Quick Reference Card - Concur

Concur - Create and Submit a Travel Expense Report from a
Preapproved Request

Procedures to create and submit a travel expense report when
a travel request was previously submitted and approved for the
travel.

Procedures

From the Concur
launch page, click on

Requests SaP Goneur [E]
.
U + + + 00 13 1]
KENTUCKY Starta Starta Upload Authorization Available Open
Hello, Traveler3 Request Report Recelpls Requests Expenses Reports

Concur will default to
Manage Requests.

Active Requests (1)

Locate the —
preapproved request
and click on Expense
(far right).

Concur will start the a0 Concan ] | ruaus 7ot [N
Travel Expense

Report and show the
preapproved O ners:1 v
amount. 06/26/20-San Diego $0.00 @

Not Submitied

eport Details w  Pnnt/Share w  Manage Receipts w ravel Allowance w

REQUEST

$1,800.00

No Expenses

Add expenses o this report ta submit for reimbursement




Quick Reference Card - Concur

Concur - Create and Submit a Travel Expense Report from a

Preapproved Request

Click on Report
Details and click on
Report Header to
complete the
required fields for
the expense report.

06/26/20-San Diego $0.00 @

Mot Submitted

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

Report

Report Header
Report Totals
Report Timeline
Audit Trail
Linked Add-ons

Manage Requests

Several of the fields
will be completed by
the data entered on
the Request.

Review the data,
complete blank fields
and modify existing
field data if
necessary.

Remember to scroll
down and click in the
Yes radio button if
meal per diem needs
to be reimbursed for
this trip.

Click Next.

262020




Quick Reference Card - Concur

Concur - Create and Submit a Travel Expense Report from a

Preapproved Request

The Report Header is | 06/26/20-5an Diego $0.00
now Complete and Not Submitted
Concur will return to | freeesy foseey ey e
the expense report. -

é‘I.Bb0.00
Click Add Expense to
begin adding travel No Expenses
expe nses to the Add expenses to this report to submit for reimbursemen
report.
The Add Expense N
window will appear. Add Expense
The Available 12 w
EXpenseS tab Available Expenses Create New Expense
contains transaction
onh your own procard O oronvesw Airfare LAB (BOLIVIA) 06/29/2020 51,514 52
that are pending o
allocation and review m ;f:’;:'d”"’erm Undefined VisaPhons 06/29/2020  $-16.86
ona report. O ,Iff;fd"i"er“*‘ Tolls/Road Charges Toll and Bridge Fees 06/28/2020 §-37.17
To add a procard B oY CarRental AL RENT 06/27/2020  $1,160.03
transaction, click the : )

TEST-University Direct Marketing ¢

check box next to O rcar Undefned Contimuty/su 06202020 7183
transaction tO be 0 ‘;Ef::ldniversity gﬁggﬁgir_alr::liﬁmanical gfonr?iuter Software 06/27/2020 582 26 .
added to the travel
expense report.

Click Add to Report.

The procard
transaction has now
been added to the
report.

To review the
expense information,
click on the Expense
Type of the
transaction.

06/26/20-San Diego $1,160.03

Not Submitted

REQUEST

Approved

$1,800.00

Add Expense

O aens

Receipt  Payment Type

m] 0 + TEST-University P

.......

Expense Type

ocard Car Rental

Vendor Details

GENERAL RENT-A-CAR

Copy Repornt Submit Report
Date = Requested
06/27/2020  $1,160.03

$1,160.03




Quick Reference Card - Concur

Concur - Create and Submit a Travel Expense Report from a
Preapproved Request

Concur will display
the transaction
Details tab.

Car Rental $1,160.03

06/27/2020 GENERAL RENT-A-CAR

Details ltemizations

Corporate Card

Hide Receipt D
Review and modify —
the data in all fields o
if necessary. Be (Cor vt
Certain a” fields Transaction Date Trip Type *
denoted Wlth a red 06/27/2020 Domestic ~
(*) are popl'”atEd' I;.?”(:;:ference’v\u‘ulkswep—F'amclpanlv [;J: ;rEr;:\Dyee [
Add Addt' I — :jl:l RAL RENT-A-CAR o
ITIONAa Vondor Hame T Attach Receipt Image
Information or GENERAL RENT-A-CAR = | San Diego, Californid
Comments to
- - TEST-University Procar
provide the business = "
purpose of the 1,160.03 US, Dollar
transaction. Relsted RecuestExpense Repor @
T18c0218a
Clle on A”ocate tO ‘a[:::-‘l;ZDZD $300.00 - 06/26/20-San Di ~
review/modify the
allocation for this
expense.
The Allocate window
will open.
NOTE: Allocations B
added to the
RequeSt Will Carry --i::.‘l\:ij-Ju—bKuJ—L.L‘U'XME'JJJ 100
forward to the -
expense report.
Expenses can be
allocated by Percent
or Amount. Click the
correct option for the
allocation. .
=n

Click Add to add a
new allocation.
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Concur - Create and Submit a Travel Expense Report from a
Preapproved Request

On the Add
Allocation window,
select the Cost
Object Type and
Cost Object ID for
the new allocation.

Add Allocation

+ *

New Allocation Favorite Allocations

* Required field

allocation calculate.

Click Save.

==

Logical System ™ (1] Company Code * (2]
Click Add to List. Y - | (HEQAS300) Logical System Y v (UKO0O) Company Code
Cost Object Type * (3] Cost Object ID* (4]
Y ~ | (CC) Cost Center Y ~ | (1012013010) UFS OPERATING|
Fund e Statistical Order
Y~ Y~
Add the allocation
percentage or
amount to the new §
a”ocatlon. Tab out Of HEQAS300-UK00-CC-1012128920
the field to see the
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Concur - Create and Submit a Travel Expense Report from a
Preapproved Request

Concur will return to
the expense Details
tab.

Car Rental $1,160.03

06/27/2020 GENERAL RENT-A-CAR

Details Itemizations

Corporate Card

Cancel

d mipt j
@ Allocate
NeXt, add an Erpense Type
Car Rental b4
attachment by S—
clicki ng on the red 06/27/2020 Domestic .
( + ) Attach Recei pt Trip Purpase * Traveler Type *
I m a g e 03. Conference/Workshop - Participant|+ 01. Employee v
— ‘rserrRm RENT-A-CAR v L
Voo Harme s of Purchaca Attach Receipt Image
GENERAL RENT-A-CAR @ +  San Diego, California
1!I HII-LJ\nlverslry Procard
1 J1SU 03 us gnl\ar
Transaction ID Related Request/Expense Report @
T18c0218a
06/24/2020, $300.00 - 06/26/20-San Di~
The Attacl_w Receipt Attach Receipt y
window will appear.
A Example Attachment.pdf
If any receipts have Uploaded: 7/30/2020 5-37 PM
already been o .
uploaded to Concur S HloaciRece it —
they will appear. mage
Otherwise, click on Lol
Upload Receipt Atach View
Image to upload an
attachment from
your computer.
Close




Quick Reference Card - Concur

Concur - Create and Submit a Travel Expense Report from a
Preapproved Request

The File Upload
window will appear.
Locate the file on
your computer, click
on the file and click
Open.

@ File Upload

4 E » ThisPC > Documents »

Organize « New folder
~
I This PC Name
J 3D Objects Managing Account Form-7748
B Desktap Managing Account Form-8571

‘Wire Transfer-JJP Enterprises 07-30-20

5| Documents
1901746312

§ Downloads 1901746310

B Music 5108258173-5101336217

=] Pictures 1901746307

| Videos [£) Wire Transfer-CorVel 07-20-20

i, Local Disk (C2) Example Attachment

= 5 (ukoctda PO 4500080572-WBS 4217511300-GL 5301...

o apmamts Bk, PO 7500232640-WBS 4102521000-GL 5600...
PO 7500212768-WBS 4102523000-GL 5600...

= procards (uk-c 0 7500246046-WBS 4102530000~ GL 560...

= inis (Wnemo.ad.t PO 4500080976-WBS 4217511300-GL 5301...

= uky Mnemo.ad. Wire Transfer-Commonwealth of Kentuc..

~ [J] 2 Search Documents

Date mcd\\lﬁsd Type Size

20201Z12PM  Adobe Acrobat D...
2:12PM  Adobe Acrobat D...
118 AM  Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...

PM Adobe Acrobat D...

File name: ‘ Example Attachment

~| [ansupported Types v

=~ m @

A

Cancel

The Attach Receipt
screen will appear
while Concur is
uploading the receipt
and saving it to the
transaction.

Attach Receipt

Close
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Concur - Create and Submit a Travel Expense Report from a
Preapproved Request

Once the attachment CCC17E4TER4E3DB59076DCODE4D1 166B.pdf - Adobe Acrobat Pro DC — O 4

is Uploaded, the file File Edit View Sign Window Help

will open. Review to Home  Tools CCC17E4TEG4E3D... X 2O A &

be certain the

correct attachment woe B Q L I A=

was added to the "~ @

expense. @

H Travel Request for Pilot Program Ea}

Close the file by B,

clicking on the X in G

the top right corner. 52
xhy

4 1

N
W
I+
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Concur - Create and Submit a Travel Expense Report from a
Preapproved Request

The attachment is
now saved to the
expense.

If the wrong file was
uploaded, click
Detach and repeat
the attachment
process, selecting
the correct file.

When the expense
information is

- Car Rental $1,160.

06/27/2020 GENERAL RENT-A-CAR

Details Itemizations

@ Allocate
Expense Type *
Car Rental

Transaction Date

06/27/2020

Trip Purpose *

09. Research/Teaching v

Additional Information

Vandor Name

GENERAL RENT-A-CAR

Payment Type

TEST-University Procard

03

Corporate Card

* Required field
Trip Type *
Domestic =
Traveler Type *
01. Employee v
Vendor
GENERAL RENT-A-CAR ~

City of Purchase *

@ ~  Austin, Texas

Complete and .1 160.03 us -I)o\lar

correct, click Save Rttt Rocuest Erponse B ©

EXpense. T18c0218a FE————

Concur will return to A Aers: .

the expense report.

P P 06/26/20-San Diego $1,160.03 @

Not Submitted

To add another Report Details w  Print/Share v Manage Receipls v Travel Allowance v

expense, click Add REQUEST

Expense. $1,800.00

Add Expense

[0 mens Receipt Payment Type

o &

TEST-University Procard

Expense Type Vendor Details

Car Rental San Diego, Caffornia

GEMNERAL RENT-A-CAR

Date~ Requested
$1,160.03

06/27/2020
Alocated
$1,160.03
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Concur - Create and Submit a Travel Expense Report from a
Preapproved Request

The Add Expense
window will appear.

To add an expense
that was not
changed to the
traveler’s procard,
click on the Create
New Expense tab.

Click in the Search
for an Expense Type
field or scroll down
to search for the
Expense Type to be
added.

Click on the Expense
Type.

Add Expense x
1l +
Available Expenses Create New Expense
Add Expense x
1 +
Available Expenses Create New Expense
parking

“ Recently Used
Parking

~02. Other Travel Expenses
Parking

10



Quick Reference Card - Concur

Concur - Create and Submit a Travel Expense Report from a
Preapproved Request

The New Expense
will open to the
expense Details tab.

Be sure to review
and complete all
required fields.

NOTE: Many fields
will autocomplete
from the report
header. Other fields
such as Transaction
Date, Vendor Name,
Payment Type,
Amount and
Currency are
transaction specific
and will need to be
completed for each
expense not charged
to the procard.

The business
purpose needs to be
added to the
Additional
Information field or
the Comment field.

New Expense

Details ltlemizations

@ Allocate
Expense Type *
Books, Pamphlets and Reprints

ransaction Date *

Trip Purpose *

09. Research/Teaching

Additional Infarmation

City of Purchase

@ | Austin, Texas

Trip Type *
Domestic

Traveler Type *

01. Employee

Payment Type *

PLEASE SELECT PAYMENT TYPE v

US, Dollar ~

Related Request/Expense Report @

4]

Attach Receipt Image

11




Quick Reference Card - Concur

Concur - Create and Submit a Travel Expense Report from a

Preapproved Request

For Payment Type,

be certain to choose
the correct payment
method from the Payment Type *

dropdown menu.
PLEASE SELECT PAYMENT TYPE |~

Mone Selected

NOTE: Payment Paid by Employee

Type AG-Paid by _

County should only Ag - Paid by County

be used by the AG PLEASE SELECT PAYMENT TYPE

Extension Agents for .
expenses charged to Paid by 3rd Party

the county credit University Paid - Other
cards.

Once all of the New Expense

Hide Rece

expense Details Dotas
fields have been ® Atoeste
completed, add the
attachment. parkng .
Transaction Date * Trip Type *
06/26/2020 &= Domestic
03. Conference/Workshop - Participant 01. Employee
AS befo re 4 a d d an Additional Information Vendor Name
attachment by Marriott Parking
clicking on the red
. @ w | San Diego, California Paid by Employee
(+) Attach Receipt - -
Image . us, 50”&1[ v
Transaction ID Related Request/Expense Report @

L+

Attach Receipt Image

06/24/2020, $50.00 - 06/26/20-San Die v

Parking at the meeting hotel

12




Quick Reference Card - Concur

Concur - Create and Submit a Travel Expense Report from a
Preapproved Request

The Attach Receipt

Attach Receipt

. . x
window will appear.
; Example Attachment.pdf
If any receipts have o Uploaded: 7/30/2020 5-37 PM
already been
Upload Receipt
uploaded to Concur P P R
: Image
they will appear. 9
. : 5MB limit per file
Otherwise, click on ?
Upload Receipt Attach View
Image to upload an
attachment from
your computer.
Close
The file upload @ File Upload x
Window Wi” appear 4 = » ThisPC » Documents » [¥] Search Documents
Locate the file on Orgnize = Newflder - o @
. . "~ Name Date modified Type Size ”
I3 This PC P
your computer, click - o _
. . J 3D Objects Managing Account Form-7748 Adobe Acrobat D... 118 KB
on the f||e and C||Ck I Desktop Managing Account Farm-8571 Adobe Acrobat D.. 118 KB
% Documents ‘Wire Transfer-JJP Enterprises 07-30-20 Adobe Acrobat D... 266 KB
O pe n. - 1901746312 Adobe Acrobat D.. 270 KB
¥ Downloads 1901746310 Adobe Acrobat D... 264 KB
b Music 5108258173-5101336217 Adobe Acrobat ... TT7 KB
=] Pictures 1901746307 Adobe Acrobat D.. 1,025 KB
18 Videos Wire Transfer-CorVel 07-29-20 Adobe Acrobat D.. 270 KB
i, Local Disk (C1) Example Attachment Adobe Acrobat D... 20KB
= an5 (uk-octha PO 4500080572-WBS 4217511300-GL 5301.. Adobe Acrobat D.. 355 KB
- aprmgmts (uk PO 7500232640-WBS 4102521000-GL 5600.. Adobe Acrobat D.. 164 KB
- 45 ok PO 7500212763-WBS 4102523000-GL 5600.. Adobe Acrobat D.. 131 KB
T procarc uk-c PO 7500246046-WES 4102530000- GL 560... Adebe Acrobat D.. 23KE
e iris (Anemo.ad.L PO 4500080976-WBS 4217511300-GL 5301... Adobe Acrobat .. 36 KB
= vy (nemo.ad. Wire Transfer-Commonwealth of Kentuc.. Adobe Acrobat D... 595 KB .
File name: | Example Attachment ~| ANl Supported Types -

13




Quick Reference Card - Concur

Concur - Create and Submit a Travel Expense Report from a
Preapproved Request

The Attach Receipt

) Attach Receipt
screen will appear

while Concur is
uploading the receipt
and saving it to the
transaction.

Close

14
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Concur - Create and Submit a Travel Expense Report from a

Preapproved Request

Once the attachment
is uploaded, the file
will open. Review to
be certain the
correct attachment
was added to the
expense.

Close the file by
clicking on the X in
the top right corner.

CCC1VE4TER4EIDBSS0TEDCODB4D1166B. pdf - Adobe Acrobat Pro DC

File Edit View Sign Window Help

Home Tools CCC1TE4TEG4E3D... X
% & 8 Q "
H Travel Request for Pilot Program

59.3%

® O
v G

15
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Concur - Create and Submit a Travel Expense Report from a

Preapproved Request

Once the attachment
is closed, Concur will
return to the

expense Details tab.

New Expense

Details ltemizations

@& Allocate
Expense Type *
Parking

Transaction Date *

06/26/2020

Click Save Expense.

Tiip Purpose *

03. Conference/Workshop - Participant|~

Additional Information

City of Purchase

@

@ ~ | San Diego, California

Amount *

Transaction ID

Comment

Parking at the meeting hotel

Hide Receipt [E]

* Required field

Trip Type *

Domestic &

Travaler Type *

01. Employee A

Vendor Name

Marriott Parking

Payment Type *

Paid by Employee ~

Currency

US, Dollar v

Related Request/Expense Report @

Request *

S

Concur will return to
the expense report.

A\ Alerts: 1

Not Submitted

Report Details w Print/Share w Manage Receipts w
REQUEST
Approved

$1,800.00

Add Expense

[0 Meris Receipt Payment Type

o A

TESTUnversity Procard

Paid by Employee

06/26/20-San Diego $1,215.03 @

~

oo

Travel Allowance w

Combine Expenses

Expense Type Vendor Details Date ~ Requested
SEN - 1.160.03

ot Rt GENERAL RENT-A-CAR —
San Diego, California Alocated
y $56.00

Parking Mariot Parking R

San Diego, Caifornia Atocated
$1,215.03

16




Quick Reference Card - Concur

Concur - Create and Submit a Travel Expense Report from a
Preapproved Request

To claim per diem,
click on Travel
Allowance and
Manage Travel
Allowance.

A\ Alerts: 1
06/26/20-San Diego $1,215.03 @

Not Submitted

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

REQUEST Manage Travel Allowance

Approved

$1,800.00

The Travel Allowance
for Report screen will
open.

To create a new
itinerary for the
travel expense
report, click Create
New Itinerary.

Enter the Departure
City, Date and Time.
Enter the Arrival
City, Date and Time
for the travel to the
business destination.

NOTE: When
searching for a city
and state, the state
abbreviation cannot
be used.

Click SAVE.

17
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Concur - Create and Submit a Travel Expense Report from a

Preapproved Request

Complete the
itinerary be entering
the data for the trip
home.

Enter the Departure
City, Date and Time.

Enter the Arrival
City, Date and Time.

Click Save.

The itinerary
information will be
displayed and can be
modified if changes
are needed.

Click Next.

[ T

The Travel
Allowances for
Report will display
the itinerary once
again and allow for
the itinerary to be
edited. If the
itinerary is correct,
click Next.

18
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Concur - Create and Submit a Travel Expense Report from a
Preapproved Request

The per diem
allowance will be
displayed for each
day.

Click for box for each

meal provided and
the per diem
allowance will be
reduced for those
meals.

Click Create
Expenses.

=T

The travel expense
report will be
created and
populated with the
daily per diem
allowances.

When complete,
review the expense
report to ensure all
expenses are
complete and
accurate.

A\ Alerts: 1
06/26/20-San Diego $1

233953 @

Not Submitted

Re

port Details w Print/Share w Ma

REQUEST

Appro

$1,800.00

Add Expense

O Aerts  Receipt

o A
o &
O
O
[m]

ved

Payment Type

TESTUniversity Procard

Paid by Employee

Paid by Employes

Paid by Employee

Paid by Employes

age Receipts w  Travel Allowance w

Expense Type

Car Rental
Parking

Daily Allowance
Daily Allowance

Daily Allowance

Vendor Details
GENERAL RENT-A-CAR
San Diego, Calfornia

Marmiott Parking
San Diega, Calfornia

an Diego, Cai
Diego, Cai
an Diego, Caiif

v

Date =

06/27/2020

06/26/2020

06/26/2020

06/25/2020

06/24/2020

Requested
$1,160.03
Allocated
§55.00
Allocated

$1,339.53

19
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Concur - Create and Submit a Travel Expense Report from a
Preapproved Request

To review the Report
Header data and
expense data on one
file, click on
Print/Share and UK-
Detailed Report.

Print/Share w

Manage Receipts w

*LUK-Detailed Report
**Report - Detailed Report with Summary Data

Travel

Al

Review the
Employee details,
report header
information, and
expenses including
allocations.

User Name
User ID

Email Address :
Default Approver :

Expense Report
Report Name : 06/26/20-5an Diego
Authorization Request
RequestTrip Name : 06/26/20-San Diego
RequestID : 334F

Test, Traveler3
38003313
concurexpense@uky.edu
Test. Default Approver

Report Header

Policy
Report Id

Report Key

Report Start Date

Report End Date

*Does this trip include personal travel?
*Logical System

“Company Code

“Cost Object Type ©
*Cost Object ID -

: "UK-TEST USERS-General Travel Policy
OD3AAR4 14T0A4DEB0642

172

06/24/2020

06/26/2020

No

Logical System (HEQAS30D)

Company Code (UKID)

Cost Center (CC)

CAFE METRICS FUND (1012128920)

Expenses
Transaction Expense Accouni  *Report/Trip *NonTravel Vendor  *Transaction City of
Date Type Code  Purpose Business D Purchase
Purpase
0. GENERAL
08/2712020 Car Rental 530018 Conference/\Workshop RENT-A- T18c0218a s n
- Participant CAR Hhege
Allocations : 5% (5580.02) HEQAS300-UKO0-CC- 1012000800
503 (3580.02) HEQAS300-UKDO0-CC- 1012128020
ceerzoza DA 530018 = ferenca/Norksh San
Allowanos Conferenc: shop Diego
- Participant
Allocations : 100% (535.26) HEQAS300-UKO0-CC- 1012013010
02
06/25/2020 Ej"" 530010 Conference\Workshog San
wance - Participant Hiege
Allocations - 100% ($36.00) HEQAS300-UKDO-CC-1012013010
02
DEI24/2020 z?"i' 530010 ConferenceWorkshog San
wance - Participant Hiege
Allocations - 100% ($53.25) HEQAS300-UKDO-CC-1012013010
) o Mariott San
0B28/2020  Parking £30018  ConferenceWorkshop Farking o

Participant

Allocations : 50% ($27.50) HEQAS300-UKD0-CC-1012013010
50% (527.50) HEQAS300-UKD0-CC-1012013090

Note: The sum of aliocation amounts may not exactly match the expense amount due to rounding.

Payment
Type

TEST-
University
Procard

Paid by

Employes

Paid by
Employes

Paid by
Employes

Paid by
Employes

Amount

$1,180.02

$3525

$36.00

$5325

$55.00

Related Additional
Request/Expense  Information
Report

20




Quick Reference Card - Concur

Concur - Create and Submit a Travel Expense Report from
Preapproved Request

Review the Expense e —
Type Summary, omne i oo

Car Rertal 530018 3110000
Daily Alowance 530018 312450

Allocation Summary,

and Report Totals m—

‘Cost  *Cost ObjectID “Fund “Stafistical  Amount
- f ?b)(ﬁ Order
sections for . ‘
Certer  FUMND (1012128020} e
a CCU ra Cy . o= ol $500.0;
(1012000000)
o s18200
o s27.50
Payment Type Amount
id by Employee $17e.
TEST-Unwersity Frocard $1.0002
Report Totats
Report Total $1.330.53
Personal Expenses : 50.00
Total Amount Claimed $133083
Amount Approved 5133083

Amount Due User :

University Disbursements

Additional sections of
the UK_Deta”ed Approval Flow

Report that should
be reviewed are the
Approval Flow and
Audit Trail.

Repor. print approval.action
Supenisor Approval
Shappable Step

Busness Officer Apprava
Accounts Payakie Approval

Report print spproval spprover

Test, Default Approver

21
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Concur - Create and Submit a Travel Expense Report from a

Preapproved Request

Once the report is
reviewed, click
Close.

*UK-Detailed Report

User Name :
UseriD:
Email Address:

Default Approver:

Report Name : 06/26/20-5an Diego

Authorization Request
RequestTrip Name : 06/26/20-5an Diego
Request ID: 334F

Test, Traveler3
39003313
concurexpense@uky.edu

Test, Default Approver

Report Header

Policy

Report Id :

Report Key :

Report Start Date :

Report End Date :

*Does this trip include personal travel? :

*Logical System :

: *UK-TEST USERS-General Travel Policy
0D3AAB41470A4DEB9E42

M7z

06/24/2020

06/26/2020

Mo

Logical System (HEQAS300)

>

22




Quick Reference Card - Concur

Concur - Create and Submit a Travel Expense Report from a
Preapproved Request

Once the report is
reviewed and ready

06/26/20-San Diego $1,339.53 i

Not Submitted

to be submitted for Renort Detais P I P rtiare ' I Makage Raceits] v I Timel Awaitca v
approval, click
- Approved
Submit Report. $1,800.00
[0 Merts Receipt Payment Type Expense Type \Vendor Details Date = Requested
o A TESTUniversity Procard Car Rental S e oz 100
i - Paid by Employee Parking R, 0672612020 ?55‘"0
] Paid by Employee Daily Allowance San Diego, Calfornia 06/26/2020 §35.25
=] Paid by Employee Daily Allowance San Diego, Calfornia 06/25/2020 §36.00
a Paid by Employee Daily Allowance San Diege, Caifornia 06/24/2020 §53.25
$1,339.53
The User Electronic User Electronic Agreement x
Agreement will
a ppea r. Read the 1. This report is a true and accurate accounting of the expenses incurred to accomplish official business for the 2

agreement and click
Accept and
Continue.

University of Kentucky, and there are no expenses claimed as reimbursable which relate to personal or unallowable
expenses as defined by University BPMs, Appendices. and policies.

2. All required receipt images have been attached to this report.

3. Ifcharged to a sponsored project(s), | further certify that all charges provide direct benefit to the project(s) in
accordance with Costing Guidelines for Sponsored Projects, BPM Appendix 3.

4. Ifthis expense report contains personal expenses incurred by me on a University of Kentucky procurement card, |
acknowledge that these expenses are not allowable business expenses as defined by University policies. | understand
and accept that | must reimburse the University of Kentucky for the total amount of these personal expenses and that
this amount will be withheld from my wages through the University's payroll process.

5. | have not received, nor will | receive, reimbursement from any other source(s) for the expenses claimed.

6. Inthe event of overpayment or if payment is received form another source for any portion of the expenses claimed,
| assume responsibility for repaying the University of Kentucky in full for those expenses.

Cancel Accept & Continue
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Quick Reference Card - Concur

Concur - Create and Submit a Travel Expense Report from a
Preapproved Request

window will appear
and confirm the
report has been
submitted.

Click Close.

The Report Totals Renort Total «
screen will appear. eport fotals
Review the totals for
accuracy. A\ Aerts: 1 v
Click Submit Report. Sl I Szl
$179.50 $1,100.03 $0.00
Employee Card (TEST-University Company
Procard)
Amount Total: Due Employee: Owed Company:
$1,339.53 $179.50 50.00
Amount Due (TEST-University
Procard):
$1,160.03
Requested Amount: Total Paid By Company: Total Owed By Employee:
$1,339.53 $1,339.53 $0.00
The Report Status Report Status 5

@ Report Submitted

06/26/20-San Diego $1,339.53

Close
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Quick Reference Card - Concur

Concur - Create and Submit a Travel Expense Report from a
Preapproved Request

Concur will return to
the Manage
Expenses Report
Library.

The report will show
as Submitted and
show the current
status in workflow.

Continue creating
expenses report,
correcting reports
that may have been
returned, or sign out
if finished.

Manage Expenses

REPORT LIBRARY  View Actie Rocorts v

RETURNED 08/05/2020 NOT SUBMITTED 07/24/2020 SUBMITTED 08/05/2020

[+]

Create New Report

06/15/2020-Austin

$147.50

Sent Back to User

CN-AG Group Test Policy

$0.00

06/26/20-San Diego

$1,339.53

Submitted & Pending Supenisor
Approval
Default Approver Test
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