SAP Concur Expense:

Training Guide

Use this guide to help you create and
submit Travel Requests and Expense
Reports via Concur Expense.

Accounts Payable & Travel
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Overview

All business travel outside of the employee’s designated headquarters (San Marcos or Round Rock, TX)
requires pre-approval with the exception of Campus to Campus travel. When business travel has been
authorized in advance, Texas State travelers are entitled to reimbursement for authorized allowable expenses
incurred in accordance with Texas State policy and procedures while performing official duties. If travel is not
authorized in advance, the traveler assumes the risk that reimbursement may not be approved and may
personally assume all liability for incidents occurred during travel.

Approvals are obtained at the request stage and electronically assigned in a workflow originating from the
traveler’s division, fund account(s) used, and trip schema.

The SAP Concur Expense system will encompass Travel Requests and Expense Reports for both employee and
non-employee travelers. Travel Assistants will assume Proxy status in the SAP Concur system and the Travel
Office will be referred to as the Processor.

SAP Concur Homepage

The homepage includes the following sections for easy navigation.

Administration | Help~

SAP Concur @ Requests Travel Expense Approvals Reporting ~ App Center Profi ®
rofile ~
-

TEXASy¢ STATE - 00 00 00 00
UNIVERSITY * New Required Authorization  Available Open
Hello, Maria Approvals Requests Expenses Reports
TRIP SEARCH ALERTS

& Booking for myself | Book for a guest © As a Texas State University employee, you are eligible for a free Triplt Pro subscription Not right now

O vou haven't signed up to receive e-receipts.@ Sign up here

X8 = = &
Travel Warnings COMPANY NOTES
LI AT HEUETD EXTED Concur Training Resources
Round Trip One Way Multi City This link will provide information to utilize the Concur Travel System.
E
— Welcome to Concur Travel!

Findan airport | Select mulliple airports

An Approved Travel Request is required before booking.
Find an arport | Select multiple aiportd
MY TASKS
m m Required Approvals —» m Available Expenses—» m Open Reports —>

Show More

Tog
Read more

e % Quick Task Bar — provides direct access to:
o create or approve a Travel Request or Expense Report.
o incomplete Travel Requests, Expense Reports, and Cash Advances.
e Company Notes — displays the university’s specific information, travel alerts, or messages.
e My Tasks — displays a dashboard for:
o Open Requests — draft Travel Requests that have been saved, but not submitted.
o Required Approvals — Travel Requests or Expense Reports requiring workflow approval.
o Available Expenses — receipts which need to be applied to an Expense Report.
o Open Reports — open draft Expense Reports that are saved, but not yet submitted.
e Profile — Located at the top right-hand side of the screen and provides access to verify personal information for
travel purposes and designate delegates.
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Click the SAP Concur logo in the upper left corner of the screen at any point to return to the homepage.

How to Create an Employee Travel Request

1. Inthe Quick Task Bar, under New, click Start a Request to create a Travel Request or in the Requests
section, click New Request.

Help~
SAP Conc C: Requests Travel Expense Center
. ur ! ' oo Profile ~ .
-
TEXAS& STATE + 03 00 00
UNIVERSITY
New Authorization Available Open
Hello, TestTraveler2 Requests Expenses Reports

Start a Request
TRIP SEARCH ALERTS
Start a Report
0 . . . Enter New Reservation .
& Booking for myself | Book for a guest As a Texas State University employee, you are eligible for Uplosd Receipts n. Mot right now
B Vo havan't sinnad un tn receiva a-racsints €3 Sion un haer

SAP Concur Requests Travel Expense App Center

Manage Requests

Manage Requests

REQUEST LIBRARY View Active Requests w

J/
/
Chowdhury test Test 3 COPD Only TEST ORSP STEP
+
Create New Request $1,295.50 $598.00 $500.00
Approved Approved
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2. The Request Header will appear. Fields with a red asterisk require entry.

Create New Request E]
* Required field
Request Palicy * Request/Trip Name * Request/Trip Start Date *
*TEST-TXST-Request policy-NIT v ‘ ‘ | | MM/DD/YYYY ‘ ‘
Request/Trip End Date * Request/Trip Purpose * Destination City *
[ MmDDAYYYY [E| | None Selected vl (e~ \

Destination Country

Traveler Type * Trip Type * Does this trip contain personal travel? *
| Employee v ‘ ‘ None Selected - | | None Selected v
Personal Dates of Travel Additional Information

‘ A
Cost Object Type (CC.I0) * €©  CostObject* © Fund* (5]
|y v|cc I g7 ‘ (1040131000} Agency [ |y~ | (9001091000) Pooled Income Interest \

Statistical Order

|Yv|NA

| -

Comments To/From Approvers/Processors

r

e Request Policy — TXST- Request Policy-NIT will be pre-populated.
e Request/Trip Name — Enter event’s name or something relevant to the trip purpose. Up to 32
characters are allowed.
o Example: NCAA Conference Mar.2021
e Request/Trip Start Date and Request/Trip End Date — Entry for the time period of the trip. Enter in
MM/DD/YYYY format or use the menu calendar drop-down to select date information.
NOTE: Include any personal travel dates that may be taken along with business travel.

Request/Trip Start Date *

| 08/16/2022 ‘ |

{ June 2022 >

Su Mo Tu We Th Fr Sa |

12 13 14 15 n 17 18

19 20 21 22 23 24 25

26 27 28 29 30
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e Request/Trip Purpose — Select the business purpose and benefit to the university from the drop-
down menu. If the specific purpose is not listed, choose “Advancement of University” and notate in
Additional Information a more detailed explanation.

NOTE: If using Travel Between Campuses you do not need to create a Travel Request, scroll to page
21 to view additional information.
NOTE: Participant Support — Grants ONLY - may only be used if the 10 is a grant starting with 8.

RequestTrip Purpose *

| None Selected v |

I Advancement of University I

Athletics Team Travel
Blanket Travel

Conference
|

e Destination City — Enter destination of travel, beginning with the city, and a listing will begin to
populate to narrow the search. Scroll down the list and click on the correct city, state, and/or
country.

Destination City *

San Marcg|

[

i

San Marco Argetano, ITALY
San Marcos Island, MEXICO
San Marcos, Texas

San Marcos, California

San Marcos, GUATEMALA

[ PRI

e Traveler Type — For university employees, this will prepopulate to Employee, no selection required.

Traveler Type *

‘ Employee “ ‘

e Trip Type — Select the correct trip schema for the trip. This will determine the approval workflow

for the request.
Trip Type *

| In State v ‘

None Selected

Forsign

In State

Out-of-State

I i

e Does this trip contain personal travel? — Select Yes or No from the drop-down menu.

Does this trip contain personal travel? *

| Yes v

None Selected

Mo

Yes

o Personal Dates of Travel — If Yes is selected, this section must be completed. Enter in
MM/DD/YYYY-MM/DD/YYYY format.
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Personal Dates of Travel
01705/ 2020-01/06/2020

¢ Additional Information — More detailed information may be added here, any messages to the
Account Managers or Travel Office processors should be placed here. This notation will be locked
and may not be edited once the request is submitted.

e Comment To/From Approvers/Processors — This section is only for Approvers and Processors.
Comments are listed for all to see and cannot be deleted. An unlimited number of comments can
be created.

e Cost Object Type, Cost Object — This will prepopulate with the department’s fund and cost center
(or 1/0 for Grants & Funded Programs) for the traveler but may be changed if a different funding
will be responsible for the traveler’s expenses.

NOTE: Once the Cost Object is entered, the Fund will list all associated funding from which to
select.
o If multiple funding’s will be used, they may be added in the Expenses window.

3. Once the fields are completed, click Create Request. The Request Overview page will appear. Changes
can be made here.

Help =

SAP Concur @ Requests Travel Expense App Center Brof .
rofle =
-

Manage Requests

Campus Recruitment $0.00|@ \

Not Submitted | Request ID: 3GLF

Request Details w Print/Share Attachments v

EXPECTED EXPENSES

] Expensetype T| Details T Date = Amount T] Requested T|,

SAP
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e Travel Request Number — Listed under the Request Name.

e Delete Request — Click the trash can icon next the Request Name.

e Request Header — Click on the Request Name to open and edit travel details. Click Save when
finished. A pop-up window will appear and ask you to confirm the changes. Click Copy.

Update Other ltems? X

0 You changed the following fields:

* Request/Trip Purpose

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

Do Not Copy | Copy .

4. To request a Cash Advance, click on the Request Details drop-down menu.

Raquest Details w PrintiShare ~

Request \ PENSES

Edit Request Header
Request Timeline
Audit Trail =1L
Linked Add-ons

[ Add Cash Advance ]/

e Cash Advance Amount — Enter the amount of requested cash advance. Must be for travel which
meets policy eligibility criteria.

e Cash Advance Comment — This allows the requestor to communicate to an approver or processor
any additional information that may be pertinent for the advance request. Click Save when

finished.
Campus Recruitment e ([
Cash Advance Timeling Manage Attachments /
Details Expenses
* Required field
Cash Advance Amount * Currency *
[ 500 00 ] ' US, Dollar ‘ v J

Cash Advance Comment

For meals and parking

4

To delete an entered Cash Advance, click on the trash can icon next to the Cash Advance name.
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5. To enter the requested expenses, click Add.

Request Details v Print/Share ~ Attachments

CASH ADVANCES: 1
Amount

$500.00

EXPECTED EXPENSES

Expe:m Details T] Date = AmountT|  Requested T

06/20/2022 $265.50 $265.50

[ Meal Per Diem San Marcos, Texas

6. Expense types are listed in the pop-up window and can also be searched by name.
NOTE: A detailed listing of Expense Types may be found in the Concur Expense Types Guide.

x

Add Expected Expense

| Search for an expense type

~ (1. Travel Expenses
Group Lodging
Ledging
Ledging Tax
Meal Per Diem

~ 03. Transportation
Airfare

Fuel

7. Once an expense type has been selected and the dollar amount entered, they may be distributed to
different funding’s by selecting Allocate. Note: This can be done both on the Travel Request and the

Expense Report.
New Expense: Lodging [ cncat [ s |
06/20/2022

@ Allocate
Request/Trip End Date *

Request/Trip Start Date *

| 06/20/2022 ‘ | | vsre42022 ‘ \

Destination City #ofdays *

‘ US ~ | San Marcos, Texas | [51 }

The amount will automatically calculate after Currency Comment

you hit save.

US, Dollar
P
e Distribute the allocations by clicking either Percent or Amount. Click Add to distribute expenses

among additional funding lines.

SAP Concur Expense: Training Guide
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Expenses: 1 £480.00

Percent | Amount |
Amount \
$480.00

Default Allocation

Allocated S430.00

100%

Code

RS2CLNT100-754-CC-1040131000-9001091000-NA

@ Remaining $0.00

0%

Percent %

100

o Percent: The system defaults the first cost assignment to 100%. Manually enter the correct
percentage based on the funding from the department(s) sponsoring the trip and the total

trip cost.

o Amount: The system will default to the total amount of the expense. Enter the amount to
be paid based on funding from the department(s) sponsoring the trip and the total trip cost.

e Fill in new funding allocation and hit Add to List or select a previously saved Favorite Allocations.

Add Allocation

+ *

New Allocation Favorite Allocations
Logical System @ Company

RS2CLNT100 ‘ Y v ‘ (754) Texas State University
Cost Object Type (CC,10) (5] Cost Object
[¥ v|cc | Y v | (1040131000) Agency
Fund [5] Statistical Order
|7 | (9001091000) Fooled Income . || ¥ v | NA

e [f the allocation breakouts will be used on other trips, you can save allocation settings for future
use by selecting Save to Favorites, entering the name, then click Save. You can also Edit or Remove
the allocation breakout and adjust the percentage/amount distribution.

Code

RS2CLNT100-754-CC-1040131000-8001 0910{)%

B S 3

(=]  Logical System T, Company T} Cost Object Type (CC,I0) T,  Cost Object 7|
Texas State

RSZCLNTI00 University G Agency

O  RS2CLNT100 Texas State cc Liberal Arts

University Contingency

Code =

RS2CLNT100-754-CC-
1040131000-9001091000-NA

RS2CLNT100-754-CC-
1320000006-2000011021-NA

e Select Save once distribution is complete or Cancel to return to expense listing.
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e Once allocations are complete, the Allocated link will appear beneath the expense amount on the
Request Overview.

] ExpensetypeT] Details | Allocated E] lested T,
O Meal Per Diem San Mg Total Allocated $265.50
$480.00
_ . Code Percent S480.00
O Lodging San Mg
Allocated
RS2CLNT100-754-CC-1040131000-0001091000-NA 0 (O
RS2CLNT100-754-CC-1320000006-2000011021-NA 50 974550
0000090909090V = -k ]

8. Once all expense estimates have been entered and allocations made, any attachments can be added
(this includes the T-4 Form required for Foreign travel). Select the Attachments drop down, click
Attach Documents.

Campus Recruitment $745.50 &

Not Submitted | Request ID: 3GLF

Request Details ~ Print/Share w

e Click Upload and Attach.

e Select the document from the browser window. NOTE: PDF documents are the preferred format
for attachments as they are more browser friendly; you cannot attach Word Doc or Excel.

e Click Open to upload.

< ~ 4 [l » ThisPC » Desktop » Adobe Acrobat Document S ] Search Desktop
Organize v New folder ==~ [ e
@ OneDrive ~ Name Date modified Type v Size
3 This PC cc receipt P Adobe Acrobat D... 38 KB
is
INV AM  Adobe Acrobat D... 103 KB
J 3D Objects
I Desktop Search again in:
] Documents Subfolders
J Downloads
J! Music
&=/ Pictures
[ videos
i Windows (C:)

== dept (\\files.besti
= udrive (\\files.bc:

F Network
v

File name: | cc receipt \J Al Files ¥

o The attachment will be listed under Files Selected for uploading.
NOTE: Up to 10 files may be selected and each file may not be more than 5MB.
NOTE: Once you click Open, the file(s) will automatically attach to the Request.
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e Attachments can be viewed or deleted, and more files can be attached. NOTE: Delete Documents
will delete all file attachments.

Attachments @ v Confirm

Are you sure that you want to delete all of the files that are

View Documents
attached to this request?

Attach Documents /

Delete Documents

9. If required fields for the Request are not completed, an alert bar will appear and will not allow the
request to be submitted until the issue is resolved.

O alers: 1 e

Campus Recruitment $745.50 @

e Once all required information is entered, select either:
o Submit Request to prompt an agreement notification for submittal.

Final Review = x

Texas State University- User Submit Agreement

I confirm that | have entered all data to the best of my knowledge.

Accept & Submit

o Copy Request to duplicate it as a new Request. This is useful if you need to create several
similar Requests that have only minor information changes.

Copy Request x

New Request Mame *

| Copy of Campus Recruitment

Starting Date For New Request (Previous Date 06/24/2022) *
| 06/16/2022 =

Include
Cash Advance

Expenses

Cancel Create New Request

10. Once the request is submitted into approval workflow, you can Recall, Cancel, or Copy the Request.

Campus Recruitment $745.50 =N

Pending Cost Object Approval | Request ID: 3GLF Cancel Request

Copy Request

Request Details Print/Share ~ Attachments

EXPECTED EXPENSES
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e Recall - takes the Travel Request out of workflow and allows for changes to be made before
resubmitting it for workflow approval. Once the Travel Request is fully approved no changes can be

made.
e Cancel Request - may be selected if the request has not been submitted and is no longer needed. A

window prompt will ask why you want to cancel the Request. Click OK when finished.

Cancel Request X

Add a comment to explain why you are cancelling the request. Then click OK to confirm the cancellation.

Comment
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How to Create an Employee Expense Report

NOTE: Expense Reports are no longer required for trips completed with no company billed items or $S0.00
reimbursable expenses. Concur does not allow the submittal of a zero-dollar Expense Report, please view the
SAP Concur Expense: Close a Request instructions.

1. Select Requests section.

Help~
SAP Concur Requests Travel Expense App Center .

Profile «

Manage Requests Mew Request Quick Search

2. Alist of all Active Requests will appear. Approved Requests may be selected from the View drop-down
menu to display requests that are ready for the Expense Report to be created.

Help+

SAP Concur Requests Travel Expense App Center orof .
rofile ~

-

Manage Requests

Manage Requests /
REQUEST LIBRARY View Approved v

Active Requests
Create New Request Not Submitied

Pending Approval

Request Type T| e Status T] Request Dates =  Requested ]| Approved T
Cancelled
Approved i
Travel Closed 051102022 05/12/2022 $1,20550 $1,295.50
All Requests
Travel Test 3 COPD Only Approved 05/09/2022 $5098.00  $598.00
05/12/2022

3. Click on an Approved Request to open it. Click Create Expense Report. Information from the Travel
Request will transfer to the Expense Report Header, and changes may be made if needed.

SAP Concur Requests Travel Expense App Center .

Manage Requests /
Chowdhury test $1,295.50

Approved | RequestID: 3ETR

Request Details Print/Share Attachments v
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4. Click on the Expense Report Name to open the Report Header. A new section related to student travel,
allocations, and encumbrances must be completed.

SAP Concur E Requests Travel Expense App Center

Chowdhury test

Manage Expenses View Transactions Cash Advances
© Alerts: 1
© There are cash advances available to add to this report. View X
] -
Test 3 COPD Only $0.00 | @ Submit Report
Not Submitted
Report Details w Print/Share anage Receipts Travel Allowance
Report Header

$1,301.27

Policy

* Required field

*TEST-TXST-Expense Policy

Report/Trip Name Report/Trip Start Date Report/Trip End Date

| Chowdhury test | \ 05/05/2022 \ \ 0510712022

Traveler Type Trip Type

| Employee | ‘ Out-of-State ‘

Report/Trip Purpese Does this trip include persenal Travel Personal Travel Dates
Conference | ‘ No ‘ ‘

Are you an enralled Studentior was one with you on this trip? Have you changed the Cost Object from the original Request?? Is this the last Expense Report against this Travel Request?
No | ‘ No ‘ ‘ Yes

(0]

Are you an enrolled Student/or was one with you on this trip - Used to report and stay in
compliance with the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics
Act (the Clery Act).

Have you changed the Cost Object from your original Request — Is a new funding source being
added or is the percentage of funding sources changing? If yes, this will cause the Expense Report
to be routed to the Account Manager for approval.

Is this the last Expense Report aqgainst this Travel Request - Answering Yes will generate an
automated email to the traveler (and Proxy if they are a delegate) to close the Request. Closing the
request will unencumber the remaining funds on the Request. Answering No will result in no
action and leave the Request available for more Expense Reports.

5. Scroll to the bottom of the Report Header and review the Claim Travel Allowance question.

Claim Travel Allowance

Will you be claiming Meal/Lodging per diem for this report?

) Yes, | want to claim Travel Allowance

@ Mo, | do not want to claim Travel Allowance
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a. Answering No will not populate meal or lodging per diems. Skip to Step 7.

b. Answering Yes will require an itinerary to be entered that will calculate per diems based on
GSA.gov. See Step 6.

6. Proceed with itinerary entry for the trip that occurred.
a. Enter New ltinerary Stop (Departure City, Date & Time and Arrival City, Date & Time), then
click Save. Enter New lItinerary Stop (Departure City, Date & Time and Arrival City, Date &
Time), then click Save. Note: You do not need to enter stops for non-direct flights with non-
overnight layovers, this information is only reflected of where you spent the night. Note: You
should always have two lines in your itinerary, one from Point A to Point B and one from Point
B back to Point A. If you do not have two lines you will receive an error message. Select Next.

Travel Allowances For Report: test

o Edit Hinerary 2 Available Hineraries 3 Expenses & Adjustments
tinerary Info

ltinerary Mame
| test

Add Stop Import linerary

|:| Dieparture City « Arrival City Arrival Rate Location

O San Marcos, Texas Crlando. Florida CORANGE COUMNTY, US-FL, US
07062022 08:00 AM 07/06/2022 11:00 AM

O Crlando. Florida San Marcos, Texas HAYS COUNTY, US-TX. US
07/07/2022 10:00 AM 07/07/2022 02:00 PM

NOTE: If travel is Out of State or Foreign, the time entered will need to reflect the time zone of
City/Country. If not, the following error message will display.

Travel Allowance Error >

Departure cannot be later than arrival. Flease enter the date and time based on the local time at
vour departure or arrival location.

b. Confirm you have at least two lines assigned to your itinerary and click Next.

Travel Allowances For Report: test

) o

Assigned Itineraries

Departure City Date and Time + Armival City Date and Time Arrival Rate Location

© ltinerary: test

07/06/2022 08:00 AM
07/07/2022 10:00 AM

ORANGE GOUNTY, US-FL, US
HAYS COUNTY. US-TX. US

c. The Meal per diem breakdown will appear for all stops entered.
NOTE: Check the corresponding box where a Business Meal occurred or if the meal was

included in the conference registration. This will remove the meal from the per diem
calculation.

d. Click Create Expenses when complete.
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Travel Allowances For Report: Customer Experience Summit — =

1 Create New Hinerary 2 Available lItineraries a Expenses & Adjustments -

Show dates lroml |E|| tc:l |E|| a

Exclude | All |:| | | Datel/Location - | Breakfast Provided Lunch Provided Dinner Provided Allowance
= Dtiande. Plorida = = $33.50
= Dtiande. Plorida = = = S66.00
= Brlande. Florida = = = $86.00
o Drisnde. Florida = = =1 $66.00
o Driande. Florida = = =1 $49.50

-~

Create Expenses Cancel

7. If a Cash Advance was issued for this trip, click View to include one on the Expense Report.

Help~
SAP Concur Requests Travel Expense App Center
Profile ~ .
-
Manage Expenses View Transactions Cash Advances /
0 There are cash advances available to add to this report. View x

Test 3 COPD Only $0.00 | @

a. Click Add to see available Cash Advances or Remove to remove an advance from the Expense
Report.

Cash Advances,
Available: 4

Cash Advance Name = Foreign AmountT] Exchange Rate T} Amount T

| Copy of 33AD Cash Advance $200.00 $1.00000000 $200.00

SAP Concur Expense: Training Guide 16| Page



b. Select an advance and click Add to Report. The Cash Advance will then appear on the Expense
Report Overview page.

Available Cash Advances x
Cash Advance Name = Date Issued T, Foreign Amount T, Exchange Rate T, Amount T Balance T|
33AD Cash Advance N 09/16/2021 $200.00 $1.00000000 $200.00 $200.00
Cash Advance on Grant 10/04/2021 $200.00 $1.00000000 $200.00 $200.00

@ Copy of 33AD Cash Advance 09/16/2021 $200.00 $1.00000000 $200.00 $200.00
Copy of 33AD Cash Advance N 09/09/2021 $200.00 $1.00000000 $200.00 $200.00
SAP CATEST CASE 17564400-USD 09/29/2021 $100.00 $1.00000000 $100.00 $100.00
—
D

Cancel Add To Report

8. To add expenses to the Report, click Add Expense on the Report Overview page. Available Expenses or
New Expenses can be added to the Expense Report.

Test 3 COPD Only $460.76 @

Not Submitted

Report Details Print/Share ~ Manage Receipts v Travel Allowance

REQUEST

Approved

$598.00 /

‘ Add Expense |

O Alerts Tl Receipt?l Payment TypeT] Expense Type T Vendor Details T, Date = Requested TL

a. Available Expenses — processed payments in Concur that have not yet been assigned to an
Expense Report. Transaction details are already partially filled in. Please select the
corresponding expenses to the trip.

b. Create New Expense — expense types are listed in the menu and can also be searched by
name. NOTE: Please review the Concur Expense Types Guide for information on each expense

type. /
Add Expense / x

a9 +
Available Expenses Create New Expense

@] Payment Type T, Expense TypeT] Vendor Details T, Date = AmountT]
Test.GE Hatel DOWNTOWNER-

[} Vit ) | Cand Lodging PASSPORT 1172872021 $320.49

e e HOTEL

Test-CE Hotel . CAMPANIEL

a Virtual Card Lodging HOTELS 1112472021 £521.87
Test-CB " ALL NIPPON

o Transportalion Gard Airfare AIRWAYS 1112472021 $640.54
Test-CE Hotel . AMERICANA

a e Lodging HOTELS 111192021 54,08

Close
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O Aeris: 2

@ Missing required field: City of Purchase.

Ay You must attach a receipt image to this expense

- Airfare $334.10 @

Once an expense type is selected, fill in the required fields.
tell you what information is missing for the expense item.

Red banner alerts at the top will

05/17/2021 Alrlines, Air Carriers ( not lis Corporate Card
Details Itemizations Hide Receipt []
@ Allocate
* Required field
Expense Type *
‘A'\rfare ‘ v |
Traveler Type * Trip Type *
‘ Employee ~ ‘ ‘ Out-of-State v |
Transaction Date Additional Information
05/17/2021 \ |
Vendor Enter Vendor Name @
‘ Airlines, Air Carriers ( not lis ‘ v ‘ Airlines, Air Carriers ( not lis Upload Receipt Image
@ City of Purchase * Payment Type
[ | } *TEST-Citibank Travel Card
Amount Currency
334.10 Us, Dollar
Cost Object Type (CC, 10)* ©  CostObject* [4]
\ A | ce | \ Y - | (1315000000) Assoc VP Rese. . |
Fund * [ 5] Statistical Order (5]
Y- | (2000011022) Designated Me... | | ¥ ~ |NA |
Request ®

‘ 05/08/2022, $200.00 - Test 3 COP ~ ‘

e Add receipts to the expense item by clicking on Upload Receipt Image. Use Available
Receipts tab to browse your computer. Use Receipts in Report tab to assign a previously
uploaded attachment to the expense item. NOTE: Receipts are required for all expense
types except meal per diem. Attachments can be up to 5 megabytes per file uploaded.

Attach Receipt x

Select a receipt image or reuse one from this report: Don't have a receipt? You'll need to create a missing receipt

declaration. Missing Receipt Declaration

Awvailable Receipts Receipts in Report

Screenshot (2}.png
Uploaded: 06/16/2022 7:38 PM

o

Upload Receipt
Image
SMB limit per file
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e Once areceipt image and all the required information has been entered you may click Save,
Cancel, Itemizations, or Allocate.
i. Save will close the expense type and take you back to the Expense Report Overview.

ii. Cancel will close without saving the expense type and take you back to the Expense
Report Overview.

iii. Itemizations tab will allow the user to itemize lodging expenses into the room rate,
taxes, and other miscellaneous charges.

iv. Allocate allows the user to distribute the expense across multiple funding sources by
percentage or dollar amount.

NOTE: Document missing symbol “-—-" will appear for expenses that require documentation

and will not allow the report to be submitted. Warning A and Alert D icons mean missing
information must be filled in before the Expense Report can be submitted.

9. Once all expenses and required information is entered, select Submit Report.
a. AFinal Review popup will appear. Click Accept & Submit as validation that all information is
correct. NOTE: a Certification Statement is required when submitting on behalf of another
user.

Final Review

User Electronic Agreement

By clicking on the 'Accept & Submit’ button, | cerify that all expenses were inciNgd by and on behalf of Texas State
University and | have not been reimbursed from any other source(s) for the expenses claimed

Accept & Submit Cancel

b. A popup will appear once successfully submitted with a report overview. Click Close after this
screen is reviewed.

I Report Successfully Submitted I x
Customer Experience Summit
Sent to: Travel Office Review
Expense Re
Report Total : $281.00
Less Personal Amount : $0.00
Amount Claimed : $281.00
Amount Rejected : $0.00
ompany Disbursements
Amount Due Employee $231.00
Cash Advance Utilized : $50.00
Total Paid By Company : $281.00
Em ee Disbursements
Amount Owed Company : $0.00
Total Owed By Employee : 50.00
/ Close
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c. Ifthere are any errors that need to be corrected, this popup will appear.
Alert X

0 At least one required field in this report lacks data. Ared
exception flag marks the expense and a list identifies the field(s)
to be filled out. Please provide a value and then submit the
report.

o Click OK to review list of Exceptions (error messages). A popup will appear under the
expense that needs to be corrected.

Alerts

@ This entry cannot be submitted until a Travel Allowance
ltinerary is created. View

@ Missing required fisld: Destination City. View

@ Itemizations are requirad for this entry. View

Ay Please review. This report contains expense(s) outside of Expen
the trip dates. View

M\ You must attach a receipt image to this expense. View Alrfare

(1] '[!  *TEST-Citibank Travel Card Lodgin

o Once the correction has been made for all errors, click Submit Report.

If you have already clicked Create a New Expense Report at least once, check your Active Reports for any

saved drafts. NOTE: When you exit the Expense Report a draft is saved and could affect the submittal of an
Expense Report if multiple drafts are saved.

SAP Concur AR Sl Manage Expenses
ACTIVE REPORTS

Report Library =
Manage Expenses View Cash Advances
M an age EX D enses Demonstration of TCOLE Demonstration of TCOLE Demonstration of TCOLE
Expertist Expertist Expertist
ACTIVE REPORTS o 0710272021 07/02/2021 077022021
(= Greate New Report 50.00 $0.00 $0.00
Cusi
L+
Create New Report $1C
| Re
incluck Demonstration of TCOLE Demonstration of TCOLE Demonstration of TCOLE Demonstration of TCOLE
Expertist Expertist Expertist Expertist
07/02/2021 07/02/2021 07/02/2021 07/02/2021
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Campus-to-Campus Travel

When traveling between Campuses or to the TSUS Office, no request is required. Only an Expense Report will
need to be created.

1. Under New,

click Start a Report to create an Expense Report or select Create New Report in the Expense

section.
Help~
. Requests Expense App Center
SAP Concur q P PP Profie ~ @
-
TEXASve STATE
UNIVERSITY + UI 00 Do uo
Thee AR o T New Authorization Available Open Cash
Hello, Callie Requests Expenses Reports Advances

COMPANY NOTES \ Start a Request
Start a Report

Upload Receipts

SAP Concur Requests Expense

Manage Expenses View Cash Advances

Manage Expenses
ACTIVE REPORTS

(=
\ Cusi
el

Create New Report £1C

| Re
incluak

2. In the Report Header section, the red indicates required fields which must be completed before advancing
to the Expenses tab.

a.

@m0 o0 T

Report/Trip Name - Campus to Campus Travel

Report/Trip Start Date - Date of departure

Report/Trip End Date - Date of return

Traveler Type - Select Employee

Trip Type - Select In State

Report/Trip Purpose - Select Travel Between Campuses

Please select the campus location you traveled to - Select the location combination of your
travel.

Does this trip include personal travel - Select No as this does not apply to campus-to-
campus travel.

Personal travel dates - leave blank as this does not apply to campus-to-campus travel.

Are you an enrolled student/or was one with you on this trip? Select No as this question
applies to overnight travel ONLY.

Have you changed the Cost Object from the original Request? Select No as there is no
Travel Request.

Is this your last Expense Report against this Travel Request? Select No as there is no Travel
Request.
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Policy *

[ *TEST.TXST Expense Policy . ]

Report/Trip Name * Report/Trip Start Data * Report/Trip End Date *

[ Campus to Campus ] [ 01/25/2022 ‘ ] [ 05/02/2022 | ]
Traveler Type * Trip Type *

[Employee v ] [ In State ~ ]

Report/Trip Purpose * Please select the campus location you traveled to. @ Does this trip include personal Travel *

[Travel Between Campuses v ] [ San Marcos to Round Rock ~ ] [ No v

Personal Travel Dates

[ J

Are you an enrolled Student/or was one with you on this trip? * Have you changad the Cost Object from the original Request?? * Is this the last Expense Report against this Travel Request? *

E [ ) [ ‘)

Cancel Create Report

Report/Trip Purpose *

Travel Between Campuses Please selact the campus location you traveled to. @) Please select the campus location you traveled to. @)

San Marcos to Round Rock San Marcos to Round Rock
Participant Support - Grants ONLY .
Round Rock to San Marcos San Marcos to TSUS Office
Recruitment
Round Rock to TSUS Office SBOC to Round Rock
Research
San Marcos to Round Rock SBDC to San Marcos
Training
| San Marcos to TSUS Office TJCTC to Round Rock
Travel Between C
| v shween Lampuses | SBOC to Round Rock TJCTC to San Marcos

3. Enter the funding responsible for the traveler’s expenses.
a. Click the drop-down menu for Cost Object Type.
i. CC=Cost Center
ii. 10 = Grant/Funded Program
Cost Object Type (CC, 100 * e

Y ~ | [Search by Code

Statistical | CC
10

b. Search for correct funding by using the drop-down menu or entering the account
information.
i. Select Text to search by the name of the Cost Assignment.
ii. Select Code to search by number. Once the first numbers are entered, a list of selections
will be generated.
c. Select the appropriate fund from the drop-down menu.
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Cost Object * O Fund” (5]

| Y v | [3earch by Code ] ‘ Y -~ | (2000011021) Designated Method
(1000000098) Institutional-Personnel Contingency (2000011021) Designated Method
(1011500000) University Staff Council (2020021021) McCoy Graduate Fee
(1021215000} Telcom-Method Comments
(1021215001} Hardware/Software Maintenance |

d. Statistical Order will be NA unless required by your funding for reporting purposes.

Cost Object Type (CC, 10)* [3] Cost Object*

{Y v ‘ CcC ] [Y ~ ‘ (1040000092) McCoy DM Transfer
Fund * @  Statistical Order * (6]
[Y ~ ‘ (2020021021) McCoy Graduate Fee ] [Y v ‘ NA ]

4. Select No, | do not want to claim Travel Allowance. Campus-to-Campus travel is not eligible for Meal or
lodging per diem.

Claim Travel Allowance

Will you be claiming Meal/Lodging per diem for this report?

i) Yes, | want to claim Travel Allowance

® No, | do not want to claim Travel Allowance

5. Click Create Report when entries are completed.

6. lIgnore the Cash Advances banner; campus-to-campus travel is not eligible for Cash Advances.

© There are cash advances available to add to this report. View

7. Click Add Expense, then select the Create New Expense tab.
a. Acceptable expense types for campus-to-campus travel include mileage, parking, and tolls.

0 + A/

Available Expenses Create New Expense

Search for an expense type

Parking
Public Transport/Shuttle
Taxi/Rideshare
Tolls
Train/Rail
Vehicle Rental
~ 04. Mileage

Personal Vehicle Mileage
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8. Once all expenses and required information have been entered, select Submit Report.
NOTE: a Certification Statement is required when submitting on behalf of another user.

Manage Expenses Cash Advances

Campus to Campus $22.15 i
Mot Submitted

Report Details w Print/Share Manage Receipts Travel Allowance w

Add Expense

O Receipt| Payment Type 7| Expense Type T| Vendor Details 7| Date = Requested 1|
O l:‘ Out of Pocket Tolls 04/06/2022 $22.15
$22.15

a. AFinal Review pop-up will appear. Click Accept & Submit to validate all information is
correct.

Final Review O x

User Electronic Agreement

By clicking on the 'Accept & Submit’ button, | cerify that all expenses were incurred by and on behalf of Texas State
University and | have not been reimbursed from any other source(s) for the expenses claimed.

| .

\

Accept & Submit Cancel
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How to Create a Travel Request on Someone’s Behalf
You must have the Proxy role (Travel Assistant) to create Travel Requests or Expense Reports for another
traveler.

1. If acting on behalf of another user, click radio dial Act as user in assigned group (Proxy).
2. Search for the employee.
a. Typein the user’s name, then select the user.

Callie Payne

Profile Settings Sign Out

>/ Acting as other user @
\ (O Act on behalf of another user
® Act as user in assigned group (Proxy)
\ [Scheid, ol | Q

Scheid, Cynthia
CMS207 @TXSTATE EDU (Emaily

User ID: A04171372
- Logen ID: CMSZ207@TXSTATE.EDU -
b. OR Type in the user’s NetID.
[ =
~/2 Acting as other user @

() Act on behalf of another user
(® Act as user in assigned group (Proxy)

\ [cmszu? Q

Scheid, Cynthia
CMSZ20T@TXSTATE. EDU (Email)

User I A04171372
Logon ID: CMS207T@TXSTATE.EDU

c. Verify the name, NetlID, and UserID are correct.
3. Select Start Session.

Callie Payne

Profile Settings Sign Out

~/3 Acting as other user @

() Act on behalf of another user
@® Act as user in assigned group (Proxy)

[Scheid, Cynthial | Q

«—

Cancel Start Session
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4. Once the profile has been selected, the screen will convert to Acting as (NAME).
5. Their request and report history will be displayed.

Help~
SAP Concur Requests Expense

Acting as Scheid, Cynthia ~ ||

TEXAS*STATE
UNIVERSITY + + + 00 00 00
e— Start a Starta Upload Authorization Available Open
Scheid, Cynthia Request Report Receipts Requests Expenses Reports

COMPANY NOTES

Deployment Toolkit
¥ou can access the deployment toolkit using this link

Concur Training Toolkit

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

TASKS
m Open Requests m Awvailable Expenses —> m Open Reports —>
User currentlty has no active requests User currently has no available expenses. User currently has no open reports

w SAP Concur

6. You may now create a Travel Request or Expense Report for another employee by following the
procedures above.
7. Once completed, you may select a different employee profile or return to your own profile.
a. Select a different employee profile by clicking the drop-down arrow by the name and repeating
steps 2-5.
b. Return to your own profile by selecting Done acting for others.

. . . ]
Acting as Scheid, Cynthia ~ .
J y -’

&'v Currently acting as Scheid, Cynthia \

Profile Settings Sign Out

x Acting as other user 0

i

@ Act on behalf of another user
(O Act as user in assigned group (Proxy)

(O Book travel for any user (Self-assign)

1 Search by name or 1D | Q |

Cancel

| Dione acting for others
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Viewing Created Travel Requests and Expense Reports

From the SAP Concur homepage, a list of Travel Requests and Expense Reports are listed under My Tasks for
quick reference. NOTE: To view someone else’s Travel Requests and Expense Reports, use Act on behalf of
another user.

Travel Request
To view a more detailed listing of the request:

1. Click on Requests in the Quick Task Bar.

SAP Concur Requests Expense App Center

Profile ~

TEXASy¢STATE
UNIVERSITY + 03 00 00 00
e IAR ot New Authorization Available Open Cash
Hello, Callie Requests Expenses Reports Advances
COMPANY NOTES
Deployment Toolkit

You can access the deployment toolkit using this link

Concur Training Toolkit

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

MY TASKS
m Open Requests - m Available Expenses - m Open Reports -
03/01 654 You currently have no available expenses. You currently have no open reports.

2. Click View drop-down menu, select All Requests to view all Travel Requests created.

REQUEST LIBRARY View Active Requests v /

+ Active Requests
Mot Submitted

Pending Approval
Approved
+ Cancelled

Create New Request | ©1%¢®¢

All Requests

I —
Help~
- R it Ti | Exy Cent
SAP Concur equests ravel pense App Center ek o .
-
Manage Requests
Manage Requests
REQUEST LIBRARY View AllRequests v
Request Type T Request Name T, Status T, Request Dates =  Requested T,  Approved T|
Travel Campus Recruitment Sl U 06/20/2022 $74550  §74550
06/17/2022
Travel Chowdhury test G 05/12/2022 $1,295.50 $1,295.50
05/10/2022
Travel Test 3 COPD Only GUTIOUEY 05/09/2022 $598.00  $598.00
05/12/2022
Travel TEST ORSP STEP Not Submitied 03/30/2022 $50000  $50000
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3. The status column will show where the request is in workflow.
¢ Not Submitted - Request has been created, parked and is not in approval workflow.
¢ Pending (LEVEL) Approval - Shows what level the Travel Request is at in workflow.
i. Pending External Validation = Budget check. NOTE: Should clear in minutes, contact the Travel
Office if more than an hour in this status
ii. NCAA Compliance = NCAA Compliance Officer, Athletics ONLY
iii. Business Manager = Business Manager, Athletics ONLY
iv. Cost Object = Account Manager approval
v. Supervisor = Traveler is the Account Manager and cannot approve their own travel which
prompts the Travel Request to route to the Traveler’s supervisor
vi. ORIC1 = Office of Research Integrity and Compliance
vii. ORSP = Office of Research and Sponsored Programs
viii. Dean = Assigned Dean for Academic accounts
ix. Cabinet = Assigned Cabinet Officer for your division
e Pending Travel Office Review — This is the last approver before the Travel Request is complete.
e Approved - Approval workflow is complete, and Expense Report may be created once the trip is
complete.
e Sent Back to User (NAME) - Travel Request has been rejected by the name listed.

Expense Report
To view a more detailed listing of a report:

1. Click on Expense in the Quick Task Bar or Open Reports in My Tasks.

SAP Concur E| Requests. Expense App Center

. + 03 0 00 02

- New Authorization Available Open Cash
Hello, Callie Requests Expenses Reports Advances

COMPANY NOTES

Deployment Toolkit
You can access the deployment toolkit using this link

Concur Training Toolkit

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

MY TASKS

m Open Requests m Available Expenses - m Open Reports >

You currently have no available expenses U CUTTGTy Ve N0 Open 1epons

Authorization Requests 03

Cash Advances 02
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2. Select the report to be viewed.
Manage Expenses

REPORT LIBRARY View: Active Reports w

SUBMITTED 06/08/2021

AM test

+
Create New Report $205.00

Approved
Financial Posting Failed

Displayed reports: 1, Total: 1

AVAILABLE EXPENSES  View  All Expenses ~

3. The status column will inform of where it is in workflow.
e Pending Business Manager Approver = Business Manager approval, Athletics ONLY.
e Pending Cost Object Approver = Routing to Account Manager for approval.
e Pending Supervisor Approval = Traveler is the Account Manager and cannot approve their own travel
which prompts the Expense Report to route to the Traveler’s Supervisor.
e Approved & In Accounting Review = In the Travel Office queue for approval.
e Approved = Approval workflow is complete and routing for payment.
e Not Submitted = Expense Report created but not submitted.
e Sent Back to User (NAME) = Expense Report has been rejected by the name listed.
4. Payment Status will inform when the reimbursement is in the payment process and the payment status.
e Not Paid = Payment has not processed.
e Processing Payment = Payment will go out in the next 2-3 business days.
e Payment Confirmed = Payment has been processed and sent via vendor record or check for non-
employee.
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How to Recall a Travel Request or Expense Report

If a Travel Request or Expense Report has been submitted but not yet approved by the Travel Office, it may be recalled.
This will remove it from approval workflow, and it will be made available to the creator for changes.

Travel Request
1. Select Requests from the Quick Task Bar.

Help~
SAP Concur Requests Expense App Center [ ]
Profile -
-
TEXAS+ STATE
UNIVERSITY + 03 00 00 02
TSR T New Authorization Available Open Cash
Hello, Callie Requests Expenses Reports Advances

2. Select the Travel Request to be recalled. Note: The Travel Request cannot be recalled if fully approved.
3. Click Recall.

ORSP Employee In State $277.80
Pending ORSP Approval | Request 1D 3394 /
Request Details w Print/Share Attachments w

EXPECTED EXPENSES

Expense type T| Details T, Date = AmountT|  Requested T]
Lodging Houston, Texas 03/19/2021 $244 .00 $244 00
Lodging Tax 03/19/2021 $0.50 $0.50
Meal Per Diem Houston, Texas 03/19/2021 $152.50 $152.50

4. Confirm action. Click on Yes or No. Clicking on No does not recall the request.

Confirm x

0 Are you sure you want to recall this request?

No [ Yes

5. Once confirmed, a popup will appear.

Confirmation

o Recalled [

6. The request is available for changes immediately.
7. Make all changes needed and Submit Request or save and exit.

Anne's Test $2,756.00 &

Not Submitted | Request ID: 39CH

Request Details Print/Share w Attachments v

NOTE: If being resubmitted, when the Final Review screen appears, click on Accept & Submit and a confirmation
will appear.
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Expense Report
1. Select Expense to recall an Expense Report.

. Requests Expense Center
SAP Concur q p App profiie v @
L
TEXASye STATE
UNIVERSITY + 03 00 00 02
TSR T New Authorization Available Open Cash
Hello, Callie Requests Expenses Reports Advances

2. Open the Expense Report to be recalled. Note: The Expense Report cannot be recalled if fully approved.
Help v

SAP Concur Requests Expense App Center .

Profile =
L

Manage Expenses View Cash Advances

Manage Expenses

ACTIVE REPORTS Report Library -
Customer Experience Rick Garcia-
Summit symposium Jan.2020
Create New 5281.00 $521.50
Report
Approved & In Accounting Approved & In Accounting
Review Review

3. Click on Recall Report.

SMTX 5.11-5.13.2021 $740.97
Pending Cabinet Officer /

4. Confirm action. Click on Yes or No. Clicking on No does not recall the expense report.

Confirm X

A Are you sure you want to recall this report?

No [ Yes |
5. Once confirmed, a popup will appear.

Confirmation

o Recalled %

6. The expense report is available for changes immediately.
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7. Make all changes needed and click Submit Report. The Expense Report may be deleted at this time by clicking
the trash canicon.

Per Diem Test $160.00] |

O Retuned | View Report Timeline

NOTE: If being resubmitted, the User Electronic Agreement will need to be accepted and a summary will appear.

Final Review [

User Electronic Agreement

By clickimg on the 'Accept & Submif' button, | certify that all expenses were incurred by and on behalf of Texas State
University and | have not been reimbursed from any other source(s) for the expenses claimed
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Viewing Approval Workflow List

The required workflow approvals can be viewed once the Travel Request or Expense Report has been saved.

Travel Request
To view where the Travel Request is in the workflow or which approvers it will route to:

1. Click on Requests in the Quick Task Bar.

- Requests Expense App Center
SAP Concur q p PP Profile ~ @
-
TEXASwr STATE
UNIVERSITY T 03 00 00 00
TR New Authorization Available Open Cash
Hello, Callie Requests Expenses Reports Advances

COMPANY NOTES

Deployment Toolkit
You can access the deployment toolkit using this link

Concur Training Toolkit

This link will provide infarmation to utilise the Cancur Expense System,

MY TASKS
m Open Requests —> m Available Expenses —> m Open Reports —>
03/01 654 You currently have no available expenses. You currently have no open reports

2. Click View drop-down menu, select All Requests to view all Travel Requests created. Current viewing will be
indicated by a checkmark.

REQUEST LIBRARY View Active Requests v ="

~ Active Requests
Mot Submitted
Pending Approval
Approved Rec
+ Cancelled
Create New Request | S°* 50

All Requests

T

3. Alist of Travel Requests will appear, click on the Travel Request you would like to view.
Manage Requests

REQUEST LIBRARY View AllRequests »

Create New Request

Request Type T Request Name T, / Status T], Request Dates =  Requested T|,  Approved T
Travel ORSP Employes In State E?E;':'z';gz WORS P Approval 03/19/2021 $27780  $277.80
12681
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4. Click on Request Timeline. This will list all approval levels that are required before it will be seen by the Travel
Office (Processors). NOTE: The Audit Trail tab displays the workflow in technical detail and should not be used.

ORSP Employee In State $277.80 [ wore actons v ||

Pending ORSP Approval | Request ID: 339J

Request Details w Print'Share w Attachments

Request XPENSES

Request Header Details T], Date = AmountT|  Requested
Request Timeline /

Audit Trail Houston, Texas 03/19/2021 $244.00 5244,

5. Once an approval level has been completed it will have a green checkmark.

Approval Flow Request S
Approval Flow Request PP q
) _ Cost Object Approval
Cost Object Approwval @
@ 2020-2021 Grosvenor Center Support SUBMITTEI ;ZT.:ﬁC@:E rF::tesSzeé[Cr-:]TT;% F?Zie{fjé ?eL'S?'\T"LgTErE\
(RS2CLNT100-754-10-8000003491) Test, TestTr: - T '
Test, TestCOA1 1315000000)
Test, TestCOA1
~ PENDING N — PENDING NC
@ ORSP Test. TestTr: . Test, TestTrav
Test, TestAA3 @ Travel Office
' I Test, TestProcessor
AUTO APFI AUTO APPRC
O Travel Office System, Cot System, Conc

6. Click on the SAP Concur logo in the top left to return to the homepage.

SAP Concur Requests

Manage Requests Mew Request
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Expense Report
To view where the Expense Report is in the workflow or which approvers it will route to:

1. Click on Expense in the Quick Task Bar or Open Reports in My Tasks.

SAP Concur Requests Expense App Center

Profile ~

TEXASye STATE |
UNIVERSITY + []3 U[] [][] 02
e New Authorization Available Open Ccash
Hello, Callie Requests Expenses Reports Advances
COMPANY NOTES

Deployment Toolkit
You can access the deployment toolkit using this link

Concur Training Toolkit

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

MY TASKS
m Open Requests m Available Expenses -3 m Open Reports -
Authorization Requests 03 You currently have no available expenses. You currently have no open reports.

2. Inthe Report Library, open the desired Expense Report.
REPORT LIBRARY View: Active Reports v

A Per Diem Test Test 3 COPD Only @ TEST Group Lodging
+
Create New Report $160.00 30.00 $1,125.00
Sent Back to User
Concur Administ
i
per diem © zero dollar test Chowdhury test 1
$0.00 $667.20 $1,301.27 $150.00
Approved Approved & In Accounting Review
Processing Payment Not Paid
SUBMITTED 0212512022 SUBMITTED 121512021 SUBMITTED 121152021 SUBMITTED 121312021
ALLOCATION TEST1 A, 2 Wallace, RR 10.20 A, Wallace, RR 10.20 Scenario A, Wallace, RR 10.20 Scenario
Cmmmmria 43 “a “n £D

3. Click Report Details, then Report Timeline.

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

Report

Report Header Remaining

Report Totals $-156.47
Report Timeline

Audit Trail
Allocation Summary pe Tl Expense Type TL
Linked Add-ons

Group Lodging
Manage Requests - ank Travel Card

Attendees (2)
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4. The Approval Flow for the Expense Report will display. Once an approval level has been completed it will have a
green checkmark. Once completed viewing the approval flow, click Done.
Report Timeline

SMTX 5.11-5.13.2021 | $740.97

Approval Flow Report Su

® Budget Approver

Agency (RS2CLNT100-754-CC-1040131000) SUBMITTED

Test, TesICOAy Test, TestTraw:
o Cabinet Officer AUTO APPRC

Test, TestAAR Systemn, Conc
. Travel Office Review PENDING BU

Test, TestTraw

5. Click on the SAP Concur logo in the top left to return to the homepage.

SAP Concur Requests Expense

Manage Expenses View Cash Advances
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