SAP Concur

CREATING AN EXPENSE REPORT
FOR INTERNATIONAL TRAVEL




TABLE OF CONTENTS

LINKREQUEST TO EXPENSE............cccoiiiiiiiiiiiiiiiii s 2
REPORT HEADRER............ooiiiiiiii s s 3
TRAVEL ALLOWANC E ..ottt bbb b s a e s sab e s s ba e saneeeas 4
TRAVEL CARD CHARGES ..........oocoiiiiiiii i 5
ITEMIZING HOTEL STATEMENT ......oooiiiiiiiiiii s 7
EXPENSES PAID WITH PERSONAL FUNDS ...........coociiiiiiiiiiiiiiii i 10
RECEIPTS ..o s s saa s e s 13
ALLOCATIONS ... e s b b e s ab e e s b e e s b b e s s b e e s aa e e sane e 15
SUBIMIT REPORT ......ooiiiiiiiiiiii s b e s s a s e s na s sane e 17
REPORT SUMMARY .....ooiiiiiiiiiiii e s 18

CREATING AN EXPENSE REPORT FOR INTERNATIONAL TRAVEL 1



LINK REQUEST TO EXPENSE

Select the Request tab on the menu bar.

SAP Concur @ Requesis Travel Expense Approvals App Center

Manage Requests Mew Request CQuick 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.

Administration ~ | Help ~
SAP Concur Requests Expense Approvals App Center B o &
Manage Expenses  View Transactions  Process Reports
Create a New Expense Report
Report Header
oty Trp Type Report Name (Destination, Travel Dates) Report Date Comment
[ mtemationai v [ cenden, uc - 21152110119 0212012019 =
Depariment Accourting Group Accounting Tempiate
[0 Fance V| [o2e2s) comproterrisca| v | [wnceon compTRoLLER |+
Requests
] Request Name Request ID Cancelled Request Total Amount Approved Amount Remaining
] London, UK - 21152118119 344W No 52,842.00 52,842.00 52,842.00
——

e Policy — The Policy will default to the Policy on the Request. *AL-Out of State should be visible.

o Trip Type — The Trip Type will default to Out of State but be sure to change to International.

o Report Name — The Report Name should default from the Request. Be sure the suggested
format (Destination, Travel Dates) is used.

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

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

o 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.

e 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.

e 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.

e 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.

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

The Travel Allowances screen will appear. This feature will NOT be used for International Travel. Please
click “Cancel”. This tool is used to calculate CONUS rates. Since the State of Alabama’s policy is to limit
International Travel to the highest US rate, another method to calculate this rate will be used.

Travel Allowances For Report: London, UK - 2/15-2/19/19 0O x
o Create Mew Itinerary 2 Available Itineraries 3 Expenses & Adjustments
Itinerary Info
Itinerary Mame
lLondon, UK - 2115-219/19 | |U5GSA CoNUS |v|
SR
[ | Departure City s | Arrival city | Artival Rate Location | Deparkue ity ~
Mo ltinerary Rows Found
Date Time
I =]
Arrival City
Date Time
I = | v
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TRAVEL CARD CHARGES

If you have travel card charges related to this travel event, select Import Expenses to pull them to the

expense report.

Administration ~ | Help ~

SAP Concur Requests Expense Approvals App Center °
Profile ~ -

Manage Expenses View Transactions Process Reports.

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

| + NewExpense [l impor Expenses W Details +  Receipts *  Print/ Email v

Expenses Viewr &€ | New Expense ‘ Available Receipts
o | Date v ‘ Expense Type Amount Requested
A
Adding New Expense Expense Type |
] 02152019  International Meals Travel Day 5578 $5.78 To creste a new expense, click the appropriate expense {ype below or fype the expenss fype i the field above. To edit an existing expenss, click the
Starbucks, Aflanta, Georgia expense on the lef side of the page:
O orsmote e Ty 55.47 58.47 @ Recertly Used Expense Types
] 157201 jonal Meals-Travel Day 54275 54275 Incidentals International Meals-Travel Day Baggage Fees
London Steak House, Londan, UN| Hote e
All Expense Types
01. Hotel Expenses .03, Meals ..05. Office Expenses
Hote! Dinner Printing/Photocopying
Laundry Incidentals 06. Communications
Parking - Hotel International Meals-Full Day InternetiOnine Fees
0T i International Meals-Travel Day TelephonelFax
TOTA;"‘SMTO'B"E ToTAL RE;;ETS'E)EB Agency Booking Fees Lunch 07. Fees v
H d irfan 0. ional Expenses

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

Support

SAP cnnnur@ Requests Travel Expense App Center oo
rofie

Manage Expenses  View Transactions

Delete Rey

| Email

”

Available Expenses

[# Expense Detail Expense Type | source Date |
[7] AGENT FEE 8900750622857 CORFORATE TRA, VA Airtare ) 1002018
4] Dakia i Lines RESTON, VA sifare 200 10102018
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The transaction is pulled into the expense report and ready for additional information to be
entered.

Expense Awvsilable Receipts

Expenze Type Transaction Diate Business Purpose Wendor
I Baggage Fees - 02/01/2018 L
Enter Vendor Mame City of Purchasa Fayment Type Arnount
VIRATL 0328270240385 100.00
D Personal Expense (do not reimburse) Comment Request

I 02/01/2019, $100.00 - Londo | »

ml temize || Allocate || Attach Receipt || Cancel |

o 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. These
import into Concur using the bank MCC code. This MCC code may not always reflect the correct
expense.

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/Enter Vendor Name — One of these fields will default if a loaded credit card transaction
is selected. If a manual charge is added, one 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.

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 corner. This will allow you to
key the nightly rate, associated taxes and parking.

Expense || Mightly Lodging Expenses Avsilable Receipts
Expense Type Transaciion Date Business Purpose WVendor ~
l Hotel hd 02/08/2010 hd
Enter Vendor Mame City of Purchase Payment Type

CLUB QUARTERS l London, UNITED KINGDOM
Amount X Rate (USD=1 GBF) =Amountin USD

1,204.58 1.33021885 1,855.07
I:‘ Travel Allowance Comment Request

I London 1731/2019 - 2/8/2018 | w

Attendeps %) Attendees: 1 | Attendee Total: GBP 1,394.56 | Remaining: GBP 0.00

| temize ||Ia‘ql‘lscl“ Receipt || Cancel
A g | A

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.

Expense || Nightly Lodging Expenses Available Receipts
Check-in Date Check-out Date Mumber of Mights

| szr0zr2010 T | szr0sr2018 = |

Recurring Charges (each night)

Room Rate Room Tax

[2ze00 45.20

Other Room Tax 1 Other Room Tax 2

Room rate and taxes will be shown as separate expenses

Additional Charges (each night)

Expenss Typa Amount
Choose an expence type v

Expenss Typa Amount
Choose an expence type v
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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 || Mightly Lodging Expenses |

Check-in Date Check-out Date Mumber of Mights
| [ [oro2e0is =

Recurring Charges (each night)

Room Rate Room Tax

Other Room Tax 1 Other Room Tax 2
\ | | |

Room rate and taxes will be shown as separate expenses

Additional Charges (each || Expenze || Nightly Lodging Expenzes

Available Receipts

Expense Type Check-in Date Check-out Date

Mumber of Mights

v foz022010 @ [Jozoszore

=)

|

01. Hotel Expenses
Recurring Charges (each night)

Hotel
Hotel Tax Room Rate Room Tax

I 220.00 | | 4520 |
Parking - Hotel | | 7

W Other Room Tax 1

Agency Booking Fees | | | |

Other Room Tax 2

::::—.:Feeg Room rate and texes will be shown ss separate expenses
| _BaggageFess || Additional Charges (each night
Expense Type Amount
Parking - Hotel | w | | 20

W

Save ltemizations Cancel

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.

Mew hemization |

Available Hemiﬁ

e Total Amount: GEP 1,204.56 | temized: GBF S-EBBI | Remaining: GEP 537.76

Expense Type
I Chaose an expense type | b |

Cancel

6. Click Save each time an expense type is added.
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The itemization should be displayed on the left of the screen with all other expenses claimed.

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

Expenses View v
N | Date » | Expense Type Amount| Requested |
Adding Mew Expense

[0 » oz2os2019 Hotel $1.855.07 $1.196.08

oneao CLUB QUARTERS. London, UMIT GBF 1.304.58

[ 02M02/2018 Hotel 5158, 30/GEF 110.00 $158.20
N 02M02/2018 Hotel Tax $31.68/GEP 23.80 $31.86
N 02032010 Hotel 5152 30VGEF 110.00 $152.20
[ 02A03/2010 Hotel Tax £31.68/GEF 23.20 £31.68
N 02M04/2018 Hotel 5158 30/GEF 110.00 $153.30
N 02/04/2018 Hotel Tax $31.64/GEP 23.80 $31.66

8. To edit the rate, click in the specific line and the itemization will be available for edit on the right
of the screen.

Expenses Copy [N
|:| | Date » | Expense Type Amnun‘t| Requested |
[] » ozoszo1e Hotel $1,855.07 $1,196.08
0' .I e g CLUB QUARTERS, London, UNIT GBPF 1,394.58
[ 0270272019 Hotel 5158 .30VGBP 118.00 $158.20
|: 0200272019 Hotel Tax $31.88/GBF 23.80 331.68
|: 0200372019 Hotel 5158.30/GBP 118.00 $158.20
[ 0200372019 Hotel Tax 531.66/GBF 23.80 331.68
¥ 0210412014 Hotel | Memizston |
|: 02042019 Hotel Tal £} Total Amount: GEF 1,204.56 | ltemized: GBF 800.12 | Remaining: GBP 435.44
- Expense Type Transaction Date Business Purpose ~
IHo‘heI |v| Ioz.'cmzmg || | |
Vendor o City of Purchase Payment Type o
CLUB QUARTERS v | London, UNITED KINGDOM *AL-VISA w |
Amaunt R I:‘ Travel Allowsnce |:| Personal Expense {do not reimburse)
I 118.00 | cep |v|
Comment Request
‘ ‘ I 02/02/2019, $1.658 44 - anl v |
W

9. Once you have finished making changes, click Save.
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EXPENSES PAID WITH PERSONAL FUNDS

MEAL EXPENSES

Meal receipts are required for international travel; therefore, each meal will need to be keyed either
with the “International Meals — Travel Day” or “International Meals — Full Day” expense types. These
are the only two expense types that should be used for reimbursement of meal and incidental expenses
for international travel.

e International Meals — Travel Day — This expense type is capped at $57, which is 75% of the
highest US CONUS rate. Meals on the departure travel day and return travel day will be entered
using this expense type up to the capped amount. Each day is capped at $57. Receipts are
required for meals related to international travel.

¢ International Meals — Full Day — This expense type is capped at $76, which is the highest US
CONUS rate. Meal expenses that occur on days other than the travel days will be keyed in as
this expense type up to the capped amount. Each day is capped at $76. Receipts are required
for meals related to international travel.

Below is an example of meal entries for the travel day:

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

| + Mew Expense | Import Expenses Details » Receipis + Print / Email =

Expenses (vove - view 4

|:| Date Expensze Type Amount Requested

021572019 International Meals-Travel Day $5.78 5578
Starbucks, Aflanta, Georgia

| 021572019 International Meals-Travel Day 56.47 5&.47
Arby's, Atlanta, Georgia

| 021572019 International Meals-Travel Day 54275 54275
London Steak House, London, UNI

Note: Any incidental expenses ($5/day allowable) must also be keyed in under the International Meals
expense types to be allowable for this trip type.
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MILEAGE CALCULATOR

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

Hew Expense Awsilable Receipts

View Reimbursement Rates

Expense Type Transecfion Dste Purpose of the Trip From Lacation
Personal Car Mileage v I\ =)

To Location Payment Type Distance : Amount Comment

Io

Mileage Calculator

E[ Allocsts ][ Aftach Receipt ][ Gancal ]

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 Ox
g ores
[0 void Tolls [ Avoid Highways A
Map - Norwey kit
Waypoints
United
Canade Kingdom
@| Foland
Clovmy o URraine E
® } el e Mongalls
g United States o’ o
e 5 Sort Turk ™
Calculate Route urkey % - China o e
Iran =
Mgute gy S Pakistan
Mexica Seudh Arsbis Il
Theailaid
Ml Miger Sudsn
chad
Venezuels oarl Emiopia
Colombis
- ~Kenya x
s Indonesin .
Bram anzan
Par il
Bolivie A
e Indian
adsgmcar
h Botsmata ODobar
Chile n Austrabs
itk South Adrica
Mg
I:l Deduct Commute TOTAL PERSONAL TOTAL BUSINESS outher
~ Grei
0.0MI 0.0 MI Go gle Map data 82018 | Termsof Use
Add Mileage o Expense  [EEEWEREE
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OTHER TRAVEL EXPENSES

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.

e e Avgilable Receipts
Expensze Type

To create 8 new expense, cick the appropriale expense fype below or fype the expense fype in the field sbove. To edit an existing expense, click fhe
expanse on the leff zide of the page.

@ Recently Used Expense Types

Farking - Hotel Airfare Transit Costs

Hotel Bagpgage Fees

All Expense Types

1. Hotel Expenses .03, Meals -..08. Communications
Hotel Dinnar Telephona/Fax
Laundry Incidentals 07. Fees
Farking - Hotel Lunch Currency Exchange Fees
02. Transportation 04. Promotional Expenses Passports/iisa Fess
Agency Booking Fees Promotional - General 08, Other
Airfare Promational - Meals Conference Registration
Airline Fees 05. Office Expenses Mizcallansous
Eaggage Fees Computer Equipment/Hardware Parking - Genersl/Metered
Farking - Airport Courier/S hipping/Freight Professional Dues
Rental Car Office Software Mileage
Rental Car Fuel Office Supplies

Personal Car Mileage

Tolls'Road Charges Postage

Transit Costs Printing/Photocopying
03. Meals 0E. Communications
Bresakfast

Internet/Online Fees v

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

o Transaction Date — If a manual expense 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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RECEIPTS

Receipts can be entered into Concur several different ways:

e If the vendor used is e-receipt enabled, the below icon will be visible with the travel card
charged on the expense line.

@ E-Receipt Availzble Indicates that an e-receipt is available in
Available Expenses.

e Using the Mobile App to capture an image. If you use the mobile app, it is beneficial to capture
the image prior to completing your expense report. The capture will read the information on
the receipt and assist in completing the expense type fields in the report. Some adjustments
may be necessary, but this cuts down on the data entry that is necessary.

e Emailing receipts at Receipts@Concur.com. Be sure the email address you are using for this
process has been entered and verified in the user’s profile.

e |tis always acceptable to scan in receipts and upload from a computer. Be sure receipts are
facing the same direction and scanned in legibly.

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

| temizs || Allocate i| 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

| + MNew Expense | Import Expenses Details ~ Receipts v Print / Email ~

Receipts Required

Expenses «

penses 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

] 0211572019 International Meals-Travel Day 38.47 5847
Arby's, Aflanta, Georgia
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You may also attach any general information, such as the conference itinerary, by selecting Attach

Receipt Images under the “Receipts” dropdown.

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

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

Attach Receipt Images

Adding New Expense

lew Avallable recelpls

J 021572019 International Meals-Travel Day o ) .
Starbucks, Aflanta, Georgia Missing Receipt Affidavit
O 021572019 International Meals-Travel Day 58.47 5847

Arby's, Aflanta, Georgia
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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

[t oo opmmes . las otecons ] s |

Percentage * Department * Accounting * Accounting T Code

[#] Dater |ExpenseT - | 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  Bapgsge 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
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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

CREATING AN EXPENSE REPORT FOR INTERNATIONAL TRAVEL 17



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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