CONCUR | CREATING AN EXPENSE REPORT

OVERVIEW

This document provides instruction for creating anexpense
report, to reconcile business related expenses incurred
during a past business trip.

The University requires pre-approval for travel that
involves any Airfare, Hotel or Car Rental for Employees,
Students and Guests, prior to the start of the trip.

For Employees and Students, a fully approved request must
be linked to the Expense Report if Airfare*, Carrental or
Hotel expenses are included.

Expense Reports should be submitted within 14 days of
returning from a business trip.

NOTE: (1) STUDENT Airfare, Car Rental and Hotel* - Employeescreating
an Expense Report for Student’s Airfare, Car rental and Hotel that was
charged to the employee’s Travel Card are required to link a Travel
Request with those expected expenseslisted from the employee’s
profile to that Expense Report. (2) GUESTS — Employeescreating an
Expense Report for a Guest that has pre-approval through meansother
than a Concur Travel Request (example - contract, purchase order,
departmental program, event, conference, etc.) will attest to the fact in
Concur or HuskyBuy that this pre-approval is held by the department
and can produce this pre-approval if Requested. Departments can also
utilize Concur’s Travel Request for Guest travel where there isno clear
documentation asto the travel approval for the Guest.

(3) If expensesare incurred on the travel card for multiple guestsor
students, orin the case of an employee travelling with astudent, on the
same or overlapping dates, all associated expenses must be added to
one single expense report with the travel allowance itinerary createdfor
the entire period. Alternately one single travel allowance itinerary can
be created and assigned from the available itinerary menu to separate
expense reports.
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LOGGING IN

1. Navigatetoany web browser.

2. Access Concur by clicking on the following link: Concur SSO.

CREATING AN EXPENSE REPORT

Expense reports can be created a couple ways:

e From an approved request in the Request Module, when Air, Car Rental, and/or Hotel applies, or
e Directlyfrom the Expense Module.

Starting from an Approved Request

UConn related business travel, that includes Air, Car Rental, and/or Hotel, must have a Travel Request (within Concur)
submitted and approved before the start of that trip.

After returning from a business trip, an expense report that includes Air, Car Rental, and/or Hotel must be created from the
respective, approved Concur request.

1. From the Concur homepage, click Requests from the ribbon. A list of travel requests display.

Requests Travel Expense Invoice Approvals

2. Click the drop-down arrow beside view and select Approved from the drop-down list.

3. Locatethe appropriate approved request and click the green bar to open the request.

Manage Requests
HEQUEST LlE-R.ﬂ,R\rr Wigw  Arie Requetis w

Mzt Subavitied

IR e

Pending Appraval

BApprosed

+ Caneles
- ; Closed L
Create Mew Requeast e .00

A Reasts

Appiived

¥ TIP:Iftherearemultiple requests to add to the same expense report. See the Linking an Approved Request section of this document.

4. Click Create Expense Report from the top right of the approved request. The expense report is created, auto filling most of
the report header fields from the linked request.

5. Click the Expense Detail drop-down arrow and select Report Header toreview the fields that automatically feed over from
the linked Travel Request for accuracy.

Repart Header

Repot Tolals
Report Timeline

Aiwckt Trad
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6. Updatethe Business Travel State Date, End Date and Personal Travelfields. If PersonalTravelis Y, specific dates should

be entered in the Personal Travel Dates field.

If this Expense Reportis being created by an employee for charges incurred on behalf of the Guest to the Employee’s
Travel Card select the Traveler Type of Guest and answer the question to state whether the preapprovalwas obtained
through a Concur Travel Request or if Pre-approvalis maintained by the Department or is attached. Supporting
documentscan be attachedto the expense report via the Manage Receipts drop-down menu.

NOTE: If this Expense report iffor a Guest and the Trip Purpose is Recruiting— Post Offer travel the employee must attach a final itinerary/roster of the

new employee or candidate’s post-offer visit.

If this Expense report is being createdin an Employee’s profile for a Student’s Airfare or Hotel that has been chargedto

8.
the Employee’s Travel Card, or a Car rental that was direct billed to UConn, the employee is required to choose the

appropriate Traveler type for the Student.

=== |

9. Entera Travel Award No. when applicable.

NOTE: When applicable, UCPEA/AAUP award letter must be attached to expense report prior to submission.

03072022 =N

Travel Aavard Mo

10. Update any other header fields, as necessary.

11. Scroll to the bottom of the Report Header. The Claim Travel Allowance menu displays.
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12. Click Yes, if lodging or meal expenses will be included with the expense report. The Travel Allowances window will display,

skip ahead to the Travel Allowances Itineraries section of this training document.

Claim Travel Allowance

Wl youl be cesming meal per diem andior lodging axpanses on thes report?
{wou ara craating a Mon-Traval Raport, salact "N
Y anl o claim T ¥
Mo |k nod want o claim Travel Alicrasance
13. Click Next.

Next: Create report and add itinerary details for your travel allowances

Starting from the Expense Module

Business travel that does NOT include Air, Car Rental, and/or Hotel, does NOT require a pre-approved Concur request would be
startedfrom the Expense Module.

NOTE: If an approved request was obtained prior to travel, refer to prior stepsto start from the approved request to create the expense report.

1.

From the Concur homepage, click New | Start a Report. Anew expense report displays.

+ 00
New Requiret
Approval

Start a Request
Start a Report

Enter New Reservation
ticut employe riph
Upload Receipts

Complete the required report header fields, identified with a red asteriskabove eachfield.

Create New Repart

UCONM Test Users General Travel & Expense -

Purpose * Traved Award Mo

None Selected -

If this Expense Reportis being createdin an Employee’s profile for charges incurred on behalf of the Guest to the
Employee’s Travel Card select the Traveler Type of Guest and answer the question to state whether the preapproval was
obtained througha Concur Travel request or if Pre-approvalis maintained by the Department or is attached. Supporting
documentscan be attached to the expense report via the Manage Receipts drop-down menu.

valar Type * Guast Pra-approval Atisstation @

51 v Mone Selected hd
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NOTE: If this Expense reportiffor a Guest and the Trip Purpose is Recruiting— Post Offer travel the employee must attach a final itinerary/roster of the
new employee or candidate’s post-offer visit.

4. If this Expense reportis being createdin an Employee’s profile for a Student’s Airfare or Hotel that has been chargedto
the Employee’s Travel Card, or a Car rental that was direct billed to UConn, the employee is required to choose the
appropriate Traveler type for the Student.

st

5. Update any optional fields, as necessary.
6. Scroll tothe bottom of the Report Header. The Claim Travel Allowance menu displays.

7. Click Yes, if lodging or meal expenses will be included with the expense report. The Travel Allowances window will display,
skip ahead to the Travel Allowances Itineraries section of this training document.

Claim Travel Allowance

8. Click Next.

LINKING AN APPROVED REQUEST

To link a fully approved request to an existing expense report follow the steps below:

1. From the Open expense report click the Report Details drop-down arrow.

2. Click Manage Requests from the drop-down menu.
Repon

Riepart Totals
Feport Timelne
Awudil Tral
Linked Add-ons

Marage Requesis

3. A pop up will appear with a list of your fully approved available request. Click Add at the top left.

4. Under Available Requests clickthe checkboxbeside the appropriate request and click Add to Report.

Available Requesis %

Aageast Kama Raquast D7 Sran Duta Ena Daa ! Caacallad " Requist Toul © Appeed | R iaing 1

5. Click Close at the bottom right to save the changes.
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TRAVELALLOWANCES |ITINERARIES

Travel allowances include Lodging and Meal Per Diems. Travelers mayclaim meal per diem, or individual actual meals, as
permitted by their funding source. Refer to the UConn Travel Policy for additional details.

Below areitinerary options available, which determine the travel allowance for each day of business travel.

NOTE:(1) If expensesare incurred on the travel card for multiple guests or students, or in the case of an employee travelling with a student, on the same or
overlapping dates, all associated expensesshould be added to one single expense report with the travel allowance itinerary created for the entire period.
Alternately one single travel allowance itinerary can be created and assigned from the available itinerary menu to separate expense reports.

(2) Ifan employee istravelling on multiple trips with overlapping days the travel allowance itinerary should be created for the entire period from the first
day of the first trip to the last day of the last trip that overlaps and the same itinerary can be assigned to each expense report from the available itinerary
menu. When completing the expenses and adjustments page the days not related to an expense report should be excluded by clicking the exclude
checkbox on those dates.

1. From the Open Expense Report Click the Travel Allowance drop-down arrow and select Manage Travel Allowance.

Travel Allowance w

l Manage Travel Allowance ]

Available Itinerary

Use this option when a travel allowance itinerary was previously created for the dates of the trip.

1. At thebottom of the Travel Allowances pop up under Available Itinerary click the drop-down arrow to select a viewing
criteria.

2. Select the appropriate itinerary and then click Assign.

Ywailable [tneraries

I itineraries for last two Years| ‘ hd

Departure City Date and Time a

(1]

Itinerary” taxable test

Hartford, Connecticut 11/17/2020 06:00 PM

(=]

Mashville, Tennessee 11/18/2020 06:00 PM

s

The selected itinerary now displays within the Assigned Itineraries section.

3. Click Next>> at the bottom right. Skip ahead to the expenses and adjustments section of this training document.
Create Itinerary

Use this option if no previous Travel Allowance itinerary was created.

1. Onthe Travel Allowances pop-up click the Create New Itinerary tab.

2. Click Import Itinerary. Information may be imported from this menu if travel was booked with Concur/UConn’s TMC and/or
the itinerary was forwarded to plans@ concur.com.

NOTE: The email address, used to forward an external itinerary, must be verified through the traveler’s Concur Profile.

3. Edititineraryinformation as necessary.

4. |If noitinerary shows when ImportItinerary is clicked, enter details for the first leg of your trip in the New Itinerary Stop
boxto the right.

a. DepartureCity. This should reflect the city you depart from.
b. Dateand Time. Enter details for the date and time you left the departure city.

UGUNN | 33'&'533'7%35 Updated March 22, 2022 6


https://travel.uconn.edu/travel-policy/
mailto:plans@concur.com

NOTE: The dates on each itinerary stop are usually the same, as a traveler generally departsand arrives on the same date.

c. ArrivalCity. This should reflect your destination city.
d. DateandTime. Enterdetails for the date and time you arrivedin the arrival city.

5. Click Save.

6. Repeatthesteps above, for your returnitinerary. If this is a multi-destination trip, additional itinerary stops may be
needed.

7. After completing the itinerary stops click Next>> at the bottom right and then click Next>> again.

TRAVELALLOWANCES | EXPENSES & ADJUSTMENTS

1. Click the checkboxes to indicate any meals that were provided during your trip, as necessary.

2. Click the Exclude | All checkbox if the travel card was used for individual actual meal expenses.

NOTE: If thisexpense reportisbeingcreatedin an employee’s profile for Guest or Student expensesclick the Exclude |All checkbox to remove the per diem
reimbursement from the expense report. Guest Per diem Reimbursements must be submitted via HuskyBuy. Student Per diem reimbursement must be
submitted in the Student’s own profile in a separate expense report. Refer to the Student Travel Expense report training document for instructions.

3. ALWAYS clickthe Use Percent Rule checkbox for each date of travel.

Shoms daies foe |

NOTE: The Use Percent Rule allows Concur to calculate 150% of the published lodging GSA rate.

4. Click Create Expenses. Ifclaiming Meal Per Diem, Daily Allowances will display as individual line items on the expense
report.

Create Expenses Cancel

5. To modify Meal Per Diem/Daily Allowance expense items from an open expense report, Click the Travel Allowance drop-
down arrow and select Manage Travel Allowance and then click Expenses & Adjustments.

Travel Allowance

I IManage Travel Allowance ]

ADDING EXPENSES

When using the UConn Travel Card, transactions automatically feed into the travelers Available Expenses queue within the
Expense module.

Importedtravel card transactions will minimize data entry— automatically creating an expense line item, populating required
fields, etc.

Travelers canalso use the Create New Expense menu for out of pocket transactions.
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Adding Travel Card Expenses

1. From the open expensereport, click Add Expense.

2. Click Available Expenses. Alist of Travel Card Expenses display. Travel card expenses are identified by an orange credit
card icon.

3. From the Available Expenses menu, clickthe check box(es) for the appropriate expenses to be added to the current
expense report.

Add Expense ®

1 o

Available Expenses Create New Expense

nidor Dietails Date = Aot

22372018 SH05. 41
Aig 02232018 527 .82
Courtyard 0122018 138593
Avis 122018 5580 TB
Amenican Express Taxi Uber HHTRAT $24.00
Lmencan Express Office Supplies Slaples MAGRT 368.23

Hale! Wyndham Hotels OB022017 $682.00

4. Click Add to Report.

5. Click the checkbox beside the travel cardtransactionadded to the expense report to verify or update the Expense Typeis
correct. Click the Expense Type drop-down arrow to select a different expense type if necessary.

Details Itemizations

0 & Attendees (1) @ Allocate

Expense Type *

Alrfare

6. Complete all required fields marked with a red asterisk.
7. Complete optional fields, as necessary.
8. Asnecessary, clickany of the following:

Click Itemizations (toitemize the expense into multiple expense types).
Click Allocate (to allocate the expense to one or more KFS accounts).
Click Attach Receipt Image (to upload and attachreceiptimages).
Attendees (toadd the name of the individual who used the expense).

o 0 T
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Adding Out-of-Pocket Expenses

Out of Pocket expenses must be added manually from within an open expense report.

1. From the open expense report, click Add Expense.

‘ Add Expense |

2. Click Create New Expense

Add Expanse

0 +

Availabls Expansas Creala MNew Expansa

Select the appropriate expense type from the options available or type the expense type in the search field.
Complete all required fields marked with a red asterisk.

Complete optional fields, as necessary.

o v s~ w

As necessary, clickany of the following:

Click Itemizations (toitemize the expense into multiple expense types).
Click Allocate (to allocate the expense to one or more KFS accounts).
Click Attach Receipt Image (to upload and attachreceiptimages).
Attendees (toaddthe name of the individual who used the expense).

o0 oo

NOTE: Out of pocket reimbursements for Guests must be submitted via HuskyBuy. Out of pocket reimbursements for Students must be submitted on a
separate expense reportin the Student’s own profile.

Dty ramization e
O & dbiendacs |1 § Mo
] ol ne-ATard
[
T T
Packat
1%, Dlar
case )
st
I e
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ITEMIZING EXPENSES

Hotel Lodging: Itemizing Nightly Lodging Expenses

A hotel bill typically contains a variety of expenses which mayinclude nightly room charges, nightly room taxes, parking, meals,
etc. You must itemize these expenses as they appear on the hotel folio to ensure your reimbursement is processedin a timely
manner.

1. With the expense report open, select Hotel Lodging from the expense type listing. The Hotel Lodging related fields display.
2. Complete all required fields marked with a red asterisk.

3. Complete optional fields, as necessary.
$845.00 8 -

ey
4. Click the Itemizations tab, click Create Itemization.
5. Select the appropriate lodging expense type. You can then select if this Entry Typeis a Recurring or Single Itemization.

6. Select whetheryour hotel room rate was The Same Every Night, or Not the Same.

7. 6. Enterthe RoomRate (per night) and Room Tax (per night), as applicable.

NOTE: You can use the Additional Taxes link to enter additional taxes from your hotel bill.

8. Click Saveltemizations.

Click Save Expense. The word Itemized appears to the right of the expense under the Requested column.

UGUNN 33'&'533'7%35 Updated March 22, 2022 10



NOTE: (1) If the hotel lodging expense hasa remaining or outstanding amount, continue to select expense typesand itemize amounts appropriately until
the balance is $0.00. (2) For Personal/Non-Reimbursable expenses, mark the expense item/portion of the expense as a Personal/Non-Reimbursable
expense type. (3)If a travelerisclaiming meals per diem reimbursement, any meals charged to the hotel room accidentally must be itemized under the
Personal/Non-Reimbursable.

Itemizing Hotel Deposits

Hotel deposits made prior to the hotel stay will be listed on the final itemized hotel folio. Eachchargelisted on the hotel folio
must be itemized under a Hotel Lodging expense line item (e.g., nightly rate, taxes, hotel deposit (when applicable) parking,
laundry, room service, etc.). Itemize the hotel deposit individually using the Hotel Lodging Deposit expense type, ensuring the
amount is entered as a negative number (for example, if the deposit was $100, enter the amount as -100 in the hotel lodging
deposit amount field).

Additional information is available in our Expensing a Hotel Deposit training document.

Itemizing partially Non-Reimbursable Expenses

Users canltemize any expense that includes both business and personal expenses, or that is only partially funded, therefore
requiring some out of pocket (Non-Reimbursable/Personal) contribution.

NOTE: Example, you have a parking expense for $200. Aportion ofthis expense was incurred during business travel; however, a portion of the parking
expense was incurred during personal time taken after the businesstrip. Inthisscenario, you should create a parking expense line item for the total
transaction amount, and then itemize the expense creating two itemizations: one, under the parking expense type, for the amount incurred during the
day(s) of business travel, and one, under the Personal/Non-Reimbursable expense type, for the remaining amount of the transaction, incurred during the
day(s) of personal travel.

1. Create an expense line item as usual, then Click the Itemizations Tab. or Clickto select an existing expense item from the
list of transactions onthe expense report then Click Edit and then the Itemizations Tab.

fed Expense “

= Alerts T,  Receipt Tl Payment Type T| Expense Type TL
O 0 -7- CashiOut of Pocket LEEIETERT

[ Samnelt Attendees (1)
O CashiOut of Pocket Daily Allowance
& CashiOut of Pocket Parking

2. Click Create Itemizations

Details Itemizations

Amount temized

$200.00 $0.00

3. Select the Expense Type (Personal/Non-Reimbursable)that applies tothe firstitemization from the dropdown list. The
page refreshes, displaying the required and optional fields for the selected expense type.

4. Completeall required fields marked with a red asterisk.
5. Click Save Itemization. The newly created itemization appears.

6. For each additional itemization, on the Itemizations tab, click Create Itemization, select the appropriate expense type and
complete the appropriate fields. Once you have itemized the Remaining amount of the charge, an alert displays a green
Success checkmark.
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NOTE: You can also Copy itemizationsto save time with similar entries.
The page refreshes, displaying the respective fields for the selected expense type.

7. Click Save Expense. The word Itemized appears to the right of the expense under the Requested column.

Parking $200.00 & o m

ALLOCATING EXPENSES

The Allocation feature allows you to allocate selected expenses to multiple KFS accounts.

Allocate a Single Expense
1. With the report open, click the checkboxbeside an expenseline.

2. Click Allocate.

fd Bxpense m

= Alerts T.  ReceiptT. Payment Type T| Expense Type TL

o0

Haotel Lodging
Cash/Out of Pocket

@

Aftendess (1)

Cash/Out of Pocket Daily Allowance

Allocate Multiple Expenses

1. With the report open, click the checkboxbeside the appropriate expense lines.

fuld Expense m

[  AlertsT| ReceiptT) Payment TypeT| Expense Type T,
= Hotel Ladging
HIE S Cash/Out of Pockat
0 E oy
CashOut of Pocket Daily Allowance
/] A {[B!  CashiOut of Pocket Parking

2. Click Allocate. The Allocations for Report window appears.
3. Select Percentto allocate by percentage or Amount toallocate by actual dollar amount.
Allocate

Expenses: & $769.75

Expenses marked as personal, or that your administrator doesn't allow to be allc

Percent Amount

Amount

§769.75

Click Add.
Add as many allocations as necessary, from the New Allocation or Favorite Allocations tabs

Enter the KFS account in the Account number field.

N o v &

UGUNN 332’533%3? Updated March 22, 2022
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NOTE: The amounts and percentages can be adjusted, they are not required to be equal amounts. The total amount must be allocated 100%, otherwise an
exception message isflagged, and you will not be able to submit the report.

ADDING ATTENDEES

For business meals, airfare, hotel and certain other expense types, all attendees associated with the expense must be
identified and listed. Users canadd attendees and attendee groups to Concur in the Expense Profile Settings.

When selecting the expense type Business Meals/Hospitality <10, all attendees must be listed. When selecting the expense
type Business Meals/Hospitality 10+, the event functionality within the expense type should be used. Creating anevent
allows you to specify the number of attendees, rather thanlisting out the individual names.

1. With the report open, from the expense screenclick Attendees.
Add Expense
Receipt T Payment Type T, Expensé Type T,
Business MaelsHospkally <10 Alidess

CasniDut of Pocket ;

2. Inthe Attendees window Click View Attendees.

Attendees: 1 | x

Attendee Total Average Per Parson
$0.00 $0.00

Attendee Type Attendes Count Amount Per Type

Faculty/StafftStudent 1

View Attendees

3. The Add Attendees Window appears.

Attendees

Hotel Lodging 5345.00

Allengees:

B Attendes Name = Attendee Title T,I,

4. Click Add. Attendees canbe added in several ways:

a. RecentAttendees—Select the check box next to the appropriate attendee.
b. Attendee—Searchfor the guest or Faculty/Staff/Student. If you need to create a new attendee, click Create New
Attendee, complete the required fields, and then click Create Attendee.

UGUNN 33'&'535'7%85 Updated March 22,2022 13



c. Attendee Groups—Select from your Favorites or My Team (these are configured in your Profile settings based on

Core-CT).
Add Attendees
D & &
Recent Attendees Attendees Attendee Groups
5. Click Save.

ENTERING PERSONAL CAR MILEAGE

Personal car mileage expenses should be submitted for use of a personal vehicle for business miles driven.

NOTE: Users must register a vehicle in their Concur profile before creating a Personal Car mileage expense.

To register a personal vehicle, click Profile, then Profile Settings and Personal car; Next, click New then enter the Vehicle ID, Vehicle Type and click save.

al covs it have been cegistersd, Click New I register anothes car

Varlabia Raies

Wehihe ID \ahicis Type

1. From the open expense report, click Add Expense.

‘ Add Expense ‘

2. Click Create New Expense

Add Expanse

0 +

Availabls Expansas Creala MNew Expansa

3. Select the Personal Car Mileage expense type from the options available or type the expense type in the search field. A
Google Maps mileage calculator window displays with the traveler’s home address automatically populated in field “A”.

Mileage Calculator

Avoid Tolls Avoid Highways
Waypoints

®

o }

b

RPN S

IRUIRRE

Calculate Route é

et

T e P S WP )

NOTE: If home address is not saved in the traveler’s profile, it must be entered manually with each personal mileage expense to appropriately deduct
commute.

4. Confirm field “A” reflects the starting point of your trip. Modify field “A” as necessary.
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NOTE: Example, if you leave your home and travel to a destination other than your duty station, field “A” should contain your home address. However, if
you are starting from the office, to a secondary location, field “A” should reflect your office address.

5. Enterthe destinationaddress in field “B” and then tap TAB from your keyboard. Google maps mileage between the
waypoints is calculated and an additional field displays.

6. Enteradditional waypoints for the trip, as necessary.

NOTE: You caninclude the addressfor any personal stops (for example, if you have driven far off route to a restaurant location for lunch) if you wish to get
the most accurate mileage calculations and then click the check mark to note that leg was personal to the right of the box. However, you can also choose to
omit those stops from the mileage calculator.

7. Reviewthe calculatedroute displaying on the map. Manually drag the line between points to modify the route you drove,
as necessary.

; 5
Mileage Calculator Ext
H
Avoid Highways r ]
Map -, La Bt
{
53] {
. ] oems 3
& i
A
@)

Bgon
=]

Brookline

? Providence
o
Warwick
e
N

8. Click Deduct Commute tosubtract one way of your typical work commute from the total business mileage. Deducted
Commute Distance fields for Home and Office display.

NOTE: Ifthe traveler enterstheir home and work addresses in their travel profile, they will automatically populate when the Deduct Commute box is
checked.

9. Reviewthe Home and Office fields, update as necessary.

10. Click Deduct Round Trip Ifyou departed from home and returned to home on that day.

NOTE: Check Deduct commute when your trip begins at your home address, directly to your trip destination, bypassing your duty station. Deduct Round
Trip should be checked off when you are not returning to your duty station for the day.

11. Click Add Mileage to Expense.
12. Complete the required fields, identified witha red asteriskabove each field, as necessary.
13. Scroll to the bottom of the page to view the Mileage Calculator againif you need to make changes.

14. Click Save.

NOTE: (1) If daily mileage expensesare incurred, expense reports should be created on aweekly or monthly basis, rather than daily. Individual line items
should be created for each day’s personal mileage expense. (2) The reimbursement amount is automatically calculated based on the date, milesdriven,
and the predefined reimbursement rate.

Refer to the Creating a Personal Car Mileage Expense Report document for additional details.
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FOREIGN CURRENCY TRANSACTIONS

Transactions incurred during international travel should always be billed in the local currency to ensure the currency
conversion within Concur is accurately calculated (including conversion rates, taxes, etc.).

For Travel card expenses:

Transactions billed in local currency (e.g., traveltoJapanbilled in YEN) will automatically convert to USD within Concur.

1. Review the details of the transactions, confirming the conversion to USD is accurate. No manual adjustment should be
required within Concur.

NOTE: If the travel card transaction feeds into Concurin USD, but the traveler’sreceiptisin local currency (i.e., acurrency other than USD), manual
adjustment within Concur will be required.

Additional support isalways available by contacting travel@uconn.edu or Accounts Payable for additional instruction.

¥ TIP:TheCity of Purchase field drives the expense currency. For example, if City of Purchase is Dublin, Ireland, the following displays:

City of Purchasa F

@~ | Dublin, IRELAND

Amunt

onverson Rate = Revarss

1EUR = 1.08588431 uspD

Out-of-Pocket expense incurred in another currency
1. With the report open, click Add, andthen Create New Expense.

2. Search for or enter an expense type.

3. Enterthe appropriate information in the required and optional fields (required fields are indicated with an asterisk). Note
the following:

a. Select the "spend" Currency from the list to the right of the Transaction Amount field. The Conversion Rate field
appears.

b. The Conversion Rate is automatically populated according to the Transaction Date and Currency entries. Expense
calculates the Amount in your reimbursement currency.

c. Toswitchbetween multiplication of the rate to division of the rate, click Reverse next to the Conversion Rate field.
Currency can be converted by multiplying by a particular rate or dividing by a different rate.

4. Completethe remaining fields as appropriate, and then click Save Expense.

RECEIPTS

Concur is configured to comply with the receipt requirements, as per the Travel and Expense policy. Receipts canbe sent to
your available receipt queue to be attachedto an expense report at a later date, via email or through the Concur mobile app.

Required Receipts

Expense transactions that require receipts can be identified by the Receipt Required icon next to the item in the expense list.

Recaipt T,

UGUNN | 33'&'533'7%35 Updated March 22, 2022 16


mailto:travel@uconn.edu

Email Receipts

Before emailing receipts to the Available Receipts library, you must verify your email address in the Personal Information
section of your Profile.

Profile Setup | Email Verification

1. Click Profile > Profile Settings. The Profile Options page appears.

2. Click PersonalInformation from the left navigation pane. The Personal Information screen displays.
3. Scroll down to the Email Addresses sectionand click Add an Email Address.

4. Follow the below steps to verify your email address:

a. Once you have savedan email address, click Verify.

b. Check your email for a verification message from Concur.

c. Copy the code from the email message intothe Enter Code box next to the email address.
d. Click OK to submit the code and complete verification.

5. Address your emailto receipts@concur.com,attachasingle receiptimage, andsend the email. This method sends an
image of the receipt to the available receipts queue.

6. Alternatively, for automated expense itemization, address your email to receipts@expenseit.com, attach a single receipt
image, and send the email. This method sends an image of the receipt, creates an expense line item for the transaction
and itemizes the expenses on the receipt.

NOTE: Receipt file formats must be one of the following: PNG, JPG, JPEG, PDF, HTML, TIF, OR TIFF. Maximum file size cannot exceed 5MB, per receipt.

Allow your delegate to send receiptimages to your Available Receipts library
The Delegate maysendreceipts to receipts@concur.comor receipts@expenseit.comas long as both the User and Delegate

have verified their email addresses within their own profile.

When emailing receipts on a delegate’s behalf, the delegate must replace the subject line with the User’s primary (verified)
email address.

¥ TIP:SeeHow to Add a Delegate documentation for additional delegation permission details to allow adelegate to Prepare and View Receipts.

Upload Receipts from your Computer

Files savedto a folder on your computer may be uploaded directly into a user’s Available Receipts queue in Concur using the
following steps.

Scan the documentation. Save to afolder on your computer.
Click Expense (from the top ribbon).

1

2

3. Scroll to the bottom of the Manage Expenses view.

4. Click Upload Receipt Image. The Receipt Upload window appears.
5

Locate the desiredimage(s), select, and click Open. The image(s) is Uploaded and available to be attachedto an Expense
report at any time.

Attach an Available Receipt to an expense entry

1. Inthe open expense report, click the Red Receipticon on the expense entryline.

Alerts 7. Receipt1. Payment Type 7L Expense Type TL Vender Dwetails 11

1] E] Cash/Out af Pockal I‘J —
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From the Attach Receipt menuselect Upload Receipt Images or select from the list of receipts previously uploaded to Concur.

Altach Receipt

Expansing Cancelled Trip
Unibnadad V2022 1237 P

2B hmi par fie

2. Athumbnail image of the receipt will now appear. Click on the image to view a larger version ofthe receipt.

Alerts T, ReceiptTl. Payment Type TL Expense Type T.

Hiodel Lodging
0 CashiOul of Pocket

3. Todetach areceipt from the expense line entry, click on the thumbnail image of the receipt and click Detach.

4. Toadd additionalreceipts tothe same expense, click on the thumbnail image of the receipt and click Append.

Attaching supporting documentstothe report header

Conference brochures, travel award letters and other supporting documentation are sometimes required to be attachedto the
header level of an expense report. Use the following steps toattach documents to the Expense Report Header.

1.
2.

From the open expense report click Manage Receipts.

Click Manage Attachments.

Manage Receipts v Travel All

Manage Attachments

Missing Receipt Declaration

From the Attach receipt window click Upload Report Level Attachment.

Locate the desiredimage(s), select, and click Open.

NOTE: After the first document isattached click Append to attach additional documents.

Altach to Report x

Nol sacing your altachmant? Try again in a fow minub

Detaching receipts from the report header

1. Todetachall receipts from the report header, Click the Receipts drop down menu at the top of the expense report.

2.

Click Delete receiptimages. This will delete all documents attachedtothe report header. Documents cannot be deleted
individually from the report header.
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MISSING RECEIPT DECLARATION

A Missing Receipt Declaration can be generated for a transaction missing a required receipt.

Only the owner of an expense report can create a Missing Receipt Declaration. |.E., a delegate CANNOT create a missing

receipt declaration on behalf of another traveler.

NOTE: The missing receipt affidavit cannot be used for a trip segment —i.e., Airfare, Hotel, Car Rental, Train.

1. Toattacha missing receipt affidavit, From the open expense report click Manage Receipts.

2. Click Missing Receipt Declaration. The Create Receipt Declaration pop-up displays.

Manage Receipts v Travel All

Manage Attachments

Missing Receipt Declaration

1. Click the checkbox to select the applicable expense transaction.
2. Click Accept & Create.

Creale Recaipl Declaration x

tantiate rembursa
bimittesd whien
gen lost or is otheny
=as Wl be consikdered for

To craate a Mesing Recsipt Declarabon, seéect the sxpanseds) below that require a receipt
Expense TypaT] Vendor 1L Date Ameunt TL

Parking Q30a0232 200 00

Li ]

By using the Mesing Heceipt Afidavi, | attest 1

5 15 an appropraie and aliowable experss detined
ptis 1o noibtEnable from SSUING W o

RESOLVING ALERTS

Audit rules are built into Concur, compliant with the travel policy and procedures, ensuring employees are in line with the
travel policy and universities best practices. Alerts will display if a traveler violates any of the audit rules built into Concur.
Yellow warnings are “soft” stops and designed to warn the traveler. Yellow warnings do not prevent a traveler from submitting
for approval. Red warnings are “hard” stops. The red warnings must be resolved before submitting for approval.

Alerts display at the top of the open request and/or expense report page.

O Alerts: 3

REFORT

@ The report Feader s missing Gala in this requred Bakd(s) Business Travel Start Dabe, Busiress Travel End Dabe, Does this irig include personal iravel™  Wiew
A Conbarancs relabnd expenses must hewe confience brochuie aftachesd. You may deregard s message il you've alieady allached the iequested malenak Vi
EXPENSE Hoted Lodging 031012022 584500

o The itemizaton amounts oo not &0d up 1o the expense amount Visw
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COPYING AN EXPENSE

Recurring business expenses can be copied from a previous expense and then updated for the new expense item.

1. With the expense report open, select the expense you want to copy.

2. Click Copy.
s i st i) i
= Alarts 7] Recsipt 7.  Payrmend TypeTL Expaimse Typsa
] A 3 Cash/Out af Pockst Airine Fees

The new expense is added to the Expenses list with a date one day later than the original expense.
3. Click to open the copied expense.
4. Review the details of the expense to confirm accuracy for the new expense item.

5. Modify applicable fields for the new expense where allowed, as necessary.

NOTES: (1) All allocations, attendees, expense-levelcomments, and value added tax (VAT) detailsfrom the original expense are copied to the new expense.
(2) Credit card information, e-receipts, mobile entry information, and travel segments (associated with travel itineraries) from the original expense are NOT
copied tothe new expense.

6. Once updated, click Save Expense.

FRAUDULENT CHARGES

Travel card charges identified as fraudulent must be rectified by the cardholder. Fraudulent charges should be submitted with
the travelers next expense report, netting out the fraudulent charge with the respective credited item. If fraudulent charges
exist, but there is no travel expected (therefore no expense reportin the near future) — contact travel@uconn.edu.

1. Add fraudulent charge.
2. Add credit for fraudulent charge.

SUBMITTING YOUR REPORT

1. Onthe expense report page, click Submit Report.
2. Scroll throughand readto the end of the Attestation.

3. Click Accept & Submit. The Report Totals window displays.

»

Repaort Totals
Ay Alerts: 1 v
Company Pays Employes Pays
$1,246.50 50.00
Employes Company

FRequested Amaunt: Total Padd By Company Total Owed By Emplayes:
&1,248 .80 §1,245 50 50.00

Camcel Submit Report

UGUNN 33'&'533'7%3? Updated March 22,2022 20



4. Review the information for accuracy, and then click Submit Report. The Report Status window appears.
5. Click Close.
Report Status liJ

@Report Submitted
test $1,246.50

NOTE: If you have not met policy requirements when completing the details of your report, a message will display describingthe report error or alert.
Correct the error, or if you require help to complete the task, contact travel@uconn.edu.

CORRECTING AND RESUBMITTING AN EXPENSE REPORT

If an expense report is returned to you by an approver, you will need to correct and resubmit the report for approval and
reimbursement. The approver will include a comment explaining why the report was returned.

1. Open thereport, from the Concur home page Quick TaskBar, clickthe Open Reports task.

Administration v | Help =
SAPConcur[€]  Requests  Travel  Expense  Invoice  Approvals  App Certer .

Profile +
-

SAP Concur + 14 01 06 10

New Autharization Purchase Available Open

Wy
Hello, Williarm Requesls Requesls Expenses Reports 3

T e e S

The Manage Expenses screen displays with the report appearing within the Returned tile.

2. Click the Returned tile toview the returnedreport.

[Manage Cxpenses|

REPORT LIBRARY View: Active Reports w

P

117202017 NOT SUBMITTE:
3

Trip to Dallas Training Trj

3

L o . i

Create New Report 53.00 E’GZ'?D}
]

b

Sent Back to Employes b

Jahn Smith 3

L —— oo

3. Reviewthe approver's comment appears below the amount.

4. Comments canalso be reviewed in the expense report by clicking the checkboxbeside the expense line item and clicking
Edit, then reviewing the comments field.

5. Make therequestedchanges, and then click Submit Report.

ICON INDEX

A variety of key Concur icons are listed below with a brief description.

lcon Name Description

"""" Receipt Image Required This indicates that a receiptis required with the selected expense line entry.

I Missing Receipt Affidavit This indicates that a missing receiptaffidavit has been attached to the
L

expense item, in lieu of a vendor receipt.
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| Icon | Name Description

Travel Card Used This indicates that an expense entry originated from a University Travel Card
O transaction. This transaction automatically feedsinto the travelers Concur
imported expense queue.

& Soft Stop Alert This indicates that a soft stop alert exists. This alert does not prevent

submission.

Hard Stop Alert This indicates that an expense entry or report contains an alert that will
“ preventsubmission.

ADDITIONALSUPPORT

For help with Concur, contact travel@ uconn.edu.

For additional reference material, refer to the Training and Resources page located on the Travel Services page.
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