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Presenter
Presentation Notes
This training will discuss EXPENSE Reporting. An Approved Request is necessary to create an Expense Report, except for Individual–Hosted Hospitality Only expenses.
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Presenter
Presentation Notes
Easiest way to link an Approved Request to a new Expense Report. Start in Request, use the Action Tab to link and create a new Expense Report.
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Presenter
Presentation Notes
Or start in Expense and Create a New Report.
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Presenter
Presentation Notes
Then scroll down to find and add the Request. There may be multiple Requests, click on the box for the Request that you are adding to the Expense Report.
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Presenter
Presentation Notes
Expense Reports must be submitted 30 days after the end of travel per Cal Poly policy. The Approved Request will close if not attached to an Expense Report within 60 days of the end of the trip.
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Presenter
Presentation Notes
Approver training and review is important so that the Reports are not sent back by the payment techs. 
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Presenter
Presentation Notes
The Details Tab holds a lot of good information including the Report Header, Totals, Audit Trail, Approval Flow and Comments.
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Presenter
Presentation Notes
The Receipts Tab is where receipts can be added by the traveler, and viewed by the approver.
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Presenter
Presentation Notes
Print/Email tab will provide a detailed report of the entire trip to be saved, emailed or printed.
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Presenter
Presentation Notes
Expense Report/Details/Totals-  the next few slides will break down the Totals Summary
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Presenter
Presentation Notes
Report Totals includes Expense Report, Company Disbursement and Employee Disbursement. Next few slides will further break down the Disbursements.
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Presenter
Presentation Notes
Company Disbursement will show any amount Cal Poly owes the employee for out of pocket business expenses
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Presenter
Presentation Notes
Company Disbursements – Ghost Card USBank in Concur is used for airfare and airline fees. These charges will feed directly into the travelers Concur Expenses.
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Presenter
Presentation Notes
University Paid in Concur  - (Enterprise Rental Car).  Should NOT be used in Concur. Pay for these expenses with the Concur travel card.
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Presenter
Presentation Notes
Travelers Concur credit card travel charges paid by Cal Poly
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Presenter
Presentation Notes
If the traveler owes Cal Poly (Personal Expenses), it will show here. Wait for instruction from Payment Services on paying back the University. Do not send payment early.
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Presenter
Presentation Notes
For each expense in Concur, you can Itemize, Allocate and Attach Receipt. Hit SAVE once done.
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Presenter
Presentation Notes
Hovering over the Allocation ICON will show the traveler and the Approver how each charge was allocated.
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Presenter
Presentation Notes
You can view the Exceptions at the top of your report. Each Exception is linked to an ICON for expenses. Red Icons are HARD STOPS. The report will not Submit. Yellow Cautions are Warnings. Many of these will be returned by Payment Techs if not reviewed and changed per the rule or exception
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Presenter
Presentation Notes
Concur credit card charges will show up on the Expense page under Company Card Charges. Make sure that ALL charges have posted and show up in your report before Submitting your expense report.
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Presenter
Presentation Notes
Concur will send an email for every Concur travel card transaction made (once email is verified on the Profile page of Concur). Check Clutter for Concur emails.
Concur will send this email daily until these transactions are attached to an Expense Report. You can start an Expense Report BEFORE your trip (attaching the approved Request) to make it easier to attach the transactions to a report.
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Presenter
Presentation Notes
Click IMPORT EXPENSES to see available expenses to add to a report.
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Presenter
Presentation Notes
Check off all of the charges associated with the trip and click MOVE – a drop down will appear to Move to Current Report or to a New Report. 
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Presenter
Presentation Notes
These transactions have been moved to the Current Report. Concur shows the Exceptions. Double click inside each line to view the charge and the exception. 
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Presenter
Presentation Notes
Hovering the mouse over the transaction Icon will show the credit card transaction.
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Presenter
Presentation Notes
Click on Available Receipts to view and add receipts to each Expense. Concur requires receipts to be attached to any charge over $40. Please check with your department for their policy (example: UPD requires receipts to be attached for ALL Charges)



EXPENSES

• Creating Expense Report
• Adding Card Transactions
• Adding Out of Pocket
• Allocating Expenses
• Attaching a Receipt
• Hospitality
• Itemizing Expenses
• Personal Car Mileage
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Presenter
Presentation Notes
Check List for Expenses
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