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Quick Facts

¢ John Van Buren, from Accounts Payable, oversees Travel and Expenses in Concur. He
is your number one resource if you have any questions throughout this process. Please
reach out to him with questions or to set up a meeting at vanburen@chapman.edu.

o Concur may be accessed from anywhere with an internet connection — no VPN required!

e Additional training information and resources may be found at Chapman.edu/concur.

e Concur has a mobile application for easy use while traveling! Information on how to
download and register the mobile app may be found on the Chapman Concur Training

website.

Setting up Your Concur Account
Concur uses the Chapman University Single Sign-On for easy access. In order to receive

emails and fully access all the features available on your account, the first step is to ensure that
your email address has been verified.

Sign on to your Concur account and click on Profile, then Profile Settings.

SAP Concur @ Requests Travel Expense Approvals App Center

CHAPMAN
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Hello, McKenna

TRIP SEARCH

Travel Rule Class
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Mivad Flinht/Train faarch

& Booking for myself | Book for a guest

Select Personal Information

o+ 0 McKenna L Hughes

New R9 Profile Settings Sign Out
A

/5 Acting 2 other user @

ALERTS o}
© As a Chapman University employee, you are eligible for a free Triplt Cancel
v
COMPANY NOTES
Click below to view Current GSA Per Diem Rates
Domestic or Foreign
Help ~
SAP Concur @ Requests Travel Expense Approvals App Center . .
L

Profile Personal Information Change Password System Settings Concur Mobile Registration Travel Vacation Reassignment

Your Information
Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arranaers

Profile Options

Select one of the following to customize your user profile

Personal Information
Your home address and emergency contact information

Company Information
Your company name and business address or your remote
location address

Credit Card Information
You can store your credit card information here so you don't have
to re-enter it each time you purchase an item or service.

E-Receipt Activation

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday start/end?

Contact Information
How can we contact you about your travel arrangements?

Setup Travel Assistants
You can allow other people within your companies to book trips
and enter expenses for you

Travel Profile Options


mailto:vanburen@chapman.edu
https://www.chapman.edu/campus-services/information-systems/training/concur-resources.aspx

Scroll down until you see the Email Addresses section, or select Email Addresses from the
Jump To bar

SAP Concur Regquests Travel Expense Approvals App Center

Profile Personal Information Change Password System Settings Concur Mobile Registration Travel Vacation Reassignment

T My Profile - Personal Information

Personal Information
Company Information Jump To \ Email Addresses v m
Contact Information Disabled fields (gray) cannot be changed. If there are emors in Mese fields, contact your company’s travel administrator. Change

: Picture
Email Addresses Fields marked[Required] and [Required™] (validated and required) must be completed to save your profile. -
Emergency Contact

Credit Cards
A\ Important Note

Travel Settings
= L Your Name and Airport Security: Please make certain that the first. middle, and last names shown below are idenfical fo those on the photo identification that you will be presenting at
Travel Preferences the aimport. Due lo increased airport security, you may be tumed away at the gate if the name on your identification does not match the name on your ticket
International Travel
Title First Name Middie Name Nickname Last Name Suffix
Frequent-Traveler Programs

Assistants/Arrangers

Request Settings

Check your email Verification Status.

If you see the green check mark, you are good to go!

Verification Status

Q Verified

If you see a grey icon and Not Verified, follow the instructions in the rest of this section.

Verification Status

Hot Verified

Select Verify

Email Addresses Go to top

Please add at least one email address

p How do | add an email address?
p Travel Arrangers / Delegates
» Why should | verify my email address?
» How do | verify my email address?
© Add an email address

Email Address Verification Status Verify Contact? Actions

Yes &

Email 1 mchughes@chapman.edu Not Verified




This message will appear. Click OK

Verification Email Sent

A An email has been sent to this email address. Copy the Verification Code

from the email and paste it into the "Enter Code” box below.

An email will be sent to your Chapman email address with a randomized Verification Code.
Copy the Verification Code from the email

Email Verification from Concur Solutions

) e Repl & Reply All F d
Concur Email Verification <donotre  Reply © Reply 2 Forwar

CE To Hughes, McKenna Thu 7/11/2019 2:36 PM

@ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some
pictures in this message.

| External Message

)

Welcome McKenna Lauren Hughes
to Concur Email Verification!

You have requested that an email address in your Concur profile be verified. The
next step is to log in to Concur and navigate to your Profile - Email Addresses
section. Copy the verification code listed below and paste it into the adjoining
field, as shown here:

Verification Code: RABSHIDYAZCOKUGTHY7P
Example
You are now ready to start sending emails to Concur. L
If successful, then you are ready to start forwarding trip E-Mails to Concur.
For additional support, contact your Travel Administrator or Helpdesk.

Cordially,
Your Concur Team.



Paste the Verification Code in the box under Enter Code, then hit OK

Email Addresses Go to top

Please add at least one email address

p How do | add an email address?
P Travel Arrangers / Delegates
p Why should | verify my email address?
» How do | verify my email address?
© Add an email address
Email Address Verification Status Verify Contact? Actions

Email 1 mchughes@chapman.edu 8 Check email for code Resend | Cancel Yes &

I I.Enler Code

If the code matches, you will see this message. Click OK

Email Verification Status

Your email address has been verified.
You may now send receipts to Concur by emailing receipts@concur.com
You may now send trips to Concur by emailing plans@concur.com

Your email address status should now show Verified

Email Addresses Go to top

Please add at least one email address.

p How do | add an email address?
P Travel Arrangers / Delegates
p Why_should | verify my email address?
P How do | verify my email address?
© Add an email address

Email Address Verification Status Verify Contact? Actions

Email 1 mchughes@chapman edu o Verified Disable Yes &
Verification



Delegates

In order to receive a Travel Course Cash Advance, the Travel Course Manager must be added

as a delegate for your Concur account.

Go into Profile > Profile Settings

SAP Concur |§]

Requests Travel Expense Approvals

App Center

CHAPMAN
UNIVERSITY

Hello, McKenna

+ 0 McKenna L Hughes

Profile Settings Sign Out
Appre

New R
o Acting as other user @

TRIP SEARCH ALERTS Q
Travel Rule Class @ As a Chapman University employee, you are eligible for a free Triplt Cancel
COMPANY NOTES

& Booking for myself

Hh == @

Mivad Flinht/Train Saarch

Book for a guest

Domestic or Foreign

Click below to view Current GSA Per Diem Rates

Click on any of the three links: Expense Delegates or Request Delegates

Expense and Request share delegates. By assigning permissions to a delegate, you are
assigning permissions for both Expense and Request.

To view a complete list of your Delegates, open the Expense Delegate or Request Delegate link

from your Profile Settings.

SAP Concur

Requests Travel Expense Approvals App Center

Profile Personal Information Change Password System Settings

Your Information

Profile Options

Select one of the following to customize your user profile

Personal Information
Company Information

Contact Information Personal Information

Email Addresses Your home address and emergency contact information
Emergency Contact

Company Information
Credit Cards

Your company name and business address or your remote

location address.

Travel Settings :
V ettings

Credit Card Information

You can store your credit card information here so you don't have

to re-enter it each time you purchase an item or service

Travel Preferences
Intemational Travel
Frequent-Traveler Programs
E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts from
< participating vendors

Assistants/Arrangers

Request Setti
Request Information Travel Vacation Reassignment
Request Delegates u be out of the office? Configure your backup travel
Request Preferences
Request Approvers
Favorite Attendees

Request Preferences
Select the options that define when you receive email notifications.
Prompts are pages that appear when you select a certain action,

Expense Settings such as Submit or Print

Expense Information Change Password
Expense Delegates your password
Expense Preferences

Expense Approvers

Favorite Attendees

Concur Mobile Registration

Help ~

Profile ~ &

Travel Vacation Reassignment

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday start/end?

Contact Information
How can we contact you about your travel arrangements?

Setup Travel Assistants
You can allow other people within your companies to book trips
and enter expenses for you

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences

Expense Delegates
Delegates are employees who are allowed to perform work on
behalf of other employees

Expense Preferences

Select the options that define when you receive email notifications
Prompts are pages that appear when you select a certain action
such as Submit or Print

Concur Mobile Registration
Set up access to Concur on your mobile device



Click Add in either the Request Delegates or Expense Delegates page

Request Delegates

Delegates Delegate For

(o] soe L oo

Delegites are employees who are allowed to perform work on behalf of other employees.

id Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request

me Can Prepare Can View Receipts Can Use Reporting  Receives Emails  Can Approve Temporary Can Preview For Approver Receives Approval Emails

No records found

In the Search Bar, search for the employee you would like to add as a delegate. Currently, you
will add the Travel Course Manager, Jean Lawson, as your delegate: lawson@chapman.edu

Request Delegates

Delegates | Delegate For

sl i bbbty

Delegales are employees who are allowed to perform work on behalf of other employees.
Search by employee name. email address, employee id or login id

[ G ciiapman-edu _Jean Lawson 2 -

gy lawson@chapman.edu - Jean Lawson ns to ing permissions for Expense and Request
| lawson@chapman.edu
| User ID: 0916399 * Re ils  Can Approve Temporary Can Preview For Approver Receives Approval Emails

Logon ID: lawson@chapman.edu P

No records found

Select the delegate permissions Can Prepare and Can View Receipts

Request Delegates

Delegates | Delegate For

33

Delegales are employees who are allowed 1o perform work on behalf of other employees.

Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request

Can Can View Can Use Receives Can Preview For Receives Approval
Name Prepare Receipts Reporting Emails Can Approve Temporary Approver Emails

Lawson, Jean ")
lawson@chapman edu

11

Click Save. You MUST hit Save before leaving this page, or the delegate with not be added to
your account.

Request Delegates

Delegates = Delegale For

Delegates are loyees who are allowed to perform work on behalf of other employees
Expense ai t share delegates. By igni to a delegate, you are assigning permissions for Expense and Request
Can Can View Can Use Receives Can Preview For Receives Approval
Nam: Prepare Receipts Reporting Emails Can Approve Temporary Approver Emails
Lawson, Jean v < rm

lawson@chapman.edu




Cash Advance

Now that the Travel Course Manager is listed as a delegate on your account, the Center for
Global Education will create your Cash Advance once the Travel Course Final Budget has been
completely signed off. You will receive the Cash Advance within 30 days of your departure date.

CA Direct Deposit

If you would like to receive your Cash Advance funds via direct deposit rather than a physical
check, you must set up your direct deposit with Accounts Payable for expense report
reimbursements. Please note that this is separate from your Payroll Direct Deposit.

Complete the Expense Report Reimbursement section of the Automatic Paycheck and Expense
Report Deposit Authorization form and submit it to John Van Buren or Rosie Garcia in Accounts
Payable as soon as possible. Processing times may vary.

Viewing A Cash Advance

The Travel Course Manager, as your delegate, creates your Cash Advance for your upcoming
Travel Course program. Once your Cash Advance has been created, you will receive an email
notification from Concur informing you that a Request has been created on your account.

When you receive this email, login to your Concur account then click Requests or
Authorization Requests on the homepage.

In order to receive the funds, you must review and Submit the Request

Help ~

SAP Concur @ Requests Travel Expense Approvals App Center Profile ~ .
-
CHAPMAN
B GNOERDY + 00 00 00 00
0 S New Required Authorization Available Open
ello, McKenna Approvals Requests Expenses Reports
TRIP SEARCH ALERTS

Travel Rule Class o As a Chapman University employee. you are eligible for a free Triplt Pro subscriptio am More and Activate

AARARALNS MIATEA

You will see your saved Cash Advance under Manage Requests. Click on the Request Name
to see full details.

SAP Concur Requests Travel Expense Approvals App Center

Manage Requests New Request Quick Search

Active Requests (1)

Request Name v Begins With ~ ‘ Go ‘

ﬁ\ Request Name Request ID Status Request Dates v Date Submitted
]

Travel Course Name 3CTL Not Submitted 01/06/2020
Per Diem: §730 Transportation

$150 Student Meals: $400 01/13/2020
Other/Gratuifies: $300


https://www.chapman.edu/campus-services/campus-controller/_files/payroll-private/dd-payroll_ap_joint_form.pdf
https://www.chapman.edu/campus-services/campus-controller/_files/payroll-private/dd-payroll_ap_joint_form.pdf

This will open the full details of your Cash Advance. Do not make any changes to the
information provided in your Cash Advance. The following information is here to help you

understand the details of your Travel Course Cash Advance so you will be better prepared to
create your Expense Report after your program ends.

The Request Name will include your name and the name of the Travel Course.

Help -
SAP Concur @ Requests Travel Expense Approvals App Center
Profile ~ 9
=
Manage Requests Mew Request Quick Search
Request 3CTL [ carcet | sove | atacoments + | prowsmai+ ] Dotte request | Sutrmt Recuest |

Status: Not Submitted
Request/Trip Name” (“required): Travel Course Name

Additional Information: Per Diem: $730 Transportation
5.

Request Header | Expenses | Approval Flow | Audd Tra
RequestTrip Hame* (*required) RequestTrip Start Date* ReguestTrip End Date* Duralion (# of Days will calculale on Save)
Travel Course Hame 01062020 132020 =
RequestTrip Purpose” Charge To* Additional Information Commant
Travel Course/Study Abroad w TravelCourse-57 1015 w Pes Diem: 5730
Transgporation: 5150
Student Meals: 5400
OtheriGratuites: 3300
Fund® Department* Program® Project®
| (100} UR - Operations b (5768) CGE Travel Course 7 TBD 7 b (57860) Spanish Language And Culture | | Hone »
Operating Unit* Class
| None w
ash Advance
Cash Advance Amount in USD* Requested Dishursement Date Cash Advance Comment
51,580 00 12052019 Signed Final Budget, Details attached

Reading A Cash Advance

The Request/Trip Purpose and Charge To items are mapped to the Travel Course area.

Charge To autocompletes to your default setting (Faculty — 520050) so please verify that it has
been changed to the Travel Course code.

RequestTrip Purpose® . Charge To" _
Travel Course/Sudy Abroad b |Tra-:e|l:l:u.;rse- 7115 b

The breakdown of your Cash Advance is outlined in Additional Information. These details are
pulled from your Travel Course Final Budget Details.

Additional Information
Per Diem: $730
Transporiation: 5150
Student Meals: 3400
Other/Gratuities: 3300




The Budget Number strand will also autocomplete to your departmental budget. Instead, your
Request must be mapped to your specific Travel Course PeopleSoft Budget Number that is
included on the bottom of your Preliminary and Final Budgets. To avoid delays in receiving
Travel Course funds, please double check that this Cash Advance reflects your Travel
Course Budget number rather than your department budget.

Fusd” Depariment® Program® Progsct®

Operating Unt*
| 100} UR - Opesadons L ST06) CGE Travel Coursa * TED 7 W | ST860) Spannd Laoguage And Cathre v |I|:l'e v [llc'f W
Fund* Department® ) Program® )
| (100) UR - Operations v | (5766) CGE Travel Course ? TED 7 b 57660) Spanish Language And Culture | »

The bottom of the page displays the Cash Advance Amount, Disbursement Date, and Cash
Advance Comments. This information reflects the total amount of your Cash Advance, the date

when you are eligible to receive you Cash Advance, and the signed Final Budget and Details
PDF attached.

Lasn Advance

Cash Advance Amounl in USD® Requested Disbursemen! Dale Cash Advance Comment
51 580,00 12/DE2019 5 | Signed Final Budget, Details atiached

Submitting A Cash Advance

You will receive notification from Concur that a Cash Advance has been created on your behalf.
Only YOU may submit your Cash Advance Request. Delegates may not submit requests or
expense reports on behalf of another employee. Log into Concur and open your Cash Advance.

Help -

SAP Concur Requests Travel Expense Approvals App Center

Profile - &

Manage Requests New Request Quick Search

Request 3CTL S C3IICCEeETTy -

Status: Not Submitted
Request/Trip Name” (“required): Travel Course Name

Additional Information: Per Diem: $730 Transportation
$.

Request Header | Expenses | Approval Flow | Audit Tra
RequestTrip Name* (“required) Request/Trip Start Date” RequestTnp End Date” Duration (# of Days will calculate on Save)
Travel Course Name |o1.:5.-2020 EE| |013z020 EH
RequestTrip Purpose” Charge To* Additional Information Comment
Travel Course/Study Abroad ~ TraveiCourse-571015 w Per Diem: 3730
Transportation: 5150
Student Meals: 5400
OtheriGratuities: 3300
Fund® Depariment* Program* Project*
| (100} UR - Operations g (5766) CGE Travel Course ? TBD 7 w (57860} Spanish Language And Cullure | v I Hone b
Operating Unit* Class
None ~
d Ad ce
Cash Advance Amount in USD* Requested Disbursement Date Cash Advance Comment
51.580.00 120972018 [fE| | Signed Final Budget, Details attached



In the upper right corner, click the orange Submit Request button.

2 £ S T e )

Status: Not Submitted

Expense Report

If you receive a Cash Advance, you must reconcile the funds provided by submitting an
Expense Report in Concur. Reconciliation of your Cash Advance must occur within 30 days of
your return to Chapman campus. If you will not be returning to Chapman directly after the end of
the Travel Course, please inform the Travel Course Manager the date you plan to return to
Chapman and your Expense Report Deadline will be adjusted accordingly.

While Abroad — Receipts

There are several ways to collect and save your receipts during your Travel Course program.
These training resources will cover the three ways to capture receipts for Concur:

e https://www.chapman.edu/campus-services/information-systems/ files/concur-three-
ways-to-capture-receipts-for-concur.pdf
e https://youtu.be/QQPd 2rAYVA

Creating An Expense Report

Creating An Expense Report from a Cash Advance

Open your Active Requests by selecting Requests in the top header.

Help ~
SAP Concur @ Regquests Travel Expense Approvals App Center Profile ~ .
-
CHAPMAN
UNIVERSIT + 00 00 00 00
0 R _ New Required Autherization Available Open
ello, McKenna Approvals Requests Expenses Reports
TRIP SEARCH ALERTS

Travel Rule Class o As a Chapman University employee. you are eligible for a free Triplt Pro subscriptio: am More and Activate

AARARALNS MIATEA

In your Active Requests, you should see your approved Travel Course Cash Advance. On the
far right, select the Action option Expense.

Help ~

SAPConcur [C] = Requests  Expense  Approvals ooiie - @
E Gt

Manage Requests New Request  Quick Search
Active Requests (1)

Request Name v Begins With v G

Request Name RequestlD | Status Request Dates * Date Submitted Total | Approved a... | Remaining...|  Action

Cristina Fuentes/Spanish TG 39VH Approved 067232019 05/142018 S484400  $684400  S484400 Expense
Per Diem $2366.00 Transportation

$150.00 Student Meals $990.00 Comment: Budget Check Valid 0742019

Ofher Grauities 5840.00 Misc

cell, snacks 5498.00


https://www.chapman.edu/campus-services/information-systems/_files/concur-three-ways-to-capture-receipts-for-concur.pdf
https://www.chapman.edu/campus-services/information-systems/_files/concur-three-ways-to-capture-receipts-for-concur.pdf
https://youtu.be/QQPd_2rAYvA

OR, click on the Request Name to open the Cash Advance details.

SAP Concur . Expense Approvals

Manage Requests New Request Quick Search

Active Requests (1)

Request Name v Begins With v |

[:I | Request Name Request 1D Status
(| Cristina Fuentes/Spanish TC 39VH Approved
Per Diem 52366.00 Transportation
$150.00 Student Meals $990.00 Comment: Budget Check Valid

Other: Gratuities 5840.00 Misc..
cell, snacks 5495.00

Then select Create Expense Report.

Help ~

SAP Concur @ Requests Expense Approvals Profile ~ .

Manage Requests New Request Quick Search

ReqUESE 39VH e cr st

Status: Approved
Request/Trip Name* (*required): Cristina Amount: $4,844.00
Fuentes/Spanish TC
Additional Information: Per Diem $2366.00
Transportation
Request Header | Expense Summary | Approval Flow | Audit Trail
Previous Comment View all

Entered By Concur System: Budget Check Valid
Request/Trip Name* (*required) Request/Trip Start Date* Request/Trip End Date* Duration (# of Days will calculate on Save) RequestTrip Purpose®

) el Course/S 1o v

If you did not create the Expense Report from the existing Cash Advance...

In your Expense Report, go to Details, then Report Header



Barcelona TC Fuentes
import Expenses

Details » Receipls *

Print / Email »

Report
Expenses
psas Report Header
O | Date v | Expen: 1
Add 3 N E 1 Totals
i ing New nse
; ol o Audit Trail

No Expenses Found Approval Flow

Comments
Cash Advances

Available

Assigned

Allocations
Allocations

Travel Allowances
New Itinerary
Available Itineraries

Expenses & Adjustments

4

At the bottom, under Requests, select Add

Report header for: Barcelona TC Fuentes

ReportTrip End Date™

Policy ReportTrip Hame* (*required) ReportTrip Start Date*

*CU Expense Policy (w Budgel | v Barcelona TC Fuenles I 06/23/2019 || I 0711472019 |]
ReportTrip Purpese® Business Purpose* Charge To* Comment

I Travel Course/Study Abroad ‘ ~ l I Spanish Travel Course I TravelCourse-571015 | v ‘ ‘

Fund* Department” Program* Project*

I (100) UR - Operations ‘ vl I (5766) CGE Travel Course ? | vl I (57660) Spanish Language .ﬂ| b | I None | v]
Operaling Unit* Class

I HNone ‘ v] | |

Reguest ID Report Total Personal Expenses Amount Net Approved

| 182150 0.00 0.00

Amount Due User

Amount Approved Amount University Paid Amount Due University
1,821.50 0.00 0.00 0.00
Amount Due University Card Tolal Amount Claimed
0.00 1,821.50
Requests
Add
[] RequestName Request ID Cancelled Request Total A PP | |

Click the check box next to the pending Cash Advance and click Add




Available Requests X

Amount Remai...
34,844 00

Cancelled Request Total

34.844.00

Request Name
Cristina Fuentes/... 39VH No

| Request ID Amount Approv... |

3434400

2 -

Copy the Request ID at the bottom into the empty Request ID box in the middle of the Header

page.

Report header for: Barcelona TC Fuentes ax
Policy — ReportTrip Hame* (*required) ReportTrip Start Date* ReportTrip End Date* -
*CU Expense Policy (w Budget :J Barcelona TC Fuenles l I 06/23/2019 || I 0711472019 |]
ReportTrip Purpose® Business Purpose® Charge To* C
I Travel Course/Study Abroad ‘ v l I Spanish Travel Course ‘ I TravelCourse-571015 | w | ‘
Fund* Department® Program® Project*
I (100} UR - Operations ‘ v ‘ I (5766) CGE Travel Course ? | v ‘ I (57660) Spanish Language A | v | I None | v |
Operaling Unit* Class
I None ‘ ~ ] | |
Reguest ID Report Total Personal Expenses Amount Not Approved
| |182150 0.00 0.00
Amount University Paid Amount Due University Amount Due User
0.00 0.00 0.00
Total Amount Claimed
1,621.50
Requests
|:| Request Name Request ID Cancelled Request Total Amount Approved Amount Remaining |
[T] Cristina Fuentes/Spanis..| 39vH No 5454400 5454400 5454400 i

Hit Save.




Concur Tip: The Request Header is also where you make sure that your Expense Report is
tied to your Cash Advance, the budget number listed represents your Travel Course, and that
the Charge To field is mapped to Travel Course-571015.

Adding Expense Items

All Travel Course funds contained in your Cash Advance must be reconciled on your Travel
Course Expense Report. Travel Course expense lines are coded differently than Faculty’s
Departmental Expense Reports. Please read the following carefully.

How to Attach Receipts

After you've created an expense item, you will Attach Receipt. Any expense items without a

receipt will give you a warning Warnings may prevent the submission of your expense
report.

Expense Available Receipts

Total Amount: $150.00 | Itemized: $150.00 | Remaining: $0.00

Expense Type* Charge To* Transaction Date* Report/Trip Purpose*

| Entertainment Meals (attende | v ITrave\Course—STIDIS v | 01/21/2020 [ | Travel Course/Study Abroad | v
Payment Type* Amount* Comment

| Out of Pocket v l 130.00 UsD [v

Sales Tax Amount Sales Tax Accrual Sales Tax Accrual Comment

Attendees” 1y 0 Attendees: 2 | Attendee Total: $0.00 | Remaining: $0.00

New Attendee J§ Advanced Search Search Recently Used

O Attendee Name Attendee Title Institution/Com... | Attendee Type Amount
f_ Hughes, McKenna L Faculty/Staff $0.00
O Lawson, Jean Student $0.00

m ‘ Add Itemization H Attach Receipt | | Cancel ]

Either upload a new receipt by clicking Browse or select an existing receipt from your Concur
receipt library by selecting the applicable image under Available Receipts.



Attach Receipt x

Click Browse and select a .png, .jpg. .ipeg, .pdf, .tif or .tiff file for upload. 5 MB limit per file.
No Receipt? Create a missing Receipt Affidavit here

File Selected for uploading:
No file selected

Or choose an image from your Available Receipts.

Available Receipts ’

Ue

TER - Details
Menu.png

“ Cancel ‘

If you choose Browse and upload a new receipt file, make sure to hit Attach to save your
receipt.

Attach Receipt x

Click Browse and select a .png, .jpg, -jpeg, -pdf, .tif or .tiff file for upload. 5 MB limit per file.
No Receipt? Create a missing Receipt Affidavit here.

File Selected for uploading: Attach

TER - ltemize Group Meal.png

Or choose an image from your Available Receipts.

Availahle Rersinta

Now, a new tab called Receipt Image will appear on your expense. This allows you to view the
receipt. Please note that if you attach multiple receipts to one expense, only one receipt
image will appear here.

Expense || Receipt Image ‘

(e][e] [ ¢&]

Total Amount: $150.00 | It




Per Diem: Meal Allowance Exception

After your Expense Report has been created and the report header information has been tied
from the Cash Advance, review the report header information to ensure that all areas were
correctly mapped to Travel Course — 571015 and your specific Travel Course Budget Number.

RequestTrip Purpose” ) Charge To" )

[ Travel Course/Study Abroad ~ | TravelCourse-571015 b
Fund* ) Department® ) Program® )
| (100) UR - Operalions b | (5766) CGE Travel Course ? TED 7 v (57660) Spanish Language And Culture

When you select Next >> in the bottom right corner, a window will pop up asking whether this
report includes per diem. Select No. Travel Course per diems are calculated at the time of the
Final Budget, and cannot be modified afterwards, so it does not follow the typical reporting
pattern.

Travel Allowances X

9 Will this report include travel allowance (per diem) expenses?

Yes No

This will open the expense line options. You will see your Cash Advance amount pending under
Total Amount. This is the amount to be reconciled in this report.

‘ + New Expense ‘ Import Expenses Details ~ Receipts » Print / Email »

Expenses View * & | New Expense Available Receipts
| Date v Expense Type Amount

Adding New Expense Expense Type

To create a ne

edit an
@ Recently U

Personal Car Mileage” Baggage Fees™

01. Travel Expenses -..08. Prepaid Expense
Agency Booking Fees* Pcard Prepaid Travel-130710
Hotel / Ledging* Prepaid-Current Year-140220
02. Transportation Prepaid-Future Year-140210
Airfare* 09. Other
Baggage Fees* Amount due to Chapman Pcard-130810
Car Rental” Building Maintenance-530025
Fuel* Conferences/Meetings™
Ground/Water Transport* Donor Recognition-517040
Parking® Miscellaneous*
Train® Non-Reimbursable/Personal Expense
03. Mileage Printing-517035
Personal Car Mileage* Promotions & Advertising-525000
< » 4. Meoals & Enitestainment Rental Equip & Other-530005
TOTAL AMOUNT TOTAL REQUESTED Special Expense Type
$4,844.00 $0.00 R | . Uniforms and Drycleaning-517045 -
Mon. Travel beal d 520045




To input your per diem, select *Meal Allowance Exception under 10. FS Use Only.

10. FS Use Only

CIP (FS Use Only)-130350

Computers (FS Use Only)-560015

Fixed Asset Computer (FS Use Only)-560105
Fixed Asset Purchase (FS Use Only)-560100
Fumiture & Equip (FS Use Only)-560010
Meal Allowance Exception®

Professional Services (FS Use Only)-510005
Relocation (FS Use Only)-520110

Enter the Dollar Amount allocated for your Per Diem. The exact amount is written in the
comments section of your Cash Advance and included in the Travel Course Manager’s
welcome back email.

New Expense ‘ Available Receipts
Expense Type* Charge To* Transaction Date*

I Meal Allowance Exception* ‘ N | ITrave!Coutse-571015 \ ale ‘ I EI
Report/Trip Purpose* Additional Information City of Purchase

ITraveI Course/Study Abroad ‘ b | | | ‘ ‘

Payment Type* Amount* Comment
| outof ocket v | |[uso |v| ‘ ‘

[ temize ][ Allocate ][ Attach Receipt ][ Cancel ]

Enter the Transaction Date. You may choose any day during your program travel dates.

New Expense ‘ Available Receipts
Expense Type* Charge To* Transaction Date*

I Meal Allowance Exception* | v ‘ I TravelCourse-571015 | i | I |:‘
Report/Trip Purpose* Additional Information City ase

ITravel Course/Study Abroad [ v ‘ ‘ ‘ | ‘

Payment Type* Amount* } Comment
| outorpoctet |v] | |[usp |v| ' ‘

[ Itemize H Allocate ][ Aftach Receipt ][ Cancel ]




Select Attach Receipt and upload a PDF copy of the signed Final Budget and Details, which is
attached in the Travel Course Manager’s welcome back email.

New Expense Available Receipts

Expense Type* Charge To* Transaction Date*
l Meal Allowance Exception® | W I TravelCourse-571015 v I [
Report/Trip Purpose* Additional Information City of Purchase

IT(a‘.‘eI Course/Study Abroad | v

Payment Type* Amount* Comment

l Out of Pocket v I Usb | v

m‘ ltemize H Allocate || Afttach Receipt Jl Cancel J

Group Meals

Any group meal covered by Chapman University, not including those paid for by your Provider,
requires both the full itemized receipt for the meal showing individual purchases included in the
meal and the total cost receipt. A roster of meal attendees (faculty, students, guest lecturers,
etc) is also required.

Select Entertainment Meals (attendees)

04. Meals & Entertainment

Enteriainment Meals (attendees)*
Mon-Travel Meals (atiendees)-520045

Fill out the date, amount, and comment for this group meal. You will need to add at least one
other attendee who is not yourself to the attendee list on the expense. Select Add Attendee.



New Expense Available Receipts

Expense Type* Charge To* Transaction Date* Report/Trip Purpose*

I Entertainment Meals (attende | v ITraveICourse»Sﬂmﬁ v | I H ITrave\ Course/Study Abroad | v
Payment Type* Amount* Comment

I Qut of Pocket v ‘ USD | v ‘

Sales Tax Amount Sales Tax Accrual Sales Tax Accrual Comment

Attendees® 17 [ €) Attendees: 1 | Attendee Total: $0.00 | Remaining: $0.00

Advanced Search | Search Recently Used ‘

L Attendee Name I Attendee Title Institution/Com... | Attendee Type | Amount

(| Hughes, McKenna L Faculty/Staff $0.00

[ Itemize ][ Allocate J[ Attach Receipt ][ Cancel ]

In the Add Attendee window, select the Attendee Type and enter their First and Last Name. You
may then select with Save & Add Another or Save. If you select Save & Add Another, the
attendee you just entered will be added to the expense attendee list and the Add Attendee
window will remain open for you to enter another attendee. If you click Save, the attendee is
added to your attendee list and the Add Attendee window closes. Because you will be adding a
complete roster of attendees to this expense, you do not need to add every attendee to every
group meal this way.

Add Attendee

Aftendee Type Last Hame*
Confracior ‘ W | I

Confractor

Daonar
Other

Research Parficipant
School Guest

5 /Part
pouse/Fariner Save & Add Another Cancel
Student

Visiting Professor

Once you add at least one additional attendee, this expense must be Itemized.



New Expense Available Receipts

Expense Type* Charge To* Transaction Date* Report/Trip Purpose*
| Entertainment Meals (attende | v l TravelCourse-571015 v | 01/21/2020 B I Travel Course/Study Abroad | v
Payment Type* Amount* Comment
| Out of Pocket v l 150.00 usb | v
Sales Tax Amount Sales Tax Accrual Sales Tax Accrual Comment
Attendees” 1> € Attendees: 2 | Attendee Total: $150.00 | Remaining: $0.00
Advanced Search Search Recently Used
[ Attendee Name Attendee Title Institution/Com... | Attendee Type Amount
Lawson, Jean Student $75.00
Hughes, McKenna L Faculty/Staff $75.00
-

[ ltemize |[ Allocate H Aftach Receipt H Cancel J

This is where you itemize any alcoholic beverages or personal expenses that were part of the
group meal. If your course has anyone under the age of 21 present, there should never be an

alcoholic beverage ordered at a group meal. In most cases, you will put $0 in both lines. Then
Save Itemizations.

Expense || Meals (Alcohol Bevs & Tips) Available Receipts

Total A t: 5150.00 ized: 50.00 | R ining: $§150.00

Amount Personal Expense (do not reimburse)

Alcohol Beverages*®

Non-Reimbursable/Personal Expense Y

=

Then follow the above directions to Attach Receipt with the full itemized receipt for the meal. A
receipt showing just the total amount paid may not be sufficient to reconcile a group meal. Next,
follow the instructions below on how to attach the group roster as a second receipt.

Attaching multiple receipts

Multiple receipts will be required for certain expense lines, most notably for group meals as you
are required to add both the itemized receipt for the meal and a roster of attendees. After
following the instructions to attach the first receipt, click on Available Receipts.




‘ Expense ‘ Receipt Image | Available Receipts

l Total Amount: $200.00 | Itemized: $200.0 aining: $0.00

Expense Type* Charge To* Transaction Date*

l Entertainment Meals (attende | v ‘ ITraweiCourse-STlDiS o I 017212020 _

Report/Trip Purpose* Payment Type* Amount* 5

| Travel Course/Study Abroad | v ‘ I Qut of Pocket | N I 200.00 | Usb (v

Comment

Sales Tax Amount Sales Tax Accrual Sales Tax Accrual Comment
Attendees 17 € Attendees: 1 | Attendee Total: $0.00 | Remaining: $0.00
ey iy | Search Recently Used | =5
: Attendee Name Attendee Title ‘ Institution/Com... | Attendee Type Amount
O Hughes, McKenna L Faculty/Staff 50.00

m [ Add Itemization ] [ Attach Receipt ] [ Cancel ]

You have the option of selecting an available receipt previously uploaded into Concur or
Upload a new receipt.

Expense H Receipt Image ‘ Available Receipts W Upload

Total 5150.00 | i $150.00 | ining: $0.00 ‘ Add receipts by emailing them to receipts@concur.com

| Manage My Verified Emails

(B Yal Delete ’

g TER - Details Menu.png

Sama taemsin e — RS ————

D) Amendess: | Arndes Totsh $130.00 | Reeainiog: 1392

Detach From Entry

If uploading a new receipt, select Browse and choose the appropriate receipt from your files.



Receipt Upload

For best results, scan images in black & white with a resolution of 300 DPI or lower.
Click Browse and select a .png, .jpg, .jpeg, .pdf, .tif or .tiff file for upload. 5 MB limit per file.

For best results, scan images in black & white with a resolution of 300 DPI or lower.
No Receipt? Create a missing Receipt Affidavit here.

Files Selected for uploading:

Mo files selected

Click Upload and check to ensure you receive the confirmation message.

Receipt Upload

For best results, scan images in black & white with a resolution of 300 DPI or lower.
Click Browse and select a .png, .Jpg, .jpeg, .pdf, .tif or .tiff file for upload. S MB limit per file.

For best resuits, scan images in black & white with a resolution of 300 DPI or lower.
No Receipt? Create a missing Receipt Affidavit here.

Files Selected for uploading:

Concur - CA Submit Request png Remove




Receipt Upload “

For best results, scan images in black & white with a resolution of 300 DPI or lower.
Click Browse and select a .png, .jpg, .jpeg, .pdf, .tif or .tiff file for upload. 5 MB limit per file.

For best results, scan images in black & white with a resolution of 300 DPI or lower.
No Receipt? Create a missing Receipt Affidavit here

Files Selected for uploading:

Concur - CA Submit Request.png Uploaded

| Close ‘

Please note that even if you attach multiple receipts to one expense, only one receipt
image will appear under Receipt Image.

Allocation

Use the following instructions to check that all expenses are properly allocated to your specific
Travel Course budget number or update all allocations simultaneously. Under the menu Details,
select Allocations.



[ 4+ New Expense J Import Expenses Details v Receipis v Print / Email ~

Report

EXpE"]SGS Report Header e g

]| l Date v ‘ Expense Type y Requested

[J > 01212020  Entertainmentmd  101lS $150.00
(5 22 Audit Trail

I e _—_— T o,

o e Comments

You must include attendees othe S
This itemized ent Allocations

________________________________________________________ Allocations

) 01/02/2020 Personal Car $53.36
o Travel Allowances

|:| .................. T e —— New ltinerary [~ ey
& Available ltineraries

Expenses & Adjustments

You will see a list of your open expenses. You may select individual expenses or all at once.

Allocations for Report: TC test 0O x
Expense List Allocations
Percentage * Fund* * Department* | * Program* * Project* * Operating Unit* | Class
[] patev ‘ Expense T... ‘ Group | Ammml‘
[] o8r0r2019 Meal Allow. $500.00
'] 01022020  Personal C... $53.36
© Entertainment Meals (attendees)”
[] 01212020  Entertainm... $150.00
[] 0112172020  Enterainm... 5200.00
»
m Cancel

After selecting all relevant expenses, click Allocate Selected Expenses.



Expense 4-
._-L... 2

Select Group ~
. Date Expens Group Amount

[v] 087202019  Meal Allow. - $500.00
[v] uwowzozo PersonaIC $53.36

@ Entertainment Meals (attendees)*
01/21/2020  Entertainm.. $150.00

[¥] 017212020  Entertainm... $200.00

Ensure that the budget line that appears matches the Travel Course budget line in the Travel
Course Manager’s expense report emailed to you. If not, change the Department and Program
numbers to match. Once you have the correct budget line listed, click Save.

Allocations Total:$903.36  Allocated:$903.36 (100%) Remaining:$0.00 (0%)
i [ i = eI
[j Percentage | * Fund* | * Department* ‘ * Program*® * Project® | * Operating Unit* | Class
[:| 100 (100) UR - Op... (5550) Center f... | | (55500) Center.. None None
4 »

m cance’

Currency exchange

The Concur system will automatically calculate the correct currency exchange on the day of
your purchase. Enter all expense lines in the currency used for your program receipt. Concur
will automatically convert your foreign currency to USD.
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