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Concur Expense User Interface Updates

What's changing?

The changes to the Concur Expense user interface are minor, generally involving cosmetic updates and a few
functional updates. The following updates will be available in Concur starting February 5, 2019. Please note
that the ability to edit multiple expenses is not available during this upgrade but is expected to be available
again by the end of March. As Concur continues to develop their user interface enhancements, you may
continue to see additional changes after this update. We will keep you updated as updates become available.

Report Library

At the top of the Manage Expenses page is the Report Library section.

Current Version:

Administration » | Help -
CONCUR Travel Expense Approvals App Cenler Links ~ °
Profile - -

View Transacbons

Manage Expenses Process Reporls

Manage Expenses

ACTIVE REPORTS

A Hll noT suBmITTED SUBMITTED 032902017
Trip to New York Feb. expenses
oas2my

Create New Report

Submtted & Pending Appraval

i $763.58 $100.00

From the library, click View to access other reports.

Manage Expenses  View Transactions  Process Reports

« Manage Expenses

ts for last 90 Days
2
Report Hame Report ID Comments Status Fayment Status. Report Date Total | Requested Amo.

¥ Feb. expenses ESB1DBIDAOEA4EIATIIFC Subméted & Pending Appeoval Mot Paut 03292017 510000 s100.00
Trip to New York SADZEFACCOREACFCRET! Not Submitted Mot Pait 03032017 sTE358 75358
Y February Expenses 50 184 Thankst Appeaved Extracted for Payment 0an7R017 sT1243 71243
December Expenses TROBEBIESOBSA0CEIOCY Approved Extracted for Payment 127282016 8000 58000
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New Version:

Your active reports and the library are combined so all reports are available on one page. The active reports
appear by default, but you can easily view other reports.

Adrministrabion = Help -

Profile = ]
-

SAP Concur @ Travel Expénse Approvals

T Links~

Manage Expenses Wiew Transactions

Manage Expenses

REPORT LIBRARY view Active Repors w

NOT SUBMITTED 03092018 SUBMITTED 030972018

Seattle Sales Meetings /A February Account
Management
]
8 $
Create New Report 0.00 147.76

Submitted & Pending Approval

From the View list, select one of the predefined options or define a custom date range.

Manage Expenses Wiew Transactions

Manage Expenses
é

N\
REPORT LIBRARY | ver scuesecs v gy
+ Active Reports SUBMITTED
Senl for Payment (90 Days)
petiligs A February Account
Last 90 Days Management
] This Year
Create New Rffport | Last Year $/47.76
Dale Rangs
T Submitted & Pendng Approval
\

To sort, click the column headings.

Manage Expenses Wiew Transactions

Manage Expenses

REPORT LIBRARY View This Year w

Creats New Report

Report Hame

Report Date = Amount  Requested

Seaftle Sales Meetings
11 DCADGATO444T IBCERAAS

03/09/2018 $0.00 $0.00

February Account Management . .
|D. 037 17BOBB3FE4360BTEE Submitted & Pending Approval 02/06/2018 $747.76 $747.76
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Concur Expense User Interface Updates

Create Report

This section contains cosmetic updates only. The Business Purpose field has been improved by stopping
additional characters from being entered into the field once the user has reached the 48-character limit.

Current Version:

Uanage Expenses  View Transacbons  Cash Advances =

Create a New Expense Report

Start Diate EncDue Euniness Furpose

==
New Version:
Civaie N ope|
3 -]
[1] (1]
¥ AL L T TECTEL
o L] (= ]
T A T T e T 80 (o N PO AT T LA, N
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Concur Expense User Interface Updates

Travel Allowances

In the current version, when adding the report header information, a pop up appears asking “Will this report
include travel allowance expenses?” In the new version, there is a radio button at the bottom of the header
information screen that states, “Select if your report includes travel and you require allowances for lodging,
meals, or incidentals.” The choices are “Yes, | want to claim Travel Allowance” or “No, | do not want to claim
Travel Allowance.”

Current Version:

Travel Allowances

9 Will this report include travel allowance expenses?

New Version:

Create New Report

® Inditates tequined fiekd
Fegost Hame * Stant Date * End Dato *

TRTESTUSER20181203 & 1262018 A 1seee
Business Pupese * Buicy * L o
Tesd Lisar Travel "OHIO GL General Polcy - TwlaL
Enaty * L L]
T » | (10) 10 GENERAL] T = | (100000} 100000 UNRESTRICTED
O Acuey| Rutrieving Rl O Fuien s o

(100060 100060 AFRICAN AMERICAN STUDIES T = | (1040) 1040 ORIENTATION T »  (10) 10 INSTRUCTION

Cemmant

Terst User Travel

Ciaim Travel Alowance

Belwct # yout rapon meludes el med you regeats Slewanc

@ Yes. | warn

s, | do et

The ability to update all of your per diem transactions at one time is a feature of the new interface that may not
be available on February 5 as Concur is still integrating that functionality. If not available, you can still update
each transaction individually. The functionality is expected by the end of March.

Concur Expense User Interface Updates 2/6/2019 5



Concur Expense User Interface Updates

If you forget to select the Travel Allowance radio button, you can correct it by completing the following steps:

1. From the Manage tab, select the Report Details drop down.

2. Select the Manage Travel Allowance from the drop down.

3. From the Travel Allowances screen, you will need to create an itinerary for the trip. Select the Create
New Itinerary tab to enter the stops for the trip.

4. When you have entered the trip itinerary, click next at the bottom right of the screen to enter the
expenses for the trip.

Create an Expense ‘

Existing expenses are listed in the middle of the Manage Expenses page.

Current Version:

AVAILABLE EXPENSES

AllCards  [v]

[[] Expense Detail Transaction Category Source Date a Amount
[1 Choice San Franscisco, CA Hotel 04/11/2017 $779.00
[] Starbucks Bellevue, WA Lunch 6 04/18/2017 $12.55
[J Marriott Hotels Hotel @ 04/18/2017 0 $323.00

New Version:

AVAILABLE EXPENSES View: Al Expanses w
Receipt  Payment Type Expense Type Vendor Details Date = Amount
Pending Card Transaction Hotel Choice 04/11/2018 , ‘riolﬁg
B Visa Taxi Uber Technologies 03/08/2018 $56.00
Visa Hotel Hyatt Hotels 03/08/2018 $614.13
Visa Breakfast Daily Grill 03/08/2018 $24.00

e The Receipt column has been added to help you easily scan the list for items needing a receipt. You can
sort (by clicking the column heading) to bring these to the top for action. The thumbnail image in the
Receipt column indicates that the expense has an image attached.

e The Source column has been replaced with the Payment Type column to help you quickly scan for the
expenses that have card information attached (so they are ready to be submitted) and which are still
waiting for additional source information to arrive.
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e Inthe Amount column, Estimated appears for hotel and car itinerary amounts. Estimated indicates that

the actual amount is unknown, since the itinerary likely does not include other taxes, fees, etc. that will
appear in the final card charge.

To view a receipt image, click the image in the Receipt column.

$779.00

Visa-1111

CHOICE
HOTELS

Chisies 04/11/2018 3:05 PM
433 How| Street

San Fransacisso CA U5 #4080
REESETRE

8348420

Humber of Guedls
1

Tolal Nights
3

Date Type

oanTZONN HOCMAATE
Tas

samTEOIN Inssr FEE

To view the expense source(s), click anywhere in the row other than the check box or receipt image.

This sample shows the Expense Source page for an expense with an e-receipt.

Expense Source
Chaoice | April 11, 2018 | 5779.00

Source Date Amount

E-Receipt 04/11/2018 £779.00

‘ $779.00
CI.HO“FF Visa-1111

CHaleo 04/11/2018 3:05 PM
433 Hote| Sweet

San Fransaciseo CA LIS 94080 Tox Invoice
123-456-1999 Tax ID: 123-21210

Checkein Dally Rate Number of Guests
Apl 7, 2018 $170.00 1

Check-oul Room Mumber Tolal Hights
April 11, 2018 1801 3

Dats Dascription Type Amount

041072018 Foom Rate ROOMRATE $170.00

Haoel Roam Tax Tax f18.00
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This sample shows a card charge without a receipt image.

Expense Source
Daily Geil | March 9, 2018 | $24.00

Souree Date

Visa 1111 0308018

E $24.00

Visa 1111

Card Charge Transaction
Daity Gill March 9, 2018

Seattie, WA GB00T
Posted Date
March 9, 2018

Billing Date
March 9, 2018

Reference Number Description
25TETASATG Test transachon

This sample shows a PCard charge and an e-receipt.

Expense Source
Hyatt Hotels | March 9, 2018 | $514.13

Source Vender Date

Vo Vs tin m"{,‘f“e 8 03092018

» E-Receipt

Something doesn't belong? Separate these foms to create mdwvidual axpenses. Sepaale

You may now use the Expense Source page to "unmatch" expenses — now called Separate — that were matched

in error.

Expense Source x
Hyatt Hotels | March 9, 2018 | $614.13

Source Vendor Date Amount
. Hyatt on Olive 8
W Visa 1111 Seatle, WA 03/08/2018 §$614.13

v E-Receipt

(Somelhing doesn't belong? Separate these items to create individual expenses. Separate )

Close
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The Add Expense function has some cosmetic updates as well.

Current Version:

Uanage Expenses Vit Transgac sond Carsh Advances = Frocess Reports

Ul Upgrade Testing

* % | mewEspanse

xpass Type | Ameut [rrs—

Adding New Expense

@ Recently Used Expense Types

CAFTIALIEID EXPINS S
CAPITAL EQUWUENT
CAPYTAL UBRARY WERIALE
OTHER CAFITAL EXPENSES
CLEARING
TRAVEL & PROGRAU ADWANCE CLEARING
COST 0¥ GODOS
COST OF 00008 S0LD
DEPARTMENTAL ADJUSTUENTS
DEPARTUENTAL ADAFSTISENT
EMRLOYER PAID BENEFTE
OTHER BENEFITS
GENERAL SUPPLIES AMD SERVICES
ADVERTISHG AHD PROUOTIONS

TOTAL AMDUNT

$0.00

TOTAL RECUESTED

$0.00

New Version:

Click Add from the Manage Expense screen.

Add Expense

AyaipDie Expenses

ho Experses

Concur Expense User Interface Updates 2/6/2019

Iy %

b dedad ¢

CONMPTRENCT, DUES § TRENNG

ACVERTISING AND PROBOTIONS

UCInEmG
EROADCASTING
COMPLITING SOFTWARE & DATA MANTEMANCE & SERWCES
MANTENANCE & VEHICLE SUPPLIES & SERVICES
MAMTENANCE SUPPLES
VEHICLE SUPFLIES & SERVCES
MAITENANCE SGREEMENTS & REPURS.
EQUPLENT REFMIRS & WANTENANCE
MAMTENANCE AGREEWTNG & REPWSS
MISCELLAMEOUS EXFENSE
WECELLEGUS
WO CAPTRAL EUIPMENT
FABRICATIONS & MIOR EQUPUENT
b T




Concur Expense User Interface Updates

Click the Create New Expense Tab and select the Expense Type to enter a new expense.

Add Expense x

+

Available Expenses Create New Expense |

Search for an expense type

# Recently Used
DOMESTIC TRAVEL
PERSONAL VEHICLE MILEAGE
FOOD SUPPLIES
OFFICE SUPPLIES
ENTERTAINMENT
~ CAPITALIZED EXPENSES
CAPITAL EQUIPMENT
CAPITAL LIBRARY MATERIALS
OTHER CAPITAL EXPENSES v

PCard transactions will appear in the Available Expenses tab. Select the check box next to the expense and click
the Add to Report button to add the expense to the report. The Add to Report button will be grayed out until an

expense is selected. To see transaction details, click Ohio MC. This is the same information you saw when
hovering over the orange credit card symbol in the old version.

Add Expense x
+
Available Expenses Create New Expense
Payment Expense

O Type Type Vendor Details Date v Amount

UNDEFINED ~ WWW WILTONS ORG UK 12/20/2018  GBP 21000
0O onouc UNDEFINED (1 IERNATIONAL TRANSACTION - 12/20/2018 34.00

Close

Concur Expense User Interface Updates 2/6/2019
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Concur Expense User Interface Updates

You can also easily attach a receipt at the time of creating an expense in Concur. Click the Attach Receipt Image
to attach the receipt to the transaction.

New Expense

Details lemizations
® Allocate

Expense Type *

GIFTS & PRIZES

Otyct Code *
Why: Bosiness Purpeas * Vandor Hama *
HOOOOOOOOOOOOONOO0N0NON0N000.
Whors: ity * Payment Typo *
LB Cash
Transaction Amount * Cumsncy * 0
L5, Dallar -

[[]Parsenal Expansa (s st raimbursa)

Commant

m el

Athens Gifts
Detaits Memizations

@ Allocate

Experwe Type *

GIFTS & PRIZES

What: aseription *

Attached receipt image on a transaction:

* Indicates required fiekd

Attach Receipt Image

i Smmary - Suppliet ke No, 317150 (Do Mo,

X O34T

Object Code When Transaction Dato *

T10230 GIFTS UNALLOWABL |~ 0 | 04232018
Wiy, Business Porpose * Vendor Hane *

BOOOCOUOCOOCONICONOOUONOUN Athens Gils
Whera Gty * Faymact Type *

@ » | Athens, Ohio Cash w
Trangacsion Ameunt * Curaney *

120.00 US, Dollar ot
Who * What: Description *

Test Tast

[] Paranal Expanas ida not reimburss)

Comment

m )
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Concur Expense User Interface Updates

Once a receipt is uploaded, you must select the radio button to add it to the expense report. To add additional
receipt images, click the Upload Receipt Image box and browse to the saved image to upload.

Altach Receipt

Upload Receipt
Image

SME IFnit por te

To attach one receipt or multiple receipts at the line level, click the red + to upload the receipt image.

Report Details w  Print v Manage Receipts w

Add Expense

[ Alerts Receipt Payment Type Expense Type Vendor Details Date = Requested

— H ' Southwest
(] & | + | Cash DOMESTIC TRAVEL e 02/07/2019 $500.00

$500.00

To attach one image, click the Upload Receipt Image link.

©

Upload Receipt
Image
5MB limit per file

Concur Expense User Interface Updates 2/6/2019 12



Concur Expense User Interface Updates

Navigate to the image you would like to add. The image will be added automatically. A small thumbnail image
of the receipt will appear on the line.

Help~
T | Expel Center
SAPConwr@ ravel xpense App Center Profie « @
-
Manage Expenses View Transactions Cash Advances
O rens: 1 ~
TEST 01162019 $592.50 St Regort
Mot Submitted
Report Details ¥ Print/Share ¥ Manage Receipts W
Alerts  Recsipt  Payment Type Expense Type Vendor Details Datew Requested

Amencan Airline;

- s
&= DOUESTICITRACER \iszhingrzn, Districr of Columbia

01415/2018 5300.00

Cash BUSINEESS EXPENSES Washingten, District of Columbia 01/16/2010 §105.00

Cash DEPARTMENTAL ADJUSTMENT 0140272018 $-80.00

Cash FIXED MEALS Clzvelznd, Ohio 10/12/2018 540.50

Cash FIXED MEALS Cizvelznd, Ohio 101172018 $66.00

Cash FIXED MEALS Cleveland, Ohic 10/10/2018 566.00

Cash FIXED MEALS Clzvelznd, Ohio 10/08/2018 566.00

$592.50

To add additional receipts, click the thumbnail image on the line. Click Append at the bottom of the receipt
image. Upload or select the receipt that needs to be added and click the Append button. Click the image
thumbnail again and select the radio button next to the receipt you want to append to the expense. If you click
on the thumbnail image again, you will see that you have multiple receipt images attached.

Uploaded:02/06/2019

Detach Append

To delete a receipt, click the thumbnail image next to the expense. Click detach. You will see a pop-up window
asking:

Please Confirm *

9 Are you sure you want to detach this image and mowve it to

Available Receipts?

Concur Expense User Interface Updates 2/6/2019 13
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If you select the Yes button, the image will be removed and added to the image library, if you select No, the
image will remain attached to the expense.

Important Note: Selecting Delete in the Manage Attachments Receipt Window will delete all images at the
report level even what was automatically uploaded from the expense level.

The buttons on the Manage Attachments Receipt Window will allow you to view in full screen , enlarge (+) and
decrease (-) receipt images.

You may need to upload additional documents to adequately substantiate your business purpose, for example,
when you attend a conference or an event with an itinerary or agenda, you should add it to the report. In order
to add an attachment to the report, not a transaction, in the Manage Expense screen click the Manage Receipts
drop down and select the Manage Attachments option.

Help =

SAPConcur [¢] | Travel | Expense app Center .
Profile ~
-
Manage Expenses  View Transactions  Gasn Advances
O ress -
Training Report $802.96 ===
Not Submitted
Report Detsils W  Print/Share W | Manage Receipts W
Add Expense Manage Attachments
Alerts  Receipt Payment Type Expense Type Vendor Details Datew Requested
0 Cash FIXED MEALS Orlando, Flonda 01/30/2018 $40.50
0 Cash FIXED MEALS Orlando, Florida 01/28/2018 $66.00
0 Cash FIXED MEALS Orlando, Florida 01/28/2010 $40.50
f . e TRAE Yeliow Taxi . -
AN | DOMESTIC TRAVEL T 0112872018 550.00
i - - e Hampten Inn s .
A DOMESTIC TRAVEL SomeEn olzerzoie 535238
7 - - e American Airlines e -
A DOMESTIC TRAVEL it ol/zer201e 5236.80
$802.96

SAP SAP Concur

Processor Privacy Sistement

© Copyright 2018 - SAP Concur - All Rights Reserved

A pop-up will appear with the option to upload report level attachments. Click the link and navigate to the
attachment to attach the item to the report.

Concur Expense User Interface Updates 2/6/2019 14



Attach to Report

Concur Expense User Interface Updates

(+]

Upload Report Level Attachment

SME limit per file

Mot seeing your attachment? Try again in a few minutes

To view the attachment, click the Manage Report drop down and Manage Attachments. You can add additional
attachments by clicking the Append button at the bottom of the attachment screen. Click the Delete button to
delete the attachments. Click the X at the top right close the attachments window. Use the same steps outlined

above to add additional images or delete images.

Concur Expense User Interface Updates 2/6/2019
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Allocation ‘

Allocating expenses has changed only slightly in the upgrade. In the upgrade, allocations are entered on the
expense by clicking the Allocate link.

Old Version:

New Version:

New Expense cnce ([
tada Recaipn [

Detaits lemizations

® Allocate
* Indicates requined fiekd

Exponze Type *

GIFTS & PRIZES Ld
Otgact Code * Whan: Trankaction Clate *
= = | mmnorerey
Why: Businass Purpeas * Vandor Hama *

OOOOOOOOOOONOO0DONO0DNONONO00;

Vihare: Gty * Payment Typn *
& Cash il
Transaction Amaunt * Cursncy * 0
U5, Dallar - Attach Receipt Image
Wha * What' Daseription *

[[]Paracnal Expansa (e met raimbursa)

Commant

Concur Expense User Interface Updates 2/6/2019 16
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When allocating expenses, you can still allocate by amount or percentage. When you enter the allocation, the
amount will be split evenly between all accounts. Once entered, you will then need to update the percentage or
amount allocated to each account.

Current Version:

Aliocations for Report: Ul Upgrade Testing L=
Expense Lis AllneaHone Tolal $120.00  Allocated $120.00 (100%)  Remaming $0.00 (0%)
[ hoacsveosatmons J vs soaoers T eormon [ oen o | [ s oo |
| Percenlage GL of Grant Entity or Project Source or Task Organization of.,, | Actvity or Award | Function or Not .., | Code
00 GL (10) 10 CENE {100000) 1000, (23004018300, | (000D)D00DUL.,, | {80} 80 CENE GL-10-100000-
Aunes
446 33
4613
512000
Eda
Percent ~|
Add Save as Favorite
[ Glorgeant Enoity of Project Source or Task Qrganization or Task Organization Acaivity or Award Function or ot Used [ Percont s
O &G 10 GENERAL 100000 UNRESTRICTED 100000 AFRICAN AMERICAN STUDIES M0 ORTENTATION 10 INSTRUCTION GL-40-100000-100060-1040-10
o= 10 GENERAL 100000 UNRESTRCTED BI0040 ACCOUNTS PAYABLE ooon = 0 C2L-10-100000-830040-0000-80 50
Eda
Amount ||
[0 otorGrat Tniey o Preject Sogrea o Task Oganiranea s Tass Deganiratisn Aty at hwarg Faneson o2 Nt s Cose Amicant U0
O & 10 GENERAL 100000 UNRESTRICTED BI040 ACCOUNTS PAYABLE 0000 UNSPECIFIED B0 GENERAL ADMINIS TRATION GL-10-100000-830040-0000-80
O G 10 GENERAL 100000 UNRESTRICTED BI040 ACCOUNTS PAYABLE 0000 UNSPECIFIED 80 GENERAL ADMINISTRATION GL-10-100000-830040-0000-80 3

Concur Expense User Interface Updates 2/6/2019 17



Concur Expense User Interface Updates

If you have a set of allocations that you use frequently, you can save them as a favorite. Once you have the
allocations set, click the Save as Favorite button.

“ Save as Favorite |

[0 Co-Div Co-Dept Co-Region Project Code Code Percent %

[0 Marketing Major Mkts MKTG-MAJ 0

[ Marketing Major Mkts North America 10799 MKTG-MAJ-NA-10799 | 50
[1 Sales Sales North America 68945 SALE-SALE-NA-68945 | 50

When you click Save as Favorite, the Save as Favorite window appears. Enter a name and click Save.

Save as Favorite x

Favaorite Name

Mkt'Sales 50 each

To use an allocation favorite, click Add and then click Favorite Allocations.

Add Allocation

+
New Allocation

) MkuSales 50 each

Concur Expense User Interface Updates 2/6/2019 18
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Click the desired favorite and then click Replace Allocations. The allocation is applied.

[0 CoDiv Co-Dept Co-Region Project Code Code Percent %
[ Marketing Major Mkts MKTG-MAJ 0

[0 Marketing Major Mkts North America 10799 MKTG-MAJ-NA-10799 | 50 |
[ Sales Sales North America 68945 SALE-SALE-NA-68945 | h0 |

Quick Report

The Quick Expenses Report feature will no longer be available.

Owsck Expenses

o XM oM

XXX

<
L]
o
-]
o
o
o
L)
e
L]

Manage Expenses

There are several cosmetic changes on the Manage Expense screen.

1. Exceptions will be called alerts and they can be expanded or collapsed but not be hidden. In the current
version, exceptions can be hidden by clicking on Hide Exceptions. To see the full list of Alerts, click the
arrow in the red section to expand the list. To see the specific alert, click the View link to access the
field that needs attention.

2. A “More Actions” drop down will be added. This drop down includes the “delete report” and “copy
report” actions. In the current version, there is only a copy report option.

3. Options in the “report details” drop down have been minimized. In the current version, cash advances,
travel allowances and allocations are displayed as separate sections with options. In the upgraded
version, they are all displayed as single options, which direct to corresponding pages when clicked.

4. Additionally, you can Add Expense, Edit, Delete, Copy, Allocate, Combine Expenses, and Move To from
the Manage Expense screen.

Concur Expense User Interface Updates 2/6/2019 19
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@ nenss

EXPENSE | FOCED MEALS | 11202018 | 576.00

W Ming regued bt Obgaect Code. Vs

OFENSE | FOED MEALS | 11/287018 | $T600 o Use this drop down to
O s nauens sy Onc Cose expand and collapse
Copinse | FIGED MEALS | 112772018 | $7600 Alerts in the report.

A Wbrong oo ek Ot Code ¥

EXPENSE | FDIED MEALS | 1072572018 | 857 00

A Miaieng recueed bekd Otpict Coda ¥

TRIESTUSERZUTRTZ03 3342.00 e [ store ncoms w | " suten rpon

Mol Subimtlid

01 Asrn o Cartmi atr a1
o @ FOED MEALY Tarvas Crientn 1T 15700
] o v F A5 4 wa 1% 7600
U o T REEA ]
o @ o FUED MEMLS 76 00
o @ FUED MEALS LRy — o6 15700
334200

Expense Report Menus ‘

These menus now appear on the expense report:

Sales Trip $39.17

Mol Submitied

L

Manage Atlachments

vt Fap

Rinpert Ttk — I Expania Type

Breakfast

Linked Add-ans Office Supplies

On the Report Details menu, most options should be the same as your current menu. The Report Timeline
option shows approval flow and comments. This was formerly called Approval Flow.
e On the Print/Share menu, the options should be the same as your current menu.
e Onthe Manage Receipts menu, Missing Receipt Affidavit has been changed to Missing Receipt
Declaration. Use Manage Attachments to attach report-level images and view all images.

Concur Expense User Interface Updates 2/6/2019 20
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Itemizations

With upgrade, Itemizations is a separate section on the expense entry page where as in the current version it is
included under expense on the manage expenses page. Everything else remains the same. Remember, it is not
necessary to itemize hotel bills. On occasion, hotel expenses will come into Concur as an itemized expense. If
this occurs, remove the itemization from the Itemization tab to continue.

New Version:

« DOMESTIC TRAVEL $1,893.11 RN e Exganse

a

7 A osz0n DOMESTIC TRAVEL $1,3931

f, wRANY DOMESTIC TRAVEL $500.00

Adding Attendees

Attendees are no longer managed on the expense page. They are on a separate page providing more work

space for attendees.

Old Version:

Irip to Dallas PO o it

o

OLEETIT  usnens Meal (iendnrs] ETEn R
= !
oo Camenans Seanase, (.

At Hersona Expenss (80 Tor e Comrmet

“| [sma 0 |~ 1

Tmpioyee siace
eEn Lanliey L S—— - s ss

cro LerDe Susnise Gusst w008
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New Version:

Manage Expenses View Transactions Cash Advances
Details ltemizations Hide Reseipt [

& Attendees (0) || @ Allocate
* Indicates required field

Expense Type
BUSINESS EXPENSES

Objeet Code @ When: Transscton Dsta ™

v B8 | MWDDYYYY

Why: Business Purpose * Vendor Name

Dr. Smith Physics Lab 1234: detai

To add attendees, click the Attendees tab to open the Attendees page. Select Add to add attendees.

The Add Attendees window contains the following:

Recent Attendees: Any recent attendees will be listed here.

New Attendee: To add a new attendee, click new attendee tab. More information below.
Attendee Group: Favorites not in the Recent Attendees can be found here.

Add to List: This button will be grayed out until you have selected a name to add to the report.

P wnN e

Add Attendees

0. 9. O.

Recent Attendees New Attendee Attendee Groups

Attendes Name Attendes Title Company Attendee Type

No Recent Attendees
A list of the most recent attendees will be displayed here
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In the following example, assume that you want to add an attendee who is not available on the Recent
Attendees tab or in Favorites. The first step is to search for the desired attendee.

Click New Attendee. The Search for Attendee window appears.

Select the appropriate attendee type, and enter the search term (for example, the first few letters of the
attendee's last name). Click Search.

In the search results that appear, select the check box for the desired attendee and then click Add To List.

Add Attendees x
LA
) + & +
Recent Attendees New Attendee Attendee Groups No Shows
[]  Attendee Name Lompany Attandes Tvoe
] James, Travis Add Attendees x
[[]1 Davis, Katherine -
O] + &
Recent Attendedgs New Atiendee Attendee Groups

Employee » Search by first or last name

: More Search Options Cant find an attendee? Create New Attendee
Search All Attendee History

Close

If you need to add an Attendee, you can use the Create New Attendee link in the New Attendee tab.

Add Attendees x
A
D + & -
Recent Attendees New Attendee Attendee Groups No Shows
[]  Attendee Name Lompany Attandes Tvoe
] James, Travis Add Attendees x
[[1 Davis, Katherine —
\J
9 + &
Recent Attendees New Attendee Attendee Groups

Employee » Search by first or last name

) More Search Options [ Can' find an attendee? Create New f«!‘.-,-nd»?a]
Search All Attendee History

Close

Complete the required fields in the Create New Attendee window and click Create Attendee when complete.
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Create New Attendee %

* Indicates required field

— — Last Name *

University Guest -

P

Business Purpose *

Cancel

The newly added attendee will appear on the list. Click Save to add the attendees and return to the expense
page.

When you attempt to add a new attendee and click Create Attendee (as described above), the system
immediately searches for duplicates. If a duplicate attendee is found, you are prompted to use the duplicate or
to add the new attendee if, in fact, they are not the same person.

Duplicate Attendees Found x
New Attendee
Kerry Craig
Business Guest
Modify Attendee Continue Adding New Attendee
Duplicates
Attendee Name Attendee Title Company Attendee Type
O Craig, Kerry CFO LenDev Business Guest

Cancel

Attaching a Cash Advance

To account for a cash advance on an expense report, on the expense report, click either the View link in the top
banner or Report Details then Manage Cash Advances. The process to request a cash advance has not changed
and is created on paper, not through Concur.
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Manage Expenses  View Transactions ~ Cash Advances  Budget Insight ~ Central Recondiliation = Processor+

0 There are cash advances available to add to this repo

Trip to Canada $0.00

Not Submitted

x

Delete Report Submit Report

Report Details v  Manage Receipts v

Report
Report Header

Report Totals Expense Type Vendor Details Date  Reguested
Report Timeline
Audit Trail
Cash Advances x
Report Payments )
Available: 1

Linked Add-ons
Manage Cash '

Cash Advance Name Foreign Amount Exchange Rate Amount Balance

No Cash Advances Linked
Add cash advances to this report to submit for reimbursement.

y

Available Cash Advances x
[0 cashAdvance Name = Date Issued Foreign Amount Exchange Rate Amount Balance
[J CashtoTripto Canada 12/102018  CAD 100.00 $0.75071693 $75.07  S75.07
Cancel

On the Cash Advances page, either use a cash advance that appears on the page or click the Add button. The
Available Cash Advances page appears. Select the desired cash advance. Click Add to Report.

Submitting a Report

When you click Submit Report, the report totals appear. The top section summarizes the overall movement of
funds projected for this expense report, providing a quick view of the expected (prior to submission) or actual
payments.

Report Totals x
Company Pays Employee Pays
$39.17 $0.00
Employee Company
Amount Total Due Employee Owed Company.
$39.17 $39.17 $0.00
Requested Amount: Total Paid By Company: Total Owed By Employee:
$39.17 $39.17 $0.00

Cancel Submit Report

In the current version, the report totals appear after you finished submitting the report.
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In the new version, if adjustments are required, you can easily return to the report, make the changes, and then
submit the report.

Comments/ Audit Trail

If a report is returned to you, you should look at the comments from the approver to determine why the report
was returned. Open the returned expense report. At the top of the report you will see Returned in red, as well
as any information as to who sent you a comment.

Help~
Tr 1 Expes GCentes
SAP Concur €] ravel xpense App Genter Proie -~ &

Manage Expenses  View Transactions  Cash Advances

TEST TRERISO1022019 $49491

|0 Retumed | COMMENT - Deep Sagar Amuda : Sent ... View Report Timeline I

Report Details ¥ PrinShare W  Manage Receipts W
Receipt  Payment Type Expense Type Vendor Details Datew Requested

Cash FIXED MEALS Cleveland. Ohio 01042010 540.50

Cash PERSONAL VEHICLE MILEAGE 01/04/2018 511663

Cash FIXED MEALS Cleveland, Ohio 01032018 $38.00

D Cash BUSINESS EXPENSES g:l‘::;ns ohio 01032018 $124 65

Cash FIXED MEALS Cleveland, Ohio 01022019 540.50

Cash PERSONAL VEHICLE MILEAGE 01022019 5116.63

$494.91
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To see the full comment and returned information, click the View Report Timeline link. You can also access this
information by clicking the Report Details drop down and selecting the Report Timeline option.

Here you can see who has done what to the report with a date and time stamp. You may also add additional
comments by clicking the Add Comment link at the bottom of the timeline list.

You can see more detailed information about the report by clicking the Report Details drop down and selecting
Audit Trail.
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Adding a User Added Approver

If you are acting as a delegate for another user, you may want to add an additional approver prior to notifying
the employee to submit the report.

Old Version:

Select the Details drop down and the Approval Flow option.

SAP Concur [E]

Manages Expansas View Transactions sh Advances =

Testing 1

Feprt
Report Header

Datn Expanss Type
Totals
Adding New Expense
sIREEe DOMESTIC TRAVEL
scuthiemst. Anans, Ohic

Canh Advances

Avallable
Assigned

ABszanons

Allgcations

TOTAL AMOUNT TOTAL REQUESTED

$500.00 $500.00

Next, select the plus sign next to the cost object approver, then select the User Added Approver.

Approval Flow for Report: Testing 1 x

Cost Object Approval

Back Office Approval
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New Version:

Click the Report Details drop down and select the Report Timeline option.

I@pnn Details vI Print -

Report
Report Header
Report Totals

I Report Timeline I
Audit Trail

Allocation Summary
Linked Add-ons

Manage Cash Advances

Manage Travel Allowance

Next, select the Edit link next to Approval Flow in the Report Timeline. Select the +Add Step link above the Cost
Option Approval text box. Select the User Added Approver and click the Save button when you have added the
approver.

Edit Approval Fiow
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Questions and Help Resources ‘

Concur has built in help resources available to you. Click Help at the top right of the screen and select Expense
Help for more information.

Administration ~ | [Help ~

SAP Concur Requests Travel Expense Invoice Approvals Reporting ~ App Center Links «

Training

Travel Help

Expense Help

SAP Concur + 14 13

New Authorization

Hello, Terry

SAP Concur [C] NextGen Expense End User Help
TRIP SEARCH

# >

& Booking for myself | Book

% 2 B @ | usnoounerop Using Online Help

Legal Notis
Mixed FlightTrain Search coal Heries

Resources for NexiGen Expense Users - Professional .
Round Trip One Way Edition Access Online Help

Fom@ | PExpense User . .
[t o city ain sta P To access online Help, hover the mouse peinter over the Help menu (upper-right corner of th

Fidan i s Delegate then click the appropriate link from the menu that appears. Online help opens on its awn tab,
T?g » Expense Approver Concur, close the help tab or click the Concur tab.

Framan|  ® Expense Processor
Navigate through Help topics
¥ Profile

For questions contact Finance Customer Care at 740-597-6446 or email at financecustomercare@ohio.edu.
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