POLY TRAVEL
EXPENGE REPORTS

Plan. Book. Go.




CONGUR TOOL

An approved Request is the key to
Travel simplified and satisfactory experience; it

Book Air, Rail, Car and/or Hotel  will allow you to your trip

Profile set up travel information

Administration = | Help =
-

y y ’
| i i
AP Concur [ Requests § Travel Expense rovals
S AL E] 1\ R : PR e 1, Profile

‘hh_—_—,-ﬂ‘ "hh_-‘-ﬂ‘ \n_"-”f

State Uniyersity Approvals
Hello, Bernadetie Approvers reviewRequasts andExpense-Report

Expense

Request Fill out information to claim and expense travel

Submit travel request for authorization
Start Travel or Expense Report
from an Approved Request

afd.calppoly.edu/travel/concur/

o CALPOLY


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.


LINK AN APPROVED REQUEST TO AN EXPENSE REPORT

Two Methods to link an Approved Request to an Expense Report
#1. Manage Request will allow you to check status and take action

An approved Request changes the action to Expense
Click on Expense to open a new Expense Report

This will link an Approved Request to an Expense Report and pre-populate
the Expense Report Header information

SAP Concur @

1
Fioapues Mams w Bogins Wi l - l
Repqquaat barne RequestiD | Status Request Dates * Chate Subenitted Totsl | Approved &, | Remsining Action
n It for colaan Jg4a Persciing or-ineg Boolandg 03T 250N £2 a2 00 000 000
03RF0 0
“ Tess! fur M Peraing oniing Bookang - Sysioem, Concur 0301 G Ll | 5500 .00 S0 0 50000 =
e Liatr k|
0 CET messtng ; 02112118 01222018 $010.00 $210.00 0101 0
T FrqUaSE's B o i wars. sant 11 020G
ARG AR
“ Conloroncs for Staples. noysow 3G ol SubmiSed 02047010 557000 S0.00 §0.00 -
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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.


LINK AN APPROVED REQUEST TO AN EXPENSE REPORT
e

#2. Expense will allow you and to check status of Expense Reports

Administration -

Approvals Reporting - App Center
Profile - '.'
-

Hl.':lp -

SAP Concur Requests Trave

Manage Expenses View Transactions Frocess Reports

[
Manage Expenses

ACTIVE REPORTS Report Library >
TEST - 1/219 SFSU Concur training New Mexico TEST
08/06/2019
- - -
Create New Report EBDOOO 3’] 34-] 333.00
@) Exceptions ) Exceptions
A ed & In Accounting Review

CALPOLY afd.calppoly.edu/travel/concur/



Presenter
Presentation Notes
Or start in Expense and Create a New Report.


LINK AN APPROVED REQUEST T0 AN EXPENSE REPORT
#e

SAP Concur [C] | Available Requests x

" E [ Request Mame Request ID Cancelled Aequest Total Amownt Approv... | Amount Remai
- pansns | SFSLU Concur ira IGWF Ko 523250 $232 50 232 50
reate a New Expefise
Report Header
Feport ey RapoeliTrio & e

Travaks Typa
I > Thg Purpose

Scroll down to .

Request tab .
| I 3 -

Click Add

Amount Remaining

Reguests

| Reguest Hame Request 1D Cancelied Regquest Totsl Amoun! Approved
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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.


EXPENSE REPORT GENERAL RULES

An Approved Request is available for 60 days after trip end date in Managed
Request

Must be linked to an Expense Report otherwise will time out

If timed out, will need to ask Travel Analyst to make available again; can
only do this once

Multiple Requests can be linked to 1 Expense Report
Allows traveler to increase budget — add more to a trip
Additional Requests should reference original Request (add #2 or #3, etc.
to Trip Name

An Expense Report can be a higher amount than the amount the Approved
Request
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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.


EXPENSE REPORT GENERAL RULES

Payment Techs won’t be able to change Expense Reports, so will send back
to user

If Expense Report is sent back to Traveler, must go through the entire
approval flow again

afd.calppoly.edu/travel/concur/

o CALPOLY


Presenter
Presentation Notes
Approver training and review is important so that the Reports are not sent back by the payment techs. 


EXPENSE REPORT | o=

Daimler Portland ViSit s, crares

Summary Details “'hl Receipts Print / Email ~
S

Report
Expenses

Report Header
pense Type
Totals

ner - Domestic

Audit Trail

ner - Domestic

Approval Flow

oc o
Comments
akfast - Domestic

---------- Allocations

T
Allocations C

ner - Domestic

091112019 Breakfast - Domestic

. Pamngrrull:s

'0|0/0/2/0/2/0/0

M ea s E s a -~ ow- —_—
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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.


EXPENSE REPORT | =

N
Daimler Portland ViSit sesos chares

Summary Details » Receipts » Print / Email *

- Receipts Required
Xpenses N ]
EEEE View Receipts in new window
| | Transactic Vi R . ) d

e P iew Receipts in cumrent window
........................................................ Attach Receipt Images

e 0922201

e@@ ........ vormets e —
....... e sei1am018 ket B
) @ee 0922019 Hotel
""""" =) 09/11/2019 Dinner - Domestic

e 091172018 Breakfast - Domestic
........... e 091172019 Parking/Tolls
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Presentation Notes
The Receipts Tab is where receipts can be added by the traveler, and viewed by the approver.


EXPENSE REPORT | rovewe

Daimler Portland ViSit sesos, cnares

Summary Details - Receipts ~ Print / Em aiIJh.,I

N
*C5U - Detailed Report with Summary Data

Expenses
I | Transaction Da... | Expense Type
e 09/132019 Dinner - Domestic
e 0922019 Dinner - Domestic
e@@ 09122019 Car Rental
e ............. sonors R -.Ea;ﬁaﬁn ..............................................

> ee 091222019 Hotel
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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.


EXPENSE REPORT TOTAL SUMMARY

Daimler Portland ViSit exses chares

Summary Details * Receiptz Print / Email =
Report
Expenses
Report Header
| anse Type

1 - Domestic

----------- Audr Trail

=
e ner - Domestic
=)

Approval Flow

@@ " Rental

............................ Comments

e akfast - Domestic

) Allocations I
i e

99 Allocations

e ner - Domestic

e 091172019 Breakfast - Domestic

e 09/1172019 Parking/Tolls

e 09/11/2019 Parking/Tolls

f—1 091022019 Dinner - Domestic
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Presenter
Presentation Notes
Expense Report/Details/Totals-  the next few slides will break down the Totals Summary


EXPENSE REPORT TOTAL SUMMARY

Report Totals

Report Total : $1.,434.01
Less Parsonal Amount 50.00

Amount Claimed : 5143401
Amount Rejected 50.00

Amount Approved (pending) : $1,434.01
Company Disbursements

Amvount Due Employee $20.00
Amount Due "CSU-USBank-

CRBCP - 04277

Amount Due "Ghost Card-

USBank S

Amount Due University Paid : 11024

Total Paid By Company : §1.434.01

Employee Disbursements

Amount Owed Company |
Total Owed By Employee ;

g CALPOLY afd.calppoly.edu/travel/concur/


Presenter
Presentation Notes
Report Totals includes Expense Report, Company Disbursement and Employee Disbursement. Next few slides will further break down the Disbursements.


EXPENSE REPORT TOTAL SUMMARY

Report Totals

Expense Report

Report Total 3143401
Less Personal Amount : 30.00

Amount Claimed : 14340
Amount Rejected 30.00

Amount Approved (pending) : 3143401

Company Disbursements

| Amount Cal Poly owes employee
Amount Due Employee : 520.00

Amount Due *CSU-USEank-
CBCP - 64277
Amount Due *Ghost Card-
USBank - $661.00

Amount Due University Paid : $110.24

Total Paid By Company : 51,4340

Employee Disbursements
Amount Owed Company

Total Owed By Employee :

A CALPOLY afd.calppoly.edu/travel/concur/



Presenter
Presentation Notes
Company Disbursement will show any amount Cal Poly owes the employee for out of pocket business expenses


EXPENSE REPORT TOTAL SUMMARY

Report Totals

Expense Report

Report Total 31,4340
Less Personal Amount 20.00

Amount Claimed : 51,4340
Amount Rejected : 20.00

Amaount Approved (pending) : 31,4340
Company Disbursements

Amount Due Employee : $20.00
Amount Due ’CSU—LESBBSSE- $642.77
Amount Due *Ghost Can:!- $661.00 Amount Cal PDIY pays

LUSBank .
Amount Due University Paid : $110.24 credit card for CBT

Total Paid By Company - $1,434.01 charges (airfare and fees)

Employee Disbursements
Amount Owed Company

Total Owed By Employee

CALPOLY afd.calppoly.edu/travel/concur/



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.


EXPENSE REPORT TOTAL SUMMARY

Report Totals

Expense Repart

Report Total : $1,4340
Less Personal Amount : 50.00

Amount Claimed 514340
Amount Rejected 30.00

Amount Approved (pending) : 5143401
Company Disbursements

Amount Due Employee : §20.00

Amount Due "CSU-USBank- 5647 77

CBCP:

Amount Due *Ghost Card-
LSPank - $661.00

Amount Due University Paid - $110.24 Amount of direct bill to
Total Paid By Company - $1,434.01 Cal Poly (Enterprise car
rental booked via portal —
should NOT be used with

Poly Travel)

Employee Disbursements
Amount Owed Company :

Total Owed By Employes

CALPOLY afd.calppoly.edu/travel/concur/



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.


EXPENSE REPORT TOTAL SUMMARY

Report Totals

Expense Report

Report Total : $1.434.01
Less Personal Amount : 30.00

Amount Claimed 5143401
Amount Rejected 30.00

Amount Approved (pending) : 51,434

Company Disbursements

—Amount Due Fmployes - 52000 ;
Amount Due “CSU-USBank- A ﬂ.mo.u nt Cal Poly will pay
Amount Due "Ghost Card- $661.00 credit card {total of
USBank - ’
Amount Due University Paid : $110.24 traveler’s Concur Travel
Total Paid By Company : 51,434.01 Ca rd Cha T'EES,'I

Employee Disbursements
Amount Owed Company :

Total Owed By Employee :
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Presenter
Presentation Notes
Travelers Concur credit card travel charges paid by Cal Poly


EXPENSE REPORT TOTAL SUMMARY

Report Totals

Expense Report

Report Total : 51,4340
Less Personal Amount : 20,00

Amaunt Claimed 5143401
Amount Rejected : 30,00

Amount Approved (pending) : 51,4340

Company Disbursements
Amount Due Employee - 520.00
Amount Due ’CSU-USBBSSL:E— $642.77
Amount Due 'GTJQSSEE:L:!- $661.00
Amount Due University Paid : $110.24
Total Paid By Company : §1,434.01
Amount employee owes Cal Poly,
if any.
Employee will receive
instructions how to pay back
university after report is
processed. Must wait for

instructions

Employee Disbursements

Amount Owed Company :

Total Owed By Employee :

A CALPOLY afd.calppoly.edu/travel/concur/



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.


CREATING EXPENSE REPORT

Expense | Receipt Image

Available Receipts
Expense Type Transaction Dale

Comments To/From
City of Purchase Paymeni Type Armount Approvers/Processms
I Lunch - Domesfic | v ] I 0722019 |J [ San Francisco, California *CSU-USBank-CBCP w 8.49 usD z]
Request
I Nane | L |

Each Expense: Save, ltemize, Allocate, Attach Receipt, or Cancel

[ lemize ][ Allecate ][ Allach Receipt ][ Cancel ]

CAL POLY
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Presenter
Presentation Notes
For each expense in Concur, you can Itemize, Allocate and Attach Receipt. Hit SAVE once done.


CREATING EXPENSE REPORT' ALLOCATIONS

Expenses View
D | Date r l Expense Type l Amount Requested

Adding New Expense

&«

O] 112012018 Hospitality $300.00 $300.00

00O on e

D . > 11."20:'2013 . CarRentaI . R 510000 [ 53000
0 Enterprise. Boston, Massachuse

New Expense

Expense Type [ l
To create a new expense, click the appropriate expense type below or fype the expens:

@ Recently Used Expense Types

Car Rental Personal™on

Registration/Fees Laundry

Fl

his expense has been allocated. i

— %

insport

Percentage | Business Unit | Fund Department Program Class Project Code | m Milea

50 (SLCMP) SLCM... (SLOO1) SLOOT -... (126500) 12650...

50 (SLCMP) SLCM... (SL001) SLOO1-. (126100) 12610

-SLCMP-SL001-_.. d Trans

_SLCMP-SLOO1-_. 0/ToRs

als & In

ational, /

UZ. PeTsonarLar Mneage 04b. Meals - Do

Y CAL POLY
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Presenter
Presentation Notes
Hovering over the Allocation ICON will show the traveler and the Approver how each charge was allocated.


CREATING EXPENSE REPORT ' ICONS & ALERTS

hi test
&

4+ New Expense Import Expenses Details » Receipis » Print / Email ~

Exceptions
Expense Type Date ‘ Amount | Exception
Hospitality 112072018 3300 .00 0 Upload your receipis to expense line ilem using the Attach Receipt Images. In order for the red flag to be re-evaluated, you will need to click the Submit link again.
Car Rental 11202018 5100.00 0 Upload your receipis to expense ling item using the Atlach Receipt Images. In order for the red flag to be re-evaluated, you will need to click the Submit link again.
Car Rental 11/20/20158 §100.00 A\ This itemized entry has sub-entries with one or more exceptions.
Expenses View * € | New Expense |
|:| ‘ Date = ‘ Expense Type | Amount Requested J
- Adding New Expense Expense Type | |
|:| 11/20/2018 Hospitality %300.00 %300.00 To create a new expense, ciick the appropriate expense lype below or type the expense lype in the field above. To edit i
o O O 0 Boston, Massachusetls
e e e e = =l | e MARER Thrae
[] 3 11202018  CarRental $100.00 $30.00 @ Recently Used Expense Types
O Enfterprise, BEoston, Massachuse
- Car Rental PerzonalMon Reimburzable
] gﬂfztﬂﬁ Personal Car Mileage 524.33 52453 Registralion/Fees Laundry
All Expense Types
01. Travel Expenses «.03. Transportation
Hotel Cusiom Mileage
Hotel Tax Ground Transportation

g CALPOLY afd.calppoly.edu/travel/concur/


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


EXPENSES (GONCUR TRAVEL CARD TRANSACTIONS

Administration + | Help =

SAP Concur Requests Travel Expense Approvals Reporting ~ App Center ®

Profile =
-

Manage Expenses View Transactions Process Reports

V
Company Card Charges M

Card Activity Time Period TOTAL AMOUNT
All Cards || | AnUnused charges |v| $160.90
Date Description Expense Type Amount

] e 0711322019 CONSERV FUEL #6112 Car Rental Fuel 527.20
SAN LUIS OBIS, CA

:l e 0711372019 CHEVRON 0356700 Car Rental Fuel 54400
DAKLAND, CA

] e 07/12/2019 BIRD APP Ground Transportation 55.00
WWW.BIRD.CO, CA

:l e 07272019 C SU-5F-PARKING Undefined 58.22
SAN FRANCISCO, CA

:| e 02132019 ENTERPRISE RENT-A-CAR Car Rental 576.45

SAN LLIS OBIS, CA

LEARN BY DOING

% CALPOLY afd.calppoly.edu/travel/concur/


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.


TRANSACTION EMAIL

We Elena Morelos RE: TT Faculty Offer Letter Template

Careply CReply ANl (= Forward
EmailReminderService@concursolutions.com Bernadette Monterrosa
H Concur Alert: Qutstanding Credit Card Transactions
© ciick here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Dear Bernadette Monterrosa-Birdsong, You have 5 outstanding credit card
transactions that have not been submitted. http://ds.calstate.edu/?sve=concur

% CAL POLY afd.calppoly.edu/travel/concur/


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.


EXPENSES 'CONCUR TRAVEL CARD TRANSACTIONS

Administration = | Help -

SAP Concur Requests Travel Expense Approvals Reporting ~ App Center ®

Profile -
-

Manage Expenses View Transactions Process Reports

SFSU Concur training Detee Repor
+ Mew Expense . Import Expenses Details » Receipis ~ Print / Email »

Expenses view & |Available Expenses x
Ll...|Dater Expense Type Amount Requested | | | Al Cards v
Adda'ng Now Expense [[] Expense Detail Expense Type Source Date » Amount
No Expenses Found [] Entemprise SAN LUIS OBIS, CA Car Rental =) 02/13/2019 $76.43
[] SQ*GOLD COAST GRIL SAN FRANCI... Lunch - Domestic e 07122019 513.41
[[] CSU-SF-PARKING SAN FRANCISCO, ... Undefined =) 07/12/2019 $8.22
[[] BIRD APP'WWWBIRD.CO, CA Ground Transportation e 07212019 $5.00
[[] Enterprise SAN LUIS OBIS, CA Car Rental e 071312019 §75.75
% [[] COMSERV FUEL#6112 SAN LUIS OBl... Car Rental Fuel e 07/13/2019 $27.20
VRON 0356700 OAKLAND. CA e DT;’.IS.QEHB S44.ﬂﬂl

NG

g CALPOLY afd.calppoly.edu/travel/concur/



Presenter
Presentation Notes
Click IMPORT EXPENSES to see available expenses to add to a report.


EXPENSES 'CONCUR TRAVEL CARD TRANSACTIONS

Administration ~ | Help -
SAP Concur @ Requesis Travel Expense Approvals Reporting ~ App Center ®

Profile «

-

Manage Expenses View Transactions Process Reports

SFSU Concur training peite Report (L

| + Mew Expense Import Expenses Dedails * Receipls = Print / Email ~
Expenses viewr & |Available Expenses X
[0 |Dster  |CopemseType |  Amowst|  Roguested| N awcars ¥
i Add."ﬂg New EXpE.‘J".ISE |[#¥] Expense Detail Expense Type Source Dat To Current Rﬂm !nunt
Mo Expenses Found [#] Enterprise SAM LUIS OBIS, CA Car Rental =) uz.ri To New Report r&.u
[#/] SQ*GOLD COAST GRIL SAN FRANCI Lunch - Demestic e 0722019 $13.41
[#] CSU-SF-PARKING SAN FRANCISCO, ... Undefined e 0722019 58.22
/] BIRDAPPWWWBIRD.CO,CA  Ground Transportation e o7M22009 §500
[#] Enifermprise SAM LUIS OBIS, CA Car Rental e 0732019 £Te.T7S
[¥] CONSERV FUEL #6112 SAN LUIS OBI... Car Rental Fuel e 07132019 52720
[#/] CHEVRON 0356700 OAKLAND, CA  Car Rental Fuel e 07132019 $44.00

CALPOLY afd.calppoly.edu/travel/concur/



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. 


EXPENSES ' CONCUR TRAVEL CARD TRANSACTIONS

Da‘ Manage Expenses View Transactions Process Reports

SFSU Concur training peete report ([T
Impart Expenses Details = Receipls ~ Print / Emai - Hide Exceplions

Exceptions x
Expense Type | Date Amount | Exception
Car Rental 22019 STE.48 /i This report contains expenseds) cutside of the trip dales, please review for accuracy =
Car Rental 132019 576.45 | Misaing required field: City of Purchaze
i : a0 Tvpe i
EJ‘CF:E’ISE'S View = & Hew Expense | Available Receipls
O | Date » Expense Type Amnuntl Requested -
Adding New Expense Expense Type |
] 07M32019 Car Rental 578,75 57875 To create a new expense, click the appropriate expense fype below or lype the expense fype in the field above. To edit an existing
n 0 e ENTERPRISE RENT-A-CAR expenss, click the axpanse on the left side of the page.
O 0THIZ019 Car Rental Fuel 52720 52720 - e e
S CXRESERY FLEL #8112 @ Recently Used Expense Types
(| 0THM32019 Car Rental Fuel 4400 54400 Incidentals
‘L" e CHEVROM 0356700, Qakland, C
| Lunch - Domestic
| 0TH22019 Ground Transportation 55.00 55.00 -
0 5 BIRD APP Dinner - Domastic
. Airline Feas
(| 0TH22019 Lunch - Domestic 2134 51341
=) S0 *GOLD COAST GRIL, San F Holl
(| 0722015 Undefined 5322 5822 All Expans \ =
0o CSU-SF-PARKING, San Francis Expense Types
J 02132019 Car Rental $76.48 576.45 01. Travel Expenses
@O  ENTERPRISE RENT-ACAR s
Hodel Tax
Incidentals
Laundry
Mithas Lreammodation

CALPOLY afd.calppoly.edu/travel/concur/



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. 


EXPENSES ' GREDIT CARD TRANSACTIONS

B My Cal Foly Portak Home X Experae Cemne * e Sharedwith me- OreOdive X | o 02 Tramings - Onelrive % | o Sharedwithme - OreOvve % | [§ Catendar - Stepranie Atec o0 | [l Concur Poiy Trawel - Unive % | 5

S how to take a soreenshate X | = = x
“ 4 B concursolutions.com, Exparse,Chent

Adminisiration = Halp =
Expansa Appronads Raspa
Profile
Manage Expenses View Transactions View Cash Advances Process Reports
SFSU Concur Visit Desle Repon
+ Mew Espanae Imps Exparied Dwtails = Rsseiph + Print { Emad = Hide Exceplions
Excentions ®
Expense Type | Date Amouril | Exception
a A Tirr ox more Cond oldects could nof be approved by Hhe right suthorky | 126508 - S05-Procunssenl Services (SL-SLOMP-SLIM 12650010, The exgesss report has been moved B the nerd workiow seg
s &;T'elen an aroeni dee B0 ihe Unbsersity Please visd the Bursar's office and pay back e amount shown ueder Ammouni Cwed Company This informaiion can be found wnder Dedads. Repont Totals
Ex X B B vov -« | tpense || Focept e Avaiiaiie Receipes
Date * Expanss Typa Amcunt Enquantad
= = Commaents Toifeom
TR Braghisst - Damestic L8 5700
STARBUCKS STORE 12784 Gi Exparms Tipa Tramvactorn Date Tty of Purchasa Payrmant Typa Amaurt ApprovmnPocescn
I-I.l\.r|=h- Disrrale: w =) San Francisco Callormia . L -
o Birpak! 30 5050
’ Lunch - Demeitic 548 b ]
B0 E0LD COAST GRIL. San F

IO‘-I.‘ 019, 55500 - SFEU (| W

E 50 "GOLD COAST GRIL (*CSU-
USBank-CBCP - T316)

50 "GOLD COAST GRIL
'v' SAN FRANCISCO, CA 54132

____Credit card transaction feeds into your Concur

SACTION DATE: Fricly, July 12, 2010
POSTED DATE. Msrday, Juby 15, 2515
ESLLING DATE: Mandsy. July 15, 2009
CREDIT CARDE: oo T35

Trasdacton Amounl
Bed B 2480100080801 Ba056518- 2

Save, Iltemize, Allocate,
| Attach Receipt, Cancel

TOTAL AMOUNT TOTAL REQUESTED

Hemge |l Al ke Jl aHach Recegt Cancel

CAL POLY
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Presenter
Presentation Notes
Hovering the mouse over the transaction Icon will show the credit card transaction.


EXPENSES [ATTACH RECEIPT

Expense || Receiptimage | Available Receipts ==

; = QI & Add receipis by emailing them to receipts@concur com
| Verify My Email
- (&Y 00 Dele!
Gold Coast Grill & Catering i gl ot
1650 Hallosy Ave. C-13 Ill '
San Frarcizen, Ch S4132 i P
1415) -6 & Ml
Severs CASIIER Station: 3 | 8l
i : e o A Y
et 1 L L ot ;
0 SETID : '
SHLAD BAR-T B.49
* SALAD BT
Do
T o T —
Visa Tendersd: 5.48

e
R

0 Ticket & 9 « oy M
Created: 7/12/2019 12:23:48 A 04-05-20189 12:58:11 PM 02.13.2019 10-28:29 AM raceipt pdf

SETTLED: TA12/2008 12:24:00 ™

PYSSETII

Your Buginess 1s Truly Valued! b
fRenarter To Visit Us Oy Facebock........-

afd.calppoly.edu/travel/concur/
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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

ltemizing Expenses

Personal Car Mileage

% CALPOLY afd.calppoly.edu/travel/concur/



Presenter
Presentation Notes
Check List for Expenses
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