Creating the Expense Report
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My Concur Expense Invoice Reporting Administration Profile Help Log Out
Wiew Charges
You are administering Expense for

Wiew Reports

Mew Expense Report
Active Wi
Approve Reports
() News Expen|
View Authorization Requests
Mew Authorization Request 0) | Cash Advances (6)

Status Report Date Total

Mot Submitted 06/08/2010

Expense Re|

Report Mame
Allocation Demo April 10 Expense

$1,315.00

Invoice Summary
(&) New Payment Request

There are 2 Payment Requestis) Pending Submission
There are 2 Payment Requestis) Pending your Approval
Available Company Card Charges View All Charges
Select Expense Report J
Amaunt

Charge Expense Type Transaction Date

Mo records found.

Approval Queue (2)

H
2
N

Emplayee Report Date

Report Mame
April 10 Expenses SIMOMSON, PETER 06/04/2010 $114.00
06/03/2010 $275.00

Approval Dema with Exceptioins SIMOMSON, PETER

Company Info

[R5 PUELICATION 463
Use this site to determine if travel, entertainment, gift, and car expenses are reimbursable under the IRS guidelines. The IRS date is 2008 on the publication as the publication has not

been updated by the IRS since then.

LINE TO IRS WS
Please use this form when requesting a new vendor that will be providing a service. Please fill out and attach to your new vendor request when you submit the invoice for payment.

LINK TO INDEPEMDENT CONTRACTOR STATUS
& Internet

&] http: fimplementation.concursolutions.comjportal asp#

* Log into Concur via Gibson Online
» Click the Expense Tab and then New Expense Report

Importing T&E Corporate Card 1
Transactions



Creating the Expense Report
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L Welcome, NITA J RANDOLPH

Reporting  Administration

Profile  Help Log Out

My Concur | _Expense | Invoice

View Charges  View Reports  New Expense Report  Approve Reports

Wiew Authorization Requests  New Authorization Request

Wigw Cash Advances Mew Cash Advance

Create a New Expense Report

You are administering Expense for:

Report Header

Report Name Report Key
|Complete Expense Report Demo

Policy Organization
|Tu|ar|e Standard Policy {non S-ledg ¥ 2 13121

Report Date Business Purpose
0608/2010 Comlete Expense Report Demo
Account/Project Comment

El I (221013) OFFICE OF CONTROLLER ¥

Will you charge to a 5-ledger?
|No

.

TAMS Supplier Num
1132293

Click Next
after
entering all
details

@J Dane

S @ mnternet

* Fill'in all details required on report header

 Click Next

 When the dialogue box appears asking “Will this report
include Travel Allowances,” choose either Yes or No,
depending on whether you will have per diem expenses

on this report
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Importing T&E Corporate Card Expenses to Expense

Report

My Concur | Exzpense.| Invoice Reporting Administration Profile Help Log Out

Wiew Charges  “iew Reports

Mew Expense Report  Wiew Authorization Requests

Mew Authorization Request  Wiew Cash Advances

Expense Report
Complete Expense Report Demo

o |Mew Expense 'u.Details-r Yiewv | Add Card Charges
Expense List

-]

[ Date = Expenze Type Amount

Expenses
chosen to
import into

expense report

«

You are administering Expense for: | Randolph-T, Mita 1. (%

@ Delete Report| 4l Motify Employes

Iﬂr'] Receipts v ¢aPrint-

rs

Total: $0.00
Requested I_|: To Current Repart }nse Type Date Amourt
To New Report Efined 09/17/2004 F28T A
[ = Hilton ... Undefined 09/17/2004 $2477.70
[ = PAHER... Undefined 09/17/2009 3948
= QUIZH... Undefined 09/16/2009 3691
[ m= STARB... Undefined 09/15/2009 $3.30
[ m= SAXBY... Undefined 09/15/2009 $3.22
=> = SWEET... Lindefined 09/15/2009 286
[ m= PAHER... Undefined 09/15/2009 3432
[ = PEIWEI.. Undefined 0911512009 1293
[ = STARB... Undefined 0911472009 $1.57
=> = CHICK-... Undefined 09/14/2009 35,59
[ = PAHER... Undefined 09/14/2009 3582
=i PAHFR | Ind=finer [ TN RET N i 975 v

* The very first pane that will show up on your expense
report is the Smart Expenses pane if you have
outstanding corporate card charges in the Concur

system

* You will click on the expenses that are applicable to the
current report you are working on

e Then click Import

e Choose To Current Report
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Importing T&E Corporate Card Expenses to Expense

Report

My Concur |-'Expense Invoice  Reporfing  Administration  Profile  Help  Log Out

Wiew Charges  View Reparts  New Bxperse Report  iew AUthorization Requests New Authorization Request  View Cash Advances

Expense Repart
Complete Expense Report Demo
i |Mew Expense |4 Detalls= [ View= L Add Card Charaes

You are administering Expense for;

CQ*," Hide Exceptions f_r;é Dielete Report| 34 Notify Employee

:'j' Receipts  aPrint»

Exceptions . -
Expenze Type Date BSmourt | B FnatEenses
f Ty e 3 | The selected items have been successfully imported as
e B 5% § \.E‘) EXpenses. pee Fare you can submit the expense repor
Unidefines 081552009 F1286 & vou can stbimit the Sxpenas reror
D Hever show this prompt again fare vou can submit the expense report b
Expense List A
Diate Expenze Type Amolint Reduested Expens.... Expenze Type Ciste Amoint
i]%ﬂ[;,?[l;m Undefined $6.91 $6.91 | TIEMC..  Undlefined 10022003 T g W
o= FLIEHGES SUE R ' CIRCL... Lirisfined OO0 §200
09/15/2009 Undefined $12.86 $12.06 I o o D .
.{“; T SWEET TOMATOES COLDS... Uniefined D9r28:2009 f37a
09442009  Undefined $5.99 $5.99 ' WILDF... Uniefined Dgi23i2008 .51
.@ CHICK-FIL-& #0089 i SAFEW. _ Lnidefined 040800 5247
' ARAM... Uniefined 09{27/2008 390
| WHOLE... Undefine D9/272009 Fas.20
I FEDEX 094212002 e
ﬁjDone é O Internet
» After clicking on Import to Current Report, this screen
appears stating the transactions have been imported
successfully
 Click OK
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Importing T&E Corporate Card Expenses to Expense
Report

My Concur | Expense.| Invoice Reporting Administration Profile Help Log Out

Wiew Charges  Wiew Reports  Mew Expense Report  View Authorization Requests  Mew Authorization Request  View Cash Advances

You are administering Expense for: | Randolph-T, Kita 1. %

Expense Repart
Complete Expense Report Demo

¢ {Mew Expense “ulDetaiISr Wigw v L@Add Card Charges

W Hide Exceptions | @) Delete Repart | 7 Notify Employes

Gives an

e @Receipts-r i Prink ¥

the problem
Exceptions Ginir thg -
transaction
Expenze Type  Date Amount  Exception
Undfined 03412003 §35 0 The entry haz Undefined expenze type. You must select an expense type for the entry before you can submit the expense report,
Undefined 0a152008 bl288 0 The ertry has Undefined expense type. You must select an expense type far the entry befare you can submit the expense repart. v
Expense List 4/ | Smart Expenses *
@ Totak §25.76 | ()Import v | |2 Refresh
O |patev Expenze Type Amatnt Requested O Expens... Expenze Type Date Amaunt
0 09/46:2009 Undefined §6.91 $6.91 [ m TIEMC... Undefined 1 0i0242009 F764 A
@M QUIZNG'S SUB 64 )
D = CIRCL... Undefined 100242009 $2.00
0 09:45:2009 Undefined $12.86 $12.86 )
@M SWEET TOMATOES D M COLDS ... Undefined (9¢25/2009 $3 T
H 09442009 Undefined 45.99 4509 [ m WILDF... Undefined (18¢28/2009 F9.51
O CHICH-FIL- #0059 [ @ SAFEW.. Undefined 08126:2008 5217
[ m A&RAM... Undefined (842742009 F3.80
[ m WHOLE... Undefined (842742009 f28.20
[ m FEDEX ... Undefined 0862142009 $E7 81 3
Céj é ﬂ Inkernet

 The corporate card charges now appear in the Expense
List of the report

» Correcting the red icons will be explained on the next
page

Importing T&E Corporate Card
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My Concur

:

Yiew Charges

Importing T&E Corporate Card Expenses to Expense
Report

Expense | Invoice Reporting Administration  Profile Help Log Qut

View Reports  Mew Expense Report  Wiew Authorization Requests  Mew Authorization Request  Yiew Cash Advances

You are administering Expense for: | Randolph-T, Nia 1, (%

Expense Repart - - -
Hide Exceptions| G Delete Report | &l Motify Employes
Complete Expense Report Demo 1y pirs| @ gt ANty Enploy
o New Expense °i_‘-|Detai|s » [ View |J} fidd Card Charges |£r'] Receipts v (aPrink~
Exceptions =
Expenze Type  Date Amount  Exception
i A
Undefined 0342003 L 0 The ertry has Undefined expenze type. You must select an expense type for the entry before you can submi the expense repor.
Undefined 031512009 §1286 @ The entry haz Undefined expense type. You must select an expense type for the ertry before you can submi the expense repor, ¥
Expense List %/ || Expense
) Delete Total: §25.76
D _____ Datev _______________________________ A mnurd ________ R equested ) atural Account Transaction Date
[V o9nme $6.91 $6.91 | Domestic Meals 09/16/2009
| [ '
: 0 . Business Purpose Yendor Name
| The entry has Undefined expense type. You must select an expense ] |C0mp|ete Expense Repart Dema |QUIZN0I5 SUE #643
E type far the entry before you can submit the expense repor. 1
N N TR, City Payment Type
il 09/45.2009 Undefined $12.86 #12.86 |Da||asj Tevas
0@ SYWEET TOMATOES
Amount
F] 09142009  Undefined $6.99 w9 | oo 1 personal Expense (do not
om CHCK-FIL-4 #0063 ; reimburse) M

lSavel lJ Itemizel l@.ﬁ.llocate] l@Cancel]

The red icons indicate that there is a problem to be
resolved with the transactions

— Many times an expense will come over as an “Undefined” expense type
because the system can’t determine the expense type based on the
vendor imported from the corporate card

— Double click on the expense, choose the correct Expense Type and
click Save.

— If you receive a “city error,” it is usually because the state is abbreviated
and the system doesn’t recognize state abbreviations (i.e. Incorrect:
Dallas, TX; Correct: Dallas, Texas)

Importing T&E Corporate Card
Transactions



Importing T&E Corporate Card Expenses to Expense

Report

Wigw Charges

View Reports

My Concur | Expense | Invoice Reporting Administration  Profile  Help  Log Out

Mew Expense Report View Authorization Reguests

Mew Authorization Request  View Cash Advances

Expense Report

Expense List

-

0 |bstew

iﬂdcdhg'm‘ewfxpﬂnse

[ 09M6:2009
E=f

[ oensz009
B

O 09r42009
E=f

Complete Expense Report Demo
#_‘, hew Expense ‘EIDetaiIs v Yigmw v |_J} Add Card Charges

Expenze Type Amaurt
Domestic Meals $6.91
QUIFNO'S SLUE #64

Domestic Meals $12.86
SUWEET TOMATOES

Domestic Meals $5.99

CHICK-FIL-A #0083

You are administering Expense for: | Randalph-T, Nita 1, |+

@ Delete Repurt‘ A Hotify EmpluyeeJ

@ Receipts s caPrint=
4 New Expense

Taotal: $25.76

Reguested
Expense Type
'l

$6.91 To creafe 8 new expense, ok Be aoproprate expense e balow or fipe the expanse
Fupe in tha faldf abawe. To adlf an existing expanzs, click he axpenze an the faft zide of the
page.

$12.86

A-Business Travel - Employees Only, Domestic

$5.99 Destinations

Domestic Baggage and Shipping

Domestic Federal Mieage

Domestic HotelfLodging
Domestic Laundry and Dry Cleaning

Domestic Meals

_ﬂbl httrg: Himelemenkabinn conenrsal ibinne comFynensellent irardbranzartinne aen

rg a Inbernet

* Once you have corrected all of your expense types on
the imported corporate card transactions, you will no

longer see the red exception icons

The corporate card icon will appear along with the

expense type

Importing T&E Corporate Card
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Allocating Corporate Card Expenses

My Concur Expense‘ Invoice  Reporting  Administration  Profile  Help  Log Out

View Charges  View Reports New Expense Report View Authorization Requests MNew Authorization Request Wiew Cash Advances

You are administering Expense for; | Randolph-T, Kita 2,

Expense Repart -
Delete Report | gl Mokify Employes:

Complete Expense Report Demo 0 F I Nty Enply ‘
% iNewExpense “{Detaley [ View | Add Card Charges D Receipts v aPrint+
Expense List «
@ Delete Total: §25.76 You have selected multiple expenses. What would you like to do?
Date v Expense Type Amowrt Reruested 1, Delete the selected expenses

G i v )| || & Hsiebesdededorpns

! M&ﬂ GQUIZNG'S U #64 E 3, Edit one or mare figlds For the selected expenses

ke s e ke R m £ rE R R R R R R R R R EEEEREEREEEEEREEEEEEEEEREEEREEEERRREERREEEE i

V] 0952009 Domestic Meals $12.86 $12.86 |

; B SWWEET TOMATOES :

by o o L~ SN U U NN U U 1

[Y] 09142009 Domestic Meals $5.99 $5.99 |

: M[{ﬁ CHICK-FIL-A #0069 :

ool .,

:Ej B intemet

« Now you can allocate your corporate expenses

» |If you are allocating all expenses to the same
account(s), you click in the “choose all’ box next to the
date field

* Click ‘Allocate the selected expenses’

Importing T&E Corporate Card
Transactions




Allocating Corporate Card Expenses

" Welcoime, NITA J RANDOLPH
" Allocations for Report: Complete Expense Report Demo m]ib7S _
Wiewt Charges &llocations
(Byallocate Selected Expenses () Clear Selections Total Amaunt ; §25.76
Allocated Amount ; $25.76 (100%)
Expense Report Select Group Remaining 0,00 (0%, —
COI’I’ID|€tEE . = | Matify Emploves
BN Expensy |&f Allocate By: v | () Add Mew Allocation 53 v Pty
Expense List Percertage * (rganization t AccountProject  Org Dept Use
B oeets 1m0 23410 (2221020 A0MIS .. || 23410
s |
¢ y
Elsave @)Cancel
| |
@Dune é ﬂ Inkernet
« The allocation screen appears in which you can allocate
by amount or percent, add new allocations to charge
additional accounts, or change the default allocation
« If you want to use the default allocation, click in the box
next to 100% (See Allocating Expenses manual for details
on this process)
* Once finished allocating, click Save
 Click Done




Allocating Corporate Card Expenses

Yiew Charges  View Reports  New Experse Report View Authorization Requests  New Authorization Request Wiew Cash Advances

You are administering Expense for: | Randalph-T, M2 1, %

Expense Report ;
Dielete Repart | Jal Notify Employes
Complete Expense Report Demo 0 ! ‘ Akl ook ‘
@Mew Expense '@DetaiISv Yigw = @ fidd Card Charges @ Recaiptsv (iPrint »
Expense List /||| New Expense
(-] Tatal: 2576
B |Datev Expenze Type Amount Requested
e i i i PP PP P PP P P PPPPPPEPPPPPPRr P Expense Type
Adlding \ew Expanze f )
] 096/2009 Domestic Meals $6.91 $6.91 To create 8 new expénse, cick the anprapriafe expanse type beiw or fype the expanse
m&ﬁ GUING'S 518 #64 fupe in the fial afave, To edi an existing expense, olick fhe expanse an the i A of the
page,
] 094572009  Domestic Meals $12.86 $12.66
B  SVEET TOMATOES ) )
i A-Business Travel - Employees Only, Domestic
D 0914:2009 Domestic Meals $5.99 $5.99 Destinations

E@hE  CHCKFILA 105

Diomestic Baggage and Shipping

Domestic Federal Mieage

Domestic HoteljLodging

Domestic Laundry and Dry Cleaning

Domestic Meals

ﬂj Dore é 0 Inkernet

* Once you have allocated your corporate charges, the
allocation icon appears

* You are now ready to add the rest of the expenses for
the trip by choosing your next expense type (See
Creating an Expense and Reimbursement manual for
details on this process)

Importing T&E Corporate Card
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