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Welcome to SAP Concur

SAP Concur integrates expense reporting with a complete travel booking solution. This comprehensive
Web-based service provides all the tools you need to submit a travel request, book travel, create and
submit travel requests and expense reports (for travel and non-travel expenses).

To access help, FAQs, and policies visit Mosaic Training and Expense at www.bcm.edu/mosaic, and then

click Travel and Expense.

You can also access help within Concur, in the top right-hand corner, click Help > Training.

Training

Expense Help
Request Help

Processor Privacy Statement
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Signing in to SAP Concur

Depending on which web browser you use, there will be some slight system
differences and functionality. The preferred web browsers are Internet Explorer

and Chrome.

Login to www.bcm.edu/concur-solutions or click Concur Logon from the Travel and Expense
website (www.bcm.edu/mosaic > Travel and Expense).

SAP Concur uses Single Sign-On (SS0), if prompted, log in with your BCM account.

Policies, FAQs and training are available on the Travel and Expense web page.

Healthcare Community Research Education News Glying Intranet

Baylor

( :“HL""T-‘,L'UF THE MOSAIC PROJECT

Medicine

V. PROJECT EAM TIMELINE HUMAN RESOURCIS TRAVEL AND EXPENSE REQUENTLY ASKED QUESTIONS FEEDBACK

The Mosaic Project

or College of Medicing » About Us » Leadership » Administrative Offices » The Mosaic\Project

OVERVIEW PRODUCTS AND SERVICES TRAINING FAQS PILOT FEEDBACK

Travel And Expense

Baylor College of Medicine > About Us > Leadership > Administrative Offices > The Mosaic Project Travel And Expense

A
i

Concur Logon <

Access to the capabilities of Concur requires Baylor

login.
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http://www.bcm.edu/concur-solutions
http://www.bcm.edu/mosaic

Exploring the SAP Concur Home Page

The SAP Concur home page contains the following sections.

| Help ~
SAP Concur @ Requests Travel Expense Reporting - App Center ®

Profile -

n + 12 03 00
@ New Authorization Available Open
Hello, Requests Expenses Reports

TRIP SEARCH \0 D

0 As a Baylor employee, you are eligible for a free Triplt Pro subscription. Mok right now

= = @

* o COMPANY NOTES

Mixed Flight/Train Search

[ Round Trip One Way ] Multi City | Concur Tralning Toalkit

!:10"19 i This link will provide infermation to utilize the Cencur Expense System,

Find an airport | Sehect multiple dllpol':;

@

Welcome to Concur Travel!
Find an airpon | Select mullpie airpors
Read more
i v I
R — E Open Requests - m Available Expenses—» m Open Reports -
09724 Concur Conference 08/30 Augusta, Georgia You currently have no open reparts.
MY TRIPS (0) |{€ - $4,500.00 — Travel
| —_— 09/24 HR Retreat 08/30 CONCUR
ooty D32 AN LRSS e - i - ——l]

Section | Description

Menu Bar
e SAP Concur logo - To return to the SAP Concur home page from any other page
e Requests — Submit/view travel request
e Travel — Search and book travel arrangements
e Expense — Create/view expense reports
e Approvals — For approvers to approve requests and expense reports
e Reporting — Access reporting
o App Center — View mobile apps available
e Help — Access training resources

o Profile — Update profile settings or sign in as a delegate
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Quick Task Bar
e Start a new request and report
® e Open requests and reports
e Manage available expenses
Trip Search
C e Flight: Use to book a flight. You can also book hotel and reserve a car at the same time.
e (Car, Hotel, Limo, or Rail: Use to book hotels, reserve rental cars, etc. if not including them
while booking a flight (Flight tab).
D Alerts - Displays informational alerts
E Company Notes — Displays informational content
F My Tasks — Lists open requests, available expenses, open reports, and approvals requiring attention
G My Trips - Lists your upcoming trips
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Updating Your Profile

You use the Profile Options page to customize your user profile. To avoid re-entering personal and permanent information
about yourself (phone number, contacts, credit card information, etc.), complete your profile after logging onto SAP Concur for
the first time and update it whenever your information changes.

. Your Information — View/update personal information, verify name matches government issue ID, complete
your email address verification, and add credit card information.

. Travel Settings - Enter travel preferences, add international travel information, Frequent-Traveler programs
and add passport information. You can also add your travel assistants and arrangers (assist with booking
travel).

. Request Settings — View your default request fund center information. Add or remove delegates, and view

your permissions if assigned as a delegate for another employee (from the Delegate For tab). Update request
email preferences, and add or remove attendees.

. Expense Settings - View your default expense fund center information. Add or remove delegates, and view
your permissions if assigned as a delegate for another employee (from the Delegate For tab). Update expense
email preferences, and add or remove attendees.

° Other Settings — Provides settings such as E-Receipts Activation and Concur Mobile Registration that you can
set up a mobile PIN to sign in.

To access your Profile page
1. Click Profile > Profile Settings.

| Help =

Profile - .
-

JOHN SMITH

Profile Settings || Sign Out

2. On the Profile Options page, review your information, and select the appropriate links to update your profile
information. You can use the menus on the top of left to select a setting to update.

I Profile Personal Information Change Password System Settings Mobile Registration Travel Vacation Ri it it I

Your Information

Personal Infarmation
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings
Expense Information
Bank Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Invoice Settings

Invoice Information

[Profile Options|

Select one of the following to customize your user profile

Personal Information
Your home address and emergency contact
information.

Company Information
Your company name and business address or your
remote location address.

Credit Card Information

You can store your credit card information here so
you don't have to re-enter it each time you purchase
an item or service.

Travel Profile Options
Carrier, Hotel, Rental Car and other iravel-related
preferences.

Bank Information
Bank Information

Request Preferences

Select the options that define when you receive
email notifications. Prompts are pages that appear
when you select a certain action, such as Submit or
Print.

Change Password
Change your password.

System Settings

Which time zone are you in? Do you preferto use a
12 or 24-hour clock? When does your workday
start/end?

Contact Information
How can we contact you about your travel
arrangements?

E-Receipt Activation
Enable e-receipts to automatically receive electronic
receipts from participating vendors.

Travel Vacation Reassignment
Going to be out of the office? Configure your backup
travel manager.

Expense Delegates
Delegates are employees who are allowed to
perform werk on behalf of other employees.

Expense Preferences

Select the options that define when you receive
email notifications. Prompts are pages that appear
when you select a certain action, such as Submit or
Print.

Mobile Registration
Set up access to Concur on your mobile device

REV 10/29/2018




Verifying Personal Information

1. Click Personal Information.

SAP Concur Requests Travel Expense Reporting ~ App Center

Profile Personal Information Change Password System Settings Concur Mobile F‘

Your Information Profile OptiOﬂS

Personal Information

Company Information Select one of the following to customize your user profile.
Contact Information | Personal Information |

Email Addresses our home address and emergency contact information.
Emergency Contact Company Information

Your company name and business address or your remote

Creditlcards location address.
Travel Settings Credit Card Information
& You can store your credit card information here so you don't have
Travel Preferences to re-enter it each time you purchase an item or service.

2. Inthe My Profile — Personal Information section, make sure that the first, middle, and last names shown are
identical to those on the photo identification that you will be presenting at the airport. If you do not have a middle
name, select the No Middle Name checkbox.

/A Important Note

Your Name and Airport Security: Please make certain that the first, middle, and last names shown below are identical to those on the photo identification that you will be presenting at
the airport. Due to increased airport security, you may be tumed away at the gate if the name on your identification does not match the name on your ticket.

Title First N\ame[Required] Middle Name[Required] Nickname Last Name[Required] Suffix

|| JOHN || PAUL || H DOE H I

[“INo Middle Name

3. Scroll down and verify your Work and Home Address, and your Contact Information (required fields are
labeled in red).

Work Address Go to top
Compsany Name Assigned Location o o

| Plasse choose a company loeation ﬂ
Sireet

i i|:| Address same as assigned location
ciy . State/Pravince/Region

L J

Posial Code  Leuntey:

! ) 3]

Home Address Go to top
Street

ity
| |
Posial Gode _ Gountry i

Uniled States of Amenca ]|

REV 10/29/2018 9



Contact Information Go fo top

Work Phone{Required™] povonc Extersion - Work Faxt <nd Wilds Phonedtemiote Offich:

| [ i |

Home Fhone[Required™]

Pager . Other Phone

Concur Mobile Devices
Register and manage your mobile devices here.

=

[-1-1-
[=1-1-]
ooo

Add a new device »

*¥ou must specify either a home phone or a work phone,

4. In the Email Addresses section, verify your email address to help manage receipts. Click Add an email address to
add any additional email addresses that you will need to use.

Email Addresses Go to top

Flease add at least one email address.

p How do | add an email address?
p Travel Arrangers f Delegates
» Why should | verify my email address?

p How dao | verify my email addrass?
@ Add an email address
Email Address Verify Contact? Actions
Email 1 Jsmith@bem. edu Not Vered Verify Yas &

5. Complete the Emergency Contact fields, as needed.

Emergency Contact Go to top
Name Redationship

' I &

Streat

Address same as employee

Caty State/Provinca/Fegion Postal Code

Country Phone Altemata Phona

United States of Amenca W |

Updating Travel Preferences

1. Scroll down to the Travel Preferences section. Select your discount travel rates/fare classes, and specify your
Air, Hotel, and Car Rental Preferences. Under Frequent-Traveler Program, click Add a Program to add your
frequent flyer programs.

REV 10/29/2018 10



Travel Preferences Golo lop

Eligible for the fallowing discount travel rates/fare classes

OJaaacas e Omstary (s

Alr Travel Proferences @

Saal Soal Section  Spocial Mesks Tickot Debvery
Don't Cara ] | Don't Gara S ]| | Regutar heat []] | £-ticant whan possibia[ ]
Prafored Doparturo Airpoet € Cihar Alr Travel Prefesences Medical Alerts
Hotel Preferences
Roun Typs__ Sraoking Preforee Message is Hole Vaanser €

| Dot Care 3] || Don't Care [3]] [Foam paiows|

1 prafer hotel that has:
Cagym [Japoot [a restsurant ] room serdca [ ] Eady Chedken

Accessibility Needs
¢, Chwmeelchiair access [ Biing accessible

Car Rental Preferences

Car Type Smoking Preference  Car Transmession
Ay Car Class ﬂ |pontcae  [v]| | Dot Care (V]| Clinear 603 systom ]S4 rcke
Maszage to Car Rental Vendar Q‘__ = .
Fraquent-Traveler Programs
Your Frequent Traveber, Driver, and Hotel Guest Programs @ Add a Program
No programs defined al
Advantage Programs
Your Advantage Programs for Travel Discounts & Add a Program
Mo programs defined ]
W
2. In the TSA Secure Flight section, verify the required Gender and Date of Birth fields. Complete the DHS

Redress No. and TSA Precheck Known Traveler Number fields, as needed.

TSA Secure Flight

The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided, you may be
subject to additional screening or denied fransport or authorization. TSA may share information you provide with law enforcement or intelligence agencies or others
under its records nofice. For more on TSA privacy policies or to view the records notice and the privacy impact assessment, see the TSA's web site at

WWW. TSA.GOV.
Gender [Required] Date of Birth (mmissyyyy[Required]  DHS Redress No@ TSA Preyf Known Traveles Numberg)
Omale OFermale [
3. In the International Travel Passports and Visas section, add your passport or international visa information.
Adding your information in the section can make international travel a little easier.

International Travel: Passports and Visas Go to top

Adding your passport information o your profile will allow us to include it in your reservations. Having this information in your reservation can make international
travel a little easier.

Passports

[ 1 do ot hawe a passpot

@ Add a Passport

International Visas © AddaVisa

4, In the Assistants and Travel Arrangers section, click Add an Assistant to assign someone to book travel for you,
or to assign them as your primary assistant for travel. You can search for and select the individual(s) within
your organization that you would like to give permission to perform travel functions for you.

Assistants and Travel Arrangers Go to top

Pleasa salect the indivi ‘within your ization that you would like to give permission to parform travel functions for you.
] Refuse Self Assigning Assistants G
Your Assi and Travel Arangers @ Add an Assistant
You currently have no assistants defined, &
v
5. From the Credit Cards section, click Add a Credit Card to add or update your credit card information that you

use to book travel and/or expenses.

REV 10/29/2018 11



Credit Cards Go to top

You currently have the following credit cards saved with your profile.
@ Add a Credit Card

You currently have no credit cards saved. )

6. After you have completed your Travel Profile updates, click Save .

Adding Expense Delegates

Delegates are employees who you have assigned to work on your behalf for requests, expenses and/or approval. A
delegate will share permissions for requests and expense reports. Delegates cannot submit the Missing Receipt
Affidavit on behalf of the requestor.

1. Click Request Delegates or Expense Delegates.

SAP Concur

Prafile. Parsonal Irdormation Change Password Systom Sattings Concur Mobile Registration Concie Mobio Davcns Travel Vincaion Risassignmant

Profile Options

Sekict ona of the Kilowing 10 CUSITIZE YOUS USSr (rols

Personal Information System Settin

Your home address and emergancy contact information \Which time: 2on are you in? Do you prefer o use 8 12 o7 24-hour
R et clock? Whin dons your workday starlend?

Your company name and business address of your remate Contact Information

Iacation addriss Heva can wis contact you ahout your travel amangamants?
Credit Card Information Setup Travel Assistants

You Can si008 yous Credil Card iNformation Nere so you don have ‘You can allow olfies paople willa your companses 1o book ps
o ra-gnier it each lime you purchase an iem of senvice and anler Bxpenses kor you

E-Receipt Activation Travel Profile Options

Enable e-recespls fo sutomatically receive elachons: rRoaipls from Camer, Hotel, Rental Car and ofher travel-related preferances

participating vendars. Expense Delegates

Travel Vacation Reassignment Ty o5 who are allowad 1o periom work on

Going 1o be out of the offica’? Configere your backup Faval behall of othes employees.

ARG Expense Preferences

Request Preferences Salect the options that dafine when you receive email notifications
Seuct the optons thel deline whon you recene smal notifications. Frompls are pages hal sppear whon you sshect o curtain sction,
Prompls are pages that appear when you select a certain action, such as Submi or Prnt

suth as Submit o Print Concur Mobile Registration

Change Password St up access ¥ Conour on your mobds davice
Crange your password & -

2. From the Delegates tab, click the Add button.
Search by employee name, email address, employee ID or login ID.
4, Select their name.

Expense Delegates

Delogatos | Datozato F

[~ 1o

Dologanes an ompioyoos who & Elowed 10 DErform work o Sehall of Cor omplios
Eearch by smalayes narme. emad address. smoksyes < of losin d
JCHN SMITH

£ JSMITH@BCM.EDU - JOHN SMITH 150 @ dslagate. you B assgning pemmissions for Expense anc Requast
| ISMITH@ECM.EDU

| Logen 10+ JSMITHGECH.EDU {,:] 2 c_'"m' nfm o ——
5. Specify which tasks you want the delegate to perform on your behalf, and then click the Save button. If you

are an approver, assign the desired approver access (preview or approve).

Expense Delegates

Debogates | Dilegate For

oD

Delegatis are smployees whe are allowed 1o peronm work on bahalf of siher smployos
Expense and Request share delegatis. By assigning permissions to a delegate, you are assigning permissions for Expense and Request

O Mame Can Prepare Can Submit Reports Can Submit Requests Can View Recaipts Receives Emails
0 Smith, John |0 O O O |
6. If you have been assigned as a delegate for someone, to view your permissions, click the Delegate For tab.

REV 10/29/2018 12



Expense Delegates

This employes may act as & delegate for the ksted employs.

Exponse and Request share delegates. By assgning pemessions 10 & deligale, you ane assgning permissions for Expense and Request

Name Can Prepare Can Submit Reports Can Submit Requests Can View Receipts Receives Emails

Viewing Your Fund Center Information

Your funds center will be populated in the Request screen, but the Expense report will need to be completed. You can
view your funds center information from the Request screen or Profile Setting under Request Information or Expense
Information. If you are unsure which funds center to use, contact your approver or add a comment to the approver.

Request Settings

Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings
| Expense Information |
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

REV 10/29/2018 13



Activating E-Receipts
E-receipts are an electronic version of receipt data that can be sent directly to SAP Concur to replace imaged paper receipts.
The availability and content of e-receipts vary depending on the vendor.

BCM is enabled to accept e-receipts from some vendors, and you must opt-in from your Profile before e-receipts activate in
Expense. Some vendors require additional paperwork before they can send e-receipt data.

Enabling E-Receipts
To sign up for e-receipts
1. Either:
e On the SAP Concur home page, click Sign up here. The E-Receipt Activation page appears.
-or-
e C(Click Profile > Profile Settings > E-Receipts Activation (in the Other Settings section of the left-side menu).
2. Click E-Receipt Activation. The E-Receipt Activation and User Agreement appears.
Click I Accept. The E-Receipts confirmation appears.

4. Once you have accepted the user agreement, all your corporate cards are opted-in. You can choose to opt-out
a particular card in Profile > Credit Cards. Select the Edit icon for the card and uncheck the Receive e-receipts
for this card check box.

Profile Personal Information Change Password System Settings Mobile Registration Travel Vacation Reassignment

v, formati . - ¢
GRE ARG E-Receipt Activation
Personal Information

Enable the automatic collection of electronic receipts and folio data, or "e-receipts”, from participating suppliers!

Click here to enable the automatic collection of electronic receipts and folio data, or "e-receipts”, from participating

SR suppliers!

Email Addresses E-Receipt Activation

Emergency Contact

Company Information
Contact Information

Once you complete the e-receipt activation, the e-receipis generated by your transaction with a participating supplier will
Credit Cards be automatically collected and matched with your itineraries and expense reports. You can access and print these
e-receipts at any time from your Trip Library. If your company uses Expense, then your e-receipts will be automatically
Travel Settings matched with your itineraries and expense reports, as applicable, so you can avoeid keying in folio data and submitting
s SERE paper receipts for your expense reports. Participating suppliers of our e-receipt program are identified by our icon during
Travel Preferences the online booking process: ()

International Travel View sample e-receipts:  Car Hotel Taxi
Frequent-Traveler Programs

Request Settings
Request Information
Request Delegates

REV 10/29/2018 14



Acting as a Delegate

If you have been assigned to work as a delegate, your delegator will define which tasks you can complete, such as preparing

and submitting reports.
To work as a delegate
Click Profile.

From the Acting as other user menu, select the appropriate user’s name.

Click Start Session.

Note: The Profile menu now displays Acting as and shows the name you just selected.

You are now officially working on behalf of that person. Complete the normal processes of creating reports,

printing, etc.

4, To select a different user, follow the same steps but select a different name.

1

TRAVELER

7.: Acting as other user e

Profile Settings | Sign Out

Help ~

Test, COA3 Approver]

(2]

Cancel Start Session 3

To return to your own tasks
1. Click the user’s name.

2. Then click Done acting for others.

Note: The Profile menu now appears.

1 Acting as

Test, COA3 Approver -

0 Currently acting as

-’ Test, COA3 Approver

x Acting as other user 0

Profile Settings | Sign Out

|Cl“oose a user

Cancel

9 Done acting for others

&

REV 10/29/2018
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Submitting a Travel Request

Prior to your business trip, submit a travel request for approval. An approved travel request is required for an
expense report.

Note: Your profile settings should be completely set up prior to submitting a request and booking travel.

Submitting a Travel Request
1. To create a new request, click one of the following options:
e Click Requests > New Request

e Start a Request

e New > Start a Request (if approver)

Administration = | Help «
SAP Concur @ Requests Travel Expense Reporting ~ App Center [
Profile -
-
E + |+ o+ 0 oo 0
Start a Starta Upload Authorization Available Open
Hello, Request Report Receipts Requests Expenses Reports
TRIP SEARCH ALERTS

‘.. Booking for myself | Book for a guest 0 Triplt creates a schedule with all your travel det’nls in one place, accessible en Android or iPhone.
= Simply connect your Concur account to Triplt. [ .

Hh & = @

Mixed Flight/Train Search COMPANY NOTES

. . el D A s gl e et P Ny - i ]

Help =

SAP Concur [€]  Requests ve Expense  Approvals  Reporting ~  App Center Profile 9
e~ &

E + | 05 08 00 05
MNew Required Authorization Available Open
Hello, Default Approver Approvals Requests Expenses Reports
Start a Request
COMPANY NOTES _
Start a Report

Upload Recaipts

Concur Training Toolkit
Y

2. In the Request Header, complete all required fields (red bar):
e Request Policy
0 BCM Travel — Traveler is BCM employee

0 Guest Travel — Travel is a non-BCM employee, examples: guest speaker, honorarium. An AP
Vendor ID will be required when submitting the expense report. It is not required when
submitting a request.

e Travel Description - name for trip request
e Travel Start Date

e Travel End Date

e Travel Purpose

e Destination City

e Domestic/International?

REV 10/29/2018 16
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e Does this Request include personal travel?

e Company — defaults to employee record information but can be updated

e Cost Object Type — defaults to employee record information but can be updated
e Cost Center/WBS — defaults to employee record information but can be updated
e Business Area — defaults to employee record information but can be updated

e Fund Type —Typically, it will be the 1- Unrestricted

e Internal Order

3. Inthe Request Header, completion of the non-required fields is helpful:
e Personal Dates of Travel
e Additional Information

e Comments To/From Approvers/Processors — include notes related to the reason for the trip, etc.,
especially if exceptions are involved.

Administration = | Help -

SAPConcur [C] = Reguests  Travel  Expense

Request E3E3
Status: Not Submitted

Travel Description:

Additional Information:

) B e [ R

4. To complete the Request for Travel, the estimated costs for the trip must be included. This is done within
the Expenses tab. Click on the Expenses tab.

Request

Travel Description:
Additional Information:

Request Header || Expense: wval Flow || Auwdl Traul 1

Traval Descnplion Travel Start Date

SAP Concur Training 024/2018

Dastmation Country

WM—— i,

5. Enter the estimated amount for each Expense type. Click on each expense type you will incur during the
requested trip. You can either click on the + New Expense button or click the actual Expense type on the
right-hand side.
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Request 333K =230 CIETS BT e
Sutus: Not Submmed
Travel Description: SAP Concw Training
Additional Information:
Foncamt Heacwt | Expnas | Agoresl Flow || Auxht Tr
:
Expenas Type: |
[ Date Expenas Type Amaunt Requesies
To craate & e evpense, cick [he AnoroNale eXpanse [yoe beow of (jpe he expense ipe in ihe feld above. To edlt
an auisting expense, cick the sxpense on fhe le® side of Me page.
_—
Arare Rental Car Confererce Semnar
RegaraionFees
04, Misage
Other
Hoe Meits & E
Paid oy ed Pary
Tearvel Per Diers
TOTAL AMOUMNT TOTAL REQUESTED
$0.00 $0.00
. .. - —— gt >

6. Click Save as you create each expense type amount.

Request Tnp Slart Date Reaquest Tnp End Dale
=
Expense Type Amount
[Airfar-:- | ~ | [gm::n | |USD | v |
C

sl

7. Click Submit Request once all expenses have been entered and are ready to submit. You can also select
one of the following:

e Attachments - if you have attachments to include
e Print/Email — print/email a copy of request

o Delete Request — delete request if you no longer need it

Request 333t I T T s
Status: Not Submitied
Travel Description: SAP Corcur Training Amount: $1400.00
Adeltional Information:
— 3
«
Expense Tyow ]
Date Expenas Type Amaunt Reques ted
[ oz Ararn 550000 000 T creade & new expense, click e ACpTopnate Sxpense iype below or [ype ihe expense ybe n the feld above. To satt
an axigtng sxpanse, chok e axpense on the laft sioe of the page
L [t nl ] L 0000 20000
[ 09aaoie corrcs e Mot si000 St
Aitare Rental Car Corferenze Semina
Tepratien T o
04, Wieage
Cittum
o Mcdis & Briariakaie
Pk by 38 Party
TOTAL AMOUNT | TOTAL REGUESTED [l bes D
$1.400.00 $1,400.00
— — p— ———e ]
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8. AFinal Review window will appear. Click Accept & Submit or Cancel.

Final Review O x

*BCM-User Electronic Agreement - Request

By clicking on the "Accept & Submit' button, | certify that:

This is a true and accurate estimation of expenses that will be incurred to accomplish official business for Baylor
College of Medicine and this request is in compliance with Baylor College of Medicine Travel & Expense policy.

Accept & Submit

If there are no errors, then the request will be submitted with the Pending Approval status

Recall a Request

9.

You can recall a request to make changes if it has not been approved. To recall a request:

1. Click Requests > Manage Requests > select the Request Name.
2. Click Recall.

Attachments v Print / Email » Cancel Reguest |@

Status: Submitted & Pending Approval
Amount: $3,501.00

3. Click Yes to confirm.

Please Confirm

e Are you sure you want to recall this request?

Yes Mo

4. Make the necessary changes, and then Submit Request.

Attachments v Print / Email » Cancel Request Submit Request

Status: Sent Back to User
Amount: $3,501.00
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Cancel a Request

1. To cancel a request, click Cancel Request.

Create Expense Report Aftachments = Print / Email =

Closefinactivate Request

Status: Approved
Amount: $250.00

2. Enter a Comment and then click OK.

Cancel Request x
Creation date Entered By Comment Text
Add & comment (o explain wity you ane cancelling the request. Then cick OK 10 confirm the
canclation

Comment

Business rip canceled

Close/Inactivate Request

To close a request after all expenses related to the request have been submitted and to be removed from the
Managed Requests screen:

1. Click Close/Inactivate Request. When you close a request, it cannot be used for an expense report.

Create Expense Report Attachments Print / Email » Cancel Request Closeflnactivate Request

Status: Approved
Amount: $250.00

2. Click OK to confirm.

Close/Inactivate Request 0O x

You are about 1o permanently close’nactvate this request. This will release any amounts associated with the
request that are not linked to a submitted report and remove it from the list of available requests to assign to an
axpense réport

0K Cancel

Viewing Requests

To view all your requests, click Requests. Use the View button to filter and display the type of Requests you want to
see.

SAP Concur @ Requesks Expense Approvals Reporting = App Cenbeer

Manage Requesis New Reques! Quick Search
Active Requests (9)

Unsubmitied Reques:s

Bigine Wil ~|
& Active Hequesis |
Pending Raquasts Request 1D Status
Approved Requasts | sy Mot Submied
Cancolled Reguests
Closed/iractivated Requests WK Biot Sucenied
All Requests
o T SRl Yo REpr o GG Houried
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Using SAP Concur Travel

You can book airfare, hotel and car rental from our dedicated travel agency FROSCH. From the SAP Concur home page, use the
Flight + tab to book a flight by itself or with car rental and/or hotel reservations. To book car and hotel reservations without a
flight, use the Hotel == and Car ™= Search tabs, respectively.

Important: An approved Request ID is required to complete the booking reservation.

Flight Reservations

You can access the Flight ‘i‘ tab (or Air / Rail +§) on the left side of the SAP Concur home page.

To search for a flight

1. On the SAP Concur home page, on the Flight tab, select one of the following options:
e Round Trip
e One Way
e  Multi City

If you have a car, hotel, limo or rail to book without airfare, use the corresponding tabs.

4 = = O

Flight Search
I Round Trip | One Way . Muiti City |
From @

Find an airport | Select multiple sirports
To@

Find an airport | = Select multiple airports
Depart @ -
= |[aepart ]| Moming [v][[=3 []|
Return @

!_ |Edepan&||iAﬂernoonE|it3 M| s

[ Pick-up/Drop-off car at airport
[ ] Find a Hotel

Search by

|:| Refundable only air fares
@ Flight= w! no double connections

2. In the From and To fields, enter the cities for your travel.
Note: When you type in a city, airport name, or code, Travel will automatically search for a match.

3. Click in the Depart and Return date fields, and then select the appropriate dates from the calendar.
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10.

Select depart or arrive, the time of day you want to fly, and time range from the dropdown arrows.
Note: Travel will automatically search before and after the time you select.
If you need a car, select the Pick-up/Drop-off car at airport check box.

Note: You can automatically reserve a car, which allows you to bypass viewing the car results. After you select
a vendor and car type, a car is automatically added to your reservation.

If you need a hotel, select the Find a Hotel check box. You can choose to search for the hotel by the number of
miles you specify from the following:

e Airport

e Address

e Company Location

e Reference Point / Zip Code (a city or neighborhood)

Select Schedule or Price from the Search by dropdown arrow.

To search only fully refundable fares, select the Refundable only air fares check box.

If you do not want a flight with a double connection, select the Flights w/ no double connections check box.
Click Search.

To make the reservation

1.
2.

Review the search results and select the most appropriate option for your flight.

To filter the results, select a column, row, or cell in the airline grid at the top of the results screen or use the
sliding scales on the left. You can easily switch between the Shop by Fares tab and the Shop by Schedule tab
by clicking on the tab.

Administration ~ | Help ~
[BcONCUR  Requests | Travel | Expense  Inwoice  Approvals  App Genter °

Profile ~
-

Travel Trip Library Templates Tools

Show as |USD [v]

SEATTLE, WA TO DALLAS, TX

Trip Summary WED, JAN 24 - WED, JAN 31
Select Flights Hide matrix  Print / Email
Round Trip e > | A &
SEA - DFW All American United Delta Alaska
Depart: Wed, 01/2472018 90 resuits pirlines Airlines
Retur: Wed, 01/31/2018
Nonstap 468.60 - - 468,60
10 results 9 results 1 results
1 stop 307.30 45950 464.00 47730
80 results 27 results 20 results 31 results 2 results
Change Flight Search v
Depart - Wed, Jan 24 ~ Shop by Fares Shop by Schedule
0 0 N .
Depart 06:03A- 11:40A Fight Number Search | Q| Sorted By: | Price-Lowto High |V Displaying: 9 out of 90 results. @
o °
Amive 12:01 P-11:35P
s : /
Return - Wed, Jan 31 N . American 07:30a SEA ~01:28p DFW Nonstop 3h 58m 5163 60
<A |
irlines
) ° 03:00p DFW-05:26p SEA Nonstop 4h 26m
Depart 12:10P- 0530 P
LJ L] Show all details
Amive 02:41P-1128P

[ Price ~]

e If you selected Price on the previous page, then the Shop by Fares tab is initially active.

o If you selected Schedule on the previous page, then the Shop by Schedule tab is initially active

To select your flight, do one of the following:
e Onthe Shop by Fares tab, select the cost button for the appropriate flight options.
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Shop by Fares Shop by Schedule

Flight Number Search Q.  Sorted By Price - Low to High ﬂ Displaying: 9 out of 90 results. @
. Amein 07:30a SEA ~01:28p DFW Nonstop 3h 58m py—
R 03:00p DFW~05:26p SEA  Nonstop 4h 26m -

Show all details

e On the Shop by Schedule tab, click Select for the appropriate flight options.

Shop by Fares Shop by Schedule
Depart Retum
Seattle, WA - Wed, Jan 24

Displaying: 53 out of 53 results
Previous 123456 Next | All

06:00a SEA —~ 09:08a SLC  Nonstop Economy

11:06a SLC —~ 02:51p DFW  Nonstop Economy

Flight Number Search € Sorted By: Depart - Earliest ﬂ

6h 51m / Delta 2066, Delta 1292 - View seats
Boeing 737-800, Boeing 717 (Worldspan)

Click the appropriate link to show all the flight details.
Review the flight details for your trip.

Note: Depending on your airfare provider, you can click the View seats link to select your seat on the flight.
Select the appropriate Available seat from the Seat Map.

6. Click the fare amount button to select these flights.

Add or choose a different frequent flier program. Travel automatically selects the corresponding frequent flier
program from the profile, if available.
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—— Review and Reserve Hight

r
e Flights Selected REVIEW FLIGHTS
FRousd Trip  Mon, Jul 24 - Seattie, WA 1o Dallas, TX.
Es DEPART on, Jul 24 — Seattie, WA o Daliaz, T —
Dapart: Mon, 0
Remm: Fri. 7 Mon, Jul24 08052 SEA - 12:00p DFW 4h04m  Amadican Aifinas 1332
Boeing 737-800

Select a Car Remave

RETURN ¥ Fri, Jul 25 — Dallas, TX iz S=attie, WA Hige dgetats
Plok-up: Man, 0772
Bl x0T 28 20 47 FriJul28  04:55p OFW -+ O7:07p SEA 4h12m  American Aidines 1220

s

Select a Hotel Remaova
i ENTER TRAVELER INFORMATION
Dates, TX Engure all fravater Information below |s carrect. &
Check-in: Man, 0772472017
Cheok-out: Fil, D7/28/2017 Primary Traveler Edil| Review all

Nama: Willlam Nate Never  Phone: 1425 590 45567 .s;::_ls_-..—c::'_‘-.'.:".‘:exn:ﬂ'

Frequent Flyer Programs Add 3 Program

[na Progrem smeca [] |

SEAT ASSIGNMENT

Seate will b= automatically ssiected based on your profis preferences and can be changed on the Travel Detalis p3ges or any tims Sfter boking f&
compéete. Viaw seatmap

REVIEW PRICE SUMMARY
Dascription Fara Taxesand Fess  Charges
Alrtare 544278 361.61 5504.40
Total Estimated Coat: 850440
Total Dus Now: $504.40

METHOD OF PAYMENT

THis purchasa will be charged 10 yaur company directy.

,ﬂ This is a Non-Refundable Ticket

ot o re e

By completing tie baoking, you agree o the fars fuiss and restictions ana hazardous goads pofcy,

Lo Lo

8. Click Reserve Flight and Continue.

Car Reservations

If you requested a car on the Flight tab (or Air / Rail) Search, the rental car search results appear.
To select a rental car

e If you selected Pick Up/Drop off car at airport on the Flight tab, you will see the results for the car search.
o If you selected Automatically reserve this car, Travel will add your car and then display your hotel results.
— Or —

e Click the Car ¥ tab on the left side of the SAP Concur home page, and then select your Pick-up and Drop-off dates
and time, and then click Search.

1. Click the Total cost button next to the appropriate rental car.

Note: You can sort the car results to help find your selection.
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Administration » | Help +

CONCUR Requests. Travel Expense Invoice Approvals App Center [
Profile ~
Travel Trip Library Templates Tools
) PICK UP: (DFW) ON MON, JAN 23 12:00 PM Show as [usp [v]|
Trip Summary RETURN: TUE, JAN 31 12:00 PM
@ Selecta Car Hide matrix  Print
Pick-up: Mon, 01/23/2017 All i - s
Drop-off. Tue, 01/31/2017 Azl Standard Cor -size G Prefmium C
AVIS 4 i Ytk i 38 q 88
Most Preferred
e 2115 86
Change Car Search v 48 33
Car Display Filters ~ 9 4 4 6 538 86.
[ Unlimited miles 430 a3,
[] Air conditioning
[ Hybrid Sorted By: | Policy - Most Compliant |
Car Transmission
[ Automatic Displaying: 7 out of 32 results. @
[ Manual
AVIS Economy Car - $42.86 per day (Worldspan)
" Total cost”
Automatic transmission
_?B Unlimited milss, Pick-up: Terminal: DFW $518.34
= Adults: 2. Children: 2, Large bags: 1, Small bags: 1
=41 $300.00 weekly rate
Most Preferred Car Vendor for Leaming Services Demo / E-Receipt Enabled @ e
AVIS Compact Car - $43.00 per day (Worldspan)
Total cost”
Automatic fransmission
Unlimited miles, Pick-up: Terminal: DFW $519.60
ﬁ Adults: 2, Children: 2, Large bags: 1, Small bags: 2
$301 .00 weekly rate
2. Review your car rental details, and then click Reserve Car and Continue.
3. Review your travel details, and then click Next.

Hotel Reservations

Note: Before booking, canceling, or changing your hotel reservation, verify the hotel's cancellation policy. Hotel cancellation
policies have recently become much stricter. Fees will likely apply.

To select a hotel
e If you requested a hotel on the Flight tab (or Air / Rail) Search, the hotel search results appear.

e Click the Hotel [==itab on the left side of the SAP Concur home page, and then select your Check-in and Check-out
dates and time, and then click Search.
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Trip Summary

Flights Reserved
Round Trip
SEA-DFW

Diepart: Mon, 077242017
Return: Frl, 07282007

Car Reserved

Plck-up: Mon, 07/24/2017
Drop-off: Fri, 07/28/2017

Select a Hotel

Kights: 4

Dalas, TX

Check-in: ion, 07724/2017
Check-out: Fri, 071282017

24 - CHECK-QUT FRI, J

UL 28

i

Roa

o by Clat

I%‘%\,

W, fag, :

B — wﬁ Coppall
I A T

@ o)

Southiake Grapevine
Keller ks

Colloyville |y
DFWMirpart

Watauga

= Harth Hichland Hilks Bediard

Euless

Irving

|| Haltom Crty Rxl..«.i-n—

[e-meceint Enssimg

[JBest westzm i3

g

Moet Preferred Hotel Chabn for Leamning Services Demo E-Recelpt Enatled

' Company Prefamad Hotal

El Road

Carrollton

Farmers
Branch

University Park

Higiland Pari

Vi)

o i

b Bing
Total Estimated Cost -~ L e TR L &
uso A A By | Bngew - Mast R
Alr b CL | Sorted Sy: | Policy - Mast Complant ﬂ
o uzo
i 507.58
T UsD " o . "
e P Mgl 1 Fairfield Inn by Marriott $149
s 4500 W John Carpentar Pay, Irving, TX 75063 Maplt
I View Rooma
Chanpge Search w | ¥ 2 miizs
Price - Moet Prafarred Hotel Chakn for Leaming Services Demo E-Racsipt Enableg iotel datalis
F145 - E500 | N 2. Courtyard by Marriott $161
1151 WWalnut Hill Lana, Iving, TX 75035 Map it
Dizplay sattinge -~
) i #L22mlles

Most Praferrad Hotel Chain for Leaming Services Demo E-Racalpt Enatlzs ot getalis
Hetal Chaln -~
P T p— 3._Resldence Inn Dallas DF_\llVlmrport South $189
2200 Vakiey View Lans, Inving, TX 75062 Mapht
fek
[aest value inns {1} ~ # 217 miles

[Jcamsne aunes (1) Moet Praferred Holed Chaln for Leaming Services Demo E-Racelpt Snabled Hiotel detalle
[Jcanm=anad St=s i1}

| Comfiort: Inms: (2] o 3 " &
= TR " 4. SpringHill Suites by Marriott 4179
[eomtort Battes (2} 5500 High Point. Indng, TX 75038 Map it
SEAEe

¥ 3.9 miles

Hotel Amenitiss -

Hote! datalle

Use the filter options to narrow your search by Hotel Chain or Amenities.

Click View Rooms to view room rates.

When you are ready to reserve your hotel room, click the rate button next to the desired room type.

i

Review the information on the Review and Reserve Hotel page, select the check box to agree, and then click
Reserve Hotel and Continue.

Completing the Reservation

You can add or make changes to the car or hotel as well as change the dates of the flight before you complete your reservation.
To complete the reservation

1. Review the Travel Details, and then click Next.
Note: You may be able to add parking, taxi, Wi-Fi, or dining at this time.

2. On the Trip Booking Information page, enter your trip information in the Trip Name, Trip Description and
Request ID fields.

The trip name and description data are for your record keeping. The Request ID is available from the Request
screen. You can choose to send a copy of the confirmation to additional recipients.

3. Click Next.

You will see the name, itinerary, and ticketing deadline, along with the total estimated cost
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4. Click Confirm Booking to finalize your trip.

5. On the Pre-populating Your Expense Report page, you can add transportation and parking expenses, and then
click Finish.

Cancelling or Changing a Reservation

To change an airline, car rental, or hotel reservation

1. At the top of the SAP Concur home page, click Travel.
2. On the Upcoming Trips tab, click the name of the trip you want to change.
Notes:

e Flight changes are available for e-tickets that include a single carrier.

e If the trip is already ticketed but has not occurred, you can change the time and/or date of the flight. Your
change options will be with the same airline and routing.

e Directly contact your travel agency, the appropriate Website, or vendor if you did not book your trip using
Travel.

To change a trip, in the Action column, click Change Trip.
On the Itinerary page, select the portion of the trip you want to change.
To cancel your entire trip, in the Action column, click Cancel Trip, and then click OK.

Note: When you cancel a trip, if your ticket is refundable, your ticket will be voided or refunded, as applicable.
If your ticket is non-refundable, and you cancel it in accordance with the airline rules, an e-ticket will be
retained that you can apply to future trips

Acting as a Travel Assistant or Arranger

A travel assistant/arranger are employees who can book travel on behalf of other employees. NOTE: The traveler must assign
you as their travel assistant/arranger from their Profile Settings before you can assist with travel arrangements (flight, hotel,

car rental...).
1 Click Travel.
2 Click Arrangers.
3. Click ’'m Assisting... tab.
4 Select traveler’s name.

Administration ~ |
Experse Reporting - op Center
= = dop e Profile =
Travel Arranger View
& Booking for myself | ook for o gusst Travel Alerts
© 45 a Bayior amployen, you ar eigieg for 2 free Tripht Pro subseription ([l

= = B
Mixed Flight'Train Search

Found Tip One Way St Gy os\‘.—-i JOH Work: 713-798-1234 Can boox tmver? (@) i
Fem@ DOE, JANE Wark: T13-798-0000 Can book vavel? (@) i

e g R
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Creating a Travel Expense Report

A travel expense report requires an approved request. All expenses related to the trip should be added to one report. To
create a travel expense report:
1. From the home page, click Requests or Authorization Requests.

SAP Concur [C] | Requests | Towel  Bxpense  Repoting s App Cener

Requests

TRIP SEARCH COMPANY NOTES

& Booking for mysell |

h = = 2

IMPORTANT!
Mixed FlightTrain Sgarch
2. From the Action column, select the appropriate Expense hyperlink.
Active Requests (47) {
{
Vi /
Request Name v Begins With v f
4
Request Name | Request ID Status ( al | Approved a... | Remaining .. | Action
[1] MAGI Clinical Research Conferenc 384H Supmitted & Pending Approval ;, $0.00 £0.00 -
Commaent: Request’s approval ime expired ﬂl’q
System Processor
Conferance 393K Approved r $882.70 538926 Expense
 d
SAP Training e Approved ’ $1.000.00 $1,000.00 Expense
g}{‘aom;rl;:al;%‘:g;?ﬁrﬁ approval time expired ancj
3. If needed, make any updates and then click Next (bottom of screen).

Create a New Expense Report

Actona Infermaton

ENTE |
e
Fraqueat Hame Reguest 1D Caneeied Request Tetsl Amourt Approved Amousn Remasing
Contsrercn K N2 5882 11} 588 S0

> Refer to Adding Expenses To a Report to learn how to enter expenses for reimbursement and/or reconciliation (for
P-Card or corporate card).
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Creating a Non-Travel Expense Report

To create a non-travel expense report

1.

3.

To create a new expense report, click one of the following options:

Expense > Create a New Report

+ New > Start a Report

Administration » | Help =

SAP Concur @ Requests Travel Expense Reporting App Center [y

Frofile =

n + 1 00 01
New Autherization Available Open
I |{.‘||U, Requests Expenses Reports
Start a Request
TRIP SEARCH ALERTS
Start a Report
Enter New Reservation
" ¢ i 5 re eligible for a fi i i
& Booking for myself | Book for a guest @ As a Baylor employee, you are eligible for a free Triplt Proj Unkoad Reoeipts
P i, . PP p— e, .

In the Report Header, complete all required fields (red bar):

Report Type — Choose BCM Expense Report for employees, Guest Expense Report for non-BCM staff (guest
speakers, honorariums), or PCard Report

» For Guest Expense Reports, an AP Vendor ID will be required when submitting the expense report.
It is not required when submitting a travel request.

Report Name

Report/Trip Purpose

Report Start Date — start date of transaction/receipt

Report End Date — end date of transaction/receipt

Domestic/International?

Does this trip include personal travel?

Personal Travel Dates (optional, should be completed if there was personal travel)
Additional Information (optional)

Comments To/From Approvers/Processors (optional but required if report requires COO approval)
Company

Cost Object Type

Cost Center/WBS

Business Area

Fund Type

Internal Order

To view your default funds center information, click Profile > Profile Settings > Request or
Expense Information or contact your approver.

Click the Next button at the bottom of the screen.
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https://intranet.bcm.edu/?fuseaction=home.showpage&tmp=/it/training/saptraining/supplier_code_request

Create a New Expense Report

Report Header
Repan Typs
BCM Expense Report v
Report Trg Purpese Riport Sted Date Repent End Date
|vamng Reimbursemant at ain |1rmmng v] |uu33-2u1a = |-mzm1s ]
Commeants ToFrom
Domasticintemational? Does this tnip include personal travel?  Personal Tiawel Dates Addifonal i Approvens Promssons
Ea—clT ol i |
Cost Dbjsct Type Cost enterBS Busingss Aea Fund Type
[oomocn Lsa;.'lo(weget|vl Mmmmu |v| :95&1[&;50119&0130;:01;— vl E|rsuuna:m-.-;m.monals.p|v] ﬂtmunrmm .v]
Intemna Ordar Departmen
100000-BAYLORNO CENTE [ | |060-Vice Pres for Ikomaton Teeh

Requasts -

rm

> Refer to Adding Expenses to a Report to learn how to enter expenses for reimbursement and/or reconciliation (for
P-Card or corporate card).
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Adding Expenses to a Report
To add expenses to a report:

1. Click on each expense type you incurred. You can either click the + New Expense button, use the Expense Type
search field or click the actual Expense type name on the right-hand side of the screen.

Parking Reimbursement at Main et Rt
it Exg
Vit €| pow Exporsi = R
Date v Expanse Type Amaurt Aeguesied
Adging New Expénss Experse Typs
@ Recently Used Exparee Type
Compuier Equpmont Solwany Sappbos Parking
Parsonal Car Misaga Rursinacs Maas Eriemainmant
Hote
01, Airfare 04. Professional Developrment
Aafate BooksPubbcalons.
TOTAL ALIOUNT TOTAL REGLESTED Awlors Agency Fae ]
£0.00 $0.00 Hrina Foos Norrboreheos s Duce | ,
B

2. Complete the required information for each expense, denoted by the red bar. The required fields may vary
depending on the expense type selected. If you

The options once you complete the required fields include:
a. Save — will save this expense in the current report (will see the expense on the left side of the screen)

b. Itemize —itemize expenses to account for receipts that include both business and personal expenses or
to ensure that each of your expenses is accounted for correctly

c. Allocate — allows you to allocate expenses to different projects or departments by percentage or dollar
amount.

d. Attach Receipt — receipts are required for expenses. A receipt can be included at this point or once you
save the expense. Select a receipt from your receipt store if they are loaded into Concur or browse your
file directories to attach a copy of the receipt.

e. Cancel — cancels the expense entry

MNew Expanse
Expanse Typa Transaction Date Report/Tnp Purpose )
ll!n-k:m: v Iua 202018 = I Training | »
Additional Information Enler Vandor Name City of Purchasa
TMC Parking
Comments To/From
Payment Type Amaount :’\pDrovc-rs Processors
Employes Paxd w 12.00 usD |w |
Company Cost Obyect Typa Cost Center\WBS
I {0011) 0011-Baylor College o | v (CC) Cost Center ~ (9B01000101) 96010001012 | »
Business Area Fund Type Internal Order
I {7600) TEOD-Inshitubonal Sup | v I-:]J 1-Unrestncted I 100000-BAYLORMNOD Cl [—N‘}- it

‘ - temize | ((Alocate ) [ Autach Recopt ] [ Cancel j

3. Once all expenses are entered, ensure all required receipts have been attached by reviewing the left-hand side of the
screen under the Expenses area.
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If the required receipt icon displays, a receipt is required and has not been attached. Select the Attach Receipts
button from the bottom right-hand side of the screen or select the Attach Receipt Images from the Receipts drop-

down.

Itemizing Expenses

1.

o vk~ w N

Click on the expense that you want to Itemize by selecting the expense on the left side of the report or
select from the Expense Types.

Complete the Expense detail information.

Click Itemize at the bottom right of the screen.

Fill in the required information and click Save Itemizations.

All itemizations will appear on the left side of the expense report.

To edit an Itemization, click the Itemization on the left side of the screen and make changes on the right side
of the screen.

To delete an Itemization, click the Itemization on the left side of the screen and click the Delete button at
the top of the expense report.

Allocating Expenses

1.

To allocate expenses, on the Manage Expenses page, click Details, and then click Allocations or the Allocate
button.

Or, you can Allocate expenses as you create a new expense. The Allocate button will be seen at the bottom of
the right-hand screen. If completing while completing a New Expense, complete the required fields, then click
Allocate.

In the Allocations for Report window, use the check boxes to select individual expenses, or select the first
check box to select all the expenses.

Click Add New Allocation. The total expense amount, the amount allocated, and the amount remaining
appear in the Allocations section. You can adjust the amounts and percentages. The total amount must be 100
percent allocated, otherwise an audit rule is flagged, and you will not be able to submit the report.

Select from the lists or type the appropriate information in the fields, and then click Save.

Click Done to return to your expense report. The fully allocated icon appears with each allocated expense in
the expense list. The partially allocated icon appears if there is a remaining amount.

Entering Personal Car Mileage

With the expense report open, on the New Expenses tab, select Mileage.

Goggle Mileage Calculator window automatically displays. Enter Waypoints — Actual starting point and
Destination.

Click Calculate Route.
If applicable, click Make Round Trip.
Click Add Mileage to Expense.

Adding Attendees to Business Meals

1.

With the expense report open, on the New Expenses tab, select Business Meals/Entertainment.
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2 Click Advanced Search to search for attendees by type. Check the appropriate box for each attendee to add.
3 Click Add to Expense.

4. Check appropriate attendees.

5 Click Save.

Converting Currency

To account for an expense incurred in another currency:

1. With the report open, click New Expense, and then enter the appropriate information in the required and
optional fields.

2. Enter the Amount of the expense. Select the appropriate currency in the drop down. If the currency is other
than USD, the conversion rate will automatically populate based on the Transaction Date.

3. The Concur system calculates the amount in US dollars.

Missing Receipt Affidavit

If you do not have a receipt, you can complete the Missing Receipts Affidavits except for the following expense: airfare,
hotels, car rentals, and conference registrations. In addition, an Expense Delegate cannot submit the Missing Receipt
Affidavit on behalf of the requestor.

1. From your expense report, click Receipts > Missing Receipt Affidavit or Attach Receipt > Missing Receipt
Affidavit.
2. Select the expense for which you are missing a required receipt.

Review the attestation then click Accept & Create.

Exceptions

Before submitting the expense report, ensure there are no exceptions. Exceptions will be displayed above all the Expenses
listed. The Expense Type will be listed with the Date, Amount, and Exception reason. Review the reason and make
corrections as needed. If exceptions exist, include reasons for the exceptions in the comments section. Those exceptions
with a Yellow icon are warnings. You should correct the exception if possible. Yellow warnings will still allow a report to be
submitted. An exception with a Red icon is hard stops and you will not be able to submit your report until this exception has
been corrected.

Exceptions X
Expense Type Date Amount | Exception

- LTRSS T e e R e S TS N
Hotel 08/06/2018 $300.00 & INFORMATION: This report contains expense(s) outside of the report dates, please review the transaction and report dates.
Hotel 08/06/2018 $300.00 0 ltemizations are required for this entry.
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Attaching Receipts to an Expense Report

Travelers are expected to keep receipts and documentation of business-related travel and non-travel expenses. Receipts are
required for:

e For all expenses charged to sponsored agreements, regardless of dollar amount.

For all expenses $25 or greater charged to all other funding sources

For all entertainment meals or engagements, regardless of dollar amount or funding source
e For travel expenses of airfare, hotel, car rental, and registration fees

Uploading receipts using Available Receipts

Available Receipts work with the SAP Concur Imaging Service to provide receipt images that the user can either email
or upload images to, and then use to attach images at the line item expense entry level (only). Images in supported
format are uploaded using an SAP Concur-verified email address provided by the user during signup, and these images
are then available to that user (only) for the purpose of attaching to report expense entries.

To attach a receipt image to an expense entry using Available Receipts

1. Select an entry to open it in Details view.

2 Click Attach Receipt Image.

3. Select the receipt image you want to attach, and then click Attach.

4 The receipt image is attached to the expense entry and displays on the right side of the screen.

Note: You can Detach or Append the image from the receipt pane.

Concur Mobile App:

e Within the app, use the camera icon to take a picture of your receipt.
e An expense will be created from the receipt, and the expense details and receipt image will display under
Available Expenses.

Scanned Images:
e Scan your receipts and save the file(s) to your computer.

e Click on the line item that requires a receipt, then click Attach Receipt on the right side of the screen.
e Click Browse to locate the file on your computer, then Attach and Close.

Email:

e Email your receipt images as attachments to receipts@expenseit.com. The receipts will be added to your
Available Expenses.
e From your expense report, click Import Expense > Available Expenses.

REV 10/29/2018 34


mailto:receipts@expenseit.com

Submitting an Expense Report

To submit your expense report

Submit Report
1. Click Submit Report .

2. AFinal Review window will appear. Click Accept & Submit or Cancel.

3. A window will display showing that the Report has been successfully submitted. Click Close.

If you cannot successfully submit the report, a message appears describing the report error or alert. Correct the

error, or if you require help to complete the task, contact concursupport@bcm.edu.

Recalling a Report

You can recall and update a report if it has not been approved. Recalled reports can be modified and resubmitted.

1. Submitted reports display on the Expenses home page, under Active Reports.

2. Click the Expense Report name to open the report.

3. Click Recall m

4. Click Yes to confirm if you want to recall the report.

Returned Expense Report

Approvers cannot modify reports but can return them to the requestor for corrections. You will receive an email notification if
the report has been returned and requires updates.

Returned Reports display on the Expenses home page, under Active Reports.
Click the Expense Report name to open the report.

Make the requested changes.

Ll

Click Submit Report.
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Viewing Expense Reports

To view all your expense reports, click Expense. Use the Report Library option to view reports in a list view.

SAP Concur Requests Expense App Center

Manage Expenses

Manage Expenses
ACTIVE REPORTS

Conference Checkbox Concur Training
0B/0Z/2018
Create New Report S‘] ,42000 L\’6500 "30000
) Exceptions
Approved & In Accounting Review
— —_u. el -y —. . e

Help ~

Profile ~ &

e

Support Contacts

BCM Concur Support

Email: concursupport@bcm.edu

Card Holder Services (P-Card/Corporate Travel Card)

Email: cardadmin@bcm.edu

FROSCH Travel Assistance

Booking is available online via Concur or over the phone:
Direct to FROSCH: (888) 575-6522

Email: bcmtravel@frosch.com

Hours: 7 a.m. - 8 p.m. CT (Monday-Friday)

After Hours Support: (888) 575-6522, Access Code: SabreWY79
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