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STEP ACTIVITY

SAP Concur Requests | Expense

Manage Requests

First, log into SAP
Concur and click

on “Requests” in Maﬂage Requests View

the upper left

corner.
APPROVED 04/23/2021

Next, click the

Request box you A Track #2 Ashland Salem
would like fo () Corvallis
Expense out.
Create New Request $53.900.00
Approved

In the upper left
area of the
screen, click on
the “Create

Expense Report”
button. Your Create Expense Report
request

information will
be transferred to
a new Expense
Report by
Concur.




Now you will
have a blank
expense report.
Click on "Add
Expense” near
the top left of the
screen.

There are two
tabs at the top of
the page.
“"Available
Expenses” will
show all travel
card
fransactions.

Check the box
next to any
expenses that
belong to this trip
and click "Add to
Report.” Please
note that some
fransactions take
a week to feed
through to
Concur.

After adding your
State Travel card
tfransactions, the
next task is to
remove all of the
red exclamation
points.

Concur marks
any unknown
fransactions as
Undefined.

Not Submitted

Report Details w Prin

REQUEST

Approved

$53,900.00

Add Expense

Add Expense

1

Available Expenses

+
Create New Expense

[=)] PaymentType Expense Type Vendor Details Date = Amount
. ASHLAND HILLS
ﬂCSU-USBank- Other Accommodation HOTEL 0510512021 $4.494.16
CBCP {Group Only)
Ashland, Cregon
“CRUUSBank COURTYARD BY
CBCP' ™ HotellLodging MARRIOTT 05/05/2021  $-908.00
Convallis, Oregon
“CSU-USBank- COURTYARD BY
O “B:“PH ' Hotel/Lodging MARRIOTT 05/04/2021  $6,310.80
i Corvallis, Oregon
COURTYARD BY -
*CSIISRank-
Close Add To Report
] 0 *CSU-UsBank-CBCP Undefined




To change an
Undefined meal
expense, click on
the expense and
then click on the
“Edit” button.
Click on
“"Expense Type"
and choose the
correct meal
type. Then click
on “Save.”

If a transaction
shows an error
message of
“Missing required
field: City of
Purchase,” click
on the expense
and then click on
the “Edit" button.
Type in the city or
choose from a list
of already
entered cities.
Click on “Save”
on the bottom
left or upper right.

If there is a yellow
symbol showing
on a charge over
$75, an itemized
receipt needs to
be attached.
You can click on
the Red Plus icon
to attach a
receipt, or check
the box next to
the transaction
and then click on
the “Edit" button.

If you have
already used the
SAP Concur App
to take a picture
of areceipt, it will
show up to the
right and you
can click on it fo
add to the
Expense report. If
you have the
receipt saved on
your computer,
click on “Upload
Receipt Image.”

B
-

[=] Alerts Receipt Payment Type Expense Type
& + Out of Pocket Other Expense
Details ltemizations
@ Allocate
* Required field
Expense Type *
| Undefined v
O o -|— E Out of Pocket Car Rental
Alerts X
(1] Missing required field: Vendor, City of Purchase. View
Add Expense Edit Delete I
0 A
Alerts Receipt Payment Type

Qut of Pocket

A

Attach Receipt

Select a receipt image or reuse one from this report:

Available Receipts

Receipts in Report

(4] Uploaded
Upload Receipt Receipt
Image
5MB limit per file




ltemizing a Hotel Expense

Hotel expenses
need to be
itemized in
Concur. To start
anew
itemization, click
on the Hotel
expense, click on
the "Edit” button,
and then click on
the "Itemizations”
tab.

Make sure all
required fields
(marked with a
red asterisk) are
filled in and
double check
the Check-in and
Check -out
dates.

Click on the
“Create
Itemization”
button.

Using the invoice,
type in the per
night room rate,
and the per night
taxes.

If your room rate
was different
each night, click
on the “Not the
Same” tab to
enter in the rate
for each day.

Once this data
has been
entered, click on
“Save
Itemization” on
the bottom left.

Details

@ Allocate

Expense Type * @

ltemizations

* Required field

' Hotel/Lodging v

Check-in Date * Check-out Date * Nights:
YYY | 04/29/2021 =i 0

Transaction Date * Vendor e

| 04/29/2021 ' Hampton Inns v

Enter Vendor Name

HAMPTON INN AND SUITES

City of Purchase *

Y

@& w | Arcata, California

Hotel/Lodging Address

Payment Type
*CSU-USBank-CBCP

Amount Currency
1,660.48 Us, Dollar
« ) > ) Hotel/Lodging $1,660.48
04/25/2021 Hampton Inns Corporate Card

Details

Amount

$1,660.48

Iltemizations

ltemized

| $0.00

0Remaining
$1,660.48

Your hotel room rate was:

IThe Same Every Night I |

Room Rate (per night) *

{Amounts in USD)

Room Tax (per night)

Tax 2 {per night}

Mot the Same

Tax 3 (per night)




Adding Out of Pocket Expenses

There are many
Expense Types
that can be
added for any
out of pocket
expenses. Please
note that the
card should be
used whenever
possible as per
HSU Policy.

To start a new out
of pocket
expense, choose
any of the
expense types
from the drop
down menu.

When adding
Ground
Transportation,
be sure to
choose a
Transportation
Type, and double
check the
Transaction Date.
When all of the
data has been
entfered, click on
“Save"” on the
bottom left or
upper right.

When adding
Personal Car
Mileage, be sure
to enter the
correct
Transaction Date.
Click on
“Mileage
Calculator” in the
upper left to
enter in your
fravel
destination(s).

Evrmnan
X

D

YT o

D

01. Travel Expenses
Hotel
Hotel Tax
Incidentals
Laundry
Other Accommodation
Team/Group Travel
02. Personal Car Mileage
Personal Car Mileage
Personal Car Mileage Reduction
03. Transportation
Airfare
Airline Fees
Baggage Fee
Car Rental
Car Rental Fuel
Custom Mileage

Ground Transportation
Darkina/Talls

...04b. Meals - Domestic
Dinner - Domestic
Lunch - Domestic
05. Hospitality
Hospitality
06. Office Expenses
Postage/Freight
Printing/Photocopying/Stationery
07. Communications
Internet/Telephone/Fax
Mobile/Cellular Phone (Intemational Only)
08. Fees
Booking Fees
Passports/Visa Fees (Intemational Only)
Transaction Fees (International Only)
09. Other
Memberships
Newspapers/Magazines/Books

Expense Type *

Personal Car Mileage

Transaction Date *

01/06/2021

To Location *

Expense Type *
Ground Transportation v
Transportation Type * Transaction Date *
None Selected v 01/06/2021 [
Enter Vendor Name City of Purchase
& v
Payment Type *
Out of Pocket v
Amount * Currency *
US, Dollar v
O
Details ltemizations
& Mileage Calculator @ Allocate

* Required field

From Location *

Payment Type

Out of Pocket




When the new
window opens,
you can add in
as many
destinations as
needed. Once
all destinations
are entered, click
on "Add Mileage
to Expense,” and
then click on
“Save.”

You can click on
the “Make Round
Trip” link to
create a map
showing the
mileage for there
and back.

If a charge was
made in error on
the State Travel
Card, change
the expense type
of the transaction
to "Personal/Non
Reimbursable.”
You will have to
pay this money
back at the
Cashier's office
after the Expense
Report has been
approved by
Accounts
Payable.

Mileage Calculator ®
A A g S £
Avoid Tolls Avoid Highways Six Rivers ra
Map - g ational Forest Shasta-Trinity S‘ La :{y
" '\ ) National Forest Emigrant
@ | 1 Harpst St, Arcata, CA 95521, USA o
281.2MI Euffek
Personal Rcdéhng o ly:l";‘fc}‘\rw
1600 Holloway Ave, San Francisco, CA ational Forest
171.8 MI
© Personal
25 Main St. Chico, CA 95929, USA
> Men 3t Bheo BA 2107 M1
Personal Plumas
@ 1 Harpst Street, Arcata, CA 95521, US 6 o National Forest
Mendocino Reno =
@ National Forest Cc> . 50/
Calculate Route Make Round Trip
a Carson City
)
Eldorado
National Forest
1 Harpst St Arcata, CA 95521, USA SacraCento
SantgRosa M
282 mi. About 5 hours 0 mins (5} Stanislaus
1. Head west on Laurel Dr toward B St 217t ¢ Hietonaiionest
4 2. Tumleftonto B St 0.3 mi San @Ci 5 in(:,:v =+
r* 3. Tumright onto 14th St 0.2 mi e
R A Tuen laft tn maran anta LIC 404 C 274 mai
TOTALPERSONAL |  TOTAL BUSINESS

Deduct Commute

0.0 MI

663.7 Ml Go gle

Sar?ase N\

Details

01/06/2

Amount *

150.00

Transaction Date *

ltemizations

Expense Type *

Personal/Non Reimbursable

Payment Type *

021 Qut of Pocket

Currency *

USs, Dollar

Personal Expense (do not
reimburse)

* Required fisld

Itemizing Meals over $55 a day

If you have
purchased more
than $55 of food
in a single day,
one of the food
tfransactions will
have ared
exclamation
point with the
error message to
the right.

Check the
fransaction box
and then click on
the “Edit” button.
Then click on the
“Itemizations”
tab.

COut of Pocket

0

Alerts

@ You have exceeded the daily meal limit of $55, please
reduce your meals accordingly. View

Dinner - Domestic

E I




Next, click on the
“Create
Itemization”
button.

Choose the food
type from the
drop down
menu, and type
in the amount
that is allowable
from this
fransaction.
Click "Save
Itemization” in
the upper right.

Next, click on
“Create
Itemization”
again and
choose
“Personal/Non
Reimbursable” as
the Expense
Type. Enter the
amount over the
$55 a day and
then click on
“Save
Itemization” in
the upper right.
After the expense
report has been
approved in
Accounts
Payable, you'll
be able to pay
this amount back
at the Cashier's
Office.

« (=) Dinner - Domestic $72.31 @
01/06/202

Details [temizations

Amount Itemized Remaining

$72.31 $0.00 $72.31

Create [temization

No ltemizations.
Create itemizations for the items on your receipt.

Expense Type *

Dinner - Domestic

Transaction Date *

01/06/2021 [
Amount * Currency
55.00 US, Dollar

< (> Dinner - Domestic $72.31 @
01/06/2021
Details ltemizations
Amount [temized 0 Remaining
$72.31 $55.00 $17.31
O Alerts Date Expense Type
(| a 01/06/2021 Dinner - Domeastic

Requested

t

5

5.

(111}

W




Viewing Expense Totals

To view your
Expense Totals,
click on
“Report
Details” on the
top left, and
then click on
“Report Totals.”

A new window
will open up
and show the
breakdown of
all expenses on
the current
report. You'll
be able to see
the amount
due to you
(Employee) or
the amount
due fo HSU
(Owed
Company).

Once your
expense report
has been
updated and
fixed, click on
“Submit
Report” in the
fop right of the
screen.

| Report Details w :

‘ Report

Report Header

Report Totals

Report Totals

Company Pays
$361.34

Employee

Amount Total:
$£361.34

Employee Pays
$0.00

Company

Due Employesa:
$361.34 50.00

Requested Amount:
§361.34

Owed Company:

Total Paid By Company:
$361.34 $0.00

Total Owed By Employee:

Close

Copy Report Submit Report




