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Starting An Expense Report

Navigate to a listing of active Travel Requests:
¢ Menu-bar => Requests => View ~or~

* Concur homepage => Active Work => Travel
Request folder tab (#1)

...................

Click the Create Expense Report (#2) icon associated with
the originating Travel Request

Expense Report Header

Create a New Expense Report
Report Header

Review information that carried forward from the Travel
Request for completeness and accuracy

Copy the Request ID as illustrated (#1)

Click Next button (#2)

Create Trip Itinerary - Optional

Enter appropriate information for each leg of the trip:

¢ Out-bound to initial destination

* Any applicable leg/segment of a multi-destination trip
¢ Return to home city

s i

Click Save after entering each leg of the trip itinerary
Click Next when complete

Trip Itinerary => Travel / Meal Allowance

»»»»»» =)

» If necessary, click Edit to adjust the entries
» Click Next when complete

Selecting Meals To Include / Exclude

Travel Allowances For Report: 100% CC S
Create New Itinerary | Avallable Itineraries | Expenses & Adjustments | Reimbursable Allowances Summary -
Show dates from Gt 0 6o
Exclude | a1 [] Date/Location ~ Breakfast Provided Lunch Provided Dinner Provided Allowance \
0242612012 f
&) oriands, Florida a} ] $41.00
v
5] Orlsndo, Florids =] ] $43.00
wmn
a] G B B B sas00
w2
& Orlsndo, Florids =] =] =] $56.00
([ create wpenses )| concet

NOTES:

» Allowance column represents the applicable Meals &
Incidentals for the location and dates of the trip

» Select the meals that were either:
» Provided by another source, i.e., host conference
* Not eligible for reimbursement on travel days, per

WSU Travel Policy (see chart below)

» Use Exclude checkbox to exclude entire days from the

expense report - such as add-on vacation days

Depart before 2:00p.m. X X
Depart after 2:00, before 8:00p.m. X
Arrive before 12:00 / noon X

Arrive between noon & 6:00p.m. X X

Arrive after 6:00p.m. X X X

» Click

create Expenses | | button when complete

Expenses Delete | Copy | View - ||«
[ Date~ Expense
Adding New Expense

Amount Requested

[ ozzvs2012 $56.00 156.00

o2 on

0242872012 $43.00 $43.00

$43.00 $43.00

7oz

d
o a
O ox2m2012 "
o d

Fi
0202612012 REC R $47.00 $47.00

Example of meal expense report
entries generated from ltinerary




Concur - Expense Report
Creating, Itemizing & Hotel Expense Entries

Creating An Expense Entry

* Click (3) e Expense

» Select the appropriate expense type

Lodging -..Other ...Other ...Transportation
Hotel Duplicating Trawel Wisa Bus

Meals and Entertain ment Individual Membership Fees Team Expenses Car Rental
Breakfast Laundry Equipment Repair Gasoline
Business Meal (attendees) Meeting Room Fees Practice Fees Parking

inner Miscellaneous Team Meals Persanal Car Mileage

Entertainment Online Fees

Team Supplies & Equipment  Shuttle BusiMetro Car
Lunch Postage Transportation Subway
Other Supplies [Officel Airtare Taxi

Conference Registration Fee  Telephone Expense Airline Fees (Baggage et Talls

. Transportation

Train

» Enter required information

Itemize the entry as required or necessary
Allocate entry as needed

Attach required receipts

Itemizing An Expense Entry

« With an entry selected, click the Itemize button
ullemize) Allocate Attach Receipt Cancel

» Select the appropriate Expense Type for
this portion of the expense entry

» Enter the expense detailed information

» Select if this is a Personal Expense [T ¢, :onai copense o not

reimburse]

¢ Ensure the total itemizations add-up to the total of the

expense, and has a $0 Remaining
Total Amount: $30.00 |Remized: $25.00 | Remaining: $55.00

* Click Save when finished

Creating An Hotel Expense Entry

* NOTE: Uncheck the Travel Allowance checkbox!
» Enter the detailed information about this Hotel entry

Expense Type Transaction Date Business Purpose
Wendor City Payment Type
= Cash -

Amount ¥ Travel Allowance Camment
| U v

* Click the Itemize button

Hotel expense entries are required to be itemized
e There are two levels of itemization:
« Nightly charges - these are recurring and will be
multiplied by the number of nights of stay
* One-time charges - examples: business center
charges; a meal charged to the room, etc.

Nightly Recurring Charges

Expense | Nightly Lodging Expenses Receipt Store
Che ck-in Date Check-out Date Number of Nights
G |osoaperz

Recurring Charges (each night)

uuuuuuu

Other Roam Tax 1 Other Room Tax 2

T Room rate and taxes will be shown as separate expenses

Additional Charges (each night)
Expense smount
Choose an expense type )
Expenze Amount

Chaose: >

nse type

» Enter dates and charge information
NOTE: The number of nights will auto-calculate

» Additional Charges can be assigned to their own Expense
Type, i.e., Online charges

» Click Save Itemizations when the nightly charges are
complete

One-time Charges: Add any additional one-time charges
that appear on the hotel folio, until the total hotel expense is
itemized and the “Remaining Amount “ displayed at the top
of the entry screen is $0

New Itemization Receipt Store

Expense Type
Choose an expense type ~

Total Amount: $654.00 | Remized: $861.00 | Re maining: §-207.00

* Click Save when finished
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Allocating Expense Entry

~ Splitting costs between multiple Indexes ~

« With the expense entry highlighted, click the Allocate
button in the lower-right corner

Itemize Allocate Attach Receipt Cancel

e Choose allocation method: Allocate By~

® Percentage

Amount

* Click Add New Allocation Add Mew &llocation

'Tuta\:SEU‘UU Allocated:F50,00 (100%) RemalnmgSU‘ﬂU[U%]’

Alocats By: - Add New Allocation Delete Selected Allocations

Allocations

Percentage “Index Dept > Code
l
50 Film Studies En... | ACCounts Payab..,  125301-H210

v Training (1234211 Accounts Payab.., 123421-Hg210

» Enter the Percentage or Amount for each index

* Reminder: Type index number slowly to have the list find-
as-you-type
¢ Ensure the allocation lines add-up to the total of the

expense, and has a $0 Remaining (see above)
« Click Save when done

Note the ‘ allocate icon on the expense entry

Attaching Receipts

Receipts can be attached to:
1. The expense report ‘Header’ level

(® New Expense Import Details Receipts - | Print/ Ema\\}
Expenses Receipts Required

Check Receipts

Attach Receipt Images
View Receipt Store )

Date - Expense

2. To a specific expense entry

Ttemize Allocate Attach Receipt Cancel

NOTE: you must attach receipts to an expense entry

when you see this icon: |1

* Click Browse

Document Upload and Attach

You may attach scanned images,
You may choose up to 10 files to attach to the travel request

For biest results, scan images in black & white with a resalution of 300 DPLor lower,

Click Browse and select a .png, .jpg, -jpeg, -pdf, .t or .tff file for upload. 5 MB limit pecfle
Files Selected for uploading: @ jpload

Nafiles selzcted

Close

¢ Use standard Windows procedures to find and select the
desired file(s)
« Click Browse to select additional files

o [N

Files Setected for upioading:

e Click Upload

Faxing Receipts

Receipts can be faxed and automatically assigned to your
Concur expense report.

From the expense report entry screen, select:
Print / Email => Wayne State Fax Receipt Cover Page
| Print/ Email ~

(Wayne State Fax Receipt Cower Page )
Wayne State Detailed Report

« Select the expense entries the receipts apply to (#1)
e Click Print (#2)

e b e FAX COVER PAGE e
e ———

— — — Fax this page and your receipts to:

— e — BHO-AIB-Q0V0

— == =

B —— "= Report Summa

= == amo: carRasLng e

— —

1

— = ——

—— e —

T ——

— — —

T

= —

= o =

e 0

— e

—_—

— I —

B = = | 7 ovomom e seom,
|_— —

* Click Close when finished

Using the Receipt Store

The Receipt Store can be accessed via:
e My Concur => Expense Center => View Receipt Store
¢ From the expense report menubar

@ New Expense Import Details ~|| Receipts ~| Print/Email -
S Receipts Required
[] |patev Expense Chedk Receipts
Attach Receipt Images

View Receipt Store

» Click the desired receipt image and simply drag-and-drop

onto the associated expense entry
Calif Recruiting Trip [ oecte vepon |

e
uoo

TR RECLESTED

$739.42

NOTE: Your email address needs to be verified in order to
email receipt images to your Receipt Store.
» Click the button to start the verification process.

Upload Instructions *

Email receipt image files to:
MylnBox@concursolutions.com

| Receipt Store
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Assigning Credit Card Charges

There are 2 ways to assign credit card transactions to a
specific expense report:
* On the “My Concur’ homepage
* Import card charges from ‘inside’ an expense report,
on the expense entry page

Card Charges - My Concur

i Available Company Card Charges
Card Hame Card Humber

Card Status Total Unexpensed

©) TEST Com Card [++0060] Active USD 505.32

o} ~| selectExpense Report | Calif Recruiting Trip 9) - & Import e)

Charge Expense Transaction Date Amount

RAHKIE'S PIZZA & PASTA, REDMOND, YA Undefined 05442011 USD 44.22

) JUANSTEXMER, Dmee o Point t green feon to
(5) UMITED AIRLINES, CHICAGO, L izttt

Undietined 05082011 USD 35.00

Airtare 05/08/2011 USD 426.10

1. Select charges to be assigned

2. Select the existing expense
report to assign charges to

Hew Expense Report

Casey - day frip
Presert taik on colloguiism

Report | Calf Recruting Trip ¥ ‘

NOTE: do not use Create New

3. Click Import button - expense report will automatically
open to the expense entry page

Select each new entry and if applicable and make the
appropriate changes - i.e., adjust the expense type, complete
missing information, itemize, etc.

Assigning Card Charges

Inside Expense Report

» Click Import button (expense entry page menu-bar)

Fusion Travel Admip Conference

Expenses Daers | cony || view -

 Listing of current, unassigned card charges

e To see the detailed
charge receipt image,
point mouse cursor at
the green icon

Assigning Card Charges

Inside Expense Report -cont.

Use check-boxes & Import button
to add selected charges to the
expense report

Select each new entry and if applicable, review the
exception detail and make the appropriate changes, i.e.,
expense type, complete missing information, itemize, etc.

05/08/2011  yndefined

o [ I l=) WERIFOME TRANSF e i
05/08/2011  yngefined

] =) CARIBOU COFFEE, $h3 sho
05/0672010  pigare

[} ane AMERICAN ARLINI S B

Reports & Review

Report Totals - Summary statement of totals
Menu-bar => Details => Totals

Detailed Report - complete & comprehensive ltemized

report

Print / Ernail =

Wayne State Fax Receipt Cover Page

@ayne State Detailed RepoD

Submit For Approval

Click Submit Report button
Submit Raport |

| Calif Recruiting Trip

Review & accept
certification of
accuracy statement

Click Submit Report button to complete the process

‘ Submit Report ' Cancel
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Accessing Expense Reports for Approval Review Report Details
Access the Expense Report Approval Queue: * Review Report Header for any e e
1. My Concur menu-bar R e T changes that may have occurred
~or ~ s from the Travel Request i ca
) « Review Allocations - NOTE: You
2. Active Work on My Concur homepage are able to allocate expense .
ctive Wk entries during the review process o s
Approval Queue i [ [=] Reinbursable Allowances Summary
e e Review/ Add Comments - add
%&ﬂ TCasey, TScott 0372812012 USD 895 80 as necessary

 Click the name of the report to be reviewed / approved

v B 1o oy oo & Fored

Calif Recruiting THp rcaie 5

5330
[
612

e . Am.  Am

Summoyy || Detits <|| Rezeipts < || Print/ zmail - [ Hide Excapriens

Exceptions

T
e e

i 57000 347600

0C  wwmn

K1l | =)
101 REQUESTED

$500.12

~OTAL MO T

$575.12

1. Review Exception(s), if applicable
2. Access associated Travel Request
» Click the name of the TR to open in a separate
window, for detailed comparison
3. Review expense entries
e Click the “>” icon to display the itemized detail for an
expense entry
» Clicking an entry will display the
expense detail in the frame to
the right =

¢ View associated receipts by:
¢ Pointing at the G icon, or...

« click the Receipt Image button

NOTE: Travel Request segment entry detail can be displayed
by clicking the Summary button:

Expense | ReceiptImage { Surmmary
Total Amount: $231.00 | e mized: $231.0
Enpense Type

Hokel

Travel Requests (1)

) Name Request ID Amount Approved Amount Remaining

%/ _California Recruitin ... 2236 $870.00 $476.00
Miscellaneous $45.00 $45.00
Miscellaneous $25.00 $25.00
Ladging $250.00 $84.00
Fixed Meals $200.00 $-28.00
Ajrfare $350.00 $350.00

Receipts - Review / Add

Review attached for accuracy meeting policy requirements

Receipts Required -
summary statement of
required receipts

View Receipts - current
or new window

Attach Receipts as
necessary

Reports & Review

Report Totals - Summary statement of totals
Menu-bar => Details => Totals

Receipts ~ Poet / Ema
Receipts Required
Wiewr Receipts in new window
Wiew Receipts in current window

Attach Receipt Images

Detailed Report - complete & comprehensive ltemized
report

Print / Ernail =

Wayne State Fax Receipt Cover Page

@ayne State Detailed RepoD

Available Approver Actions

Return to Sender - Provide comments as to the reason
the Travel Request is being returned

Send Back to Employee Approve 8 Forward

Approve - finishes the review / approval process
Approve & Forward - this may be necessary for
additional levels of approval due to exceptions to WSU
Travel Policy or S/C/D business process needs

User Added Approver:

Select An Approver -

Type the Approver’s last name
or access ID

Click the Approve button to
finish the process

NOTE: Click “Save Workflow” for future use of this same
modified approval routing

User-Added Approver:
Fre|

French, Twa L, (ad3235@wayne.edu)
Emplayee ID: ad9235
Org Unit 2-Dept ID: Accounts Payable




