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Logging into PantherExpress Travel & Expense Management

Full-time and part-time employees of the University will have access to PantherExpress Travel
and Expense Management. To Log in:

1. Go to my.pitt.edu.

2. Enter your University Computing Account, and password.

3. Click the link for PantherExpress Travel and Expense Management.
4

. You will be taken to the Concur home page

£8) University of Pittsburgh
Pitt Passport
Username
Password

£ Forgot password? | @ Need Help?
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Exploring the Home Page

Administration + | Help
(&) CONCUR Requests Travel Expense Approvals App Center Quick Task Bars °
Profile - -

Sl £ 00 04 00 04

Travel & Expense Management New Required Authorization Available Open
Hello, Ca[hy Approvals Requests Expenses Reports
TRIP SEARCH COMPANY NOTES
& Booking for myself | Book for a guest Welcome University Faculty, Staff and Students!
Traveler Profile Notes:
‘!i = = E Cl-) Prior to making any online travel reservations, please make certain that your first, middle, and last names shown in your traveler profile
are identical to those on the photo identification that you will be presenting at the airport.
Mixed Flight/Train Search To review your profile, select Profile » Profile Settings > Personal Information.

| Round Trip | One Way | Multi City ‘ Be sure to complete/update the following information:

« Werify vour email address and add anv additional email addresse

From ) Read more

' e | MY TASKS |

@
l e 1 SE.EC.,NW.H.WJ m Required Approvals > m Available Expenses - m Open Reports >

Greatl You currently have no approvals. 10/17 PITT BOOK CENTER 001 10/19 CS Conference San Diego
3962 $1,359.00 Returned
T — 10/07 Ring Your Profile 10119 test
$18.29 $1.00 Returned
Or, tell us in your words what you want to do
fiaht \ " 1012 test
.g. flight from New York to Paris on Tuesday Search
| &2 e

10/11 emergency supply

MY TRIPS (0) > $320.00

You currently have no upceming trips.

FACTS & STATS

The home page includes the following sections that make it easy for you to navigate and find
the information you need.

1. Quick Task Bars — Provide direct access to create or approve an expense report, authorize a
travel request, apply available electronic expenses to an expense report, or access incomplete
expense reports

Company Notes — Displays University specific information
Trip Search/My Trips — Provides access to travel booking, and upcoming trips.

My Tasks — Displays a dashboard for your approvals, available expenses, and open reports.

vk wnN

Profile — Provides access to verify personal information for travel purposes, designate delegates,
set preferences for email notifications, and set-up a mobile device

To return to the Home page from any screen, click the Concur logo in the upper left corner of
your screen.
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From the Concur homepage click Profile, Profile Settings

CONCUR

Panther

Travel & Expense Management

Hello, Cathy

Requests

Expense Approvals App Center

New

Required
Approvals

Administration ~ | Help ~

Profile ~ &

00 03 01 01 01

Authorization Available Open Cash
Requesis Expenses Reporis Advances

You will see five categories of settings: Your Information, Travel, Request, Expense, and Other
Settings. Begin setting up your profile with Your Information.

CONCUR Requests

Profile

Your Information

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

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs

Request Settings

Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settin

Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Company Car
Favorite Attendees

Other Setti

E-Receipt Activation

System Settings

Connected Apps

Concur Connect

Change Password

Forgot Mobile Password (PIN)
Mobile Registration

Personal Information

Travel Expense Approvals App Center

Change Password Systermn Settings

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 yeur credit card information here so you don't have
to re-enter it each time you purchase an item or service.

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

Request 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.

Company Car
Company Car

Mobile Registration
Set up access to Concur on your mobile device

Mobile Registration

Administration ~ | Help ~

Profile + &

Mcbile Devices

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
Hew can we contact you about your travel arrangements?

E-Receipt Activation
Enable e-receipts to automatically receive electrenic receipts from
participating vendors

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

Change Password
Change your password.

9/20/18
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Your Information
Personal Information

Name — Required. The complete name should match your government issued photo ID, such as
a driver’s license or passport, which you will present to airport security. If first/last name are
incorrect, please contact the Payroll Department

e First and Last name will be populated from your University HR record.

e Add Middle Name and, if applicable, Suffix to match your government issued ID.
Company Information — automatically populates

Work & Home Address

e Optionally, enter work and home address

Contact Information - Required
e Enter a work and home phone number; these can be cell or land lines
e We highly recommend that you register your mobile devices.

o A mobile device will allow you to receive text messages from Concur informing you of any
cancelled or delayed airline flights, regardless of the airline booked, in addition to informing
you of potential risks in your travel area.

o C(Click Add New Device. Enter a Device Name, select the Device Type, enter the phone
number

e Check whether it is your Primary Mobile Phone

e Check whether you agree to receive risk, safety, and business related text messages

e Click OK.
Contact Information Go to top
Werk Phene[Required™] Werk Extension Work Fax 2nd Work Phone/Remete Office
|412-624.6138 | [ | )

Home Phene[Required™]
|412-770-7282

Pager Other Phone
| |

Mobile Devices

Register and manage your mobile devices here.

Cathy's Cell

EE +1 412-770-7262 coo Add a new device »
ooo

Primary Mobile Phone ooo

Use for Safety and
Business Text Message
Alerts

Edit Device »

“*You must specify either a home phone or a work phone.
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Email Addresses — Required

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
. r P Disable
5 4 erified P
Email 1 paucls@pitt. edu o Werifi Verification es &
. J Verified Disable
Email 2 clewis@cfo.pitt.edu o Verifi ‘erification Yes & o

e Verify your email address! Important!

o Your @pitt email account will automatically be uploaded into the PantherExpress Travel &
Expense system, but you must verify your email address within Concur by clicking the Verify
link. By verifying your email address, Concur can associate your email address with your
Concur account.

e Once you verify your email address, you will be able to forward any electronic receipts to
receipts@concur.com . They will then be displayed in the Available Receipts in the Expense
portion of the application. It also enables itinerary information to be emailed to
plans@concur.com.

e Additionally, if Group Business Meals are scheduled through Outlook, adding
receipts@concur.com when adding Attendees, will automatically populate attendee names
for Group Business Meal expense types.

e Additional work and personal email addresses can be added by clicking Add an Email
Address. Enter the email address and select whether you want travel notifications to be
sent to that email. Click OK.

e To verify the email address, click the Verify link.

e Check your email for a verification message from Concur.

o Copy the code from the email message into the Enter Code box next to the email address.
e Click OK

Emergency Contact — Optional, but when traveling, if there should be an emergency, Anthony
Travel will have access to the Emergency Contact information.
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Travel Settings

Travel Preferences — Optional, but recommended for frequent travelers
e If you participate in Frequent Traveler Rewards programs, click Add a Program
e Enter air, car rental, and hotel Frequent Traveler program information

o Click “I Agree” to the terms and conditions

TSA Secure Flight

TSA Secure Flight

The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided, you may be
subject to additional screening or denied transport or authorization. TSA may share information you provide with law enforcement or intelligence agencies or others
under its records notice. For more on TSA privacy policies or to view the records notice and the privacy impact assessment, see the TSA's web site at

WWW.TSA GOV,

Gender [Required] Date of Birth (mmidd/yyyy)[Required] DHS Redress No.@ TSA Pr'e{ Known Traveler Mumber@

(O Male (8) Female |—MMW | | ||—|

Save

e Gender and Date of Birth will automatically populate
e If you have a TSA Pre-check number, it can be entered

International Travel: Passports and Visas — recommended for International travelers

International Travel: Passports and Visas Go to top

Adding your passport information to your profile will allow us to include it in your reservations. Having this information in your reservation can make international
travel a little easier

Passports
|:| | do not have a passport

Add a Passport

Passport Date of Birth {(mmiddiyyyy) Passport Maticnality Passport Mumber Passport Date Issued (mmiddfyyyy)
|01/m2r0 || United States of America [~]] 123458 || 0012018

Passport Expiration {mmiddiyyyy) Passport Place Issued (City, State) Passport Place lssued (Country)

||E|DE.'3D:2025 || Pittsburgh, P& || United States of America ‘

International Visas

Add a Visa
Visa Nationality Visa Type Visa Number Visa Expiration
isa Nationality Wisa Type isa Mumber “isa Expiration (mm/ddiyyyy) [ﬂ x
| | [
Save

e Forinternational travel, entering Passport or International Visa information ahead of time
will allow it to be available when using the system to book travel.

e C(Click International Travel
e Enter Passport or International Visa Information

e C(Click Save
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Credit Cards — Recommended

PantherExpress Travel and Expense Management

e Pitt recommends the use of the Pitt-paid travel card. The display name for the Pitt Travel

Card is “Corporate Card”.

e Your Pitt-paid Travel Card will be loaded into your profile automatically. Click on the Edit
Card icon and select Use this card as the default for: Plane Tickets, Rail Tickets, Car Rentals,

Hotel Reservations

Edit Credit Card

Display Mame (e.g., My Corporate Card)

Edit your credit ¢ ard information as necessary and click Save Changes when finished. All fields are required.

“Your name as it appears on this card

Corporate Card

|catHy LEWIS

Card Type
MasterCard

Credit Card Mumber
XXX XXX -5 286 | 5 v |

Expiraticn Date

LR

00 v

Use this card as the default card for:
|# Plane Tickets # Rail Tickets |# Car Rentals

#| Hotel Reservations

@ Receive e-receipts for this card: [+

e If desired or required, a personal credit card can be entered into the profile, and will be
available for purchasing airfare tickets, or reserving hotel and car rentals.

9/20/18
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Request Settings

e Information, Delegates, Preferences, and Approvers are shared between Request and
Expense Settings

e Start with Request Settings to set up information, and it will carry through to Expense
Settings. Also, if you make changes to one section, the other section will automatically be

updated.

Request Information

Request Information

Cove oo

User Group Employee Number University Paid Car Reimbursement Currency

Fitt General 8072
Traveler Type Execufive (Anthony Travel INTL) Entity Department

Staff (02} Operating (02025) Financial Information Syster
Purposs Project Reference Responsibility Center

(00000) Default-No Value (000000) Default-No Valus I 0oooo (87) Office of the Chief Financial Of

e A default departmental account number will automatically populate
e The Reference number defaults to zeros, but can be modified by the user.

e Changes to the default Entity, Department, Purpose, or Project segments can be requested
through PantherExpress Customer Service.

Request Delegates - Important!

Request Delegates

Delegates  Delegate For

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

Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissi for Expense and Reguest.
Receives
Can Can Bock Can Submit Can View Can Use Receives Can Can Approve Can Preview Approval
Name Prepare  Travel Requests Receipts Reporting Emails Approve  Temporary For Approver Emailz
Duchene, Emily
emdi0i@pittedy L O O O Y
D Lego, Heather
] M | | |

hackerma@pitt.edu

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

e Delegates can prepare and submit travel requests, book travel, and prepare, but not submit,
an expense report on behalf of the traveler.
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For the initial implementation of PantherExpress Travel & Expense, Delegates will
automatically be loaded from the PRISM Internet Expenses application.

Beyond the initial implementation of the system, it is the responsibility of the traveler to
add/delete Delegates.

To add a delegate:

Click Add
Search for the person you wish to add as a Delegate, and click Add

Check the boxes that correspond with the permissions you are granting to the delegate.
(*Recommended permissions for Delegates)

O *Can Prepare — delegate has authority to prepare expense reports

O *Can Book Travel — delegate has authority to book travel (select with Can Submit
Requests)

0 *Can Submit Requests — delegate has authority to submit travel requests

O *Can View Receipts — delegate can view electronic receipts that the traveler has
sent to Concur. This will automatically get checked, when you select “Can Prepare”

0 Can Use Reporting — delegate can run reports
O *Receives Emails — delegate receives email notifications

0 Can Approve-this is typically used by an approver to delegate approval authority to
someone else. Approval authority can be permanent or temporary.

0 Can Preview for Approver — this is typically used to add an additional level of
review, for example, reviewing for proper account number assignment, before the
final review. A Previewer cannot approve or reject a report.

0 Receives Approval Emails — Receives Email notifications as the expense report
moves through the approval workflow

Click Save.

To delete a delegate click the checkbox to select the person, click Delete, and confirm
deletion.

Request Preferences - Skip

9/20/18

Request Approvers

A default approver will automatically display. Contact PantherExpress Customer Service if it
needs to be changed.

Favorite Attendees - Optional

Frequently used attendees can be added for quick additions to Group Business Meals
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Expense Settings
e Information, Delegates, Preferences, Approvers, and Favorite Attendees are shared
between Request and Expense Settings

e Information that was entered (or edited) in Request Settings will carry through to the
Expense Settings

e If you have been provided with a University vehicle, that is not from Fleet Services for one-
time travel, Company Car ID information will automatically be pre-loaded from Payroll data.

0 Other Settings
O E-Receipt Activation — Highly Recommended

0 Enables the automatic collection of electronic receipts and folio data (e.g., lodging),
or "e-receipts", from participating suppliers.

Click the link E-Receipt Activation
Accept the E-Receipt Activation and Use Agreement

You will receive a confirmation that E-Receipts has been activated

W PE

When booking travel (airfare, hotel, car rental), vendors participating in E-Receipts will display

L Ga

the following Icon

e System Settings — Skip

Connected Apps

To take full advantage of the functionality in the Concur application, it is recommended that you
download the following two applications onto your phone or mobile device.

e Tripit Pro organizes your travel plans putting all of your trip information in one place. The
app will provide you with updates as your travel on things like gate changes, cancellations,
etc., and provides the ability to select alternate flights when plans have changed or a flight
has been cancelled. Family members can be provided visibility to your travel plans by
including them as part of your inner circle. Consider it your personal travel assistance, while
on the road.

e Concur Mobile allows you to manage trips and expenses. You can collect data for an
Expense Report and submit it, or approve an employee’s Expense Report. The App has the
ability to create the expense line item and match the receipt. If a travel card is used, it will
match the travel card transaction, as well.
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1. On the Concur home page, under Alerts you will see a message regarding eligibility for a free
Tripit Pro subscription.

L&) CONCUR Requests Travel

Panther!
Travel & Cxpense Management

Hello, Rachael

TRIP SEARCH

& Booking for myself | Boak for 3 guast

£ 5 = &8 O
Mixed Flight/Train Search
| Wt Gy

Found Trg e Wy

i

To@

Fid o spord | Suwct il an

Expense  Apprc

o

Trd et arpad | Saked mulipls aeas

Show Mo
O, 123 us in your words what you want i 6o

&0 Might from Mew York to Pans on Tuesday

MY TRIPS (0)

You cumently have no upcoming trips.

-

App Center

ALERTS
O Ao Unves

subscription.

Let Triplt organize your travel

plans so you don't have

COMPANY NOTES

Welcome University Faculty, 51aff and Students!

Traveler Profili Note
Prioe 1o making any o

rarveel pessrvations, pl

are el 1o Hhose on te phats donbfcabon that you wil be presenting al the sparl

To raview your profile. select Profile » Profile Setings » Personal Information

Be sure datelupd.

profie ~ @
'rofile -

+ 00 0o 00 00

New Required Authorizaticn Available Cpen
P gl Expens Reporls

to

mem—

i e

Tripit

esisar ks certann Sl your fest, sl and st names shewn in your baveder probie

the following

= Moty vonar vl acddress and add sy addibonal rmal addrnssns

MY TASKS

m Required Approvals m Available Expenses 3

Gresatl You currently have no approvals

m Open Reports >

You currenily have no aviskable Yau currenlly Bavie no apin separts

R

2. Click the link Get It.

9/20/18

ACTIVATE YOUR TRIPIT PRO SUBSCRIPTION

You now have Triplt Pro to help you manage all your trip details.

2~
Tripr:

Activate your subscription.

[ concur

One Place for All Your Travel Plans Email Address

Organize trip details into one master itinerary — even if |‘ |
your arrangements are booked on multiple websites.

Get Notifications on the Go Password

Easily get your flight status and refund alerts. | |

Password help: It is best not to use your
network or corporate password.

Already have a Triplt account? Sign In

By clicking Sign up, you confirm that you accept the User Agresment
We don't share your email addresses. More Info
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3. Enter your @pitt.edu email address, and a password. This password does not need to be your
University computing account password.

x
ACTIVATE YOUR TRIPIT PRO SUBSCRIPTION
You now have Triplt Pro to help you manage all your trip details.
—38Ze
CONCUR Trlp Activate your subscription.
One Place for All Your Travel Plans
Organize trip details into one master itinerary — even if
your arrangements are booked on multiple websites.
Get Notifications on the Go
Easily get your flight status and refund alerts.
Thanks for signing upl
We have created a new Triplt account with this email address rkardell@pitt.edu
Just to be absolutely sure this is you, we have sent you a verification email
Once you get the email simply click the link to verify this account. Don't see the email? Check your spam folder or contact
us for assistance

4. Tripit will send a verification email to your @pitt.edu email address. Click the link in the email to
verify the account.

5. Click Continue.
6. Additional information on Tripit can be found at the following site:

http://www.concurtraining.com/triplink/end user

e Concur Connect - Skip
e Change Password - Skip
e Forgot Mobile Password - (This is displayed only after the PIN has been setup)

Forgot your Mobile Only Password (formerly PIN)?

Change PIN
PIN may be letters, numbers and special characters such as |, § or #, but no spaces. All fislds are requirsd.

New PIN : Re-enter New PIN -

[ | |anee - Cancel
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e Use this setting to setup the traveler’'s mobile phone to capture receipts, submit expense

reports, etc.

Concur Mobile

Manage your expenses and business travel on your mobile
device.

To get started, enter your email address below and we will send you a link to download the app.

bakd7 @pitt.edu |

Or, review your sign-in details:

To sign in to the Concur Maobile app, simply tap on "Company Code Sign In” after downloading
the Concur Maobile app and enter your company code. Then follow the instructions per your
company procedure for single sign on.

Company Code: TDURHQ

Alternatively, you can use your Concur usemame and a Concur Mobile PIN.
Enter a new Concur Mobile PIN in the fields below to setup a new one.

Concur Username: bakS7 @pitt.edu
Create PIN: |

PIM may be letters, numbers and specisl characters such as 1§, or # but no spaces
Retype PIN; |

Set Concur Mobile PIN

/ n N
P — \
o ATAT T 132 PM P s
= [ concur ]

) Trips

Expenses

# Expense Reparts

Approvals

e C(CreateaPIN

e Company code will not be needed

o Download the Concur application to the traveler’s phone

0 Login to Concur via your mobile device, using your @pitt.edu email and PIN as the

password

0 Click OK, to allow Concur to send Notifications

0 Now you are setup to view Concur from your mobile device.
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Acting as a Delegate

If you have been assigned to work as a delegate, your delegator will define which tasks you can
complete, such as booking travel, preparing reports, etc.

Help ~

CONCUR Requests Expense Approvals App Center [}
Profile ~ -

Pa.nther + 0 Pitt Traveler

Travel & Expense Management New Req
Hello, Pitt Appr

Profile Settings | Sign Out

x Aclingasnﬂlerusﬂ'g Ap——
COMPANY NOTES

Lewis, Cathy|

Welcome University Faculty, Staff and Students!

Traveler Profile Notes:
Prior to making any online travel reservations, please make certain that your first, middle, and last names shown in your traveler pro
be presenting at the airport.

ICEICY| Logon D pauclS@pitt edu

To review your profile, select Profile > Profile Settings = Personal Information
Be sure to complete/update the following information:
+ Verify vour email address and add anv additional email addresse

Read more

BaANS T A e

To work as a delegate:
1. Click Profile.
2. Under Acting as other User, select the appropriate delegator's name from the drop down.

3. Click Start Session.

| e mEsi =g =T T ] T

Help ~

CONCIJI! Requests Expense Acting as - .‘
Lewis, Cathy -

Panther 0 00 07 01

draval S EsRenes: anagemant Authorization Available Open Ccash
Lewis, Cathy Requests Expenses Reports Advances

Make the most of your trip with great apps in the Concur App Center

4. Notice that the Profile menu now displays Acting as and shows the name of the employee you
are acting on behalf.

5. You are now officially working on behalf of that person. Complete the normal processes for
creating reports.

6. To select a different user, follow the same steps but click a different name.

7. To return to your own tasks, click the down arrow next to Acting as... and then click Done acting
for others.
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Travel: Create a Travel Request

e The business practices within your department may or may not require pre-trip approvals

prior to traveling. If an approved Travel Request is not required, then proceed to booking
travel.

e Travel Requests are also used to contact a travel agent for booking assistance. Agents with
Anthony Travel will ask for a Request number before assisting you.

e Once atravel request is approved, the information provided on the request will default to
the booking of the trip, and the expense report.

e The amounts added to a travel request are estimates to collect general information for the
approval. A percentage tolerance will be established by the Travel Program Manager to

monitor and/or take action when the actual travel booking amount exceeds the requested
amount.

When an approved Travel Request is required before booking travel,

1. In the Requests section, click New Request.

Administration » | Help +

CONCUR Requests Travel Expense Approvals App Center

Profile ~ &

Manage Requests | New Request | Quick Search
Request e e ] ot
Status: Not Submitted

Trip Name:
Event Name/Business Purpose:
Request Header | Segments || Expenses | Approval Flow || Audit Trail
Trip Name Trip Type How sre you booking iravel? Traveler Type Business Travel Start Dste
| Seattie Recruitment Conferance | | Domestic ‘ v| |;| FOR an Online/Concur Travel Booking | v| [ser | v| |1l]f24/2(]15 |_H

Business Travel End Date Final Destination City Final Destination Country ReportiTrip Purpose Event Purpose
|1m27ﬁzu1e- ‘_|| |Searﬂe Washington | |LIN\TED STATES | v |Gunfer&nue | v | [Foreian Student Recruitment
Doss lrip contsin personal travel? Gomment
[no [~
Entity Department Purpose. Project Reference

(82) Operating [~] [(w2025) Fimanciai information systems [ | [ 02000) Deauit-no value [~] [090000) Detourtio vaie [~] [ooco

by?
Department Approval Requested?
Cash Advance

Cash Advance Amount Cash Advance Comment

\ J[uso [~

2. In the Request Header section, enter the appropriate values for each field, noting that required
fields contain a red bar.

0 Trip Name — enter something meaningful to you and your department
O Trip Type — Domestic, International, or Non-Travel
0 How are you booking travel?

= Request Auto-Created from a Concur Travel Booking — booking travel
creates a Request that will be automatically approved.
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= Request to Create an Online/Concur Travel Booking — Request is entered
before booking travel. The Request will be submitted for approval. Once
approved, the Book option will be available.

= Request for an Anthony Travel Agent Assisted Booking or Other — Request is
entered to book travel outside of the system through Anthony Travel.
Anthony Travel will require the Request number.

O Business Travel Start/End Dates

= These fields should represent the time period of the business trip, and not
include any extra days of personal travel.

Final Destination City
Final Destination Country (will auto-populate based on city selection)
Report Trip Purpose — select from the List of Values

© O O O

Event Name/Business Purpose - enter something meaningful to you and your
department

o

Account Number — the charge account will default from your Personal Profile

0 Department Approval Requested — check this box if department approval is
required, and option 1 or 3 was selected in the “How will you book travel” field.

3. Click Save. A request number is generated

Request 334L

Trip Name: Seattle Recruitment Conference

Event Name/Business Purpose: Foreign Student
Recruitment

Request Header || Segments | Expenses || Approval Flow || Audit Trail

Add Segment
CLICK ICON TO CREATE
SEGMENT

4. Segments or Expenses must be added to the request in order to complete and submit the
request. Segments include airfare, rail, car rental, and hotel.

5. Click the Segments tab next to the Request Header tab

6. Click the appropriate icon to create the segment. In this example we are looking at Airfare.
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Request 334L

Trip Name: Seattle Recruitment Conference

Event Name/Business Purpose: Foreign Student
Recruitment

Reguest Header || Segments Expense Summary || Approval Flow || Auwdit Trail
H - = , : Amount 1 ggen 00
9 Air Ticket Round Trip One Way Multi-Segment AT - 5850.00

Qutbound

Date: Monday, October 24, 2016 Depart at 08:00 am

Comment:

Return
Date: Thursday, October 27, 2016 Depart at 01:00 pm

Comment:

e Select Round Trip, One Way, or Multi-Segment. Round Trip is the default.
e Enter the estimated amount of the airline ticket in the Amount field.

e Enter Airports traveling From and To. From and To Dates are defaulted from the Request
Header, but can be changed.

e C(Click Save.

o Similarly, enter Car Rental and Hotel information, if applicable. Click Save.
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Request 3341

Trip Name: Seattle Recruitment Conference

Event Name/Business Purpose: Foreign Student

Recruitment

Request Header || Segments || Expenses

Add Segment

CLICK ICON TO CREATE
SEGMENT

@ Hotel Reservation

Check-In

Detail: =

Check-Out

Comment:

Approval Flow

Audit Trail

QOPQ

Amount . $300.00

City: Seatt

Date:

Date:

: Thursday, October 27, 2016 At 10:00 am

3 nights lodging

7. Click the Expenses tab. On the left side of the screen you will see the estimated expenses
established within the Expenses tab. The right side of the screen allows you to add additional
estimated expenses for meals, airline fees, car mileage, etc.

8. To add an additional expense, click the Expense name. Enter required information and click
Save.

9. When finished click Submit Request.
10. Click Accept & Submit

Request 334L I G e e
Status: Not Submitted
Trip Name: Seattle Recruitment Cenference Amount: $1,150.00
Event Name/Business Purpose: Foreign Student
Recruitment
Request Header | Segments || Expenses | Approval Flow || Audit Trail
" New Expense <«
EorTis
[ Date Expense Type Amount Requested
[] 10242016 Airfare $850.00 $850.00 To create a new expense, click the appropriate expense fype below or type the expense type in the field sbove. To edit an existing
expense, click the expense on the left side of the page

[ 1042018 Lodging $300.00 $300.00

01. Travel Expenses 02. Training, Fees & Dues

Actual Meal Cost (Reimbursable) Conference/Seminar/Course

Registration

Alriine Fees

Car Mileage

Fixed Lodging Allowance

Fixed Meal Allowance

Weal Per Diem

Parking

Tolls

Trainee Travel - Sponsored

TOTALAMOUNT |  TOTAL REQUESTED
$1,150.00 $1,150.00
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11. The request will appear on the Active Requests page.

Administration v | Help

CONCUR Requests Travel Expense Approvals App Center .

Profile ~
-

Manage Requests New Request Quick Search

Active Requests (1)

Request Name ~| | Begins With B |

] | Request Name | RequestiD | Status Request Dates » Date Submitted Total

Seattle Recruitment Conference 3L Pending Cost Object Approval 10i24/2016 10/07/2016 $1,180.00
Foreign Student Recruitment

102712016
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Requesting a Travel Advance

Travel Advances are not generally permitted but are available by exception, when use of the travel
card is difficult or unavailable, or extended foreign travel is involved. Review the Travel Policy before
requesting an advance.

To Request a Travel Advance:

1. Navigate to Requests, New Requests
2. Complete all required Header fields, including the Cash Advance amount being requested.

Cash Advance

Cash Advance Amount Cash Advance Comment
1,200.00 | | USD |w | ravel Advance requested to help defray
daily meal costs

3. Click on the Expenses tab
4. Select the Expense type for which you are requesting the advance.

Expense Type Business Travel Start Date Business Travel End Date Description

[ Forea Meal Atiowance [~] [oamiz0r7 || (02312017 || [scvance to help defray daily meal costs
City #of Days Daily Rate T ion Amount

|Madrid ‘ |3|J | |4n.0c| | 120000 UsD v

C
travel advance to help defray daily meal
costs

5. Enter all required fields and click Save.

6. Click Submit Request, then click Accept & Submit.
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Recalling a Request

You cannot change, cancel, or delete a Request that has been submitted unless you Recall it first.

Administration ~ | Help «

CONCUR Requests Travel Expense Approvals App Center

Profile ~ &

Manage Requests New Request Quick Search

Active Requests (1)

Request Name v | Begins With v ‘ | ‘
D | Request Name Request ID Status Request Dates v Date Submitted Total
Seattle Recruitment Gonference 334L Pending Gost Object Approval 1012412016 10/07/2018 51.180.00
Foreign Student Recruitment
g 1002712016

1. Click the Request Name from the Manage Requests page.

Administration ~ | Help ~

CONCUR Requests Travel Expense Approvals App Center

Profile ~ &

Manage Requests ~ New Request  Quick Search

Request 334L D D e )|

Status: Pending Cost Object Approval
Trip Name: Seattle Recruitment Conference Amount: $1,180.00

Event Name/Business Purpose: Foreign Student
Recruitment

Request Header | Segments || Expense Summary | Approval Flow | Audit Trail

Trip Name Trip Type How are you booking fravel? Traveler Type Business Travel Start Date

Seattle Recruitment e Domestic v 2. Request FOR an Online/Concur Trave v Staff v 10242016 5]
Business Travel End Date Final Destination City Final Destination Country Report/Trip Purpose: Event Name/Business Purpose

0RTR0E :I Seatle, Washington UNITED STATES w  Conference v Foreign Student Recruitment
Does trip contain personal travel? Comment

- o
Entity Department Purpose Project Reference

02) Operating v 02025) Financial Information Systems 00000) Default-No Value v 000000) Default-No Value v 00000
i?

Depanmenmpprwa\ Reguested?

2. Click Recall
3. Click Yes to confirm the Recall. The status of the request is updated to Sent Back to User.

4. Make any necessary changes, then select Save, Attachments, Print/Email, Cancel the Request or
Submit Request to complete the process.
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Travel: Approving a Travel Request

The approver will see requests awaiting approval under Authorization Requests on the Concur home
page
1. Select the Request you wish to approve by clicking the Request Name.
2. Review the Request Header and the Expense Summary tabs.
3. There are three approval options
a) Approve —approve the Request

b) Approve & Forward — Approve and Forward the Request for additional approval. In
the User-Added Approver box, type in the last name of the approver and select from
the dropdown box.

¢) Send Back Request — Return the Request to the traveler

Once Travel Requests have been acted on by the supervisor, notification regarding the status of the
Requests will be noted on the Manage Requests page.

Administration v | Help ~
CONCUR Requests Travel Expense Reporting ~ Acting as . @
Lego, Heather L
Manage Requests New Request  Quick Search
Request Name v| |Beginswitn vl \
0O ‘Requez\ Name ‘ Request 1D Istalus | Request Dates v Date Submitted Total | Approved... | Remaining... |  Action
O QAUG Conference March 2017 337D Pending on-line Booking 031312017 1012672016 $700.00 50.00 £0.00 Book
Testing
0318/2017
O TEST Gash Adv Request 3374 Approved 110312016 110312016 520000 $200.00 520000  Expense
TEST
11/04/2016
0 TEST 337K Pending on-line Booking 11/03/2016 110312016 $20000 $0.00 S0.00 Book
fest
1110312016
O Test AT| Assisted Air Booking 337E Approved 110112016 102612016 $700.00 $700.00 S700.00  Expense
Bonjovitlon
1200312016
O Guest Boking 3377 Approved 10/26/2016 10/2412016 52000 520.00 §2000  Expense
Jon Bon Jovi
1012712016
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Travel: Making a Travel Reservation

Making a Travel Reservation from an Approved Request

1. Click Requests, Manage Requests

Administration ~ 1 Help =

CONCUR = Requests Travel Expense Approvals App Center

Profile ~ &

Manage Requests NewRequest ~ Quick Search

Active Requests (4)

Request Name v | Begins With v ‘ ‘ ‘
O ‘ Request Name ‘ RequestiD | Status Request Dates v Date Submitted Total | Approved... | Remaining... Action
Test Request 336N Sent Back to User - Lewis, Cathy B. 11012016 101712016 3$630.00 $0.00 50.00
Test Request
11/04i2016
D 0 fest 3376 Not Submitted 10/24i2016 $500.00 $0.00 50.00
test
10/31/2016
Sealtle Recruitment Conference 334L Pending Cost Object Approval 10/24i2018 1000712018 $1,180.00 $0.00 80.00
Foreign Student Recruitment
100272016
& QAUG tonference 3R Pending on-line Bocking 10/03/2016 10/11/2016 $200.00 $0.00 50.00 Book
fest
10/05/2018

2. The Requests that have a status of Pending Online Booking are ready to begin the booking
process.

3. Click the Request name, or the Book link found under Action.

Administration + | Help ~

CONCUR Requests Travel Expense Approvals App Center

Profile ~ &

Manage Requests New Request Quick Search

Request 334R I T T

Status: Pending on-line Booking
Trip Name: QAUG conference Amount: $200.00
Event Name/Business Purpose: test

Request Header | Segments A\ | Expense Summary | Approval Flow || Audit Trail
@ Hotel Reservation Amount - 5200 00
Check-In Gity: Orlando, Florida

Date: Monday, October 3, 2016

Detail: test

Check-Out

Date: Wednesday, October 5, 2016

Comment:

&A Request should be submitted prior to Travel.

4. Click Book with Concur Travel.
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Administration ~ | Help ~

[e§ CONCUR Requests Travel Expense Approvals App Center .
Profile ~ -

Travel Arrangers Trip Library Templates Toocls

OAUG conference Your Itinera ry
Start date:Monday, 10/03/2016
Enad d;: Wzgnaeys‘day, 10/05/2016 To Begin Booking your Itinerary, Please provide additicnal information below, then press the "Proceed to booking™ button

Purpose: test

TRAVEL REQUEST ITINERARY

V’ew Detail .
Hotel Reservation

Orlando, Florida

Check-in Check-out
Monday, 10/03/2016 ‘Wednesday, 10/05/2016

[] Gnly show me this pags when | nesd to provide extra information |

Proceed to booking

5. On the Your Itinerary page, change the departure and pickup time, if needed.

6. Click Proceed to Booking.

Making a Travel Reservation without Approved Requests

e C(Click Travel, Travel if you are booking travel for yourself, or acting as a Delegate to book
travel for someone else. If you are booking for another user, verify you have delegated in
as them and their name appears in the upper right.

Administration «

CONCUR Requests Travel Expense

Acting as -
Nolan, Tammy S

Travel Trip Library Templates Tools

Company Notes | Upcoming Trips | Remove Trips

o = = & O

. ) : Welcome to Concur Travel for The University of Pittsburgh!
Mixed Flight/Train Search

| RondTp |  Oneway | Muli City | Important Traveler Profile Notes
Prior to making any online travel reservations, please make certain that your first, middle, and last names shown in your traveler profile
From € are identical to those cn the pheto identification that you will be presenting at the airport.

‘ | To review your profile, select 'Profile’ » 'Profile Settings’ > 'Persenal Infermation’.
Find an aifport | Select multiple airports X
1@ Be sure to complete/update the following information:
‘ | + Telephene Number(s)
« Corporate Credit Card
+ Select those names you wish to book travel for you (Assistants and Travel Arrangers Section)

Anthony Travel
Search Toll Free: (844) 583-5%63

Local: (412) 246-9024

Find an airporl | Select mullipie arports

Sheiw More Email: PITT@anthonytravel.com
Or, tell us in your words what you want to do Online Support
Call (800) 924-6619 or e-mail OnlineTravel@Anthony Travel com
e.g. fiight from New ‘ork to Paris on Tuesday ‘

After-Hours Support

For assistance with bocking a trip during nen-business hours, please contact the Antheny Travel after-hours service desk at (469) 294-
1031 or email Afterhourstravel@anthonytravel com. You will be connected to a member of our in house after-hours team

Hours of operation:

Menday - Friday: 5 p.m. - 12 a.m.

Saturday: 9am. -12am

Sunday: Sam. -12am

If you are calling after 12 a.m. call (800) 530-2560 and give your VIT code S715C.
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1. Select Round Trip, One Way, or Multi City, enter the From and To destination, and departure and

return dates/times and click Search.

o = = =B O

Mixed Flight/Train Search

| Round Trip | One Way | Mttt ity |
From &)
|F'i1:tsburgh. P& - Pittsburgh Intl Arpt
Find an airport | Select multiple airports
™ &
| Mew work, MY - La Guardia |
Find an airport | Select multiple airports
Depart 3
|m12-'[)5.-’2[)1€- || depart v || Morning A || =4 W | el
Return &)
| 1270912016 || depart W || Afternoon ¥ || =4 | ~

|| Pick-up/Drop-off car at ainport

|| Find a Hotel
Class g Search by
| Economy class ¥ || Price - |

O, tell us in your words what you want to do

| e.g. fight from Mew York to Paris on Tuesday |

2. Review the flight availability and select a flight.

Shop by Fares Shop by Schedule

Flight Number Search Q Sorted By: | Price - Low to High

Preferred Vendor for The University of Pittsburgh

07:00a PIT ~03:54p MCO 1 stop FLL 8h 54m $562.00
% Multiple —
03:45p MCO »10:58p PIT 1 stop FLL 7h 14m
Show all details v
. American 11:03a PIT -08:06p MCO 2 LGA/CLT oh 03m
Al 01:54p MCO-06:07p PIT 1 stop CLT 4h 13m

Displaying: 192 out of 192 results.
Previous | Page: 1 of 20 | Next | All

e

Show all details v

3. Flights can be viewed by Fares, or by Schedules, and can be filtered using the Sort By options.
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Depart - Mon, Dec 5 ~
® @
Depart 0511 A-11:58 A
® L
Arrive O7TI1ZA-D0841 P
Return - Fri, Dec 9 ~

®
Depart 11:00 A- 0700 P
®
Arrive 12253 P-11:45P
Price ~

Price $542.04 - 51,252.70

4. Slide bars on the left of the screen enable you to filter search results by departure/arrival times,
and price.

5. Review the flight details and traveler information. If this is the flight you wish to book, you may
select your seat assignment at this time by clicking Select Seats.

ENTER TRAVELER INFORMATION

Ensure all traveler information below is correct. @

o Remember Your Pagsport our international travel will require passport or other government-izsued identification. Remember to bring your identific ation with you on

your day of fravel.

Primary Traveler Edit | Review all
Name: Cathy B Lewis Phone: 412-624-6139 | paucis@pitt edu ﬂ|

Frequent Flyer Programs Add a Program
For American Airlines

| No Program selected| v ]|

SEAT ASSIGNMENT

IMake your trip more enjoyable by selecting your seats now. Otherwise, Concur will request them for you.
| Select Seats |

6. Click the seat you wish to select and then click Select Seat.
7. Click Close.

8. Assign your seats for all legs of your trip.

9. Review the method of payment and make any necessary changes. Method of payment should be
your University Travel Card, which is automatically labeled as “Corporate Card” by Concur.

10. Travel: Making a Travel Reservation (cont’d)

11. On the Review and Reserve Flight page, verify all information and select Reserve Flight and
Continue.
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Primary Traveler
Name: Cathy B Lewis Phone: 412-624-6139 | paucls@pitt edu |

Frequent Flyer Programs Add a Program
For American Airines

| Mo Program 5&Iecta|:||

SEAT ASSIGNMENT

Make your tip more enjoyable by selecting your seats now. Otherwise, Concur will request them for you.

REVIEW PRICE SUMMARY
Description Fare Taxes and Fees Charges
Airfare 36580.00 $96.20 5776.20

Total Estimated Cost : $776.20
Total Due Now: $776.20

SELECT A METHOD OF PAYMENT

How would you like to pay?

| Corporate Card (...5286)[v]|@ [Edit | Add credit card

* Indicates credit card is a company card

/L\. This is a Non-Refundable Ticket

By completing this booking, you agree to the fare rules and restrictions and hazardous goods policy.

Reserve Flight and Continue
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Hotel

If you included an estimated amount for a designated conference hotel in your Request, do not
book your hotel through Concur, but through the conference website to obtain the conference

block room rate.
1. Click the Hotel icon

CONCUR Requests Travel Expense Approvals App Center

Travel Arrangers Trip Library Templates Tocls

. Company Notes || Upcoming Tri il
8 Booking for myself | Book for a guest il peoming Tres

-

—t . Add new itinerary manual
£ == 8O0
Hotel Search
Check-in Date  Check-out Date Trip Name/Description

| F 10242016 || F 102712016 |

Find hotels within| 5 | Distance Units | miles [ ] | of

O Airport O Address
() Company (®)Reference Point / Zip
Location Code

Reference Point / Zip Code
(e.g. ‘Stafue of Liberly’, '90210" or ‘Alexandria, VA’
Sealile, WA x

[] with names containing

[] Add Ancther Hotel

Or, tell us in your words what you want to do

.g. flight from New York to Paris on Tuesday |

2. Enter Check-in/Check-out Dates and other search criteria, and click Search.
When you are ready to reserve your hotel room, click the button next to the desired room type, and

then click Select. Note the following icons:

& Hotel rates are outside the University’s travel policy.

o Hotel rates are within the University’s travel policy.

3. On the Review and Reserve Hotel page, verify all information and check the box | agree to the
hotel’s rate rules, restrictions, and cancellation policy.

4, Click Reserve Hotel and Continue
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Rental Car

To reserve a rental car, click the Car icon.

TRIP SEARCH
.'.‘ Booking for myself | Book for a guest
Car Search
Pick-up date
| 1072412016 || 01:00 pm ]|
Dirop-off date

| 1002712018 || 12:00 pm ]|

Pick-up car at

(®) Airport Terminal _) Off-Airport
Pleaze enter an airport.
| Seatile, WA - Seatfle Tacoma Intl Arpt ®

|:| Return car to ancther location

® Nore Search Options

Or, tell us in your words what you want to do

e.g. flight from Mew York to Pariz on Tuesday |m

1. The Pick-up date, Drop-off date, and Pick-up car at field will be populated from other trip
segments.

Enter additional Search options, if needed. Click Search.
Select the appropriate rental car, then click Select.
On the Review and Reserve Car page, verify all information and select Reserve Car and Continue.

LA

Note the following icons:

Car rates are outside the University policy. These cars can be selected but require an

exception reason.

0 Car rates are within the University travel policy.
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Completing the Travel Reservation (when starting with an approved Request)
1. On the Travel Details page, review the details of your reservation and the Total Estimated Cost
and then click Next.

2. On the Trip Booking Information page, the Trip Name and Trip Description field will be populated
from the Request Header (when the Travel Request feature is used).

3. Click Next if you are ready to purchase the trip or select Hold Trip, if you are not ready to
purchase the trip.

4. Click Confirm Booking

5. Once you receive the Finished Page, scroll to the bottom for the options to print or email your
itinerary.

Completing the Travel Reservation (when you start in Travel)

1. On the Travel Details page, review the details of your reservation and the Total Estimated Cost,
then click Next.

2. Trip Name and Description must be completed.

3. Click Next if you are ready to purchase the trip or select Hold Trip, if you are not ready to
purchase the trip.

4. Click Confirm Booking.

5. The Request window will automatically open. Select “How will you Book” (option 1), Trip Type,
and Trip Purpose.

Create a New Expense Report for Travel Booked within Concur

e When travel is booked in Concur, a Travel Request is always created for that trip.

e The easiest way to start the Expense Report, is from the Travel Request

Active Requests (2)
[ veu- |

Request Name v Begins With v ‘ Go ‘

O Request Name Request ID Status Request Dates v Date Submitted Total | Approved ...| Remaining ... Action
D e Conference 3373 Pending on-iine Booking 102612016 10202016 $1,500.00 $0.00 $0.00 Book
test
10282016
D Grainger Site visit Pittsburgh to 3w Approved 102472016 10122016 $1,027.20 $1,027.20 $288.00 Expense
hicag
site visit to Grainger 10/26/2018

1. From the Concur Home Page click Requests.

e Inthe above example there are two requests. The first one is pending the online booking of
travel. The second one has a status of Approved, and is ready for creation of the Expense
Report.

2. Under the Action heading, click Expense.
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Report Header

Policy Report Name Report Date Report Key Business TravelReport Start Date Business TravelReport End Date

I Fitt General Expense Poity] | v I Grainger Site visit Pitsburgh to Chic. | [ 1172812016 ‘j| I 1012412016 |j| I 102612016 |j\
Trip Type Traveler/User Type Report/Trip Purpose Event Name/Business Purpose

I Domestic v | I Staff v | I Mesting/Site Visit v | |srtf visit to Grainger |

Does trip contain persenal travel? Comment

I m v| | ‘

Entity Department Purpose Project Reference R Center

||D2] Operating ‘ vl I (02030) Financial Record SEI‘ vl I (00000) Defaull-No Value ‘ 4 | I (D00000) Default-No Value | ~ | I 00000 | I (87) Office of the Chief Financial ¢

3. The Create a New Expense Report screen will open, and the fields will be automatically populated
with information that was entered during travel booking.

4. Click Next to proceed through the entering of expenses.

5. Proceed to step #6 below, for continued instructions on entering an expense report.

Create a New Expense Report for Travel not Booked within Concur

Administration ~ | Help ~
[ CONCUR Requests Expense Approvals App Center .
Profile «
-
Panther
+ 00 03 67 03 01
Travel & Expense Management — New Required Authorization Available Open Cash
Hello, Ca[hy Approvals Requests Expenses Reports Advances
MY TASKS
m Required Approvals > Avalilable Expenses > m Open Reports >
Great! You currently have no approvals. 05/28 JOURNEY$S END MOTLS 09/12 MP SAE Guest1
$6,692.31 $171.29 Ready for Review
05/26 Management, Consulting, and Publ 08/23 PantherExpress Training
$17.17 $440.82
05/25 Hilton Hotels 08/08 recruitment
$9.,860.26 $1,252.00
05/25 SAETA SOCIAEDAD ECUATORIANOS DE
$439.34
05/25 Hilton Hotels
$3,052.52

To create a report:

1. On the home page, on the Quick Task Bar, place your mouse pointer over New, and then click
Start a Report.
- or -

2. Click Expense (top of homepage), and then click Create a New Report.
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Report Header
Policy Report Name Report Date Report Key Business TravelReport Start Date Business TravelReport End Date
I Pitt General Expense Policy | v I Seatle Conference 091412016 =) I 0S/05/2016 B I 0510812016 Ed
Trip Type TravelerlUser Type Report/Trip Purpose Event Name/Business Purpose
| Domestic v | Staff v | Conference v IFOreign Student Recruttment
Does trip contain personal travel? Comment
No. v
Enity Department Purpose Project Reference Respansibility Center
n (02) Operating ~ | |PM inancial Information Systems | v B (0D00D) Default-No Value | v n (00D000) Default-No Value | | 00010 | (87) Office of the Chief Financial

3. Complete the Report Header, being sure to fill in all required fields (marked with red bars) and
the optional fields, as needed.

Policy — will default to Pitt General Expense Policy
. Report Name — something meaningful to you or your department
Report Date —autogenerates

Business Travel/Report Start/End Date — Only include the actual business dates of travel

® N o s

Trip Type & Report Purpose — choose the appropriate values from the dropdown lists.
Traveler/User Type will default from your profile, but can be changed.

9. Event Name/Business Purpose — brief description of the reason for the trip
10. Does this trip contain personal travel? Yes or No. If yes, provide a comment.

11. Enter a default charge account number by either entering the values, or selecting them from the
segment dropdown. You will only need to enter the individual account segments this one time.
Once entered, the account segments combination will appear in your dropdown, and when
chosen will automatically populate the account segments, except for Reference. You must
continue to enter the Reference value.

12. Click Next.

13. If Cash Advances are available, they are displayed in a popup window. Select the advance to
apply by clicking in the appropriate checkbox, and click Assign Cash Advance to Report. Refer to
Cash Advance Policy for eligibility for receiving a cash advance.

14. If the Advance is not applicable to the report, click Next.

Travel Allowances x

9 Are you Traveling and receiving a Per Diem for meals?

The next prompt asks if the traveler will be using a Per Diem rate for meal costs. If meals were
paid for out-of-pocket, and costs will be reimbursed using a Per Diem rate, or meals were
charged to the travel card and charges will be reconciled using a Per Diem, answer Yes, and
follow the next steps. If meal charges are being reimbursed using actual or fixed meal costs,
answer No, and proceed to Adding Out-of-Pocket Expenses.
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Travel Allowances For Report: Seattle Conference

o Create New Itinerary 2 Available Itineraries 3 Expenses & Adjusiments

[tinerary Info
Itinerary Mame Selection
Seattle Conference I Per Diem v
Add Stop
|:| Departure City « Arrival City Arrival Rate Location

Mo Hinerary Rows Found

New Itinerary Stop

Departure City
I Pittsburgh, Pennsylvania

Date Time
I DS/0s/2016 _] I 8:00 AM

Arrival City
I Seatile, Washington

Date Time
I DS/5/2016 G I 10:00am)| x

Goto Single Day Ifneraries | Next == [EKeEy

1. The first step to using the Per Diem feature is to enter Itineraries. Note: If travel was booked in
Concur, Itineraries will be created for you. Skip to the note in Step #11.

2. Enter the first Itinerary Stop (Departure City, Date/Time, and Arrival City, Date/Time), then click
Save. (Can enter time using military time for easy hour entry)

3. For our main example, the traveler went from Pittsburgh to Seattle, to attend a conference

4. The first itinerary stop is Pittsburgh to Seattle

5. For non-direct flights, e.g., Pittsburgh to Houston to Seattle, it is not necessary to include
Houston in the Itinerary, just your final destination is sufficient (where you lay your head at

night).

6. As an example of a trip that contains multiple destinations for business, e.g. Pittsburgh to
Houston (several day stay), then Houston to Seattle (also several day stay), then a return trip to

Pittsburgh, there would be three Itinerary stops;
7. First Itinerary Stop - Pgh to Houston
8. Second Itinerary Stop- Houston to Seattle
9. Third Itinerary Stop- Seattle to Pittsburgh

9/20/18
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New Itinerary Stop

Departure City

I Seattle, Washington

Date Time

IDa.'uamme || I1D:DEI AM |
Arrival City

I Pittsburgh, Penngylvania |
Date Time

Ins.'usrzme || |s:no PM

Go to Single Day lineraries Cancel

10. Enter the next Itinerary Stop, in our main example, Seattle to Pittsburgh, and click Save.

9/20/18

Note: When travel (airfare, hotel, car rental) is booked in Concur, the system will create the
trip itinerary for you during the booking of travel. Instead of manually entering an Itinerary,
click Import Itinerary, and select the Itinerary for the applicable trip.

Travel Allowances For Report: Grainger Site

Edit Itinerary Awailable [tineraries
Itinerary Info

Itinerary Mame

Expenses & Adjustments

I Grainger Site

Selection

Per Diem

Add Stop Impaort ltinerary

|:| | Departure City « | Arrival City Arrival Rate Location
El Pittsburgh, Pennsyhania Chicageo, llinois COOK COUNTY, US-IL, US
10/ 7I2016 08:00 AM 10M7I2016 11:00 AM

D Chicago, llinocis
1202016 0800 AM

Pittsburgh, Pennsyhania ALLEGHENY COUNTY, US...

AV2ZV2016 01:00 P
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Travel Allowances For Report: Seattle Conference

o Edit Hinerary 2) Availzble ltineraries 3) Expenses & Adjustments A

New Itinerary Stop

[tinerary Info
ltinerary Name Selection

Seattle Conference | | Perpiem

Add Stop
O ‘ Departure City + Arrival City Arrival Rate Location ‘
[} Pittsburgh, Pennsylvania Seatile, Washington KING COUNTY. US-WA, US

D5/05/2016 03:00 AM DS/05/2018 10:00 AM

[} Seattle, Washington Pittsburgh. Pennsylvania ALLEGHENY COUNTY, US

05/08/2016 10:00 AM 05/08/2016 D6-00 PM

Departure City
Pittsburgh, Pennsylvanis ‘

Date Time

Amival City

Date Time

Go to Single Day ltineraries Cancel

11. Click Expenses and Adjustments, or Next at the bottom of the page.

12. For each day of travel, note what meals were provided, i.e., the traveler did not pay for the

meal. For instance:

13. Some meals are provided by the traveler himself, before or after travel (first and last days of

travel)

14. Conference sponsor provides breakfast, lunch and/or dinner on certain days

15. You conducted a business meal and will be expensing that item under the Business Meal

expense type

16. Your hotel provides a free breakfast or dinner as part of your stay

e The Concur system will calculate the meal allowance using the standard Per Diem rate, and
subtracting for meals that were provided, using the meals break-down rate for the

applicable PerDiem

e Clicking Exclude at the beginning of the line will exclude the entire day of Per Diem.

9/20/18
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Travel Allowances For Report: Seattle Conference 0 ox
1) Create New ltinerary 2 Avazilable Itineraries o Expenses & Adjustments
|
Show dates rom | | wof ‘| m
Exclude | All O ‘ Date/Location a | Breakfast Provided Lunch Provided Dinner Provided Allowance
05/05/2016
Seattle, Washington D D $57.00
o 05052016
Seatfle, Washington ] 539.00
o 050712016
Seattle, Washington ] ] $57.00
o 050872016
Seattle, Washington D D 357.00
17. Click Create Expenses
Import Expenses Details + Receipts » Print { Email ~

9/20/18
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Exceptions

Meal Per Diem 05/06/2016

Expense Type Date Amount
Meal Per Diem 050572016

| Exception

a

$57.00 A This expense is at least 120 days cld and could be subject to higher audit reguirements.

$39.00 & Thiz expense is at least 120 days old and could be subject to higher audit reguirements.

Seatile. Washington

Expenses View © € | New Expense |

|:| | Date » | Expense Type | Amount Requested

Adding New Expense Expense Type |

[} 05/08/2016 Meal Per Diem $57.00 $57.00 To create a new expense, click the sppropriate exp
Seatfle, Washington left side: of the page.

| 0S/0772016 Meal Per Diem $57.00 $57.00 Recently Used Expense Types
Seattle, Washington o VAE pense 1yp

[]  Dsme2016 Meal Per Diem $30.00 5§39.00 Lodging

TON Seaftle, Washington Group Business Meals 10+ Attendees
l DS/0S/2016 Meal Per Diem $57.00 $57.00

All Expense Types

01. Travel Expenses
Actual Mesal Cost (personal cost)
Actual Meal Cost (Reimburzablg)

® The Per Diem allowance for the individual days of travel, for meals that were not provided,

will display.
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Reconciling Meals charged to the Travel Card, when claiming a Per Diem for Meal
Costs

Expenses fiew* & | New Expense

D Datev Expense Type Amount Requested

Expense Type Receipt Date Payment Type Amount

Adding New Expense —
IA. &l Meal Cost (Appliedto f | v IW:--‘W-’:-‘::-W? i ish/Personal Credit Card v I?TW UsD [w

O 102012018 Meal Per Diem $56.00 $56.00
Chic ago, llinois ommen
1011912016 Meal Per Diem $56.00 556.00 lunch charged to travel card
Chicago, llinois

O

O 10182016 Meal Per Diem $56.00 $56.00
Chicago, llinois

O

101712018 Meal Per Diem 557.00 $57.00
Chicago, Ilinois

| [] 10022018 Actual Mcal Cost (Applied to F 871 50.00 |

e When claiming a Per Diem for meals, if any meals were charged to the Travel Card they
must be deducted from the reimbursable amount.

1. Select the travel card expense item
2. Enter the Expense Type as Actual Meal Cost (Applied to Per Diem). Click Save.

3. The system will show Amount as the receipt amount, and the Approved amount will be $0.00,
since this expense was charged to the travel card.

Actual or Fixed Meal Costs

e Reconciling Meals charged to the Travel Card, and there are no out-of-pocket meal costs.

When reconciling meals that have been charged to the Travel Card, they should be marked as
Actual Meal Cost (In lieu of Per Diem)

1. Select the expense item
2. Enter the Expense Type as Actual Meal Cost (In lieu of Per Diem). Click Save.

3. The system will show the Amount and Approved as the receipt amount.

Note: Since these meals were charged to the travel card, they are deducted from the total
reimbursable amount.

If you are not using a Per Diem rate to reimburse for meals, and are reimbursing using Actual
Meals Costs, or a Fixed Meal Cost, and meals were paid for out of pocket.

When reimbursing meals using actual or fixed meals costs, for meals that have been paid for
out-of-pocket, they should be marked as Actual Meal Cost (in lieu of Per Diem).

1. Add a New Expense
2. Enter the Expense Type as Actual Meal Cost (in lieu of Per Diem). Enter all required fields.

3. The system will show the Amount and Approved as the receipt amount.
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Grainger Site —
+ Mew Expense | Import Expenses Details * Receipts ~ Print/ Email *
Expenses View ™ € | New Expense | Avaik
|:| |Dalev Expense Type Amount Requested
H Expense Type Receipt Date Event Name/Business Purpose \endor Name
Adding New Expense - — "
5 ActualMeal Gost Inleu of P(‘ v| I ToTiz0te site visit o Grainger | I chirs |
|:| 101712016 Actual Meal Cost (In lieu of Pe 87 87

Chif's Restaurant, Chicago, llino City of Purchase Payment Type Amount Comment

IChma;u linois ‘ ICashfPersunaICrednCard |v| IE.’1 H[!E: ‘ v‘ ‘ ‘

Adding Out-of-Pocket (paid by traveler) Expenses

1. Click New Expense and select an expense type.

Seattle Conference

Details * Receipts v Print / Email »

|+ New Expense

Exceptions

Expense Type ‘ Date Amounll Exception

Seattle, Washington
Actual Mesl Cost (personal cost)

Actual Meal Cost (Reimbursable)
Airfare

Airine Fees
AlmortiCustoms Fees
Booking Fees

Bus/Rsil Fare

Car Rental

Fixed Lodging Allowance:
Fixed Meal Allowance
Fus! for Rental Cars
Inoculations

Lodging

Lodging - Advance Deposit

Lodging - Group

Meal Per Diem  D5D5/2016 S57.00 /i This expense is at least 120 days old and could be subject to higher audit requirsments.
Meal Per Diem  DS/D6/2018 $39.00 /b This expense is at least 120 days old and could be subjsct to higher audit requirsments
Expenses Viewr € | new Expense ‘
=] ‘ Date v Expense Type | Amount Requested |
Adding New Expense Expense Type | |
[ 05082016 Meal Per Diem 55700 57,00 To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit an existing expense, click the |
Seattle, Washington
Recently Used Expense Types
I:l 05/07/2018 Meal Per Diem $57.00 $57.00 a i F = J p
Seattie, Washington ifare
[]  OS062016  Meal Per Diem 539.00 539.00
A Seattle, Washington All Expense Types s
[~ 05052016 Meal Per Diem 357.00 $57.00 01. Travel Expenses ..01. Travel Expenses .02 Training, Fees & Dues

Professional License Fees

/Du

Lodging - Other
Mileage - Personal Gar
Mileage - University Provided Car
Miszellansous
Parking
Passportsi/isa Fees
TaxilCar Service
Tolls
Trainee Travel - Sponsored
Unallowable Travel Expense

02. Training, Fees & Dues
Gonference/Seminar/Gourse Registration
Foreign Transaction Fees

03. Group Meals & Functions

04. Office & General Supplies

Group Business Meals = 10 Attendess
Group Business Meals 10+ Attendess
Group Business Meals w/ Alcohol < 10
Group Business Meals w/ Alcohol 10+
HotelfVenue Facility Fees
Hotelf\enue Professionsl Fees
Receptions

Receptions w I Alcohol

Unallowable Group Business Meals

Emergency Athletic Clothing

2. Enter information in all required fields,

9/20/18

noted with a red bar
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New Expense ‘ Avsilable Receipts
Expense Type Receipt Date Event iness Purpose Vendor Name

I Emergency Computer Suppli ‘ v| I 10122016 “ I(esl | IOlﬁl.e Depot |

City of Purchase Payment Type Amount Comment

[ 5an Diego, Catornia | [ceeeranaicreatcas [v]  [20m0 |[uso [+] lHash Drive to store Presentation

Allocate | Aftach Receipt I Cancel

3. Select Attach Receipts.
4. Click Save.

5. For additional expenses, repeat steps.
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Adding Travel Card Transactions to an Expense Report

You can add Pitt Travel card transactions to an expense report in these ways:

e From the open expense report (Import Expenses)

e From the Credit Card Charges page (Expense > View Transactions)

e From the Available Expenses section (Expense > Manage Expenses)

e From the Quick Task Bar, Available Expenses

From the open expense report:

= Mew Expense | | Import Expenses Details - Receipts ~ Print / Email »
Exceptions
Expense Type | Date .ﬂ.mount| Exception
Meal Per Diem DSMDS/2016 857.00 &This expense is at least 120 days old and could be sub|
IMeal Per Dism DS/DE2016 538.00 b This expense is st least 120 days old and could be subj
B omk 1a s 1 Fa ¥ il La ¥ La¥a - W a [l W aWatal S T Ao
Expenses View v
I ‘ Date » Expense Type | Amount Requested
Adding New Expense
N 05/08/2016 Meal Per Diem §57.00 S57.00
& Seattle, Washington
05072016 Meal Per Diem 557.00 S57.00
& Seattle, Washington
O D5/D5/2016 Meal Per Diem 539.00 535.00
Seattle, Washington
] D5/D5/2016 Actual Meal Cost {In lieu of Pe 510.00 510.00
& Chil's, Seattle, Washington
O D5/05/2016 Meal Per Diem 557.00 S57.00
& Seattle, Washington

To add Travel card transactions within the open report:

1. From within the created report, click Import Expenses

2. Verify or update the Expense Type classification of the imported credit card transactions

3. Additional details or receipts may be required

9/20/18
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[& concur

Requests

Manage Expenses
Manage Expenses

+
Create New Report

Expense

Approvals

$1,200.00

@ Exceptions

App Center

PantherExpress Travel and Expense Management

PET I

$235.00

A\ Exceptions

O festing. Reason Codes: Questionable

Help ~

Profile ~ &

Expenses

fmmmEmm s ————

AVAILABLE EXPENSES

[[] Expense Detail Expense Type ‘ Source Date a Amount ‘
[1 Motorcycle Dealers Seaitle Undefined e 05/03/2016 $90 49
Photofinishing Laboratories, Pho Sea...  Undefined e 05/05/2016 $41.94

4. From the Available Expenses section, select each transaction that you want to assign to the

current expense report
5. Click Move.

Photofinishing Laboratories, Phe, ¢

+ NewExpense | Import Expenses  Detsils v Receipts * Print / Email *

Exceptions
Expense Type | Date Amouml Exception
Mesl PerDiem  0S/05/2016 S57.00 A This expense is at least 120 days old and could be subject to higher sudit requirements.
Undefined 05/052016 54194 () The entry has Undefined expense type. You must select an expense type for the entry before you tan submit the expense report
Lingefined nsmsp01e s4190 AT laast 490 duue ALY and £ b suskinct o Binhas s
Expenses Viewr € | New Expense ‘
] ‘ Date v | Expense Type | Amount Requestadl
Adding New Expense Expense Type | |
[] 05082016 Meal Per Diem 35700 55700 To create & new expense, click the approprite expense type below or type the expense type in the field

Seatile, Washington

Recently Used Expense Types

[] o0S072016  Meal Per Diem 557.00 557.00 L) s P ¥P

Seattle, Washingtt

bl G Emergeney Office Supplies Airfare
[]  0SO72016  Emergency Office Supplies $25.00 $2500
A Q  OffeeDzpor All Expense Types

[ osoeots Meal Per Diem $39.00 33800 04. Travel Expenses ..01. Travel Expenses

Sesitle, Washington

Actusl Meal Cost (personal cost) Lodging - Group

[ Meal Per Diem $57.00 357.00 Actugl Meal Cost (Reimbursable) Lodging - Other Accomodations

Seatile, Washington

Airfare Mileage - Personal Car

O 0S/05/2016 Undefined 54184 54194 Airline Fees. Mileage - University Provided Car

AifportiGustoms Fees

Booking Fees

Bus/Rail Fare

Gar Rental

Fixed Lodging Allowance
Fixed Meal Allowance

Fuel for Rental Gars
Inoculations

Lodging

Lodging - Advance Deposit

Miscellansous

Parking

Passports/visa Fees

TaxilCar Senvice

Tolis

Trsinee Travel - Sponsored

Unaliowsble Travel Expense
02. Training, Fees & Dues

Conference/Seminar/Course Regisiration

Farsign Transaction Fees

The expense is moved and appears on the left side of the page, with any applicable icons.

e Verify or update the Expense Type classification of the imported credit card transaction

e Additional details or receipts may be required

9/20/18
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From Available Expenses on the Concur Home Page
e From the Concur home page, on the Quick Task Bar, click the Available Expenses link.
or

e Onthe task bar at the top of the screen, click Expense > Manage Expenses, on the sub-
menu. The Available Expenses section appears (you might need to scroll down).

To assign the transaction to a report:
1. Select a check box next to each appropriate transaction.
e TIP: Select the uppermost check box to select all transactions.
2. Click Move.

3. Select the name of the appropriate report or To New Report.

If you select an existing report, the report opens and the selected transactions are attached to
the report.

If you select To New Report, the Create a New Expense Report page appears. Enter the report
information as usual.

Help «
CONCUR Requests Expense Approvals App Center [}

Profile ~

Manage Expenses View Transactions

Manage Expenses

0 Exceptions 0 Exceptions ~

° fesfing. Reason Codes: Questionable
Expenses

AVAILABLE EXPENSES

— ‘ To New Report
testing

] Expense Detail Expense Type Source

[ Motorcycle Dealers Seattle Undefined (=) 05/03/2016 |
[] Osteopaths Seattle Undefined e 05/07/2016 $20.12

[] Membership Clubs (Sports, Recrea S... Undefined e 05/07/2016 $46.34

[] Duty Free Store Seattle Undefined e 05/07/2016 $34.02

[] Service Stations ( with or witho Seattle Fuel for Rental Cars e 05/08/2016 $79.19

] TAN Seattle Airfare e 05/09/2016 $530.77

[1 Lumber and Building Materials St Se... Undefined e 05/09/2016 $27.26

Automobile Parking Lots and Gara S Parking e 05/09/2016 $37.40
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Itemizing Nightly Lodging Expenses

A hotel bill typically contains a variety of charges including room fees, taxes, parking, meals, etc.
Concur requires you to itemize daily charges, when using the Lodging expense type. If lodging
was charged to a Travel Card, itemization may be auto-populated if the vendor provides the
information to MasterCard in an itemized format.

For lengthy or complex hotel stays (athletic teams, student groups, stays involving
prepayments) that are difficult to itemize, use the Lodging-Deposits/Payments expense type
which does not require itemization.

To itemize lodging:

1. Create the expense as usual, selecting the Lodging expense type.

Mew Expense Lyailat
Expense Type Reteipt Date Event Name/Business Purpose endor

I Lodging v I 05/06/2016 _ I Recruiting Conference I Seattle Hitton e

City of Purchase Payment Type Amount Comment

I Seattle, Washingten Cash/Personal Credit Card v I 750.00 UsSD |w 3 nights lodging

2. Complete the required fields. Amount is the total for lodging.

3. Click Itemize.

Expense || Nightly Lodging Expenses

Check-in Date Check-out Date Mumber of Nights

3

Recurring Charges (each night)
Room Rate Room Tax

Other Room Tax 1 Other Room Tax 2

15.00

Combine room rate and taxes into a single entry

Additional Charges (each night)

Expense Type Amount
Internet/Cnline Fees W 5.00

Expense Type Amount
Choose an expense type e

e Enter daily recurring charges, including room rate and taxes

e Notice the option to combine daily room rate and taxes into a single entry. You are
permitted to combine daily room rates and taxes, to make data entry easier.

4. Enter additional daily charges such as online fees, parking, valet, etc.

5. Click Save Itemizations
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Import Expenses Details - Receipts ~ Print f Email ~
Exceptions
Expense Type Date Amount | Exception
Meal Per Diem D2/05/2018 557.00 & This expense is at least 120 days old and could be subij)
Undefined 0S/052016 541.94 0 The entry has Undefined expense type. You must selsc
Expenses View v &
|:| | Date « Expense Type | Amount Requested
Adding New Expense
[ 05/052016 Meal Per Diem $57.00 $57.00
& Seattle, Washington ~
| 05/07/2016 Meal Per Diem $57.00 $57.00
Seatile, Washington
| DS/07/2018 Emergency Office Supplies $25.00 $25.00
& 0 Oiffice Depot2
| O5/06/2016 Meal Per Diem $39.00 539.00
& Seatile, Washington
|:| 0S/06/2016 Emergency Computer Supplies 525.00 $25.00
& o Oiffice Depot, Seattle, Viashington
|:| ' 0S/06/2018 Emergency Office Supplies $30.00 $20.00
& o Kinkos, Seattle, Washington
|:| DS/06/2016 Personal Expense (Mon-Reimk $10.00 $0.00
| DS/06/2016 Emergency Office Supplies $20.00 $20.00
A ™ Kinkog, Seattle, VWashington
[] s Os/eR201& Lodging 5750.00 5750.00
& 0 Seatile Hilton, Seattle, Washington
[ 05/05/2016 Ledging $200.00 $200.00
[ 05/05/2016 Lodging - Tax $45.00 545.00
[ DS/M05/2016 InternetiOnline Fees 55.00 55.00
] 05/06/2016 Lodging $200.00 $200.00
[ 05/06/2016 Lodging - Tax $45.00 54500 M
1 OSNENYE IntarnatOnline Faas oo o
TOTAC AMOUOMT TOTALC REGUES TED
$1,08171 94 $1,07194

The newly created daily itemization appears on the left side of the page, below the expense.
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Fipense || i S04, Ayndabin R cicks
Total Amaunt: 5750 00 | itemized: 5750 00 | Remaining: 50 00
Cxpense Type Receipt Date Cvent Hame/Dusiness Purpose Vendor Gty of Purchase Payment Type
i naging v I.'-= TRZTA B |.=nr.=|:r- Shuient Rernitmant Confes |7-?=’r Hitnn v l.—'.aa:u Washingtnn ||:rh=-u,- Pain v
Amount Comment
i 50 00 1 v 3 nights kodging
e If there is a remaining amount to be itemized (for example, parking), the remaining amount

is displayed in the Remaining field on the right side of the Itemization pane. Continue to
itemize the amounts until the balance is $0.00

Itemizing Personal Expenses on the Travel Card

If during business travel, a personal purchase is placed on the Travel card, for instance, a movie
rental during a hotel stay, the personal purchase must be included in the Lodging Itemization.

Payment Type
I Cash/Personal Credit Card A

City of Purchase
I Seattle, Washington

Amount

I 770.00 uso

Comment
3 nights lodging

Expense || Nightly Lodging Expenses || Receipt Image Avsilable Receipts
Total Amount: 5770.00 | ltemized: 5750.00 | R $20.00

Expense Type Receipt Date Ewvent NamefBusiness Purpose Vendor

I Lodging e I DS/0E/ 2016 _ I Recruiting Conference I Seatle Hifton v

In this expense report example, the system is providing alerts that the Itemization amount

[ ]
does not add up to the Expense Amount
O Total Lodging Expense is $770.00
0 Itemization (daily room rate, taxes, Internet access) is $750.00
0 The $20.00 difference is the charge for the movie rental (personal charge)
e C(Click Add Itemization
Itemization
Total Amount: 3770.00 | Itemized: 5770.00 | Remaining: 50.00
Expense Type Receipt Date Payment Type Amount
| Personal Expense (Non-Rein | v | 05/D6/2016 _ |2IJ.DEI

Comment
Movie Rental

9/20/18
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1. Select the Expense Type Personal Expense (Non-Reimbursable)

2. Enter the expense Amount, and a Comment

3. Click Save.

Note: The Expense Type “Personal Expense (Non-Reimbursable)”, can be used when itemizing
any type of expense, e.g., Meals, or Group Business Meals can be itemized if you need to

deduct alcohol.

Import Expenses Details » Receipts « Print f Email ~
Exceptions
Expense Type Date Amount | Exception
Internet/Online... 0S/07/2016 $5.00 &This expense is at least 120 days old and could be sul
Personal Expe... 05062016 520.00 &This expense is at least 120 days old and could be sul
Expenses vew s «
|:| | Date » | Expense Type | Amount | Requested |
] Da06f2UTE WMeal Per Uiem his=REd] BITET
& Seattle, Washington A
| 0S/06/2016 Actual Meal Cost (In lieu of Per [ $10.00 $10.00
Chili's, Seattle. Washington
&
[ ~ 0s/062016 Lodging $770.00 $750.00
& 0 Seatlle Hilton, Seattle, Washington
| D5/05/2016 Lodging $200.00 $200.00
|:| Da/ms2016 Lodging - Tax $45.00 $45.00
| 05/05/2016 InternetfCOnline Fees §5.00 §5.00
| D5/06/2016 Lodging $200.00 $200.00
| D5/06/2016 Lodging - Tax $45.00 $45.00
| D5/06/2016 InternetfOnline Fees §5.00 §$5.00
05/06/2016 Personal Expenze (Mon-Reimk $20.00 $0.00
This expense is at least 120 days old and could be subjsct to higher audit
requirements.
| D5/07/2016 Lodging $200.00 $200.00
& v
1 05/07/2016 Lodging - Tax 545.00 545.00
TOTAL AMOUNT TOTAL REQUESTED
) $1,56128 $1,541.28

e The Personal Expense Itemization displays along with the other expense items

o Note that Total Amount and Total Requested amount differ by the amount of the personal
non-reimbursable amount

e Personal amounts are first deducted from reimbursable expenses, and then if no
reimbursable expenses are left, the traveler must reimburse the University.

9/20/18
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Group Business Meals and Functions

Group Business Meals must include non-University employees, and may include other
University employees whose presence is necessary for the conduct of Official University
business. Examples of group business meals include:

e Recruiting lunch with a candidate for a University job opening
e Lunch with a prospective donor

e Working meals with colleagues from other institutions to discuss projects

When entering Group Business Meal expenses, keep in mind the following requirements:
e Group business meals, including tips, must not exceed $70.00 per person.
e Alist of Attendees must be added
e  Areceipt must be attached.

To enter a Group Business Meal

1. Create the Expense by selecting Group Business Meals <10 Attendees (with or without Alcohol)

2. Complete all required fields.

Adding Attendees to a Business Meal

New Expense | Awvszilable Receipts
Expense Type Receipt Date Event Name/Business Purpose ‘Vendor Name
I Group Business Meals < 10 x| b | I DS/DE2018 || I Recruiting Conference | I La Pommier |
City of Purchase Payment Type Amount Comment
| Seattle, Washington | | CashiPersonal Credit Card | v | | 160.00 |{usp | v | |Board mtg. plus dinner| |
Attendees €) Attendees: 1 | Attendee Total: $160.00 | Remaining: 50.00
Advanced Search | Search Recently Used
|:| | Attendee Name | Attendee Title | Institution/Co... | Attendee Type | Amount
|:| Lewis, Cathy B Faculty/Staff 5160.00

1. Click New Attendee.

Add Attendee x
Aftendee Type Last Name

IAIumni | ~ | I Lego

First Mame

lHeather ® |

— Save & Add Another Cancel
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2. Complete the required information.

3. Click Save. If you need to add multiple new attendees, click Save & Add Another.

Attendees e Attendees: 4 | Attendee Total: $160.00 | Remaining: $0.00
Search Recently Used

|:| Attendee Name Attendee Title Institution/Co... | Attendee Type Amount

O DeMezza, Dianne Board Member 540.00

|:| Ciofto, Monte Board Member 540.00

O Lego, Heather Alumni $40.00

|:| Lewis, Cathy B. Faculty/Staff $40.00

4. Advanced Search provides additional features for adding Attendees:

e Select Attendee Type Faculty/Staff, enter Last Name and First Name, and click Search. The
faculty/staff name will appear under Search Results. Click Add to Expense.

o Favorites allows you to create a list of frequent Group Business Meal attendees, from which
you can choose when entering Group Business Meal information. Favorite Attendees are
created under Profile, Request/Expense Settings

e Recently Used allows you to search for past Attendees of Group Business Meals. Search by
Last Name, First Name.

o Attendee Groups allows you to create Groups of frequent Business Meal attendees.
Attendee Groups are created under Profile, Request/Expense Settings.

5. When finished entering Group Business Meal information, attach the business meal receipts (see
Attaching Receipts to an Expense Report).
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Group Business Meals with more than 10, and Receptions

New Expense Available Receipts

Expense Type Receipt Date Event Namef/Business Purpose Vendor Name

I Receptions. W l DS/06/2016 _ I Recruiting Conference I Seattle Hilton

City of Purchase Payment Type Amount Comment

I Seaftle, Washington I Cash/Personal Credit Card v I 500.00 UsSD |w Fall"1& Honors Reception
Attendees \ 0 Attendees: 25 | Attendee Total: $500.00 | Remaining: $0.00 | No Shows: | = $100.00
Advanced Search Search Recenty Used [ Remoue |
e——
|:| Aftendee Name Attendee Title Institution/Co... | Aftendee Type Attendee Count Amount
Fall "1& Honors Recepfion, Group Event 10... 19 $350.00
|:| Lewis, Cathy B Faculty/Staff 1 $20.00

1. For Group Business Meals with 10 or more attendees choose Group Business Meal 10+ Attendees

(or with Alcohol, if applicable), or if applicable, choose Receptions.

2. Complete the required fields

3. Under Attendees, click New Attendee, and instead of individual attendee names, enter the Event

Name, and click Save.

Enter Attendee Count. Use the No Shows field to account for Attendees that did not attend but
whose meals was paid for in advance, and thus calculated into the total cost.

5. The system displays the event total, and costs for No Shows, and Attendees.

Attach event receipts, and any additional information such as an event invitation, and attendee
list.

Creating Attendee Groups

Attendee Groups can be created ahead of time, when there are people who as a group
frequently attend group business meals (e.g., sports team members, advisory board members).

To create and apply an attendee group:

1.
2.
3.

Click Profile, Profile Settings
Under Request Settings, click Favorite Attendees

If the group members’ names do not appear under Favorite Attendees, use New Attendee to add
names to the list.

Click Attendee Group. Click Add New, and give the group a name. Select the attendees who
belong to the group, and click Save Group.

To add a group to a Group Business Meal expense, under Attendees click Favorites, Attendee
Groups.

Click Group name, Add to Expense, then click Close.
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Entering Personal Car Mileage
e Concur provides a Google Maps mileage calculator for tracking mileage, when using a
personal car for business
e The Mileage Calculator will calculate mileage based on your point-to-point routes

e The most accurate way to calculate mileage when using your personal car for business travel
is to:

Setup your Waypoints as:

1. Waypoint 1: Your home, or work location as the starting point (or wherever you “rest your head
at night”, when in travel). Your starting point should be from where you actually started business
travel. For example, if you left from home, do not put your work location as the starting point.

2. Waypoint 2: Your destination.

3. Last Waypoint: Your home or work location (or wherever you “rest your head at night”, when in
travel). Click Make Round Trip if your return point is the same as your starting point.

To create a personal car mileage expense:

1. With the expense report open, on the New Expense tab, select Mileage — Personal Car.

Mileage Calculator e«

Avoid Tolls Avoid Highways Cresniand

Waypoints
@ | 115 vy St, Pitisburgh, PA 15218, USA | } foeland
@l Ihouse Road, Johnstown, PA 15804, US

s Calculate Route

Kazakhstan

North Turkey
Atlantic

: ! Ar'gnms{an 1
o7 Irag- EV2y
Ocean y 1 Iran % 4

~ 3 i & : -
K. Algeria | Libya Egypt Pakistan -

Saud| Arabia mclia

2. The Google Mileage Calculator window automatically displays. Enter the Starting Point (home,
office, or possibly hotel location, if already in-travel), and Destination

3. Click Calculate Route
0 If needed, the Google Maps display can be adjusted to reflect the actual route taken
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Mileage Calculator Ox
o . o — L . New
' Avoid Tolls ' Awvoid Highways Map - Kams City Bethlehem
\-’\"’BypO\ nis = Punxsutawney E
ipect 2
‘\ 115 Ivy St, Pittsburgh, PA 15218, USA | Bl
68.9 MI LHer @ e
|_| Perzsonal Kittanning
. 450 Schoolhouse Road, Johnstown, PA | 592 MI @
» Ford City Marion Center
} || Personal =
.‘11Eluy St, Pittsburgh, PA 15218, USA | 432
3 Clymer Northem
. ‘ | I o Cambria
Indiana
Calculate Route e
Homer City
Deducted Commute DiSlance sfe—" 279} G
Home tsbukgh 3]
onroevine &
‘ 115 lvy St, Pittsburgh, P& 15218, USA |
Office } 10.8 MI West Mifflin
4200 Fifth Ave, Pittsburgh, PA 15213, Us | 2l Rark o Latrobe
[#| Deduct Round Trip k.
@ Windber
i Ti
Directions s - @@ @
?115 Ivy St, Pittsburgh, PA 15218, USA w 218
California @
69.0 mi. About T hour 28 mins Connellsville Seven Springs 6 '
1. Head southwest on lvy St toward Laurel St 85 ft
r* 2. Tum right onto Laurel St 01mi :
> Rockwood Berlin
# 3. Tum left onto W Swissvale Ave 0.2mi Lrgaitown e
4. Take the ramp on the left to 0.1 mi @ + |
Monroeville/Swissvale L Meyersdale
@ TOTAL PERSONAL |  TOTAL BUSINESS a
* Deduct Commute ol e e = et i E et S 5
& 108MI 1273 Ml Google T Map data ©2016 Gaogle . Terms of Us= _ Report amap error
[ Add Mieage to Expense Cancel

4. Click Make Round Trip, if your endpoint is the same as your startpoint.

5. Click Deduct Commute (if starting travel from home, on a normal work day)
. Enter Home and Office location
. Click Deduct Round Trip, if applicable

6. Click Add Mileage to Expense

New Expense | Available Receipts
View Reimbursement Rates
Expense Type Transaction Date Event Name/Busi Purpoze From Location
Mileage - Personal Car | v | I D5/06/2016 || I PantherExpress Training | 115 vy St, Pittsburgh, PA 15218, U¢
To Location Payment Type - Distance : Amount _ Comment
450 Schoolhouse Road, Johnstown, Cash/Personal G v | | 132 | 2| 71.28 USD |w | Travel and Expense o)
— — lManagement Training b
[@%] Mileage Calculator
%2 (Required)

7. Make sure all required fields are completed, including Transaction Date.
8. Click Save.
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Copying an Expense

Field Research Trip

= Import Expenses Details - Receipts ~ Print f Email ~

Expenses [hiove + J Detete [Cony ] [

|:| Date Expense Type Amount Requested

10/0472016 Mileage - Personal Car $136.62 $136.62

[] » 10/m4r2016 Lodging 5500.00 545000
O Hilten Hotels, Seattle, Washington

To copy an expense:
1. With the expense report open, select the expense you want to copy.
2. Click Copy.
e The new expense is added to the Expenses list.
e The original expense date is advanced by a day.

e All allocations, attendees, and expense-level comments from the original expense are
copied to the new expense.

e Credit card information and e-receipts from the original expense are not copied to the new
expense.

NOTE: This type of information is generally associated with only one expense so it is not copied
to the new expense.

e If the Payment Type of the original expense is a credit card, then the Payment Type of the
new expense is editable using the dropdown list.

Converting Foreign Currency Transactions

To account for an expense incurred in another currency:

1. With the report open, click New Expense, and then enter the appropriate information in the
required and optional fields (required fields are indicated with a red bar).

e Enter the City of Purchase

e Enter the expense Amount. The "spend" currency will be defaulted from the City of
Purchase.
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The conversion rate will automatically populate based on the receipt date.
e The Concur system calculates the amount in US Dollars.

Complete the remaining fields as appropriate:

MNew Expense | Awvailable Receipts
Expense Type Receipt Date Ewent Mame/Busil Purpose ‘Vendor Name

I TaxilCar Senvice | ~ | I 100372016 || I International Student Recruitment | |

City of Purchase Payment Type

| Pariz, FRAMCE | I Cash/Personal Credit Card | b |

Amount ¥ Rate (USD=1 EUR) =Amount in USD

I &0.00 | | EUR | v | I 1.12473000 | IG?.48 |

Comment

|Airp0rt to Hote| |
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Allocating Expenses

The Allocations feature allows you to allocate expenses to the appropriate departmental
account numbers. You can allocate to any account by single, multiple, or all expense lines. You
can also split charges to multiple accounts.

Note: By default all expenses will be charged to the departmental account that is entered in
the Expense Report Header. If expenses can stay on the default account, this step can be
skipped.

To allocate charges:

1. Enter all expenses before beginning Allocation.

Seattle Conference

Import Expenses Details » Receipts * Print / Email »

Exceptions
Date

Expense Type

Meal Per Diem

DE/07/2016

Amount | Exception

$57.00 &This expense is at least 120 days old and could be subject to higher audit reguirements.

Meal Per Diem D5/0&/2016 §57.00 &This expense is at least 120 days cid and could be subject to higher audit requirements.

Expenses [ Move ~ | Viewr &
‘ Date » | Expense Type ‘ Amount | Requested | You have selected multiple expenses. What would you like to do?
D5/08/2016  Meal Per Diem 557.00 $57.00 1._Delets the selected expenses
Seattle, Washington |2_ Allocate the selected expenses I
0S/07/2018 Meal Per Diem $57.00 $57.00 3. Edit one or more fields for the selected expenses
Seaftle, Washington
DS/oBf2018 Meal Per Diem 539.00 $39.00
& Seattle, Washington

2. Select all expenses on the report by clicking in the check box to the left of the Date column, or
click the check box for individual expenses, if allocating individual expense items to different
accounts.

3. Use the Allocate hyperlink to the right of the expense items that says “Allocate the selected
expenses” or if the hyperlink does not display because you have chosen just one expense item,
click the Allocate button in the lower right corner of the screen.

4. Allocate By Percentage or Dollar Amount. If allocating to more than one account, click Add New
Allocation.

Allocations Total:$1,251.94  Allocated:$1,251.94 (100%) Remaining:$0.00 (0%)

| Add Mew Alloc ation Delete Selected Alloc ations

Add to Favorites

|:| Percentage | * Entity | * Department | * Purpose | * Project | * Reference | = Trip Type
[ |50 (02) Operating (02025) Financ... | | (D0000) Defaul... (D0D0DO0) Defa... ooo10 Diomestic
50 (02) Operating (02025) Financ ... | | {DODDD) Defaul... (DD00D0) Defa.... DD020 Domestic

5. Enter appropriate account segment values. You will not be entering subcodes; subcodes are hard
coded by the system for each expense type.
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Allocations can also be found on the Expense Report page, under the Details link.

= Mew Expense | Import Expenses Details - Receipts - Print / Email -
- Report
Exceptions P
Expense Type | Date Amou REPDH Header
Totals
heal Per Diem 0072016 35T, ) ) cid and could be
Audit Trail j
Meal Per Diem 05082016 $57, old and could be
Approval Flow
Expenses Comments View T &
|E| | Date | Expense Type . Requested |
- Allocations
[ 05082016 Meal Per Diem » S57.00
@ Seattle, Washingtc Alloc ations
i e S Travel Allowances | s 5?{'.~|]
é}sega Seattle, Washingtc .
New ltinerary |
|E| 0s072016 Emergency Offic . . . £25.00
& @ o Office Depot2 Available Itineraries
; Expenses & Adjustments
] 05062016 Meal Per Diem
é}&&g? Seattle, Washington
|E| 0sDE2016 Emergency Computer Supplie 52500 £25.00
523 QE}‘:> Office Depot, Seattle, Washingtor
|E| 0sDE2016 Emergency Office Supplies £20.00
& @ o Kinkos, Seattle, Washington
[#] 0S/DE2016 Lodging 5750.00 5750.00
& @ o Seattle Hilton, Seattle, Was hingto
[#] 05/D62016 Group Business Meals < 10 At $180.00 5180.00
Fay Al =  Le Pommier, Seattle. Washington

If the expense is 100% allocated, the @ icon appears with the expense.

The total amount must be allocated 100%, otherwise an audit rule is flagged and you will
not be able to submit the report.

If the expense is not 100% allocated, the & icon appears with the expense.
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Charging to Departments Outside of your Area

UPJ PantherExpress Training

Import Expenses  Details * Receipts * Print f Email *

Expenses [ Move - | Views €

| Date v | Expense Type | AT ‘ Requested You have selected multiple expenses. What would you like to do?
09192015 Mileage - Personal Car 593 96 593,56 1. Delete the selected enpenses
2. Allocate the selected expenses
0811972016 Tolls 52000 520,00 3. Edit one or more fields for the selected expenses
Allocations 0 x

Percentage | Entity Department ||Purpose Project Reference Trip Type Code

5 (02) Opersting | (02025) Financi.. |(00000) Default . (000000 Defaul.. DODOD Domestic 02-02025-0000..

] (02) Operating | (02070} Purcha... |(00000) Default... (000000} Defaul... DODOD Domestic 02-02070-0000...

e The system allows you to charge to accounts outside of your home department. The
example above shows charges being split by percentages (50/50) between accounts in two
different departments, Financial Information Systems and Purchasing Services.

(&) CONCUR Requests Expense Approvals App Center

Manage Expenses View Transactions

Manage Expenses
ACTIVE REPORTS

o i
E E UPJ PantherExpress Training Seattle Conference

: :

i + i

: i $113.96 $1,128.00

i Create New Report i '

E E Pending Cost Object Approval £\ Exceptions

: : Approved & In Accounting Review

i i

e When the report is submitted charging multiple accounts or an account different than your
default account, the status will say “Pending Cost Object Approval”

e Click Expense, Details, Approval Flow
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Approval Flow for Report: UPJ PantherExpress Training

=+ Cost Object Approval:

4 Financial Information Systems (02-02025)

Ciotto, Monte

4 Purchasing Services (02-02070)

DeMezza, Dianne

{09/22/2016 Approved)

Done

The report will simultaneously forward to the designated approvers for each department.

The report must be approved by both approvers.
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Attaching Receipts to an Expense Report

The following expense types, if less than $75.00, do not require receipts
e Tolls
e Taxior car service
e Fuel for rental cars
e Parking
e Membership dues
o License fees

e Booking fees
Per Diem and Mileage do not require receipts

All other expense types, regardless of the dollar amount, require receipts

Receipt Required icon will appear next to each expense in a report that requires a receipt

Receipt Image Available icon will appear next to each expense that has a receipt attached. Hover
-
over the icon to view the receipt image
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Options for attaching receipts to expense items

Concur Mobile App

Seattle Conference
Import Expenses Details ~ Receipts - Print f Email ~
| : Receipts Required
FXpenses Check Receipts € Available Receipts
L | Dalegy | Expense Type Attach Receipt Images Add receipts by emailing them to receipts@concur.com
Adding New Expense I View Available Recopts I Manage My Verified Emails
| osesrote nsn::tl‘,?\r,vgi:hr;:gmn Missing Receipt Affidavit Q Delete Q Delete
ol 0S/07/2016 Meal Per Diem $57.00 557.00 L
Seattle, Washington
TaMEK VEL FOR SCORING AT
:I 05/06/2016 Meal Per Dierrl $39.00 $39.00 i12) M55
& Seattle. Washington ‘ ...y e,
|| 05082016 Actual Meal Cost (In lieu of Per [ $10.00 $10.00 R e
& Chili's, Seattle, Washington |5 1430515”3957 \erenarasases
'] » 05062016 Lodging $750.00 $750.00
o Seattle Hilton, Seattle, Washington

1. On your mobile device, within the Concur application, use the Expenseit icon to take a picture of
your receipt. Click Done. The receipt will be added to the Receipt Store within the Concur
application.

2. From the Expense Report, click Receipt Store (or click Receipts, View Available Receipts). Drag a
receipt to the corresponding line item of the report.

3. Note: See Updating Your Profile for directions on installing the Concur application on a mobile
device. This must be done before receipt images can be uploaded from a cell phone or other
mobile device.

4. Using scanning software, Concur Mobile App creates an expense line after scanning the receipt
image. Both the expense line and receipt image will display under Import Expenses, Available
Expenses

test

| ImportExpenses  Detals *  Receipts *

Print { Email *

Exceptions

Expense Type | Date Amount| Exception

Group Busines. 1040542016 53475 o\fnu cannot use this expense type if you have fewer that 10 attendees

Group Busines... 10/05/2018 83475 o Missing reguired field: City of Purc hase, Altendees.

Expenses view & |Available Expenses ‘

[ |pater Expense Type | Amount Requested m

Adding New Expense

g P |:| Expense Detail | Expense Type | Source ‘ Date »

O 0113112017 Meal Per Diem 556.00 856.00 G -TECHNOLOGY INC Pittsburgh, Pennsylvania Emergency Video Supplies r.) O7TMS2016
Chicago, llincis

O 01/3002017 Meal Per Diem $56.00 85600 |[] Group Business Meals w/ Alcohol 10+ Grcuwusmess Meals w/ Alcohol 10+ @ 10/05/2016
Chicago, llincis

D 104052016 Group Business & 53475 33475 |[[] Ring Your Profie Pittsburgh, Pennsylvania zNotUsed-Meal Per Diem (gross) 10/07/2016
Thai Terrace

o [[] PITT BOOK CENTER 001 Pittsburgh, Pennsylvania Express Mail 10172016

5. Select the expense, and select Move to move the expense and the receipt image to the current

report
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Seattle Conference
:+ New E-c;erse:f Import Expenses Details + Receipts * Print / Email *
Exceptions
Expense Type | Date Amount‘Exception.
TaxiiCar Service  DS/08/2016 $30.00 & This expense is at least 120 days old and could be subject fo higher audit requirements.
Expenses [T EEE B vew - < [ xpense | A
‘namv ‘ExpensaType ‘ Amount| y
05/08/2016 Taxi/Car Service $30.00 Expense Type Receipt Date Event Purpose
Taxi/Car Service ‘ Vl IDE\/DSJQGWE\ || IS[udE"( Recruitment Conference ‘
This expense is at least 120 days old and could be subje Vendor Name ity of Purchase Payment Type
‘audit requiremeants. ‘ ‘ | ICBShJ’PeI‘Sﬂr\aI Credit Card ‘ Vl
Amount Comment
|3D 0o Husm v‘ hotel to airport
< >
TOTAL AMOUNT TOTAL REQUESTED
$30.00 $30.00 [ ltemize ][ Allocate [ Aftach Receipt H Cancel ]
e Scan your receipts and save the file(s) to your computer
0 Savefiles as .png, .jpg, .jpeg, .pdf, .tif or.tiff
O 5MB limit per file
e C(Click the expense line item that requires a receipt, then click Attach Receipt
e Click Browse to locate the file on your computer, then Attach and Close.
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Email (your email address must be verified in your Concur Profile)

= E [¢] = Uber receipt Seattle Conference - Message (HTML)
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW ADOBE PDF

v O E B RBEor @ B EHE 45
0 LX| S ODkel B @ & (M [ Dote & Time
Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot  Hyperlink Bookmark  Text  Quick WordArt

File  Iem  Card~ - - Pictures  ~ - Box~ Parts~ - [ Object
Include Tables Illustrations Links Text
To... receipts @concur. com;
Ce.
Send
Subject Uber receipt Seattle Conference

Attached |i= uberreceipt.jpg (108 KE

Cathy Lewis

Training & Development
FIS - Business Solutions
University of Pittsburgh

clewis@cfo.pitt.edu
412-624-6135

e Email your e-receipt or receipt image(s) as attachments to receipts@concur.com. The
receipts will be added to your Receipts Store.

e From your expense report, click Receipt Store (or click Receipts, View Available Receipts).
Drag a receipt to the corresponding expense line item on your report.

Delegates and Available Receipts

Recruitment Trip oetete mepor
+ E-:ersem Import Expenses Details ~ Receipts * Print / Email ~
Il Expenses View * & | New Expense: ‘ Available Receipts x
O |pater Expense Type Amount
S o
Adding New Expense Expense Type | ) Q Delete Q Delete A

[]  09M92016  TaxilCar Service 535.00 To creale a new expense, click the appropriate expense type below or iype the expense fype in
the field above. To edit an existing expense, click the expense on the lefl side of the page.

@ Recently Used Expense Types

Taxi/Car Service

Emergency Camputer Suppliss i £
1474486098755 1473788206008

Lodging
Other Research Materials - Books
Mileage - Personal Car

Delets Delek
All Expense Types :30 elete () Q) elete

01, Travel Expenses.
Actual Meal Cost (personal cost)

Actusl Meal Cost (Reimbursable)
Airfare

Airling Fess i i
1473787772218 Gi Meal 2.
Airport/Customs Fees roup Mesl 2,pg

Booking Fees

e Delegates cannot use the verified email account they have set up for their own expense
reports to populate another user’s Available Receipts, but can forward receipts for users
that have verified their email address.

e The Delegate can upload receipt images to Concur for attachment to the line item of the
user’s report they are acting on, as long as the user has a verified email address setup in
Profile Settings.
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To.. receipts@conour, com;
Cc..
Send
subject paucls@ pitt.edu

Aftached X migatlantic Scholars reception.pdf 39 KE]

Missing Receipt Affidavit

9/20/18

Missing Receipt Affidavit x

Adequate documentafion must be submitted to substantiate reimbursable University of Pittsburgh
expenses in accordance with IRS rules & regulations. Original receipts must be submitted when
available and are considered acceptable support for University of Pittsburgh expenses. When the
criginal receipt has been lost or is otherwise not available from the vendor, the following documentary
evidence must be submitted before expenses will be considered for reimbursement.

To create an affidavit, choose from the Expense(s) below that require a Receipt

D | Expense Type Date a Amount

| Undefined 05052016 541.94
Photofinishing Laboratories, Pho, Seattle, Washingt

Emergency Office Supplies 0s/06R2ME $30.00

Kinkos, Seattle, Washington

| Lodging 0S/062016 %750.00
Seattle Hitton, Seattle, Washington

| Group Business Meals < 10 Attendees 05/06/2016 5180.00
Le Pommier, Seattle, Washington

D Emergency Office Supplies oso7R2Me 325.00
Office Depot2

| acknowledge that this expense report centains legitimate University expenses incurred by me cn
behalf of University of Pittsburgh's benefit, and are allowable expenses as defined by University of
Pittsburgh Trawel Policy. | further certify that one or more of the related receipts applicable to this
expense report are no longer available.

Accept & Create

From the expense report screen, click Receipts, Missing Receipt Affidavit
Select the expense for which you are missing a required receipt

Review the attestation, then click Accept & Create

The delegate must enter the traveler’s @pitt.edu email address in the Subject line if
emailing the traveler’s receipts to receipts@concur.com
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. 5 The Missing Receipt Affidavit will appear next to the expense for which the receipt is
missing. Hover over the icon to view the Affidavit.

e Note: the following expenses do not allow you to attach a Missing Receipt Affidavit. If the
traveler is missing the receipt, he/she must contact the hotel, etc., to get a copy of the
receipt, or attach as a receipt a memo from a higher signature, approving the expense.

O Lodging

0 Airfare

0 Car Rental
(0]

Conference Registration

Printing an Expense Report

CONCUR Requasts Expense Approvals App Canter

Manage Expenses “View Transactions

Seattle Conference

-+ Mew Expense Imparnt Evpenses Detads » Receipts ~
ity of Pittsburgh - Detailed Report t
Expense Type Date Amount | Exception
Mool Per Diem 05082016 35700 /P, Thes expense is at lsast 120 cays oid and could be sulject 1o higher audit requirements.
Lodging DSDE2018 STS0.00 b This expense is ot least 120 days old and could be subject to higher audit requirements.
Expenses | Delete | view * % | Expense || Reoceipt mage
| Date Expense Type o Amount Hequested
DSIDE2016. Emergency Computer Supplies 5275.00 52500 Expenss Typs Receipt Dale
£, (O @ (O CMMue Depol. Seatie, Washangion - OSMAZOE
> OSMDER018 Emergmecy Office Supplies $30.00 $20.00 City of Purchane Payment Type
Kinkos, Seattie, Washington
LHOBO e : :
DS0BI2016 Group Business Meals < 40 Atte $180 00 £180.00
Q@ O = Pommien Saalte. Weatioslen ) Show fixed allowances for 05/08/2016
> OS/D62018 Ludging 375000 375000
£y O G ) Seste Hiton, Seattie, Washington
&) OSI08Z016 Meal Per Diem 557.00 557.00

Seattle, Washanglon

This expense is at loast 120 days old and could be subject to higher mudit
requiresments.

OSAOTE016 Meal Per Diem 557.00 557.00
&@ Seattle. Washington
OS/OAI018 Maal Bar Disrm $38.00 538 00

Seattle. Washington

OS0S2016 Maal Per Diem S57.00 $57.00
Seattie, Washington

05052016 Undefined 54154 54154
© O © @ Photwninishing Laborstones. Pho, §
TOTAL AMOUNT TOTAL REQUESTED
.: $1.236.94 $1.226.94

To preview and print the expense report:
1. On the expense report page, click Print / Email
2. Click University of Pittsburgh — Detailed Report

3. The Concur system generates a report that includes all report-level information as well as a
summary of the report.

4. Review the details, and then click Print.
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Report Key :

Policy :

Business Purpose :
Reportid :

Report Date :

Approval Status :
Currency :
*Org_Unit_01-Entity :
*0Org_Unit_02-Department :

Report Header

945
Piit General Expense Policy

Foreign Student Recruitment Conference
1209E9AFB45A4B12B169

091412016

Approved & In Accounting Review

Us, Dollar

Operating (02)

Financial Information Systems (02025)

*Org_Unit_03-Purpose : Default-No Value (00000)
*Org_Unit_04-Project : Default-No Value (000000)
*Org_Unit_05-Reference : 00010 (00010)
*Custom 01-Traveler Type : Staff
*Custom 02-Trip Type : Domestic
*Custom 03-Report/Trip Purpose : Conference

Emergency Computer Supplies
Transaction Date Expense Type Event Name/Business Purpose Vendor City of Purchase Payment Type Amount
05/06/2016 Emergency Computer Supplies Foreign Student Recruitment Conference Office Depot Seattle Cash/Personal Credit Card $25.00

Comment : Traveler, Pitt (09/16/2016): fiash drive fo store presentation

Allocations : 50.00% (512.50) 02-02025-00000-000000-00010-Domestic

50.00% (512.50) 02-02025-00000-000000-00020-Domestic

Emergency Office Supplies
Transaction Date Expense Type Event Name/Business Purpose Vendor City of Purchase Payment Type Amount
05/08/2016 Emergency Office Supplies Foreign Student Recruitment Conference Kinkos Sealtle Cash/Personal Credit Card $30.00

Comment : Traveler, Pitt (09/16/2016): copies for presentation, plus personal purchase of paper
Group Business Meals < 10 Attendees
Transaction Date Expense Type Event Name/Business Purpose Vendor City of Purchase Payment Type Amount
05/06/2016 Group Business Meals < 10 Aftendees Foreign Student Recruitment Conference Le Pommier Seattle Cash/Personal Credit Card $180.00

Comment : Traveler, Pitt (09/16/2016): Board mig. plus dinner

Allocations : 50.00% (590.00) 02-02025-00000-000000-00010-Domestic

50.00% (590.00) 02-02025-00000-000000-00020-Domestic
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Reviewing Report Totals

Before submitting an Expense Report, it is important to review Report Totals.

Chicago - Conference

Import Expenses Details ~ Receipts » Print / Email ~
Exceptions
Expense Type Date Am ount| Exception
Emergency Cl... 111272016 $93.50 0 Missing required field: Comment.
Expenses Viewr &
D | Date | Expense Type Amount Requested

Adding New Expense

D 1172412016 Meal Per Diem 574.00 574.00
@ Chicago, lllincis

0 » 1eaze Lodging $360.00 $360.00
@ Hilten Hotels, Chicago, llinois

D 11232016 Meal Per Diem $5.00 $5.00
@ Chicago, lllincis

D 11222016 Meal Per Diem 536.00 $56.00
@ Chicago, lllincis

O 112172016 Meal Per Diem 5700 $57.00

Chicago, lllincis

|:| 111272016 Emergency Class Materials $93.90 $93.90
0 O FEDEXOFFICE DDD00G28, Chicag

O 11/01/2016 Actual Meal Cost (In lieu of Per [ 545.00 $45.00

TEst, Pittsburgh, Pennsylvania

TOTAL AMOUNT TOTAL REQUESTED
— $690.90 $690.90

o Total Amount indicates the total amount of all expenses entered on the report.

e Total Requested indicates the total amount of all expenses entered on the report, minus
personal non-reimbursable expenses. Total Requested is all expenses that are part of
account reconciliation, and need to be accounted for in the PRISM General Ledger.

e Note: Total Amount and Total Requested are not necessarily the amount due the employee.
To see amount due employee, click Details and Totals.
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Report Totals X

Expense Report

Repaort Total 5690.90

Less Personal Amount : $0.00
Amount Claimed : £690.90
Amount Rejected : 50.00

Company Disbursements

Amount Due Employee 3597.00
Amount Due *PITT-CBCP

Travel Card : $33.30
Total Paid By Company : 3690.90

Employee Disbursements

Amount Owed Company $0.00
Taotal Owed By Employee $0.00

| Cloze |

e Expense Report Total is $690.90

e $93.90 was charged to the Pitt Travel Card (PITT-CBCP), so this was not an out-of-pocket
expense. This amount is deducted from the Amount Due Employee.

e Amount Due Employee is $597.00
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Submitting an Expense Report

Administration - | Help +

CDNCIJR Hequests Travel Fapensa Approvals App Cenler .

Prafile = -

Manage Expenses  View Transachons

Fleld Resear[h Tr]p Deieas Riopont Subm Hopor

+ Hew Erpeeme | impoed Fxpenses. Dty Recepts s Prind { Fmnd »

5 Viewr € | New Expnse Awatatie Receges
i | Dt Expinse Type Amsount Heguested
L

Adding Now Expense Expense Type

1042006 Mileage - Personal Car 3182 313882 A Al © 6O B0 & e 3 of ihe

2> 10UEEE Ledging NN HUOm
o 0 Hiton Hofels, Seottie. Washington
Tasiiar Service Mileage - Parsonal Car Raceptians

Group Busness Mess 10+ Aftendess Emergeer:y \ides Suppiiss.

To submit your expense report
1. On the expense report page, click Submit Report. The Final Review window appears.
2. Click Accept & Submit.
3. If you cannot successfully submit the report, a message appears describing the report error or
exception. Correct the error, or if you require help to complete the task, contact PantherExpress
Customer Service.

Delegates

Note: Delegates cannot submit expense reports they are entering for other people!

Help ~
CONCUI? Requests Expense Acting as - ’

Lewis, Cathy

Manage Expenses View Transactiens View Cash Advances

Cathy's emergency purchase

+ New e | ImpotExpenses  Defalls*  Receipts*  Print/Email v
Expenses View s & | New Expense ‘ Available Reeipts
] ‘ Date v ‘ Expense Type Amount Requested
i ~
Adding New Expense Expense Type | |
[} 09012018 Emergency Computer Supplies $30.00 530,00 To create & new expense, click the appropriate expenss 1ype below Or type the expenses type in the fisid sbove. To edi an existing expense, click the expense on the
o Kinkos left sids of the page
@ Recently Used Expense Types
Emergency Computer Supplies TaxilCar Service Lodging
Other Research Materials - Books Mileage - Personal Car

All Expense Types

01. Travel Expenses .01 Travel Expenses. .04, Office & General Supplies

1. As a Delegate, when you have finished entering an expense report, click Notify Employee

2. An email notification is sent to the employee on whose behalf you are acting as a Delegate. Click
OK.
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NOT SUBMITTED

Cathy's emergency purchase
09/23/2016

$30.00

ﬂ' Ready for Review

3. The report status summary appears on the Delegate’s Expense home page. The status is Not
Submitted, and Ready for Review.

Panther!

+ 00 01 00
Travel & Expense Management ) Sy Presi Rebadetieg
Hello, Cathy Approvals Requests Expenses

COMPANY NOTES

Welcome Univeesity Faculty, Staff and Studants!
Traveler Profile Notes:

Priar 1o makirg any oo ravel resoo:ations. phds make conain that your first, middie. and kst names shown in your irwvelor profile an identical t these on the phot dentification that you wil
be presanting 31 the airport

Tos it your pecifie. seloct Profile > Profile Senings > Personal Information
Be sure 10 complata/updats the following informatan
= Wedfy wout amail address and add any addiional amad addressas

MY TASKS

m Required Approvals s m Available Expenses - Open Reports >

Great! You currentiy have ne approvals You cumently have no available expenses 08023 Cathy's emonge rehase Gemm—
£30.00 Ready fe A

02012 Seattle Conference
$50 00
014 914
$5,692 11 Ready for Roview
0314 MP SACD
$103.78 Rebumed
0917 MP SAF Guast!
S153.00 Ready for Revew

4. When the employee who incurred the expense logs into Concur, on the Expense home page the
expense report can be found on the Quick Task Bar under Open Reports and also under My
Tasks, Open Reports. The status will be “Ready for Review”.
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Administration = | Help =

g CONCUR Roquoests [ Approvals App Contor
: o i protie - @

Manage Expanses View Transactons Viow Cash Advances

Cathy's emergency purchase

i - Resei -
penses | Mew Expenss
Date + Lxpenss Typa Amaunt Hequested
-~
M Adding New Expense
o Emergency Competer Supplies p k] 0.0

0‘.0- bk

Emergonsy Comgules Eupples TaxiCiar Seevice Ledgprg
Y
e Resserch Waterisly.. Bosks Wdeage - Parsonsl Car
01, Travel Expenses 0. Travel Expenses 04, Office & General Supplies
il Achust Meal Cost perscnal cost) Unsiiomatis Travel Experse Emergency Ioes Suppies
At el Cost FRimburistie) 02. Training, Fees & Dues Eiress Msd
Aicyre ConfanenersamnaCoone agaynon Jousnl Sybciipliars

5. The employee can click the Expense Report name to open the report, and then click Submit
Report.

6. If the employee has additions or modifications to the expense report before it is submitted, they
need to have the Delegate open the expense report and click Mark as Not Complete. The
Delegate can then continue working in the report, and click Notify Employee, when completed.

Review of Submitted Status

Help +
CONCUR Requests Expense Approvals App Center .
Profile ~
-
Manage Expenses View Transactions
Manage Expenses
ACTIVE REPORTS ReportLibrary -
e |
i i Seattle Conference testing
H H
H + i
i i $1,128.00 $1,200.00
: Create New Report : ' !
E E A\ Exceptions Pending Cost Cbject Approval
H H Submitted & Pending Approval
H i Lewis, Cathy
' ]

AVAILABLE EXPENSES

1. Once submitted, the expense report will display on the Expense Home Page under Active Reports
e Status will be Submitted & Pending Approval, or Pending Cost Object Approval

e Approver’s name will display when sent to the default approver. Cost Object Approver can
be determined by clicking on the report, then clicking Details, Approval Flow.

2. Clicking the Expense Report name will open the report
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[@concur  Ruquess | Expemse | Appovals  App Conter
Manage Expenset  View Transactions
Seattle Conference Copy o
Detads + Rectipts +  Print/ Emad + e
=
Date Amount | Exception
0052018 5700 l,'?‘-'ﬁl Epeana 18 ot least 120 ays Ghd and Coukd B subiei! 10 Rephlr Sl rednarements ~
" D016 $3% 00 l,-?)-'l‘-;e\nenu I8 Bt laas? 120 days G0 8N COUMT Bet SuDRSCT 30 PIgher SUO FeuInments W
Expenses o+ ¢ [T
Date » Lpense Type Amount Hequesied| Report Summary
os0T2018 Meal Per Diem 5100 $51.00 Fegort Totaly
A Seatsle, Wirshinginn Amour Due Company Amcsnt Dus Employes
CSORIE Mesl Per Dum 536,00 53800 £0.00 37800
Sealtle. Winshirglon
SH062016 Emesgency Computer Supplies $25.00 2500
&0@0 Ofze Depot, Soame, Washingon
> octoeoe Lmetperay Utfice Supplies NN =20m
&0@0 Kinkos, Seatte, Washingion
> CST0N  Ludging s fET
&0@ o Seattie Hilon, Seattle, Weshingion
[ Reei Growp Dusiness Meals < 10 Alterde S| MRx
&0@0 Le Pomimssd. Sealtie. Washingion
CROS08 Meal Por Dwam 5T00 5T
&@ eatlie Vinsharglon

3. Click Recall to pull the expense report back from the Approver’s queue.

4. Recalled reports can be modified and resubmitted

Correcting and Resubmitting an Expense Report

Your Expense approver can send a report back to you if an error is found. The approver will
include a comment explaining why the report was returned to you.

To identify and correct expense reports requiring resubmission:

1. The report will appear on the Expenses homepage under Manage Expenses, Active Reports. The
report appears with Returned on the report tile. The approver's comment appears below the

amount.

CONCUR Requests Expense Approvals App Center

Manage Expenses View Transactions

Manage Expenses
ACTIVE REPORTS

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

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

/

RETURNED 09/2172016 SUBMITTED 092112016

Seattle Conference

$1,128.00

A\ Exceptions

© A expenses should be charged to
traveler's arant.

Help +

Profile ~ &

R rt Libi -
eport Library >

testing

$1,200.00

Pending Cost Object Approval

2. Click the report tile to open the report.

3. Make the requested changes.

4. Click Submit Report.
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Delegates and Returned Reports

e If an expense report was entered by a delegate, and is returned by the approver, both the
employee and the delegate will receive email notification.
e Both the delegate and the employee will be able to modify the returned report.

e Returned reports, if being modified, must be resubmitted for approval by the employee.
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Reviewing and Approving an Expense Report

Note: This section is for individuals who are responsible for approving expense reports
submitted by users in their department.

Administration ~ | Help
CQNCUR Requests Expense Approvals App Center [}
Profile ~
-
Panther
+ 01 01 00 06 01
Travel & Expense Management New Required Authorization Available Qpen Cash
Hello, Cathy Approvals Requests Expenses Reports Advances
COMPANY NOTES

Welcome University Faculty, Staff and Students!
Traveler Profile Notes:

Prior to making any online travel reservations, please make certain that your first, middle, and last names shown in your traveler profile are identical to those on the photo identification that you will
be presenting at the airport

To review your profile, select Profile > Profile Settings > Personal Information.
Be sure to complete/update the following information:

ional

Read more
MY TASKS

m Required Approvals > m Available Expenses > m Open Reports >

Pitt T. | Seattle Conference You currently have no available expenses 09/14 Seattle Conference
$1,128.00 — Expense $30.00
09/14 914

$6,692.31 Ready for Review

09/14 MP SAES
$103.78 Returned

09/12 MP SAE Guest1
$153.00 Ready for Review

08/23 PantherExpress Training
$440.82

Expense reports pending approval can be accessed from multiple links on the Concur Home
page.

e Approvals link on the Quick Task Bar

e Required Approvals link next to the PantherExpress welcome message

e Required Approvals link found under My Tasks
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Seattle Conference rmes s ot Back b Use oo & Forvd
Summary | Details * | Receipts *  Print/Email * Hide Exceptions
Exceptions X
Expense Type | Date Amount | Exception
Meal Per Diem 0S/052016 $57.00 AThis expense is at least 120 days old and could be subject to higher audit requirements A
Meal Per Diem 05/06/2016 $38.00 ATms expense is at least 120 days old and could be subject to higher audit requirements. ()
Expenses view ™ € | summary
Date + Expense Type Amount Requested|  [Report Summary
05/07/2016 Meal Per Diem $57.00 $57.00 Report Totals.
LG SealiiciWaclmaion Amount Due Company Amount Due Employes
05/06/2016 Meal Per Diem $39.00 $39.00 $0.00 $378.00
AB® Seattle, Washington
05/06/2016  Emergency Computer Supplies 525.00 525.00
Q) @ () Ofice Depol, Sesite, Weshingion
) 0S/06r2016 Emergency Office Supplies $30.00 $20.00

A @ 0 Kinkos, Seattle, Washington

> 0S/0ER2016 Lodging $750.00 $750.00
& @ D Sesttle Hilton, Seattle, Washington

0S/06/2016 Group Business Meals < 10 Attende: $180.00 $150.00

& @ D Le Pommier, Seattle, Washington

0S/05/2016  Meal Per Diem 357.00 $57.00
AB Seattle. Washington

Approve submitted expense reports:
1. Click the name of the report you want to open. Note: approvers cannot modify expense reports.

2. Review each line item for compliance, and to ensure required receipts and itemizations have
been provided.

3. Click the icons associated with the expenses to display attached receipt images, account
allocations, comments, missing receipt affidavits, and exceptions.

4. Click the > symbol to expand the expense entry to display Itemization details.
5. Click Details, Allocations to view account allocations for the entire report.

6. After reviewing all items, click Approve.

Update Expense Report Accounts
Approvers can now update account allocations of expense reports submitted for their approval.

To view the account allocations:
1. Go to Details — Allocations, and click the Summary button.
e This will display a summary of all allocations for the report in a view only format.

2. Click the Close link in the bottom right to close the Allocation Summary window.

To update account allocations:
1. Go to Details — Allocations.

2. Select the check box next to Date to select all available lines and then click the Allocate Selected
Expenses button.
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Allocations for Report:

Expense List

Allocate Selected Expenses Clear Selections Add New Allocation

Select Group ¥ \ Percentage Entity Def
[+#] | Date ~ | Expense T... | Group Amuunt|
' 08132018 Meal PerD... 1 564.00
081472018 Meal PerD... 1 $64.00
08152018 Meal PerD... 1 564.00

3. Update the account allocations as necessary. If you have received approval as the Cost Object
Approver (COA), an icon will appear to the left of those lines however all lines can be updated.

4. Once complete click Save.

5. Acknowledge the confirmation message and click the Done button.

Allocations for Report:

Meal Per D...
Meal Per D....
Meal Per D....

1
1
1

$64.00
564.00
$64.00

Expense List Allocations
o —— [Summy | svocoic oy~ R 2canow asocaton
Select Group * |:| | Percentage | Entity | * Department | * Purpose | * Project * Reference
[} 50 (02) Operating (00000) Defaul.... | | (D0DDOO) Defa... | | 0DOOO
Date v Expense T... | Group Amount
o Mgl Por D 25400 O & s0 (04) Discration.... i . (0ODDOD) Defa... | | 0ODOD

!

The following warning message will appear when you have received the approval as the COA

and changing account allocations with differing COA Approvers. Default Manager approvals do
not receive this warning.

Please Confirm

Some fields (Department) for the Cost Objects have changed. This would result in resetiing the cost object
workflows. Do you want to continue?

NE -

COA Approvers will be required to enter Comments before on approval when account changes
have been made. Any previous approvals will be reset when updating allocations with differing
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approvers and thus approvers may receive the report again based on the allocation change.
The Audit Trail will track all changes.

Send an Expense Report Back to the Preparer

To return the entire expense report to the preparer for correction:
1. Click Send Back to User

2. Use the Comment field in the Send Back Report window to explain the reason the report is being
returned, then click OK.

Adding an Additional Review Step

Approvers have the option to forward expense reports in their queue to additional approvers.

Approve & Forward Report: Seattle Conference x

User-Added Approver:

Last Name
First Hame
Email Address

Login ID
Employes D

Approve & Forward Cancel

To approve and forward a report:
1. Select the report you want to open.
2. Review the report, and then click Approve & Forward.

3. In the User-Added Approver field, click the dropdown and select Last Name or Email Address for
the search method.

Search for, then select the appropriate individual.
Add a Comment.
Click Approve & Forward

If you received the approval as the Cost Object Approver, to forward to another approver

© N o u ok

Click Details, and then Approval Flow
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9. Click the “+” icon to add an approver to the workflow and click Approve

Charging to Departments outside of your Area

= New Expense Import Expenses Details + Receipts ~ Print f Email ~
Expenses CEREZ ) e <
| Date + | Expense Type | Amount | Requested You have selected multiple expenses. What would you like to do?
09192016 Mileage - Personal Car 503.96 50306 1. Delete the selected expenses
@ 2. Allocate the selected expenzes
09/19/2018 Tollz 520,00 $20.00 3. Edit one or more fields for the selected expenses
Allocations O x

Percentage | Entity Department [Purpose Project Reference Trip Type Code

50 (02) Operating (02025) Financi... |(00000) Default... (J00000) Defaul... OODOD Domestic 02-02025-0000..

50 (02) Operating (02070) Purcha... |(00000) Default... (000D00) Defaul... DODDOO Domestic D02-02070-0000...

e The system allows you to charge to accounts outside of your department. The example
above shows charges being split by percentages (50/50) between accounts in two different
departments, Financial Information Systems and Purchasing Services.

[«f] CONCUR

Requests

Expense Approvals

App Center

Manage Expenses View Transactions

Manage Expenses
ACTIVE REPORTS

SUBMITTED 02272016 SUBMITTED 09/22/2016

UPJ PantherExpress Training

Pending Cost Object Approval

i $113.96

Seattle Conference

$1,128.00

)\ Exceptions
Approved & In Accounting Review

e When the report is submitted for approval, the status will say “Pending Cost Object

Approval”
e Click Expense, Details, Approval Flow

9/20/18
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Approval Flow for Report: UPJ PantherExpress Training X

=+ Cost Object Approval:

4 Financial Information Systems (02-02025)

Ciotto, Monte

4 Purchasing Services (02-02070)

DeMezza, Dianne

{09/22/2016 Approved)

Done

The report will simultaneously forward to both the default “home” approver, and the

designated approver for the outside department (Cost Object Approver).
The report must be approved by both approvers.
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View Approved Reports

Administration ~ | Help -

CONCUR Requests Expense Approvals App Center .
Profile ~

Approvals Home Requests

Expense Report List

Reports you Approved this Month

View ©
Report Name v | Begins With v | |
O | Employee Name ‘ Report Name ‘ Comments ‘ Status Payment Status Report Date Date Submitted Total | Requested A...
0® Traveler, Pit Seattle Conference All expenses should be charged to Approved & In Accounting Review  Not Paid 08142016 08222016 $1,138.00 51,128.00
Foreign Student Recruitment Conference traveler’s grant

£\ This report has one or more entry level exceptions.

You can go back to review any report you have already approved.

From the Concur homepage:
1. Click the Approvals tab, then click Reports
2. Click the View dropdown, and select the time period for the reports you want to view

° Employee Name, Report Name, Comments, Approval and Payment Status, etc. will
display
|
3. Click the icon at the beginning of the report line to open the expense report
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Paying Non-Employees in Concur

Expenses can be entered in Concur for individuals who are not University employees. The
following are examples of Non-Employee payments:

e A student who will be reimbursed for out-of-pocket expenses while attending a conference
(see details on paying students in the next section, Student Payments)

e Ajob candidate who will be reimbursed for expenses incurred while traveling to the
University for interviews

e A guest speaker who will receive an honorarium as a token of appreciation for speaking in
your department.

In these examples, since the payees are not University employees, they are paid in the system
as suppliers. All new payees are required to complete an IRS W-9 form before they can become
a supplier/payee in the PRISM system.

To enter a Non-Employee Reimbursement:

1. On the Concur home page, on the Quick Task Bar, place you mouse pointer over New, and then

click Start a Report

_o r_

2. Click Expense (top of home page), and then click Create a New Report.

Report header for: Guest Speaker Honorarium

Palicy Report Name Report Date Report Id
I Pitt Test Guest Expense Policyj | v | I Guest Speaker Honorarium | ‘ 01/25/2017 |:|| D1FE4BC25EBA4D29ACEC
Report Key Business TravelReport Start Date Business TravelReport End Date
s99 I 0112312017 ‘:” I 01/2302017 |:||
Trip Type Traveler/User Type Report'Trip Purpose Event Name/Business Purpose
Demestic J@J Speaker ‘ v ‘ Speaking Engagement | v | January Grand Rounds Guest
Speaker
Does trip contain personal travel? Comment
I Mo | |
Report Currency Approval Status Report Total Personal Expenses
Us, Dollar Mot Submitted 200.00 0.00
Amount Not Approved Amount Approved Amount University Paid Amount Due University
0.00 200.00 0.00 0.00
Amount Due User Amount Due University Card Total Amount Claimed Entity
0.00 0.00 200.00 I {02) Operating | e |
Department Purpcse Project Reference
(02025) Financial Information | v| I (D00D00) Default-No Value ‘ v ‘ I (000000) Default-Mo Value | ~ | I 00000 |

Responsibility Center
(87) Office of the Chief Financial ¢ |

Pick up check in person?

Contact Email Address

\endor 1D

[¥]

| Yes-Payment Processing

I clewis @c fo.pitt.edu

| | [¥]

Requests

‘vendor Site Code
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3. Complete the Report Header, being sure to fill in all required fields (marked with red bars) and
the optional fields, as needed.

Policy — change to Pitt Guest Expense Policy
Report Name — something meaningful to you and your department

Report Date — auto generates

N o v ok

Business Travel Report Start/End Date - only include the actual business dates of travel, speaking
engagement, etc.

8. Trip Type — select Domestic, International, or Non-Travel

9. Traveler/User Type — select appropriate type from the drop-down

10. Report/Trip Purpose — select appropriate value from drop-down

11. Event Name/Business Purpose — enter the event name or purpose of payment
12. Does this trip contain personal travel? — Enter No.

13. Enter a default charge account number by either entering the values, or selecting them from the
segment dropdown.

14. Answer question, “Pick up check in person?”. If you answer yes, enter the email address for the
person who will be picking up the check in Payment Processing

15. If the payee has already been added to the system, select his/her name from the Vendor ID drop
down.

16. Select the Vendor Site, which is the address that was provided on the payee’s W-9 form.

Important: If the payee name does not appear in the vendor ID field, he/she is not in the
PRISM system yet as a supplier. You can continue with the payment request, but you must
attach a copy of the completed W-9 form to the payment request. Directions follow.

17. Click Save.

18. Enter the expenses and attach expense receipts following the standard procedures.

[BcONCUR | Requusts  Travel | Expemsa Approvils  App Centar

Manage Expenses  Cash Advances =

Guest Speaker Honorarium et et [T
+ .. mport Expenses Dietuds + Receipls «
Cxpenses mmm Tew & | Expense || Heteipt image valsbie Recopt

Date * Expenad lype Ampunt iequested
ouanm7 New Vendor Supporting Docur s S

v ey Honoranum 0w S200L0
Piisburgh, Pennaylvania

=
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19. Use the expense type “New Vendor Supporting Documentation”, to attach a copy of the payee’s
W-9 form

fariige Exporses

Guest Speaker Honararium Dete et [
Date = Expense Type Amvunt

OU24R0T Hew Vendor Supporting Docu 3000 wno

TOTAL AMOUNT TOTAL REQUESTED

$200.00 $200.00 D [ e |[Lotmen moces [ conees

20. When entering the expense information for New Vendor Supporting Documentation enter 0.00
for the amount

21. Use the Attach Receipt option to attach a copy of the payee’s W-9 form

22. Once completed, submit the report. The individual payee will not need to approve this expense
report. When the expense report is submitted, it will automatically route to the preparer’s
approver.

23. Once approved for payment, the identified contact will be notified that a check is ready for
pickup, if that option was selected, or the check will be sent to the address noted on the payee’s
W-9 form.
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Student Payments

Several types of payments to students can be done through the Concur system:
e Travel Reimbursements
e Awards
e Health Insurance
e Student Government Payments
e Student Payment (Taxable)

e Summer Research Training Stipends

All students (students and student employees) have access to the Concur Travel and Expense
Management application. Students are not permitted to apply for travel cards.

Before paying a student, it is important to verify if he/she is a student only, or a student
employee.

e Check under Find People at the University

0 University Relationship — Student Employee and/or Registered Student
e Check in Concur, Profile Settings, Company Information, Employee ID Field

0 If student’s ID begins with PS, then a student only

0 If student’s ID begins with a number, then a student employee
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Several options are available for paying students:
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1. Student (whether student or student employee) enters travel reimbursement/payment request

in the Concur system himself

2. If student employee, Pitt General Expense Policy applies

3. If student only, the Pitt Guest Expense Policy applies

4. If this is the first payment the student is receiving in the Concur system, a completed W-9 (or W-8
for foreign nationals) must be uploaded as a receipt, and attached to the Expense Type “New

Vendor Supporting Document”.

5. Student would need to know to what account number the expense/payment is being charged.

6. Student, or student employee delegates responsibility to someone else

7. Student/student employee must add a delegate under Profile Settings, Request Delegates
Students and the Approval Workflow

e If a student (whether student or student employee) is entering his own expense
report/payment request, he will have the Submit Report button, and upon submission the
report will follow the normal workflow for the account number charged.

e If astudent employee delegates responsibility for report entry to another person, the
delegate cannot submit the report for the student employee. The delegate will have the
Notify Employee button. The student employee will review and Submit Report.

o If a delegate is entering a report for a student, the delegate can submit the report on the
student’s behalf if the student delegated that option. If that option (can Submit Reports)
was not delegated, then the button will be Notify Employee.

Paying Students Using the Pitt Guest Expense Policy

Note: the following steps apply to students only, not student employees. Paying student
employees would be similar to entering a report for any employee, and the Pitt General

Expense Policy applies

Report Header

1. Policy - Select Pitt Guest Expense Policy

Create a New Expense Report

Report Name

Bussiness TravelRepod Start Date Busingss TraveliReport End Dale
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2. Report Name —it is helpful to include the student’s name in the report name.

3. Business Travel Start/End Date — if the payment is for non-travel, you can enter the current date
in both fields

4. Trip Type — Enter domestic, international, or non-travel
5. Traveler/User Type — enter appropriate type

6. Report/Trip Purpose — enter appropriate purpose. Non-travel payments can go under “Other
Non-Travel”

7. Event Name/Business Purpose — enter something meaningful
8. Account Segments — enter the appropriate charge account segments.
9. Pick up check in person? —If responding yes, enter your email address for contact purposes

10. Vendor ID and Vendor Site Code — If the student has been paid previously in Concur or Internet
Expenses, enter the student’s name (LN, FN), and select site from the dropdown. If the student
has not been previously paid in the system, leave these fields blank.

Administration ~ | Help ~

CONCUR Requests Travel Expense Approvals App Center .
Profile ~ -

Manage Expenses View Transactions

Award - Jane Doe e Report ([
| Import Expenses Details + Receipts ~ Print/ Email » Hide Exceptions
Exceptions X
Expense Type | Date Amount | Exception
NIA 3\ Please enter the Vendor 1D & Vendor Site Code for the guest. If one is not available, please add the New Vendor Supporting Documents expense type and attach a W3 or WSBEN for Payment Processing to
create the supplier record.
Expenses Vewr  « | New Expense Available Receipts
O Date » Expense Type Amount Requested
Adding New Expense Expense Type ||
@] 04122017 Awards $1,000.00 $1,000.00 )propriate eXpense type below or type the expense type in the fisld above. To edit an existing expense, click
) ige.

Q
] 041212017 New Vendor Supporting Docume $0.00 $0.00 @ Recently Used Expense Types

00 5

New Viendor Supperting Documents Awards

11. Select the appropriate expense type for the student payment
e Any of the travel-related expense types can be used with student payments
e Non-travel student related expense types include the following:
0 Awards
0 Student Government Payments
0 Student Payments (Taxable)
0 Summer Research Training Stipend
0 Foreign Health Insurance and Trainee Health Insurance

12. If the student has not been paid previously in Concur or PRISM Internet Expenses, a supplier
record for the student must be created.

e A W-9 must be completed (or W-8 for foreign nationals)

e The completed form is attached to the Expense Report using the Expense Type, New Vendor
Supporting Document, and attaching the W-8 or W-9 as a receipt.
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13. Upon submission, the expense report forwards to the designated dept. or cost object approver.
The expense report does not forward to the student for approval, since the payment is being
made under the Pitt Guest Expense Policy.

Next, follow the steps in the Concur Student User Setup Checklist below.

The following checklist can be shared with students and student employees, to guide them
through entering their Profile Settings, and uploading W-9 forms to help streamline and
expedite the report entry process for student payments.

First, determine what is the student’s relationship with the University...student or student
employee?

One way to verify, is to use Find People http://find.pitt.edu/.

e If your University Relationship is only Registered Student then your policy should be listed as
Pitt Guest.

e If your University Relationship includes Student Employee, then your policy should be listed
as Pitt General.
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Concur Student User Setup Checklist

Access Point Set up INFORMATION

1. My.pitt.edu |[Click the Concur icon on right hand side of the menu bar.

2. Concur In top right corner click Profile — Profile Settings.
Open the Company Information section and view the Employee ID field. If it begins
with a PS you are currently set up as a student only (Pitt Guest Policy). If it is

3. Company number only, you are setup as an employee (Pitt General Policy) in the Concur

Information |system.

** If this does not match the information found in Find People, please contact the
PantherExpress Customer Service Area for correction before continuing. **
Open the Expense Information section from the left menu bar. If you are an
employee, you will see the default information from your HR record.
If you are a student only, a Vendor ID and Vendor Site Code is required for payment.

4. Expense This information is created from a W9 sent to the Payment Processing department.

Information If you have previously sent this information, you can search for your name and
address in the corresponding fields to link the records. If you do not find your name,
you can upload your W9 directly into Concur for Payment Processing to create the
payment record. See Step 8 for instructions.

5. Email Open the Email Addresses section and verify your email address(es). Your

Addresses @pitt.edu email address is the default and 2 additional addresses can be added.

¢ Mobil Open the Mobile Registration section and create a PIN. Download the Concur app

. Mobile

Registration

on your mobile device to access expenses, upload receipts and manage approvals in
the Concur system from any location.

7. Expense
Delegate

Click Add to assign a delegate who can create expense reports and/or book travel on
your behalf. Assign the following: Can Prepare, Book Travel, Submit Reports,
Submit Requests, View Receipts, Receives Emails.

8. Expense Tab
(top access
bar)

Click the Expense tab. Under the Available Receipts section click Upload New
Receipt. Attach your W9 here. This will allow for your supplier record to be created.
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1. Login to Concur via my.pitt.edu.

PantherExpress Travel and Expense Management

My Pitt

- University Services & Information Academic Resources Getting Around Life on Campus My Resources

b Box My Pitt Email

Help Me  Wellness

C.

CONCUR
Concur Travel & Expense

Travel online booking and expense management
system.

L]

2. Your name will appear in the boxes below. Select Profile — Profile Settings.

CONCUR Requests Travel Expense Approvals Reporting ~

Panther

Travel & Expense Management

Hello, I

App Center

Administration ~ | Help ~

Profile ~ &

+ 0 ]
New Req

Profile Setfings | Sign Out
Apprq

3. Access to all referenced sections for completion can be set up from this page.

CONCUR Requests Travel Expense App Center

Help

Profile - &

——
Personal Information Change Password System Settings IMobile Registration Mobile Devices
Your Information Pro-me Options
Personal Information
Company Information Select one of the following to customize your user profile
Contact Information Personal Information System Settings
Email Addresses Your home address and emergency contact information. Which time zone are you in? Do you prefer to use a 12 or 24-hour
= ? ?
Emergency Contact Company Information clock? When does your workday start'end?
n Your company name and business address or your remote Contact Information
Credit Cards
location address How can we contact you about your travel arrangements?
Travel Se[tings Credit Card Information E-Receipt Activation
‘You can stere your credit card information here so you don't have Enable e-receipts to automatically receive electronic receipts from
Travel Preferences to re-enter it each time you purchase an item or service participating vendors
International Travel Travel Profile Options
Frequent-Traveler Programs Carrier, Hotel, Rental Car and other travel-related preferences Delegates are employees who are allowed to perform work on
Request Preferences benalf of other employees
Reqguesrt Setti ngs Select the options that define when you receive email notifications. Expense Preferences
Prompts are pages that appear when you select a certain action, Select the options that define when you receive email notifications.
Request Information such as Submit or Print. Prompts are pages that appear when you select a certain action,
Request Delegates Company Car such as Submit or Print.
Reauest Preferences Company Car Change Password
Request Approvers Mobile Registration Change your password
Favorite Aftendess ef Up access o Concur on your mobile device
Expense Settings
Expense Delegates
Expense Preferences
Expense Approvers
Company Car l}
Favorite Attendees
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4. Open Company Information to verify your University Relationship (found via Find People).
o [f the value in the Employee ID field starts with PS, you are setup as a Registered Student
only.
o If the value in the Employee ID field is a number only, you are set up as an Employee.
Note: If this information is not correct — please Contact PantherExpress Customer Service at (412) 624-
3578 or online at http://cfo.pitt.edu/pexpress/CustomerService/inquiry.php.

‘Company Information Go to top

Employee ID

Manager Employee Position/Title

Department Mumber

5. Open Expense Information. Examples of an Employee and Registered Student Only setup are
below.

Employee

Expense Information
£33

User Group Employee Number University Paid Car Reimbursement Currency

Fitt General 40¢

Traveler Type Executive (Anthony Travel INTL) Entity Department

Staff (02} Operating (02025) Financial Information Syster
Purpose Project Reference Responsibility Center

{DDODD) Default-MNo Value {DDODD0) Default-No Yalue I 00020 (87} Office of the Chief Financial Offi

Registered Student (additional fields for Vendor ID and Vendor Site Code are displayed)

e Many fields on the Student profile are updateable.

e If you are a registered student only, a Vendor ID and Vendor Site Code is required for
payment. This information is created from a W9 sent to Payment Processing. If you have
previously sent this information, you can search for your name and address in the
corresponding fields to link the records.

e If you do not find your name, you should upload your W9 directly into Concur for Payment
Processing to create the payment record.

e The W9 form can be found on the IRS website at https://www.irs.gov/pub/irs-pdf/fw9.pdf.

e Once the W9 has been created and saved, see Step 8 for instructions to upload.
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Expense Information
m Caneel

User Group Employee Mumber Responsibility Center Reimbursement Currency
Pitt Guest |37.- - | | T T T SR Us, Dollar W |
Traveler Type Entity Department Purpose
Student | . | - | | r i | | | v |
Project Reference Wendor Id Vendor Site Code
f
E |v| [ ooosn | . |v| I+ |v|

6. Open the Email Addresses section. Click Verify to verify your email address. An email code will
be sent to that address. Copy and paste the code in the designated Concur field to verify.

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 Mot Verified Verify Yes &

7. Setup the Mobile Registration to access Concur via the mobile apps. Create and retype the PIN
and click the Set PIN button. Download the Concur app. Your user name is your full @pitt.edu
email address and the PIN you created should be used in the password field.

Mobile Registration

Capture your receipts and
manage your travel on the go!

REVIEW YOUR LOGIN DETAILS

To log in to the Concur for mobile app, simply tap on "Company Code Sign
In" after downloading the Concur for Mobile app and enter your company
code. Then follow the instructions per your company procedure for single
sign on.

Company Code: TDURHQ

Alternatively, you can use your Concur username and a mobile PIN.
Enter a new PIN in the fields below to setup a new one.

Concur Username: sjs162@pitt.edu

Create PIN: | PIM may be letters, numbers and specis! characters such as 1.5,
Retype P|N:| Fr#butr\ospanes

DOWNLOAD THE APP

0060

Or send a link to your device - enter your email address and we will send

you a link to get the app:
=3

| s5js162@pitt.edu
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8. Open the Expense Delegates section. Click Add to find the delegate you would like to assign to
create expense reports and/or book travel on your behalf. Remember to click all boxes as noted
below.

Note: for students only, there will be an additional permission that says “Can Submit Reports”.
Check that box also.

Expense Delegates

Delegates  Delegate For

Expense an uest share delegates. By assigning permissions to a delegate, you are igning permissi for Expense and Reguest.
Receives

Can Can Book Can Submit Can View Can Use Receives Can Can Approve Can Preview Approval
|:| Name Prepare  Travel Requests Receipts Reporting Emails Approve  Temporary For Approver Emails
O |

I I O O | O O
O |

I I O O | O O

9. Go to Expense and click Upload New Receipt to upload your W9 to create a supplier record for
payment.

Asmingsirabon = | el

CONCUR Requests Travel Expense Approvals Reporting - App Canter [
Praofila =

Mansge Expenses  Process Reports

Manage Expenses

THERE ARE NO ACTIVE EXPENSE REPORTS.
Click Craate New Report io create a new repori

Create New Report

AVAILAELE EXPENSES

Expense Detail nse Type Source Date « Amount

All Clear

AVAILAELE RECEIPTS

(=} Dalete

2
Upload New Receipt

'
'
Click here or drag & drop fles to upload )
i freceipt Enagis !

'
'
'
'
'
'
'
'
'
'
'
'
P
'
'
'
1
'
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Reviewing Expense Transactions on the Level Reports

Below is an example of an expense report that includes lodging, meals, airfare, etc.

9/20/18

Summary Details * Receipts » Print / Email =
Expenses view v &
| Date | Expense Type Amount Approved
s 10/28/2016 Lodging $165.39 $165.35
e e HAMPTOM INM, Minooka, lllinois )
1002472016 Lodging $149.00 $149.00
1002472016 Lodging - Tax $16.39 516.39
s 1002772016 Lodging $157.77 F157.77
e e HAMPTOM INM JANESYILLE, Janesvi
10/2672016 Lodging $139.00 $139.00
1002772016 Lodging - Tax $11.12 511.12
1002772016 Lodging - Tax 3765 57.65
10/26/2016 Meal Per Diem $46.00 546.00
Madison, Wisconsin
10/26/2016 Car Rental 3171.44 5171.44
e @ ENTERPRISE RENT-A-CAR, Schiller |
1002612016 Fuel for Rental Cars $17.89 517.39
e EXXONMOBIL 37555478, Des Plaines
1002572016 Meal Per Diem $46.00 546.00
Madison, Wisconsin
1002572016 Actual Meal Cost (Applied to Per Die 55.98 50.00
e @ CULVERS OF ROCHELL
1002572016 Actual Meal Cost (Applied to Per Die $15.14 50.00
e @ MILWALIKEE GRILL, Janesville, Wiscc
1002472016 Meal Per Diem $57.00 $57.00
Chicago, llingis
102472016 Actual Meal Cost (Applied to Per Die 56.41 50.00
e @ PITTSEURGH FARM FR, Pittsburgh, F
10/24/2016 Actual Meal Cost (Applied to Per Die $29.40 50.00
e @ GIORDANGOS OF MINDOKA, Minooka
1002472016 Actual Meal Cost (Applied to Per Die 1.4 50.00
e @ RITE AID STORE - 10941, Pittsburgh,
10M 172016 Airfare 73920 $739.20 W
= AMERICAN DD178633201915, Pittsbuw
TOTAL AMOUNT TOTAL APPRCWVED
$1,458 96 $1,400.69

Page |94




PantherExpress Travel and Expense Management

The example below show how this information displays on the Level 1 Financial Reports

, University of Pittsburgh
Level | Financial Report

iy Report: FGAR311

Period: NOV-16

Entity: Operating Account:  02.02070.xxxx.00000.000000.xxxxx.00000

Dept: Purchasing Services Title: Purchasing Services

Function: 713 - Institutional Support - General Administration RC: 87 - Office of the Chief Financial Officer

Current Current
Sub Month Month PO/

code Ref Description Budget Actual Req# Identifier Batch Name

G300 00000 YOUNGS, THOMAS E 69.00 83 Payables A 1541477 10297553
VEY, MARY M 149.87 92 Payables A 1541477 10297553
VEY, MARY M 157.12 92 Payables A 1541477 10297553
GALLOWAY, RENEE MICHELLE 165.39 TR2038254 Payables A 1541477 10297553
Thomas E Youngs Supplier visit - 765 TCard TCard PP 17-NOV-16 Concur-GL A 950111701
Grainger . 10304356
Thomas E Youngs Supplier visit - 1142 TCard TCard PP 17-NOV-16 Concur-GL A 950111701
Grainger ) 10304356
Thomas E Youngs Supplier visit - 16.20 TCard TCard PP 17-NOV-16 Concur-GL A 950111701
Grainger g 10304356
Thomas E Youngs Supplier visit - 17.89 TCard TCard PP 17-NOV-16 Concur-GL A 950111701
Grainger - 10304356
Thomas E Youngs Supplier visit - 139.00 TCard TCard PP 17-NOV-16 Concur-GL A 950111701
Grainger L\\, : 10304356
Thomas E Youngs Supplier visit - 149.00 TCard TCard PP 17-NOV-16 Concur-GL A 950111701
Grainger : 10304356
Thomas E Youngs Supplier visit - 171.44 TCard TCard PP 17-NOV-16 Concur-GL A 950111701
Grainger . 10304356
Thomas E Youngs Supplier visit - 739.20 TCard TCard PP 17-NOV-16 Concur-GL A 950111701
Grainger - 10304356
YOUNGS, THOMAS E 46.00 90 Payables A 1544477 10305296
YOUNGS, THOMAS E 46.00 90 Payables A 1544477 10305296
YOUNGS, THOMAS E 57.00 90 Payables A 1544477 10305296
Heather L Lego Vey Airfare TCard TCard PP 258-NOV-16 Concur-GL A 950112901

739.20
10323212
00000 Total 6,030.10

e Description —name of traveler/individual being reimbursed. For expenses that were
charged to the Travel Card, this field also displays the name of the expense report.

o Identifier — TCard displays for travel card expenses. Otherwise, it displays the Report Key.
The Report Key is a unique number assigned to the report by Concur. It displays in the
report Header after the report is saved.

e  Current Month Actual - individual line item expenses

e Batch Name — Payables batch name
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Concur Buttons and Icons

@ @e Trip Data: Indicates trip information from an itinerary.

Ground: Indicates a Lime, Taxi, or Car ground transportation expense.

Credit Card Transaction: Indicates that an expense entry was 3 credit card transaction.

Electronic Receipt: Indicates Electronic receipt has been sent by a vendor to a users account.

Exception: Indicates that an expense entry exception must be resolved before submission.

Full Allocation: Indicates that the expense entry has been fully allocated.

Partial Allocation: Indicates that the expense entry has only been partially allocated.

OCR Receipt: Indicates that an expense entry has an Optical Chamcteb’ Recognition (OCR) receipt.

Paper Receipt Required: Indicates that an expense requires a paper receipt.

Receipt Required: Indicates that an expense requires a receipt.

Receipt Attached: Indicates that the required receipts have been attached.

Receipt Affidavit: Indicates a missing receipt affidavit has been attached to the expense.

XML Receipt Attached: Indicates that an XML receipt is attached to the expense.

Pending Processor Review: Indicates that the submitted expense report is pending review.

Personal Expense: Indicates that an expense entry was marked as personal.

RO®SLLOOHHOSSOO W

Report Ready for Submission: Indicates that the expense report is ready for submission.
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Concur Online Help

Concur provides easily accessible online help. Although the online help is generic, and not
tailored specifically to Pitt business processes, it is a useful tool for learning the different
features of the application.

Administration ~ | [Help =

CONCUR Requests Travel Expense Approvals App Center S

Travel Help

Panther + 00 05 Locale & Alert Help
Expense Help
Jraval S ERanse MR 0e mant New Required Authorization
Expense Administration Help
Helle, Cathy Approvals Requests
Request Help

Request Administration Help

TRIP SEARCH COMPANY NOTES Take a Tour

To access online help:

e From the Concur home page, click the Help link in the upper right corner. You will see a
menu of help categories

e Training provides short training videos on a variety of Request, Travel, and Expense topics,
and provides generic Quick Start Guides.

e Help topics are written instructions on Request, Travel, and Expense topics

e Take a Tour provides quick tips for navigating
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