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Concur Travel Request and Expense Report

Job Aid for Virtual Conferences
IMPORTANT TIP: Prior to creating and submitting your Concur Request for a virtual
conference, it is advisable to complete the following tasks:

e Discuss your travel plans with your travel approver(s) so they will expect the Travel
Request notification.

NOTE:
e Ared asterisk * indicate a required field.
e Grey question marks “?” are Tool Tips to assist you. To see the Tool Tips, hover

our cursor over the “?”.
Create New Travel Request
1) Click on Request Travel in Zintellect, to get to the Concur Home page.
2) To create a new Travel Request, click on New:

SAP Concur Requests Travel Expense Approvals Reporting = App

ORAU

Hellq Nan New

3) Click on Start a Request to open the Create New Request form:

Create New Request x

Request Policy * Request Name * 0 Supplemental Request

*ORAU-Travel Approve then Book v Search by ¥

Request/Trip Start Date *

Request/Trip End Date * Trip Type * Are you attending a Conference? *

None Selected v None Selected

Non-Business Days?* @ List of Non-Business Days @ Booking Type *

None Selected v None Selected v

Main Destination City * @
& v

Main Destination Country Business Purpose * Project * n
Y~

Task *

Comment

4

ceneel
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4) This Create New Request form includes basic trip information. Complete all sections

as follows:
a. Request Policy - Select ORAU-Travel Approve then Book

Request Policy *

*ORAU-Travel Approve then Book ~

None Selected
*ORAU Relocation - Approve then Book
*ORAU-Travel Approve then Book

AU Y T L L

Note: The selection of any other policy type for virtual conferences will result in the need to
resubmit this request.

b. Request Name -Enter the title of the virtual conference and the event dates.
c. Request Trip Start Date - Enter the date the virtual conference will begin or click on the
calendar and select the Trip Start Date:

Request/Trip Start Date *

d. Request Trip End Date - Enter the date the virtual conference will end or click on the
calendar and select the Trip End Date:

Request/Trip End Date *

e. Trip Type - If the conference you are attending virtually has a physical location, select the
location of the virtual conference - I.e. if located in the United States select Domestic
Travel, if outside the United States, select International Travel:

Trip Type *
Domestic Travel v
None Selected
Domestic Travel
International Travel

Interview Travel
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f. Areyou attending a Conference? - Select Yes:

Are you attending a Conference? *

No v
None Selected
No

Yes
vigamn wres TUTT Ity L+

g. Non-Business Days - Select No to indicate no personal travel:

Non-Business Days? * 0

None Selected v

None Sglected

No

h. Booking Type - Select Other for Booking Type:

Booking Type *

1. On-Line in Concur v

None Selected
1. On-Line in Concur
2.Travel Agenj Assisted - orau@tlcorporate.com

3. Other '

i. Business Purpose - Enter detailed Business Purpose of the conference.
j: Main Destination City - Enter your home city as the main city of lodging.
k. Project - Project Code will be pre-filled

l. Task - Task Code will be pre-filled

5) Comments - Enter any information your approvers should be aware for the request, such as
your attendance to the conference is virtual only.

6) Click the Create button.
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Expected Travel Expenses

6) Expected Travel Expenses: Complete the Expected Expenses form as follows:
a. Add: Click the Add button to begin entering expected expenses for your conference.

Manage Requests

Chicago, IL 2/1/21-2/8/21 $0.00 @ cons oot ([

Not Submitted | Request ID: 33DV

Request Details ¥ PrintShare ¥ Attachments ¥

= EX&

b. Other - Select the Registration/Seminar/Course Fee category to enter the conference
registration cost information and click Save.

No Expected Expenses
Add Expected Expenses to submit Request

Abstract Registration Fees
Other

Personal Professional Development

Publication Charges
Registration/Seminar/Course fees

-, (P

7) Cash Advance - To request a cash advance for your conference registration fees, click on the
Request Details button and then Add Cash Advance.

Chicago, IL 2/1/21-2/8/21

Not Submitted | Request ID: 337P

Request Details w Print/Share w Attachments w

IPENSES

Request

Edit Request Header
Request Timeline
Audit Trail

Linked Add-ons
Add Cash Advance

Fill in the conference registration amount and then click the Add Cash Advance button.

Job Aid - Concur Virtual Conference Request August 2022



\

W OAK RIDGE INSTITUTE
% FOR SCIENCE AND EDUCATION

New Cash Advance

Currency *

] | US, Dallar

Cash Advance Amount *

Cancel

8) After entering all Expected Travel Expenses on the Expected Expense form, click the Submit
Request button located at the top right corner.

Profile « &

Copy Request Submit Request

Note: Once the Travel Request is submitted, it routes to the program for cost approval, and then to
ORISE Travel Services for additional conference approval. Upon approval, you will receive an email
notification that the conference has been approved and the cash advance will be processed.

IMPORTANT: Once approved, you will need to register for the conference and pay the registration

fee using your personal credit card. ORISE does not register participants for conferences or pay
registration fees directly to the conference host.
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Concur Expense Report for Virtual Conference

Job Aid for Participants/Fellows

Once your virtual conference 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 Manage Requests screen to view Active Requests in the system:

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

Manage Requests

Manage Requests

REQUEST LIBRARY view Active Requests v

APPROVED 06/23/2022

PPMD Conference
+
Create New Request $50.00

Approved

The following page will display the information that was entered into the Travel Request.
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3) To start creating an Expense Report, click the Create Expense Report button in the top right
corner. Note: the $50 Cash Advance shown on this example request is the amount that will be
deducted from the Expense Report.

Manage Requasiz

PPMD Conference $50.00

Approved | RequestID: 3G4F

REPORTS: 1

Amount

$50.00
EXPECTED EXPENSES
Alerts T, Exponse type T Distaibs T1. Date = Amount T,  Requested T]
-] Regisiration/Seminar/Course fees Parent Project Muscular Dystrophy Virtual Conferance 0672372022 $50.00 $50.00
$50.00
4) Clicking Create Expense Report will display this page. Click on Add Expense:
Manage Expenzes
PPMD Conference $0.00
Mot Submitied
REQUEST
Approved femainang
$50.00 $0.00

Add Expense

No Expenses

Add expenses o this report to submit for reimbursement
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5) Select Registration/Seminar/Course type of expense from pick list.

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

6) Enter information in required fields. Transaction Date is the date of payment.

I
New Expense Cancel
Details ltemizations Hide Receipt E
@ Allocate

E . * Required field E e @ j”
xpense Type

Registration/Seminar/Course fees v Co nfe re n ce

Transaction Date * s Purpose *

02/19/2021 study the animals 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 6/1-5/2(

7) Attach your paid receipt.

Attach Receipt

-+

Upload Receipt

Image
5MB limit per file
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Registration/Seminar/Course fees $50.00 i

06/23/2022 MUSCULAR DYSTROPHY CONFERENCE

Details Itemizations

@ Allocate

Expense Type *

o Q 2 of2

* Required field

| Registration/Seminar/Course fees

|v|

Transaction Date * Business Purpose *

Order Summary

Academic Researcher / Postdae or - $50.00

| 08/23/2022 ‘ | PPMD Virtual Gonference

| Student

Enter Vendor Name * City of Purchase

| MUSCULAR DYSTROPHY CONFER ... | | @ ~ | Atlanta, Georgia
Payment Type *

| Cash v |

Amount * Currency *

| 50.00 | Us, Doliar

Request*

| 08/23/2022, $50.00 - PPMD Conf...  + |

Comment

Hide Receipt E

+ »

will automatically be deducted.

Copy Report

Submit Report

entered into the Expense Report. If agreed, click the Accept and Continue.

been approved and submitted to Accounts Payable for processing.
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9) After adding all Expenses, a page will display with all expenses listed. Note: The Cash Advance

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

11)Next you will see a Pop-up window for you to verify the accuracy of the information you have

12)Once approved by the cost approver, you will receive notification that the Expense Report has
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