5/20 Best Available Rate within Reasonable Distance

GSA Rate Not Available

Comment
Meeting/Group Lodging Location

Most Cost Efficient Rate (Lodging + Transportation,
etc. Combine

Other (Please Note in Comments)

12) Click Create Itemization and select Hotel as the expense type:

Job Aid - Concur Expense Report
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Hotel $240.00 @ Cancel
06/05/2021 *Hilton Hotels
Details Itemizations
Amount Hemized @ Remaining

$240.00 $0.00 $240.00

Create ltemization

No Itemizations.

Create itemizations for the items on your receipt

Note: Some hotels charge the same rate for each night, while others may charge a different nightly
rate. See the yellow arrow below.

Hotel $240.00 @

06/05/2021 *Hilton Hotels

Details Itemizations
Amount Itemized (1] Remaining
$240.00 $0.00 $240.00
New [temization
Expense Type *
Hotel v
Entry Type:  Recurring ltemization ¥ 06/01/2021 - 06/05/2021 (Nights: 4)
Your hotel room rate was:
I > The Same Every Night Not the Same
| 4
Room Rate (per night) * Room Tax (per night) Tax 2 (per night) Tax 3 (per night)

(Amounts in USD)

[] Combine room rate and taxes into a single entry

13) Enter required information, attach your receipt, and click Save Itemization.

Note: The next page that displays will reflect the amount remaining on the Itemization of $0.00 (See
yellow arrow).

14) Click Save Expense.

Job Aid - Concur Expense Report
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Alerts  Date &

@  os012021
060112021
@ 6022021
060202021

O os032021
06032021
O oenao0

06/042021

> Hotel $240.00 @

06/05/202 *Hilton Hotels
Details Itemizations
Amount hemized @ Remainin
$240.00 $240.00 $0.00

Expense Type

Hotel

Hotel Tax

Hotel

Hotel Tax

Hotal

Hotel Tax

Hotel

Hotel Tax

=

Requested
§50.00
§10.00
550,00
§10.00
$50.00
510.00
550.00

§10.00

Cancet m

ide Receipt 7]
B G =0 e
B
A
Hotel
receipt

15) Airfare and hotel costs are now showing. Click Add Expense to add more expenses.

OAK RIDGE INSTITUTE
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y-

Add Expense

O Alerts  Receipt
O o =
O

Payment Type

Cash

Cash

Expense Type

Hotel

Airfare

Vendor Details

*Hilton Hotels
Anchorage, Alaska

*Delta Air Lines
Chattanooga, Tennessee

Date ¥

06/05/2021

02119/2021

Requested

$240.00
Itemized

$600.00

$840.00

16) Select type of expense to be added:

Add Expense

1

Available Expenses

Parking

Public Transport
Rental Vehicle
Rental Vehicle Gas
Rideshare/Taxi
Tolls/Road Charges
Train

“03. Mileage

Personal Car Mileage

“ 04. Office Expensas

+
Create New Expense

17) Enter Rental Vehicle expense:

Note: Some Rental Vehicle fields will be pre-filled.

Job Aid - Concur Expense Report
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a. Enter Transaction Date, Vendor name, Vehicle Type Rented and Amount. Attach your receipt
and click Save Expense.

Expense Type *

Rental Vehicle ~
Transaction Date * Business Purpase
06/05/2021 E to study the animals Ca rre nta I
o receipt
|:> E S —— . p
Vehicle Type Rented * City of Purchase *
*Economy ~ & w | Anchorage, Alaska »

Payment Type *

Cash ~
Amount * Currency *
200.00 US, Dollar ~

Request*

06/01/2021, $200.00 - Anchorage 6/1-5820

18) Personal Car Mileage: Some information will be pre-filled. Fill in the required fields to
include mileage for travel to and from airport and home; or to and from destination if vehicle is the
primary mode of transportation. When the Distance amount is entered, the amount of the
reimbursement will automatically calculate. Click Save Expense.

New Expense o

Details Itemizations Show Recaipt [F]
@ Alocate
* Required ficid
Expense Type * Tranesciion Date * Purpose of the Trip *
Persanal Car Mileage - 0601/2021 B o study the animals
From Locasion *
Homa
Paymont Type Roquest *
airpor Cash 06/01/2021, $26.75 - Anchorage

roundinip mileage from home to airport

Vehicle 10 * Distance 1o Date Distance * Number of Passengers
Car ~ 150 0
Amount Cumency i ales.

28.00 US, Dollar

19) Other Expenses:

a. Select type of expense from the pick list.
For Example - Registration/Seminar/Course fees

Job Aid - Concur Expense Report
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Add Expense

1 +
Available Expenses Create New Expense

Currency Exchange Fees
Passports/Visa Fees

# 07. Other
Abstract Registration Fees
Miscellaneous
Non Reimbursable/Personal Expense
Personal Professional Development
Publication Charges
Registration/Seminar/Course fees

Tips/Gratuities

b. Enter information in required fields. Transaction Date is the date of payment. Attach your
paid receipt, then click Save Expense.

New Expense Cancel

Details ltemizations Hide Receipt 5]

@ Allocate

* * Required field a @ @ .}h
Expense Type

Registration/Seminar/Course fees v CO nfe re n ce
Receipt

Enter Vendor Name *

Alaska Conference on Animal Studies

City of Purchase Payment Type *

@ w | Anchorage, Alaska Cash v
Amount * Currency *

500.00 US, Dollar v
Request *

06/01/2021, $500.00 - Anchorage 6/1-580

After adding all Expenses, a page will display with all expenses listed.
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Note: The Cash Advance will automatically be deducted.

CASH ADVANCE: 1

Amount Remaining
$500.00 $0.00
Alerts  Receipt  Payment Type Expense Type Vendor Details Date ¥ Approved

®m Cash Holel ;::':u:"ﬂwsm 0610572021 ”::'\__U:
Cash Meals - per diem ‘Anchorage. Alaska 06/05/2021 $8475
Cash Meals - per diem Anchorage. Alaska 06/042021 $113.00
Cash Meals - per diem Anchorage. Alaska 06/03/2021 $113.00
Cash Meals - per diem Anchorage. Alaska. 06/02/2021 §113.00
Cash Moals - por diem Anchorage, Alacka 0610172021 58475

Cash Rental Vehidle “Mational Car Rental 06/01/2021 520000
Ancharage, Alaska

[} Cash Personal Car Mileage 06/01/2021 52075

Cash Airfare Delta Air Lines 031072021 $600.00
Chattancoga, Tennessee

Animal research group
horage. Alaska

_ Cash Registration/Seminar/Course fees 121102020 $500.00

$2,077.25

20) Click Submit Report in the top right hand corner to complete the Expense Report.

Copy Report Submit Report

21) Next you will see a Pop-up window for you to verify the accuracy of the information you have
entered into the Expense Report. If agreed, click the Accept and Continue.

22) Once approved by the cost approver, you will receive notification that the Expense Report has
been approved and submitted to Accounts Payable for processing.

Job Aid - Concur Expense Report



	Concur Expense Report – Job Aid for Participants/Fellows
	Create New Expense Report

