SAP Concur

CREATING AN EXPENSE REPORT




TABLE OF CONTENTS

LINKREQUEST TO EXPENSE............cccoiiiiiiiiiiiiiiiii s 2
REPORT HEADRER............ooiiiiiiii s s 3
TRAVEL ALLOWANCE ITINERARY ......ooiiiiiiiiiiiicii i 4
TRAVEL CARD CHARGES ..........cocoiiiiiiiiiiii s 7
EXPENSES PAID WITH PERSONAL FUNDS ...........coociiiiiiiiiiiiii s 9
ITEMIZING HOTEL STATEMENT ......ooiiiiiiiiiii s 10
RECEIPTS ..o bbb bbb e s 14
ALLOCATIONS ... e b e s b e s aa e s e e s bb e s s ab s e s na e e sabeeens 15
MILEAGE CALCULATOR.......oooiiiiiiiiceti e r e s aa e s 17
SUBMIT REPORT ...ttt saae e 18
REPORT SUMMARY .....oooiiiiiiiiiiii bbb 19

CREATING AN EXPENSE REPORT 1



LINK REQUEST TO EXPENSE

Select the Request tab on the menu bar.

SAP Concur @ Requesis Travel Expense Approvals

Manage Requests Mew Request Cluick Search

Select Manage Requests. This will give you a list of all active requests.

Under the Action column, the option for “Expense” will be available for any approved requests. Select
Expense to begin creating the expense report.

Request Dates * Date Submitted Total | Approved... | Remaining... Action
0eM82018 10/032018 51,408.50 $1,408.50 51,408,850 Expense
0EM18/2018
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REPORT HEADER

The “Expense” link should take you to the following screen:

Note: Required fields are marked with a red bar.

SAPConcur [C]  Requess | Exense  Appeal  Agp Conter

> a New Expense Report

Manaps Exparses View Transacions  Process Reports

Policy — The Policy will default to the Policy on the Request.

Trip Type — This field is only visible for Out of State travel. If the travel event is International,
please select that option from the drop-down box. Otherwise, Out of State will default in this
field.

Report Name — The Report Name should default from the Request.

Report Date — This field will default to the current date.

Comment — Enter any necessary comments that your approver will need to approve the
expense report.

Department — This information should default based on the user. This will determine how the
expense is posted, but your approver will have the ability to change this information if necessary.
Accounting Group - This information should default based on the user. This will determine how
the expense is posted, but your approver will have the ability to change this information if
necessary.

Accounting Template - This information should default based on the user. This will determine
how the expense is posted, but your approver will have the ability to change this information if
necessary.

The Request tied to the expense report should be visible. If it is not, you can select the Add
button to choose a different request. Note: Only one request per expense report is allowed.

NOTE: If personal time is included in this trip, an explanation of dates and times must be included as
an attachment to the expense report for auditing purposes.

5. Select Next in the bottom right-hand corner of the screen.
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TRAVEL ALLOWANCE ITINERARY

1. Creating your travel allowance itinerary:

Travel Allowances For Report: Nashville, TN - 9/15-9/18/18 0 X

€ Creste New tinerery (2) Avsisbia tnereries (3) Expenszs & Adjustments

Ifineras me Selection

:

Departure City + Armval City Artival Rate Location Departurs City

No tinerary Rows Found
Dste Time

| &

Arival City

[ &

Go'to Single Day ltinersries m Gancel

e Itinerary Name — This will default to the Report Name.

e Selection — This field will default to USGSA CONUS for agencies that will reimburse the CONUS
per diem. For the agencies that continue to reimburse based on actual expenses, you will select
USGSA Actuals. Note: Please see Creating Travel Allowance for Receipts for assistance with this
process.

tinerary Info
Itinerary Mame Selection
[ riesine. - er15-2rtana | [psG5A corius) ~
USGSA Actusls
USGSA CONUS i

o [

e Departure City — Enter the city you are departing from.

o Date —Enter the date your travel began. If the date is not available for selection, it may be tied
to another expense report.

e Time — Enter the time your travel began.

e Arrival City — Enter the city you traveled to.

o Date — Enter the date you arrived at your destination.

e Time — Enter the time you arrived at your destination.

e Select Save. This should be the itinerary for your departure date.

Note: You will repeat this process for the return itinerary or any other stops.

o Departure City — This will default from the Arrival City in the prior itinerary entry screen.
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o Date — Enter the date you departed. If the date is not available for selection, it may be tied
to another expense report.

e Time — Enter the time you departed.

e  Arrival City — This will default from the Departure City in the prior itinerary entry screen.

o Date — Enter the date you arrived.

e Time — Enter the time you arrived.

e Select Save. This should be the itinerary for your return date.

2. If there are no other stops, select Next. You should have at least two lines visible (departure date
and return date).

3. Review the itinerary information for accuracy and select Next. You can edit from this screenif a
correction is necessary. To edit, select a line and the Edit button will become available.

Travel Allowances For Report: Nashville, TN - 9/15-9/18/18

4)) Creats New ltinerary o Avsilable ltineraries  (3)) Expenses & Adjustments
Assigned Itineraries
Departure City Date and Time Arrival City Date and Time Arival Rate Location

@ ltinerary: Nashville, TN - 9/15-9/18/18
Montgomery, Alabama 08/15/2018 08:00 AM Nashville, Tennesses 09/15/2018 12:00 PM DAVIDSON COUNTY, US-TN, US
Mashville, Tennessee 08/18/2018 0000 AM Montgomery, Alasbama 09/18/2018 02-00 PM MONTGOMERY COUNTY, US-.

Available Itineraries
Current ltineraries ~
Departure City Date and Time & Arrival City Date and Time Arrival Rate Location

No Availsble Itinersries Found
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4. The next screen will allow you to select individual meals that were provided by a conference. If
any personal days were taken, you can select the row to exclude the entire day from the CONUS

calculation.

Travel Allowances For Report: Nashville, TN - 9/15-9/18/18 0 x

#) Creste New linerary (@) Avsitsble linersries () Expenses & Adjustments

Shaw dates from | ‘r‘| to| ||—‘ ﬂ

Exclude |an []| | DateiLocation s | Breakfast Provided Luneh Provided Dinner Provided Allowance
Nasrite, Ternessee 34425
Nasrity, Tannsssss _ s52.00
aﬂ:ﬁg ffren nessee [ $52.00
09182018 ) crann

Nashville, Tennessee

Create Expenses [JHUS

5. Select Create Expenses.
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TRAVEL CARD CHARGES

If you have travel card charges, select Import Expenses to pull them to the expense report.

App Center

Administration ~ |

Help ~

Profile ~ &

Hew Expense

Delete Report  [EMLTT B0

Avsilsble Receipts

Expense Type||

To creste & new expense, click the appropriate expense type beiow or fype the expense fype in the field above. To edit an existing expense, olisk the expense on the left side of the page.

@ Recently Used Expense Types

Airfare
All Expense Types

0. Hotel Expenses
Agency Booking Fees - Hotel
Hotel
Laundry
Parxing - Hotel

02 Transportation
Ageney Booking Fees - Airine
Agency Booking Fees - Rental Car
Airfare
Aiine Fees
Baggage Fees
Parking - Airport

SAP Concur @ Requests Expense
Manage Expenses View Transactions Process Reports
Nashville, TN - 9/15-9/18/18
Details ~ Receipts ~ Frint »
Expenses View r &
O ‘ Date v Expense Type Amount Requested |
Adding New Expense
L 00/18/2018 ME&IE Rate 34425 544725
Nashville, Tennessee
L ooM72018 MEIE Rate $50.00 $50.00
Nashville, Tennessee
L 0B/18/2018 MEIE Rate $50.00 $50.00
Nashville, Tenneszee
L 08/152018 ME&IE Rate $44.25 $44.25
Nashville, Tennessee
TOTAL AMOUNT TOTAL REQUESTED
$206.50 $206.50

Breakfast

02, Transportation
Rental Car
Rentsl Gar Fuel
TollziRosd Charges
Transit Costs

03. Meals
Breakfast
Dinner
Incidentsls
Lunch

04. Promotional Expenses.

Promotianal - General

04 Promotional Expenses
Promational - Mesls

05. Office Expenses
Computer Equipment/Herdware
Courier/Shipping/Freight
Office Software
Office Supplies
Pastage
Printing/Fhetocopying

06. Communications.
IntemetOnline Fees
Telephone/Fax

07 Fees
Gurrency Exchenge Fees
PassportsiVisa Fees

08 Other
Conference Registration
Miscellanzous
Parking - GenersiMetered
Professicnsl Duss.

Mileage

Personal Car Miesge

Select transaction(s) click Move to add them to the current expense report.

SAP Concur |§|

Requests

Travel

Ex

pense | App Cenler

Support | Help

Manage Expenses

| Email =

View Transactions

Delete Rey

S

Available Expenses

[# Expense Datal Expense Type | source
[#] AGENT FEE 8000750022837 CORPORATE TRA, VA Airfare V102018
7] Delta A Lines RESTON, VA Airtare 1002018
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The transaction is pulled into the expense report and ready for additional information to be
entered.

Expense || Mightly Lodging Expenses Available Receipts

Expense Type Transaction Date Business Purpose ‘fendor ~
Hote! ~ 0702018 w

Enter Vendor Mame City of Purchase Fayment Type Amount
HOMEWOCOD SUITES I Mashvillz, Tennessee 357 .02

Comment Request

I 09/M5/2018, $200.00 - Mashy | w

Attendees (0 Attendees: 0 | Attendee Total: $0.00 | Remaining: $357.02
New Attendes Search Recently Used
[ Attendee Name Attendee Title Company Attendee Type Amount v
I ltemize H Aftach Receipt H Cancel l

e Expense Type — This field will default if you manually select an expense type. If you select a
credit card transaction, be sure the expense type is accurate based on the charges.

e Transaction Date — This field will default if a loaded credit card transaction is selected. If a
manual charge is added, this field will need to be completed.

e Business Purpose — This field may be required based on agency policy.

e Vendor — This field will default if a loaded credit card transaction is selected. If a manual charge
is added, this field will need to be completed.

e City of Purchase — Enter the city the purchase took place.

e Payment Type — If a loaded credit card transaction is selected, AL-VISA will default.

e Amount — Enter the amount of the reimbursement.

e Request — This field shows the amount that was requested. If more than one line item was
entered on the Request, make a selection from the drop-down and save any changes.
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EXPENSES PAID WITH PERSONAL FUNDS

Any business expenses that were not paid with the State’s travel card will need to be manually entered.
You may do so by selecting the expense type from the options on the right of the screen.

Mew Expense Avgilable Receipts
Expenzs Type
~

To create 5 new expense, cfick the approprisfe expensze fype below or fype the expense fype in the field sbove. To edit an exizing expenze, click fhe
expense on fhe leff zide of the page.
@ Recently Used Expense Types

Parking - Hotel Airfare Transit Costs

Huoitel Bagpgage Fees
All Expense Types
0. Hotel Expenses .03, Meals -..06. Communications

Hotel Dinner Telephone/Fax

Laundry ncidentals 07. Fees

Farking - Hotel Lunch Cumrency Exchange Fees
02. Transportation 04. Promiotional Expenses Passports/\isa Fees

Agency Booking Fees Fromaotionsal - Genearsl 0E. Other

Airfare Fromational - Meals Caonference Registration

Airline Fees 05. Office Expenses Miscellansous

Eappage Fees Computer Equipment/Hardware Parking - GeneraliMeterad

Farking - Airport Courier/Shipping/Freight Professionsl Dues

Rental Car Office Software Mileage

Rental Car Fuel i

. Office Supplies Personal Car Mileage

Tolls'Road Charges Postage

Transit Costs Printing/Photocopying
03. Meals 06. Communications

Breakfast ntemet'Online Fees hd

o Expense Type — This field will default if you manually select an expense type.

e Transaction Date — If a manual charge is added, this field will need to be completed.

e Business Purpose — This field may be required based on agency policy.

e Vendor — This field will default if a loaded credit card transaction is selected. If a manual charge
is added, this field will need to be completed.

e City of Purchase — Enter the city the purchase took place.

e Payment Type — Enter the payment type used. If a loaded credit card transaction is selected,
AL-VISA will default. If personal funds were used, select Cash.

e Amount — Enter the amount of the reimbursement.

e Request — This field shows the amount that was requested. If more than one line item was
entered on the Request, make a selection from the drop-down and save any changes.
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ITEMIZING HOTEL STATEMENT

When keying a hotel reimbursement, select Itemize at the bottom right-hand corner. This will allow you
to key the nightly rate and associated taxes and parking.

Expense Type
I Hotel

Vendor

South Seas Resoris

Payment Type

Request

Attendess

Expense || MNighily Lodging Expenses

Transaction Date

A4 0T/0272018

Enter Vender Name
W SOUTH SEAS RESORTS

Amoumnt
463.26

l 06/28/2018, $600.00 - Seatfle | v

% Attendees: 1 | Attendee Total: $468.26 | Remaining: $0.00

Business Purpose

City of Purchase
I Seattle, Washington

Comment

Available Receipts

| ltemize |l Allocate | | Aftach Receipt | | Cancel |

1. Enter the Check-in Date. The Check-out Date will default to the transaction date on the expense
tab, which should also default from the bank transaction that imported into Concur. The
number of nights will automatically calculate.

2. Enter the Room Rate and Room Tax(s) amount for each night. Note: These amounts should be
per night amounts. If nightly amounts differ, choose one of the rates to enter and you will learn

how to adjust the others later in the job aid.

Check-in Date
I 00152018

Room Rate
I 200.00

Other Room Tax 1

Expense Type
Parking - Hotel

Expense Type

Expense || MNightly Lodging Expensas

Check-out Date

ER I-:ns.--s.-zma =]

Recurring Charges (each night)

Room Tax
20.00

Other Room Tax 2

Room rate and taxes will be shown as separate expenses

Additional Charges (each night)

Armount

v 2g|

Amount

Chonsa an evnanca funa L3

Mumber of Mights

E

Available Receipts

N
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3. If you need to add Hotel Parking or another recurring charge, you may select that from the
Expense Type drop down. Note: These amounts should be per night amounts.

Expense | Nightly Lodging Expenses

Check-in Date Check-out Date MNumber of Mights
= | 071022018 =]

Recurring Charges (each night)

Room Rate Room Tax

Other Room Tax 1 Other Room Tax 2

da

Expense || Nightly Lodging Expenses Available Receipts

Room rate and faxes will be shown

Additional Charges (each nig

SR 2 € Total Amount: $465 26 | Itemized: 5468 26 | Remaining: 50.00
01. Hotel Expenses Check-in Date Check-out Date Mumber of Nights P
Hotel I 06/28/2018 =5 I 07/02/2018 =] | 4
Hotel Tax _ )
Recurring Charges (each night)
| Parking - Hotel i Room Rate Room Tax

I 99.00 15.00
Agency Booking Fees

Airfare Other Room Tax 1 Other Rioom Tax 2
Airline Fees

Bagoane Fee:

Room rate and taxes will be shown as separate expenses

Additional Charges (each night)
Expense Type Amount
v

=

Parking - Hotel e

4. Once you have entered all recurring charges, select Save Itemizations.

5. If you have not itemized all hotel charges, you will have the option to select an expense type to
classify the remaining amount. You will be able to add as many expense types as necessary.

MNew ltemization
eToraI' t: $468.26 | i $456ID|" ining: $12.26

Expense Type

I Choose an expense type v

| Cancel |

6. Click Save each time an expense type is added.

11
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7. If you are claiming CONUS rate and inadvertently charged something to your hotel bill, such
as a meal, you will need to be sure the expense is marked as Personal Expense.

Itemization ‘
e Total Amount: 3468 26 | ltemized: $463.00 | Remaining: $5.26
Expense Type Transaction Date Business Purpose
| oinner v |orm2eos = |
Enter Vendor Name City of Purchase Payment Type

SOUTH SEAS RESORTS Segifle Wazhingion *AL-VISA e
Amount o [+#] Personal Expense (do not reimburse) Izomment
o

|12.26 | usp L' | ‘

Save Cancel

8. Click Save.

The itemization should be displayed on the left of the screen with all other expenses claimed.

9. If the nightly room rate differs from night to night, you can edit the rates from this screen.

Expenses view &

D | Date v | Expense Type | Amounl| Requesled|

Adding New Expense

- UTTOErZU T IS e P P

Seattle, Washington
] ~ 070212018 Hotel $463.26 $456.00 &
& e @ SOUTH SEAS RESORTS, Seattle,

O 06/28/2013 Hotel $99.00 $99.00

O 06/28/2018 Hotel Tax 515.00 515.00

O 06/29/2013 Hotel $99.00 $99.00

] 06/29/2018 Hotel Tax 515.00 $15.00

O 06/30/2018 Hotel $99.00 $99.00

|:| 06/30/2018 Hotel Tax $15.00 $15.00

I:‘ 07/01/2018 Hotel $99.00 $59.00

|:| 0710172018 Hotel Tax $15.00 $15.00

O 0710272018 Dinner 512.26 $0.00 W4

& @ TOTAL AMOUNT TOTAL REQUESTED

$1.801.26 $1.789.00 |
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10. To edit the rate, click in the specific line and the itemization will be available for edit on the
right of the screen.

Expenses [ Delete J copy NN
|:| | Date v | Expense Type Amount | Requested |
O 070272013 Airfare $1,000.00 $1,000.00
Delta Air Lines, Montgomery, Alab:
O 070272013 MBEIE Rate $55.50 $55.50
Seattle, Washington
[] v 07/02r2018 Hotel $468.26 $507.00
0 e e SOUTH SEAS RESORTS, Seattle,
O 06/25/2018 Hotel $99.00 $99.00
O 06/25/2018 Hotel Tax $15.00 $15.00
O 06/29/2013  Hotel temization |
O 06/29/2018 Hotel Tax
0 06/30/2018 Hotel e Total $468.26 | Itemized: $519.26 | Remaining: $-51.00
O 06/30/2013 Hotel Tax i i
Expense Type Transaction Date Business Purpose
¥ 070172018 Hotel
[ Hoter v [ororzos = | |
O 070172018 Hotel Tax
1 071022018 Dinner Vendor City of Purchase Payment Type
South Seas Resoris v | Seattle, Washington *AL-VISA b |
Amount — ["] Personal Expense (do not rei C
|:Im ||usp |v| | |
Request
I 06/28/2018, $600.00 - Seattle | v |

11. Once you have finished making changes, click Save.

CREATING AN EXPENSE REPORT 13



RECEIPTS

Each expense, except for the M&IE rate and Agency Booking Fees, will need a receipt attached. You can
do so by selecting the Attach Receipt button in each expense type.

| temizs || Allocate || Aftach Receipt |‘| Cancel |

There is a Missing Receipt Affidavit available under the “Receipts” dropdown, if the traveler is unable to

provide the actual receipt.

London, UK - 2/15-2/19/19

| + New Expense | Import Expenses Details ~ Receipis v Print / Email ~
Receipts Required
Expenses «
P Check Receipts
O Date v Expense Type

i Attach Receipt Images
Adding New Expense

O 021572019 International Meals-Travel Day
Starbucks, Atlanta, Georgia Missing Receipt Affidavit

J 02M5/2019 International Meals-Travel Day 5647 5647
Arby's, Aflanta, Georgia

You may also attach any general information, such as the conference itinerary, by selecting Attach
Receipt Images under the “Receipts” dropdown.

NOTE: If personal time is included in this trip, an explanation of dates and times must be included as
an attachment to the expense report for auditing purposes.

London, UK - 2/15-2/19/19

| + MNew Expense | Import Expenses Details ~ Receipts Print / Email ~
Receipts Required
Expenses «
penses Beroints
O Date v Expense Type
i Attach Receipt Images
Adding New Expense
lew Available recelpls
O 021572019 International Meals-Travel Day o ) .
Starbucks, Aflanta, Georgia Missing Receipt Affidavit
|:| 021572019 International Meals-Travel Day 5847 5847

Arby's, Atlanta, Georgia

14
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ALLOCATIONS

The expense can also be allocated to different accounting templates by selecting the Allocate button.
Note: Approvers in the workflow will have the capability to make adjustments to allocations as
necessary.

Hemize || Allocate || Aftach Receipt || Cancel |

Allocations can be changed by selecting individual expenses or by clicking the box next to Date to select
them all. Once expenses are selected, you will have the option to Allocate Selected Expenses.

Allocations for Report: Seattle, WA - 6/28/18-7/2/18 0O x
i Allocations

rreer—" e

Percentage * Department * Accounting * Accounting T Code

[#] Dater | Expense T... | Group ‘ Amuun||

[#] 06/28/2018  M&IE Rate $55.50

[#] 06r28/2018  BaggageF... sos00

[#] 06/23/2018  Conferenc. §250.00

[¥] 08/28/2018  M&IE Rate $74.00

[#] 0ora0r2018  MAIE Rate 574.00

[#] 0710120128 WAIE Rate $74.00

[#] 07/0212018  Airfare $1,000.00

[#] 0710212018 MAIE Rate $55.50

[#] 0710212012  Baggsge F $25.00

@ Hotel

[#] 08/28/2018  Hotel Tax $15.00

[#] 0or28:2018  Hotel 509.00

[#] 06/20/2018  Hotel Tax 515.00

[¥] 08/28/2018  Hotel $09.00

[#] 06r30/2018  Hatel Tax $15.00

[#] 06r30/2018  Hotel 30000

[#] 07012018 Hotel Tax 515.00 E e

e
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Select Allocate By to allocate by either Percentage or Amount. Select Add New Allocation to add

lines to allocate by.

Allocations for Report: Seattle, WA - 6/28/18-7/2/18 Ox

Expense List

Allocate Selected Expenses || Clear Selections. m Allocste By: * Add New Allocation

T o1 oo
7| Dates Expense T__. | Group Amount U o
7| 06282018  MAIERate 35550

Baggage F so500 ™

Conferanc. 5250.00

MEIE Rste $74.00

M&IE Rate $74.00

MEIE Rste $74.00

Arfare $1,000.00

MEIE Rste $55.50

Baggage F $25.00

Hotel Tax $15.00

Hote! $88.00

Hotel Tax $15.00

Hotel $80.00

Hotel Tax $15.00

Hote! see.00

Hatal Tax 51500 Cancel

- Total$2,080.00 Allocated $2,089.00 (100%) Remaining$0.00 (0%)

Enter information into the Department, Accounting Group and Accounting Template fields by either

selecting Text or Code. Once information has been keyed, select Save.

Note: Adding allocations may add approval roles to the workflow of the document.

Allocations

Allocste By: ~ Add New Allocation Delete Selected Allocations

#] | Percentage

Total'$2,089.00 Allocated $2,089.00 (100%) Remaining $0.00 (0%)

* Accounting Template ‘ Code ‘

* Department * Accounting Group

& 100

010 v‘

Type to search by:
() Text (@) Code

Cancel

CREATING AN EXPENSE REPORT
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MILEAGE CALCULATOR

Select the Personal Car Mileage expense type — enter the transaction date and select the Mileage

Calculator link.

New Expense

View Reimbursement Rates
Expense Type
| Persanal Car Mileage -

To Location

Purpose of the Trip

Distance - Amount
|

Avsilsble Receipts

From Location

Comment

Mileage Calculator

Enter the points of travel and Calculate Route. Commute miles can be deducted from the calculation by

clicking the Deduct Commute button. Select Add Mileage to Expense.

Mileage Calculator

[ avoid Tolis [ Avoid Highways
Waypoints

@

)

Calculate Route

Cansdn

Unitod States

Mesica

Venezuels

Toeland e
Narway

United
Kmgeom
Poland
Germany N Kazskhstes
France

i Alshate

Mges gy EoVPE Pakistan

Seudh Acabie
Mk Miger Sudan
Chad

Q«.-.u Ewiopia
: ey

Indhia

0 x
Russis
Mongalle
Jup
Chine South Korea
Theailand

Colombia
0AC Indonesia
o Tenzanis:
Potu Angela
Bolivie —
amibia e Indian
B Botswang  Miedmcn g Ausstrabl
Crile )
Atlant|c
Ocean Sauth Arica
Argeating

[ Deduct Commute TOTAL PERSONAL TOTAL BUSINESS

0.0M Go gle

Map data €2018  Terms of Use

Add Mileage io Expense  [EERWCRGE]
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SUBMIT REPORT

Select Submit Report from the top right corner of the expense report.

Delete Report Submit Report

Select Accept & Submit.

Final Review Ox

User Electronic Agreement

By clickimg on the 'Accept & Submit’ button, | certify that

1. This is a true and sccurate accounting of expenses incurred to accomplish official business for the Company and
there are no expenses claimed as reimbursable which relate fo personal or unallowable expenses.

2. All required receipt images have been sttachad to this report.

3. | have not received, nor will | recaive, reimbursemsant from any other source(s) for the expenses cleimed.

4. In the event of overpayment or if payment is received from another source for any portion of the expenses
claimed | assume responsibility for repaying the Company in full for those expenses.

Accept & Submit Cancel
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REPORT SUMMARY

A summary of the expense report will display detailing all totals. Take note of the disbursements
section. This is a breakdown of the reimbursement to the traveler and the amount that will be sent to
the bank to pay off the state travel card.

Report Totals X

Expense Report

Report Total : $2,101.26

Less Personal Amount : 312.26
Amount Claimed : $2,089.00
Amount Rejected : 30.00
Amount Approved : $2,089.00

Company Disbursements

Amount Due Employee - $1.620.74
Amount Due *AL-VISA : $468.26
Total Paid By Company : $2,089.00

Employee Disbursements
Amount Owed Company : 50.00

Total Owed By Employee : 30.00

| Close
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