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LOGGING IN TO CONCUR

Travelers and approvers will access the Concur Travel System at https://www.concursolutions.com/.

Your access will be limited to the test site https://implementation.concursolutions.com until your
agency decides to go live. A password will be assigned once training has been completed. This can be
done by attending a live training session or by viewing all required interactive training videos on the
Comptroller website.

SAP Concur @

Sign In

User Name
Password

[] Remember user name on this computer

Forgot your user name?
Forgot your password?

(5} Change tsngusge

English (US)

SAP SAP Concur [C]

Processor Privacy Statement
Service Status

Coolde Preferences © Copyright 2018 - SAP Concur - All Rights Reserved

The User Name is your state email address. A password will be provided and activated once required
training has been completed. Contact your travel administrator to find out about available training.

CHANGING YOUR PASSWORD

To change your password, click Profile in the top right of the page then select Profile Settings.

Support | Help ~

SAP Concur @ Requesis Travel Expense App Center Profie ~ [
-
: + + Travelerl Alabama
> Start a Start a Uplg Profile Settings | Sign Out
Hello, Traveler1 Request Report Recq
TRIP SEARCH ALERTS
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Select Change Password and follow the instructions given. Be sure to format your new password based
on the guidelines provided.

SAP Concur [C]

Requests Travel Expense Approvals App Center

Profile Options

Select one of the following to customize your user profila.

Profile Personal Information System Settings

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

Personal Information

*our home address and emergency contact information.
Company Information

“our company name and business address or your remate
location address.

Credit Card Information

“f'ou can store your credit card information here so you don't have
o re-enter it each fime you purchase an item or service.
E-Receipt Activation

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

Travel Vacation Reassignment

Guoing to be out of the office’? Configure your backup travel
manager.

Request Preferences

Travel Settings
Travel Preferences
International Travel
Freguent-Traveler Programs
Assistanis/Arangers

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

Prompts are pages that appasr when you select s certsin sction.
such as Submit or Print

Change Password

Change your password.

Concur Mobile Registration

Select the options that define when you receive email nofifications.

Trawvel WVacation Reassignment

System Settings

Which time zone are you in? Do you prefer fo use 5 12 or 24-hour
clock? When does your workday start’end?

Contact Information

How can we contact you about your travel arangements?

Setup Travel Assistants

“ou can sllow other people within your companies to book trips.
and enter expenses for you.

Travel Profile Options

Carrier, Hotel, Rental Car and other fravel-related prefersnces.
Expense Delegates

Delegates are employees who are sliowed to perform work on
behalf of other employeses.

Expense Preferences

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

Concur Mobile Registration

Set up sccess to Concur on your mobile device

fon Change Password Systern Settings Caoncur Mobile Registration

Change Password

A password must be st least T characters. It can contain numbers (0-8), upper and lower case characters (A-Z, &-z). and symbols (such as “%"@E#). It cannot contsin

spaces. All EkE are required.

Note: Passwords are case sensitive.
ﬂ This will change your password for all Concur producs.

Old Password Mew Password

Re-anter Mew Password

Administration ~ |

Help |

Trawvel Vacation Reassignment

Password Hint {we will emall this bo you If you forget your pasewond)

S
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UPDATING PERSONAL INFORMATION

To update your personal information, click Profile in the top right of the page then select Profile
Settings. Select Personal Information from the menu bar. Prior to using the Concur Travel application
to book your travel, you must review and update your personal information in order to prevent errors
when booking.

SAP Concur @

!@}

Hello, Travelerl

TRIP SEARCH

Requests

Travel Expense App Center

+

Start a
Request

ALERTS

+ Travelerl Alabama

Start a Upld
Report Recq

Profile Settings | Sign Out

SAP Concur [C]

Your Information

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

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs.
Assistants/Amangers

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

Requests

Personal Information

Travel (=5 App Center

Changs Passward Systern Settings

Profile Options

Select one of the following to customize your user profile.

Personal Information

“four home address and emergency contact information.
Company Information

Wour company name and business address or your remote
location address.

Credit Card Information

“f'ou can store your credit card information here so you don't have
to re-enter it each fime you purchase an item or service.
E-Receipt Activation

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

Travel Vacation Reaszignment

Going to be out of the office? Caonfigure your backup travel
manager.

Request Preferences

Select the options thet define when you receive email nofifications.

Prompts are pages that appear when you select a certain action,
such as Submit or Frint

Change Password

Change your password.

Concur Mobile Registration

Travel Vacation Reassignment

System Settings

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

Contact Information

How can we contact you about your travel arangements?

Setup Travel Assistants

“ou can allow other people within your companies fo book trips.
and enter expenses for you.

Travel Profile Options

Carrier, Hotel, Rental Car and other travel-related preferences.
Expensze Delegates

Delegates are employees who are sllowed fo perform work 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 cerfain action,
such as Submit or Print.

Concur Mobile Registration

Set up access to Concur on your mobile device

NAME

Verify that your name matches exactly to the photo identification that will be presented at the airport.
If changes need to be made, contact your personnel department to get your GHRS file updated.

WORK AND HOME ADDRESS

Verify that your work and home addresses are correct. This information will be used for mileage
calculations in the Expense module.

CONTACT INFORMATION

Either a work or home phone number is required, along with a mobile phone number. These will only
be used in an emergency situation if the travel management company needs to contact you about your
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booking or travel details. Phone numbers must be entered in the fields marked “Required” in a
phone number format. Failure to do so will cause an error when booking travel in Concur.

EMAIL ADDRESS

Be sure your state issued email address is listed under this section. You may add two additional email
addresses that the travel management company will automatically send all travel related notifications
to. Three notifications are sent with each booking: itinerary, invoice notification, ticketing notification.

Once you have saved your email address, select the Verify link. A message from Concur will be sent to
your email with a verification code. Enter this code into the Enter Code field next to the email address.
Select OK to submit. When this verification is done, Concur can associate information forwarded from
that email address to your account. You will be able to email receipts to receipts@concur.com and they
will be uploaded into your Available Receipts section. An email address can only be associated with one
Concur profile.

EMERGENCY CONTACTS

Complete this section as necessary.

TRAVEL PREFERENCES
In this section you can enter:

0 Discount travel rates/fare classes
O Air, Hotel and Car Rental preferences
0 Add Frequent Traveler Programs

To add a Frequent Traveler Program, select Add a Program. If a program is entered incorrectly, it could
result in an error in the reservation system. Use the Search this Vendor check box to prioritize the
search in the Travel application. Keep in mind that the State’s travel policy will usually override your
individual vendor preferences.

lect tha type of program i
Finady, enlor e program
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UNUSED TICKETS

The Unused Tickets section will populate if a trip is canceled after ticketing and the airline ticket goes
unused. Concur will not auto-reuse your unused ticket credits listed in your profile. During regular
business hours the travel agent team will be alerted if the traveler has an unused ticket and if possible,
use the credit towards your upcoming travel.

| Unused Tickets

Southwest Ticket Credits

@ Add Ticket Credit

TSA SECURE FLIGHT

In the TSA Secure Flight section, verify the required Gender and Date of Birth fields. Complete the DHS
Redress No and the TSA Precheck Known Traveler Number fields, as needed.

INTERNATIONAL TRAVEL: PASSPORTS AND VISAS

Passports and Visas can be added to your profile and the information will be included with your travel
booking.

ASSISTANTS AND TRAVEL ARRANGERS

You can assign an assistant/arranger to view and modify your profile and book travel on your behalf.
Each traveler can have one primary assistant.

CREDIT CARDS

In the Credit Cards section, add or update your state issued travel card information. You must have a
credit card saved here in order to book travel through Concur. You may only add a state issued travel
card in Concur. Personal credit cards will not be accepted.

To add a credit card, select Add a Credit Card. It is recommended that you set the credit card as the
default for air, car and hotel travel. If this is done, Concur will not prompt you to choose a credit card
each time you are booking travel. The Billing Address will be the address the agency had the state travel
cards delivered to. Please contact your pcard administrator if you need assistance with this address.
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Add a Credit Card * Required

Enter the appropriate information for the credit card you'd like to use below. Use the "Display Name" field to label the card so
vou can easily identify and select it when using features that require a credit card transaction.

Display Mame (e.g., My Corporate Card) * our name as it sppears on this card *
|| | ITN;UEIEH Alsbama

Card Type * Credit Card Mumber * Expiration Date *

= | [10 [ [ane (]

Use this card as the default card for:
|| Plane Ticksts || Rail Tickets || CarRentsls || Hotel Reservations

Billing Address

Enter the billing address for this credit card below. If this is a personal credit card, the billing address will typically be your
home address. If it's a company card, the billing address might be your company address. The billing address must be the
address where the bills for this card are currently delivered, not where you would prefer they be delivered. This information is
used to verify your identity during credit card fransactions. Your credit card may be declined if your billing address is
inaccurate.

Billing Addresses longer than 30 characters may cause certain Airlines (Direct Connects and Web Bookings) to decline your
credit card. Please abbreviate long addresses if possible.

Street *
I Tip: If you complate your personal profile,

we'll fill im this address information for you
each time you add a new card.

City * State * Zip/Postal Code *
[ || Hae Seleoted ]| (

Country *
| United Ststes of Amerioa 2]

Be sure to Save all changes made to your personal information before proceeding.
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OTHER PROFILE INFORMATION

Under Profile Settings, there are other areas to view and update information.
REQUEST SETTINGS

e Request Information

This section should default with your agency and accounting template information. If this
information looks incorrect, please contact your travel admin.

e Request Preferences

This section allows you to select email notification options for your travel request.

EXPENSE SETTINGS

e Expense Information

This section should default with your agency and accounting template information. If this
information looks incorrect, please contact your travel admin.

e Expense Preferences
This section allows you to select email notification options for your expense report.
E-RECEIPT ACTIVATION

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

CONCUR MOBILE REGISTRATION

From this section, you can send a link to your email address in order to download the Concur app. The
login for the app will be your state email address and the password that has been provided. Once a
password has been provided, you will be able to create a Mobile PIN if you prefer that method of

logging in.
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EXPLORING THE HOME PAGE

Administration -~ | Help -~
Requests Travel Expense ovals Center
SAP Concur [C] qu pe Appr App Profie ~ @
-
O # 00 00 00 00
Lrs New Required Authorization Available Open
Hello, _..._ Approvals Requests Expenses Reports

TRIP SEARCHI ALERTS

@ Tripit creates a schedule with all your travel details in one place, accessible on Android or iPhone.

.
‘*‘ = = Simply connect your Concur account to Triplt Hot right now
Flight Search @ You haven't signed up to receive ereceipts.@ Sign up here
| Round Trip | One Way Multi Gity |

From @ I COMPANY NOTES I

| Departure dity. sirport or train station |
Find an alipor | Select mulliple airparts
To@ Concur Training Toolkit

| Amrval city. sirport or train station | This link will provide information to utilise the Concur Expense System.
Find an alipor | Select mulliple airparts

S MY TASKS
MY TRIPS (0) - m Required Approvals —» m Available Expenses—» m Open Reports -

*You currently have no upcoming frips.

Welcome to Concur!
On this site, you can maintain your fravel profile and make travel reservations.

Great! You currently have no approvals. You currently have no available You currently have no cpen reports.
expenses.

MENU BAR

The menu bar contains the Request, Travel, Expense and Approvals (for approvers only) modules. If at
any time you need to return to the Home page, click the SAP Concur logo in the top left corner.

TRIP SEARCH

This section provides the tools you need to book travel. You will be able to book a flight, hotel and
rental car.

ALERTS

This section displays informational alerts about Travel features.

CompPANY NOTES

The Comptroller’s Office will update this section with important notes/tools related to travel.

MY TRIPS

This section lists your upcoming trips that have been booked with the Travel module.

CONCUR USER GUIDE Revised 10/10/2019
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MY TASKS
This section lists Required Approvals, Open Requests, Available Expenses and Open Reports.

e Required Approvals — this section will only be utilized by individuals who are designated as an
approver in the agency workflow.

e Open Requests — this section will list any open or unsubmitted requests.

e Available Expenses — any State Travel Card transactions will import into Concur from the bank
and will be visible in this section.

e Open Reports — this section will list any open expense reports that the traveler has not
submitted.

CONCUR USER GUIDE Revised 10/10/2019 12



CREATING A REQUEST

1. Select the Request tab on the menu bar.

2. Select New Request.

Administration ~ | Help ~
SAP Concur Requests  Travel  Expense  Approvals  App Center oo °
rofile ~
-
Manage Requests  NewRequest  Process Requests  Quick Search
Request cae:

Status: Not Submitted
Request Name (Destination, Travel Dates):
Purpose:

Request Header | Segments | Expenses | Approval Flow | Audit Trai

Request Policy Request Name (Destination, Travel Dates)  Start Date End Date Will this include days of Personal Travel?
“AL-Out of State v | | = | = |ND »

Dates of Personal Travel

Department Aczounting Group Accounting Template Purpose CGomment
(010) FINANCE v | | 1242.917) Comptroller Fiscal Mgmt v | | (UNCPO1) COMPTROLLER v

Note: Required fields are marked with a red bar.
3. Complete the required fields on the Request Header.

e Request Policy — The Request Policy will default to Out of State. Make the necessary change if
the travel is for In State Actual.

e Request Name — The Report Name should be formatted as “Destination, Travel Dates”. As an
example, “Atlanta, GA —10/1-10/3/18".

e Start Date — Enter the trip start date.

e End Date — Enter the trip end date.

o  Will this include dates of Personal Travel? — Select yes or no. If yes is selected, you will be
required to enter dates in the Dates of Personal Travel field.

o Dates of Personal Travel — Enter dates only if personal travel is combined with the business
travel event.

o Department — This information should default based on the user.

e Accounting Group - This information should default based on the user. This information is for
workflow purposes only.

e Accounting Template - This information should default based on the user. This information is
for workflow purposes only.

e Purpose — Enter the reason for the travel event.

e Comment — Use this field for any additional information that your approver will need to approve

the request. Examples: 100% funded by organization, using motor pool, etc.

4. Select Save in the top right-hand corner of the screen.

CONCUR USER GUIDE Revised 10/10/2019
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5. You will be directed to the Segments tab.

Request Header || Segments | Expenses | Approval Flow || Audit Trail

Add Segment E
CLICK ICON TO CREATE =19
SEGMENT

In this section, you can enter the travel itinerary and estimated cost information related to your trip for
air, hotel, rental car and rail. Be sure to take into consideration that ticket prices may increase if the
request is held up for any reason.

a. Select the airfare icon. e

Add Segment E
CLICK ICON TO CREATE =
SEGMENT
c Air Ticket @ RoundTrip () OneWay () MultiSegment Amount | |usD |
Hannd
Outbound Erom: I
To: I
Date: [mrﬂ-..'zma Departat W | »
Comment: |
Return s et
Date; I1U.'-:|3-'2D13 |(E| | Departat | w Il
Comment: |

e Select Round Trip, One Way or Multi-Segment.

e Amount - Enter the estimated cost of your airfare in the Amount field. This field is only for the
ticket cost and applicable taxes and fees. Baggage will be estimated in another area of the
request.

e From — Enter the departure airport.

e To - Enter the destination airport.

e Outbound Date — Enter the date you are departing and the estimated time of departure.

o Return Date — Enter the date of your return flight and the estimated time of departure.

e Save
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b. Select the hotel icon. @

Request Header | Segments || Expenses | Approval Flow | Audit Trai
Add Segment
GLICK ICON TO GREATE g
SEGMENT
@ Hotel Reservation Amermf| ] |E_V_I|
Check-In City: |
Date: |1D"01f20|3 ‘F'r'n| A | |v |
Detei | ‘
Check-Out 3
Date: [1omazois [FE| A | [+~]
Comment: | |

e Amount — Enter the estimated cost of your hotel stay. This cost should include all fees, taxes,
parking, etc.

e City — Enter the city the hotel is located.

e Check-In Date — Enter the date of check-in.

e Detail — Enter the name of the hotel you wish to book.

e Check-Out Date — Enter the date of check-out.

e Save

c. Select rental caricon. @

Request Header || Segments | Expenses | Approval Flow | Audit Tral

Add Segment E
CLICK ICON TO CREATE
SEGMENT

©) carRental Amaust: | | [uso v]
Pick-up City: | ‘
oste: [10ot201z  [GE A | [v]
Detail | |
Drop-off
P City: | ‘

Date: | 10032012

Detail: | ‘

Comment: |

e Amount — Enter the estimated cost of the rental car.

e Pick Up City — Enter the city where you will pick up the car.

e Date — Enter the date you will pick up the car.

o Drop Off City — Enter the city where you will drop off the car.
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o Date — Enter the date you will drop off the car.
e Save

6. Select the Expenses tab to enter estimates of other travel expenses related to your trip.

Request Header || Segments Ezpenses | Approval Flow || Audit Trai
4+ Mew Expense &

Date Expense Type Amount Requested

Expense Type

To create a new expense, dlick the appropriate expense type below or type the expense type i the field above. To edit an existing expense, click the expense on the left side of the page.

01. Hotel Expenses 02. Transportation 03. Meals 07. Fees Wileage
Laundry Agency Booking Fees MSIE Rate Currency Exchange Fees
Parking - Hotel Airing Fees 04. Prometional Expenses PassportsiVisa Fees
Baggage Fees Promotional - General 08. Other
Parking - Airport Promofional - Meals Conference Registration
Rental Car Fuel 06. Communications Miscellaneous
Tolls/Road Charges IntemetiOnline Fees Parking - GeneralMetered
Transit Costs Telephone/Fax Professional Dues

Some of the most commonly used expenses are as follows:

e Baggage Fees

e Airport Parking

e Transit Costs

e Conference Registration

e Mileage — Enter the estimated mileage and the system will calculate the allowable mileage
reimbursement amount for the trip.

Expense Type Transsction Dste Transaction Amountty
Mileage v | =] v
‘Comment Diistance Mieage Rste

e MA&IE Rate — Select the start and end date of business, along with the city you are traveling to,
and the system will calculate the allowable total M&IE (Meals and Incidental Expenses) for the
trip.

Expense Type Business Start Date Business End Date
| M&amp:E Rate ~ || ||
City(Required field) Transsction Amount(; 5 Comment

Be sure to Save after each expense type is completed.
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7. Select Attachments and Attach Documents to upload your travel packet and any information
necessary for the approval of your travel request.

Dedete Request Submit Request

Status: Mot Submitted

Check Documents

Attach Documents

If the attachment needs to be edited, select Check Documents. (Be sure pop-up blocker is turned off.)
The dropdown menu will change. Select View Documents in a new window.

Delete Request

Cover T e T

View Documents in a new window

Submit Request
5: Not Submitted

Attach Documents

mount: $1,706.50

Delete Documents

8. After you have entered all information and verified it is accurate, Submit Request. Once you submit
a request, you can only recall the request if your approver has not started the approval process.

9. Select the Approval Flow tab to see the routing of your travel request.

Reguest Header | Segments Exzpenses | Approval Flow | Audit Treil

10. Once your request has been approved, the 4 digit Request ID will be necessary to proceed with
booking your travel in Concur.

SAP Concur E Requests Expense Approvals App Center

Manage Requests New Request Process Requests Quick Search

Approved Requests (9)

View

Request Name

T‘ Begins With T| ‘

Request Dates *

Date Submitted

O ‘ Reguest Name
O

Conference

Tucson, AZ - 10/1-10/4118

RequestiD | status
3398 Approved

1000172018

10/04/2018

10/11/2018
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BOOKING TRAVEL

Before booking travel in Concur, please be sure the following has been completed to avoid errors:
e Concur Profile has been updated completely with current information. All required fields must
be completed as instructed.
o Verify state email address in profile so you may utilize the receipts@concur.com function.
e State Travel Card has been saved in Concur Profile.
e Sign up for eReceipts. This can be found under the Alerts section of the home page.
e Travel Card has available credit to support purchases.

When travel arrangements are booked in Concur, a “Trip” is created. It is very important to refer to this
“Trip” if any adjustments need to be made to your arrangements, such as adding a rental car or
canceling a flight. This prevents additional Agency Booking Fees from being charged to your account.
More information on where you can find the trip information will be discussed later in this job aid in the
MY TRIPS/TRIP LIBRARY section.

This job aid walks you through the steps to book air, car and hotel individually. When you begin the
initial trip search, you will have the option to search for air, car and hotel all at one time.

BOOKING A FLIGHT

From 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.

You can access the Flight + tab by doing one of the following:

On the Concur home page, on the menu bar, click Travel.

On the Concur home page, on the menu bar, click the SAP Concur logo at the top left of the screen.

The Flight ‘1\ tab is on the left side of the page.

4+ = =

Flight Search

Round Trip One Way Wulti City

From g

Find an alipet | Select muiple alrports

To@

Find an aiport | Select maitipie arpans
Depart
e8| depert[ V]| (0200 em[v]| 22 [v] ¥
Return @

depert[v]||03:00 pm[w] || 22 [v]

[ Fick-up/Drop-off car at sipart
[] Find a Hotel

Class @ Search by
Economy clsss [ ¥]||Price  [w]

[] Specify a carrier &
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STEP 1: START THE SEARCH

1.

Select one of the following types of flight options:

e Round Trip
e One Way
e  Multi City

In the From (Departure City) and To (Arrival City) fields, enter the cities for your travel. When
you enter a city, airport name, or airport code, Concur will automatically search for a match.

Note: Use the Find an airport and Select multiple airports links as needed.

Click in the Departure and Return date fields, and then select the appropriate dates from the
calendar. Use the remaining fields in this section to define the appropriate time range.

Click the ¥ arrow to the right of the time window to see a graphical display of nonstop flights
available for the routing and date you have selected. This allows you to adjust your search
criteria, if necessary, to see/reserve nonstop flights.

Notes:

e Each green bar represents 30 minutes of time. Place your mouse pointer over a green bar to
see all the flights available for that time slot.

e If you change locations or dates, click refresh graph for more data.

If you need a car, click the Pick-up / Drop-off car at airport check box.

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

e If you need an off-airport car or have other special requests, you can skip this step and add a
car later from your itinerary.

If you need a hotel, click the Find a Hotel check box.
Additional fields appear.

e Choose to search near an Airport, Address, Company Location, or Reference Point / Zip
Code, and then enter the appropriate information in the available fields.

e If you are staying at more than one hotel during your trip or do not need a hotel for the
entire length of your stay, you can skip this step and add a hotel later from your itinerary.

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.

You may also specify which airline you would like to search for if you have a preference by
selecting the Specify a carrier check box.
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Note: You can only search one vendor at a time, and this will override the preferred
airline searches normally done for all the frequent flyer number carriers.

If you click the Specify a carrier check box, a list of carriers appears that are color coded:
e The first (yellow) will be their frequent flyer carriers.
e The second (gray/khaki) are the most requested airlines.
e The remaining airlines are in alphabetical order.
8. You are also able to select the appropriate class of service.
9. Click Search.

STEP 2: PROVIDING INFORMATION

1. The traveler will be prompted to answer 2 questions in order to continue with their search.
2. “Before purchasing, have you notified your Travel Card Admin to increase your card credit
limit?”

a. If this has been done, you may continue with your search.

b. If this has not been done, you must get your credit limit adjusted or your reservations
will not be booked.

3. “Is a segment of this trip already booked in Concur?”

a. Ifyou are trying to edit or add a reservation to an existing trip, cancel this search and
access the current trip through the Trip Library in the Travel module. More information
on where you can find the trip information will be discussed later in this job aid in the
MY TRIPS/TRIP LIBRARY section.

b. If this is a new trip, you may continue with your trip search.

4. |If your card has the appropriate credit limit and this is a new trip, select “Next”.

Welcome to Concur!

We need a little more information to start booking your trip. Please take a moment to fill out the following
fields and click Next.

Thank you.

Before purchasing, have you notified your Travel Is a segment of this frip already booked in Concur?
Card Admin to increase your card credit imit? [Required]

[Required] ﬂ

M

Start Over Next ==

The flight search results appear.
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STEP 3: SELECT A FLIGHT

On the Flight Search results page:

1. You have the option to Shop by Fares or Shop by Schedule to review available flights.

SAP Concur

Requests

Travel Trip Library Templates

Trip Summary

Select Flights
Round Trip

SEA - ATL
Depart: Mon, 05/28/2018
Return: Thu, 05/31/2018

Travel

Tools

Change Flight Search

Expense Invoice Approvals

SEATTLE, WA TO ATLANTA, GA
MON, MAY 28 - THU, MAY 31

Hide matrix  Print / Email

apirit etBe
Al

76 results

Spirit JetBlue

Airlines

Nonstop

7 results

568.59
1 results

880.63
2 results

1stop

69 results

Depart - Mon, May 28

[ ]

Depart 0620 A- 11:28 A
[ ]

Arive 02:01P-11:58P

Shop by Fares  Shop by Schedule I

Return - Thu, May 31

Flight Number Search

Q

10:55a SEA >09:08p ATL

1stop

App Center

.
.

American
Airlines

928.10
58 results

Sorted By:  Price - Low to High

7h 13m

Administraion ~ Help ~

Profile
-

Show as | USD [V

Alaska
Airlines

B

United

A
Delta

1,022.40
1 results

1,047.40
6 results

961.60
8 results

5
Displaying: 76 out of 76 results.
Previous | Page:1 of & | Next | All

2. Onthe Shop by Fares tab, to view additional details for the flights, click the Show all details

dropdown arrow.

3. To select a flight, click the fare button.

Selected Fare

~ American
Airlines

06:05a SEA-04:07p ATL

12:24p ATL ~05:42p SEA

1 stop DFW

1 stop CLT

7h 02m

8h 18m

$1,026.10

Show all details v

Policy for airfare is based on the Least Cost Logical Flight. This is the cost of what a non-stop
flight would be if that flight was an available option. Anything $25 over that cost is marked with

a yellow caution sign.

Note that a yellow caution sign next to the Fare button will indicate if the selection is out of
policy compliance. If one of these flights is selected, you will be prompted to select a reason
and this information will be sent to your supervisor, along with the results of your search.

Flights marked with a red exclamation point as Not Allowed are Basic Economy flights. Basic
economy flights are against state policy because if the flight needed to be canceled, the ticket
price could not be transferred to another flight. They appear in the Concur search for

informational purposes only.
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4. On the Review and Reserve Flight page, you can do the following:
e Review your flight details
e Enter your traveler information
e Select your frequent flyer programs
e Select your seat assignment
e Review the price summary
e Select your method of payment

Note: Depending on your airfare provider, you may be able to click the Select a seat link to
select your seat on the flight. Select the appropriate Available seat from the Seat Map. If
the airfare provider does not allow seat selection at this time, you will be able to make your
selection further along in the process.

Seat Map (View Only)

Available flights

|Aa 1332 sEA-DFW[]| m

If available, seat selection is presented after you have chosen a flight.

s JO0ONOO=B0NONENN00000000
e 00ORNO0=8000000E00e00000
e O oMo AN NN N NN
c QOONNOOEE0NONENNNO000000
s ]ONNCOO==000 asEaaE00000
a OO & CNONN NN NNRCOCO00
gmerice_:n #13?_2, Bg_eil‘{? T.'.’;]T—OD, Seatllllt_e Tal:f%ma :-I[-'EI Arpt (SEA) - Dallas Ft Worth Intl (DFW)
B Available []occupied or Unavailabl [ selected A Exit row No seating @

[l Preferential @ Y Preterential

Paid preferential @ [#| Paid preferential

5. Click Reserve Flight and Continue.
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STEP 4: SELECT A RENTAL CAR

If you requested a car on the Flight tab Search, the rental car search results appear. For information
about booking a rental car, see Booking a Car in this document.

STEP 5: SELECT A HOTEL

If you requested a hotel on the Flight tab Search, the hotel search results appear. For information
about booking a hotel, see Booking a Hotel in this document.

STEP 6: REVIEW THE TRAVEL DETAILS PAGE (ITINERARY)

On the Travel Details page, review and change your itinerary, if necessary.
In the Trip Overview section:

Review the information for accuracy.

In the | want to section, print or email your itinerary as appropriate.

In the Add to your Itinerary section, add a car, hotel, as needed.

Travel Details

| want to... Trip Name: Trip from Seattle to Memphis Add to your Itinerary

Start Date: 2016, July 18 @ dr @ it

End Date: 2016, July 25 @ e

Created: 2016 July 08 William Never
(Modified: 2016, July 08)

Description: (No Description Available) 2

Agency Record Locator: MT3DPY

Passengers: William N Never
Total Estimated Cost: 549.208 USD Deuis

Adirfare must be ticketed by an agent
by 2016-07-09 23:00 Pacific

In the Flight section:
Verify the information for accuracy.

Click Select Seat or Change Seat to select or change your seat option (depending on the
airline).

Your company might allow you to change or cancel your flight from the itinerary page. If so,
click Change or Cancel, and then follow the prompts to change your outbound or return
flight.

Travelers given the option to change a flight will be able to select a different date or time for
the trip but must stay on the same airline.

Note: Changing a flight can result in fare changes.

Click Cancel all Air, as needed.
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RESERVATIONS
Tuesday, November 20, 2018

9 Flight Montgomery, AL (MGM) to Atlanta, GA (ATL) Ghange | Cancel all Air
Delta 3443
Operated by ENDEAVOR AIR DBA DELTA CONNECTION
Departure: 06:00 AM Confirmation: H82MTE Seat: 12C (Confirmed)
Montgomery Regional-Dannally Field (MGA) Status: Confirmed Change seat
Dursticn: 1 hour, 4 minutes
Monstop

Arrival: 10:04 AM

Aflanta Hartsfield-Jackson Intl Airport (ATL)
Terminal: SOUTH TERMINAL

Additional Details

Aircrafi Canadair Jet Distance: 147 miles
E-Ticket

Cabin: MAIN CABIN (L)

o Add to your [tinerary

Review the remaining sections and make the appropriate changes.
Review the Total Estimated Cost section.
Click Next.

The Trip Booking Information page appears.

A

STEP 7: REVIEW THE BOOKING INFORMATION

Use the Trip Booking Information page to enter additional information about your trip.

Trip Booking Information

Trip Summary
The trip neme and description are for your record keeping convenience.
Finalize Tri
@ P Trip Name Trip Description (optionsl)
+ Review Travel Details ‘This will appear in your upcoming trip kst Used to identify the trip purpose

Enter Trip Information
Submit Trip Confirmation

Trip from Mentgomery to Neshvilie |

Send a copy of the confirmation to: @

Send my email confirmation as
(@HTML (JPisin-text

With my email confirmation...

| Do notinctude direstions to hotels with email[v] |

Flease enter your approved travel request ID [Required]

You may HOLD this reservation until: 10/30/2018 10:00 pm Eastern

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

1. Enter or modify your Trip Name.

This is how the trip will appear on your itinerary and in the automated email from Concur. This
will also appear under “My Trips” on your home page.

Enter a Trip Description (optional).

3. Indicate if there is anyone else who should receive the initial confirmation email. Enter as many
recipients as needed, separated by commas.
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If you book the trip, you will automatically receive the email. If you book the trip as an
arranger, you will also receive the email.

4. Choose your preferred email format, either plain text or HTML.

You will also be able to choose whether you would like to receive directions or maps to the
hotel.

This information will be part of the initial email from Concur.

6. The approved travel request ID must be entered in the required field. You will not be able to
proceed with booking if you do not have this information.

7. Click Next.

Note: Your company might offer its travelers the option to hold a trip. Travel will always display
the length of time this trip can be held on this page. Pay close attention to the date and time
displayed; if the trip is not submitted, approved, and ticketed by the date and time displayed,
in most cases it will be automatically cancelled.

Concur displays your itinerary on the Trip Confirmation page. This itinerary will include any
messages about ticketing policies.

Travel Trip Library Templales Tools

S Trip Confirmation

- To COMPLETE BOOKING, piease press the "Confrm Bocking” Bulton afier reviessng this page
|: J_I Finalize Tri|:| To CANCEL, press the Cancel bution

o Review Traved Details
Submit Trip Confirmation
Trip Hame: Trip from Searts o Mamphis
Start Dave: 2016, July 18
End Dataz 2016, July 25
Croated:; 2016, July D8, William Maver (Woaifiea: 2008, July 8
Dascription: (ko Dascrption Available)
Agency Record Locator: MTEDEY
Passengers: William N Kever
Todal Estimated Cost: 549 208 USD

o Arfare must be icketed by an agent by 20060709 2000 Pacific

Agency Name: CTE Demao Sne

STEP 8: PURCHASE THE TICKET

1. Click Purchase Ticket to send your request to the travel management company. At this time,
your agency will be charged a $5 booking fee by the travel management company.
Cancellations may be allowed within the same day without a charge to the travel card, but the
booking fee is nonrefundable.

The Finished! screen shows your confirmation number and information to contact the travel
agent.

2. Click Return to Travel Center.
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BOOKING A CAR
If you are booking a car related to an existing trip, be sure to access this trip through your Trip Library to
add the car booking. This will prevent additional booking fees on your account.

STEP 1: SEARCH FOR YOUR CAR

If you require a car but not airfare, from the Concur home page, request the car using the Car ™ tab
instead of the Flight + tab.

1. Enter your pick-up and drop-off dates and times.
2. In the Pick-up car at section, select either:
e Airport Terminal, and then type the city or the Airport code.
e Off-Airport, and then enter (or search for) the location.
3. Select the Return car to another location check box, as needed.

If you want to return the car to another location, additional fields will appear. Select either
Airport Terminal or Off-Airport, and then enter the appropriate location.

4. To see additional search preferences, click More Search Options.
Select the Car Type.
Tip: Hold the Ctrl key to select more than one type.

6. Select all your preferences, and then click Search.

STEP 2: PROVIDING INFORMATION

1. The traveler will be prompted to answer 2 questions in order to continue with their search.
2. “Before purchasing, have you notified your Travel Card Admin to increase your card credit
limit?”

a. If this has been done, you may continue with your search.

b. If this has not been done, you must get your credit limit adjusted or your reservations
will not be booked.

3. “Is a segment of this trip already booked in Concur?”

a. Ifyou are trying to edit or add a reservation to an existing trip, cancel this search and
access the current trip through the Trip Library in the Travel module. More information
on where you can find the trip information will be discussed later in this job aid in the
MY TRIPS/TRIP LIBRARY section.

b. If this is a new trip, you may continue with your trip search.

4. |If your card has the appropriate credit limit and this is a new trip, select “Next”.
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Welcome to Concur!

We need a little more information to start booking your trip. Please take a moment to fill out the following
fields and click Next.

Thank you.

Eefore purchasing, have you nofified your Travel Is a segment of this frip already booked in Concur?

Card Admin to increase your card credit limit? [Required]

[Required] _|
W

]

s | e

The rental car search results appear.

STEP 3: FILTER THE RESULTS

There are two sets of filters: The matrix at the top of the page, and the Change Car Search area on the
left side of the page.

To filter your results using the Change Car Search area
1. On the left side of the page, use the show » and hide .. arrows.
2. Select the Use my default credit card check box, if needed.
This is the credit card that you set up as your default in your profile.
3. In the Change Car Search area:
e Change your pick-up and drop-off dates and times, and your pick-up and drop-off locations.
e C(Click More Search Options to select additional options such as a car type, and vendors.
4. Click Search.
The new search results display.
To filter your results using the Matrix at the top of the page
1. Use the grid to filter the results.
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e Your company might display only its preferred vendors in the left column.
e The shaded column, if any, displays the type of car defined in your company's travel policy.

e To see a particular size of car, click the cell with the car size. The search results below will
reflect that choice.

e To see cars for a particular vendor, click the cell for that vendor. The search results below
will reflect that choice.

e To see cars of a particular size and a particular vendor, click the appropriate cell. The search
results below will reflect that choice.

STEP 4: SORT THE RESULTS

If you want to sort your results, click the Sorted By dropdown arrow, and then select the
appropriate option.

STEP 5: REVIEW THE RESULTS

] PICK UP: (SEA) ON SUN, MAY 27 12:00 PM Show as | USD [V
Trip Summary DROP OFF: (ATL) ON WED, MAY 30 12:00 PM
@ Select a Car Hide matrix Print / Email
Pick-up: Sun, 05/27/2018 All =] i ] il iy e -%
SEA - Terminal 20 results Economy Car | Compact Car = Intermediate Car =~ Standard Car | Full-size Car =~ Premium Car | U
Drop-off: Wed, 05/30/2015 AVIS
ATL - Terminal 198.98 203.99 210.99 216.99 216.99 228.99

Most Preferred

= e 195.00 195,00 211,25 22750 24375 260.00
fenterpriss| 195.00 195.00 211.25 227.50 24375 258.64
[M1Use my default cre card: ‘Corporate Card s 020 NO RATES AVAILABLE FOR ONE WAY #ZR#
Change Car Search ~
Hertz 020 UNABLE TO PRICE - NO RATE QUALIFIES #7E#

Pick-up date < >
| [ 0512712018 || 12:00 pm v/ ||
Drop-off date Sorted By: | Palicy - Most Compliant ™
|[m05.'3m2013 || 12:00 prnﬂ|
—Pick-up car at Displaying: 20 out of 20 results. Previous 12 Next | Al

(@) Airport Terminal ) Off-Airport

Please enter an airport. E c $1 98.98 d

| SEA - Seaftle-Tacoma Intl Airport - Seattle, WA AVIS conomy tar - -98 per day

(Worldspan) Total cost®
Ret to anather locati —r Automatic transmission

4] Retur car to anolher location '--‘l’l ﬂ Unlimited miles, Pick-up: Terminal: SEA $806.56
—Drop-off car at Adults: 2, Children: 2, Large bags: 1, Small

(®) Airport Terminal ) Off-Airport bags: 1

Please enter an airport. Most Preferred Car Vendor for Leaming Services Demo / E-Receipt . §

. . Enabled @ Location details

|ATL - Atlanta Hartsfield-Jackson Intl Airport - Aliant; |

1. Review the price and options.

2. Click the picture of the car (if available) to see a larger picture as well as passenger and

luggage capacity.
3. Click Location details for more information about the available options.
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STEP 6: SELECT THE RENTAL CAR

1. Click the Total cost button.

Policy for rental cars is set up to identify those vendors on state contract. The search results will
display the yellow caution next to vendors other than Enterprise and National.

Note that a yellow caution sign next to the Total cost button will indicate if the selection is out
of policy compliance. If this is the case, you will be prompted to select a reason and this
information will be sent to your supervisor. If there is another vendor that has a more economical
option, you may make that selection and notate that the car was cheaper from the drop-down.

The Review and Reserve Car page appears.
Review the details for accuracy.
Select a rental car program, as needed.

Select a method of payment, if necessary.

vk wnN

Click Reserve Car and Continue.

If you requested the car using the Flight + tab, and you elected to reserve a hotel room, Travel
will display those search result pages.
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BOOKING A HOTEL

If you are booking a conference hotel, you will not use the Travel module. You will need to book the
hotel directly with the conference in order to get the conference rate. If you are booking a hotel related
to an existing trip, be sure to access this trip through your Trip Library to add the hotel booking. This will
prevent additional booking fees on your account.

STEP 1: SEARCH FOR YOUR HOTEL

1. If you require a hotel but not airfare, from the Concur home page, click the Hotel == tab.
2. Enter the Check-in and Check-out Dates (or click in the fields to use the calendar).
3. Enter the search radius.

Concur will always show company preferred hotels within a larger radius, usually 30 miles or
kilometers.

4. Choose to search near an Airport, Address, Company Location, or Reference point / Zip Code,
and then enter the appropriate information in the available fields.

5. If you will be using more than one hotel on your trip, select the Add Another Hotel check box.
Additional fields will appear. The Check-in Date field for the second hotel is automatically
populated with the check-out date of the first hotel. Change the date as necessary.

6. Click Search.

STEP 2: PROVIDING INFORMATION

1. The traveler will be prompted to answer 2 questions in order to continue with their search.
2. “Before purchasing, have you notified your Travel Card Admin to increase your card credit
limit?”

a. If this has been done, you may continue with your search.

b. If this has not been done, you must get your credit limit adjusted or your reservations
will not be booked.

3. “Is a segment of this trip already booked in Concur?”

a. Ifyouare trying to edit or add a reservation to an existing trip, cancel this search and
access the current trip through the Trip Library in the Travel module. More information
on where you can find the trip information will be discussed later in this job aid in the
MY TRIPS/TRIP LIBRARY section.

b. If thisis a new trip, you may continue with your trip search.

4. |If your card has the appropriate credit limit and this is a new trip, select “Next”.
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Welcome to Concur!

We need a little more information to start booking your trip. Please take a moment to fill out the following
fields and click Next.

Thank you.

Eefore purchasing, have you nofified your Travel Is a segment of this frip already booked in Concur?

Card Admin to increase your card credit limit? [Required]

[Required] _|
W

]

s | e

The hotel search results appear.

STEP 3: CHANGE AND FILTER YOUR SEARCH

1. Inthe Change search area:
e Change your check-in and check-out dates, and your hotel location.
e C(lick Search.
Travel displays the new results.
Use the slider in the Price area to narrow your search.
In the Hotel chain area, select the appropriate hotels.

In the Hotel Amenities area, select the appropriate options.
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STEP 4: REVIEW THE HOTEL MAP

1. Review the hotel map.

CHECK-IN SUN, MAY 27 - CHECK-OUT WED, MAY 30 Show as |UsD [v]|
Hide Map Print / Email ' Company Preferred Hotel
! Oakdale.” ;
i A L% '_ﬁ‘us_?l_l '51:&\ Road _;_ﬁ“j
Brownsville { Lithia ; \
ey Springs _ ﬁMG'fiHWK BLANDTOW Wl
__-r“z_‘;-\—‘ﬂ-—'_.—_—‘_-_:______ ,.f.. i'.l =
rﬁ}{ff___,_;ﬁ@—k ot ‘._. _H_h_\_-_‘-\_'\-:‘:‘-\-:\:-_ﬂ...__\_*!l Z-
o NS : Adamsv:llﬁ?"-::% '};
7 [ Oatanad
—.._»}F;? "I lll
8 _d:,_ff-ffjw' GREENACR.E'E VALLEY 4 i
i ¥ ca.stEHErGHTs &
~.. " \
{ﬁ;.,_—f" "‘T IﬂE} —\\.__
BEN HILL v
~__Camipbeliton B ’.
~ - [i'a ]
: ,,“. 3 Cedar Grove -—__Redﬂ.; — .-_9 ;ﬁ’d 1".
A AN
| 2 miles 5 I:?\h_
b Bing Union City _ﬁ{a HERE ® 2018 Microsaft Corgaration Terms -:_‘
Hotel Name Search ) | Sorted By: | Policy - Most Compliant E

Displaying: 71 out of 71 results.
Previous 12 3 Next | Al

2. Click any blue icon to see specific hotel information. Use your mouse to zoom, and move the

map, as needed.

The red v icon indicates your reference point, and the blue ' icon shows your company’s

preferred hotels.

STEP 5: SORT THE SEARCH RESULTS (AS NEEDED)

Below the map, use the Hotel Name Search and Sorted By fields to sort the results.
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STEP 6: REVIEW THE RESULTS

A picture, as well as, the name, address, rating stars,
and price range appears. ) o
. . . 1. Inn DFW Arpt

1. Click the picture to see more images. i 252 St oy 25 oper, IG5 o

2. Click Hotel details to see contact information, Mt P o Chbn g S o € o i -
street address, cancellation policy, and P 2 Tounorace sutes Duties Grsowine. s210
information about the facility. -

3. Click View Rooms to see: Agi raeambumor s
o The available room options and rates d i et
e (Other amenities per room/rate

e Rules and cancellation policy

STEP 7: SELECT THE HOTEL ROOM

1. Click the Cost button next to the room that you want to reserve.

1. Residence Inn DFW Arpt North/Grapevine $1690
2020 State Hwy 26, Grapevine, TX 76051  Map it
9 4.45 miles

Most Preferred Hotel Chain for Leaming Services Demo E-Receipt Enabled Hotel details

Room Options

Regular Rate 6 Nights Studio 1 King Sofa Bed Please cancel 1 day before arrival (Worldspan) ° $160 A
Rules and cancellation policy

Park Here Fly There 6 Nights See Rate Rules Studio 1 King Sofa Bed Please cancel 1 day

before arival (Worldspan) ° $174
Rules and cancellation policy

Regular Rate 6 Nights 1 Bedroom Suite 1 King Sofa Bed Please cancel 1 day before

arrival (Worldspan) °
Rules and cancellation policy

Regular Rate 6 Nights 1 Bedroom Suite 1 King Sofa Bed Please cancel 1 day before

arrival (Worldspan) °
Rules and cancellation policy v

Policy for hotel rooms is based on the government lodging rate for the destination.

Note that a yellow caution sign next to the Fare button will indicate if the selection is out of
policy compliance. If this is the case, you will be prompted to select a reason and this
information will be sent to your supervisor.
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The Review and Reserve Hotel page appears. Navigate through the page and:

e Review or modify the room preferences.

o Verify or modify the guest and program information.

e Review the price summary.

e Select a method of payment, if available, as defined by your company's configuration.

e Review and accept the rate details and cancellation policy.

Select the | agree to the hotel’s rate rules, restrictions, and cancellation policy check box.
3. Click Reserve Hotel and Continue.

Your Travel Details page (itinerary) displays.

REVIEWING TRAVEL DETAILS

1. Inthe Trip Overview section, verify the travel dates and passenger information is correct.

2. You may also add Car or Hotel reservations to your itinerary at this time, if you have not already
done so.

3. The Reservations section is a detailed listing of all travel details:
e Qutbound Flight — seat assignments can be changed
a. Car Rental
b. Hotel

c. Inbound Flight — seat assignments can be changed

4. The Total Estimated Cost section will break down the cost by major category.

5. If all details are accurate, you can continue with the booking process by selecting Next. If you
need to make adjustments, select Cancel Trip to start the search process over.

If you close at this point your reservation may be cancelled. Note: Any part of the trip that is instant purchase or has deposit required will not be

cancelled.
cora
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TRIP BOOKING INFORMATION
1.

Trip Name — Concur defaults the format to list the upcoming trip as follows:
“Trip from Montgomery to Seattle”

The name is only for the traveler to keep track of upcoming trips, so it can be edited to the
traveler’s preferred format. The trip name will also appear on your itinerary and in the
automated email from Concur.

The next field is available to add one or more email addresses to receive the itinerary. The email
addresses in the traveler’s profile will already receive the itinerary information. This is only to
add additional recipients. If multiple email addresses are entered, separate them with a
comma.

If a hotel is booked through Concur, there is an option to include directions and/or a map to the
hotel with the email confirmation.

The last field on the page is a required field. The 4-digit Request ID from the traveler’s approved
Request must be keyed in this field before continuing with the booking. If you need assistance
with locating the Request ID, please see the Creating a Request job aid.

Once these steps have been completed, you can continue with the booking process by selecting
Next. If you need to make adjustments, select Cancel Trip to start the search process over.

Travel Arrangers Trip Library Templates Tools Concur XA

Trip Booking Information

Trip Summary
The trip name and descripfion are for your record keeping convenience.
@ Finalize Trip i o
Trip Name Trip Description {optional)
+ Review Travel Details This will appear in your upcoming trip list Used fo ideniify the trip purpose
Enter Trip Information Trip from Montgomery to Seattle

Submit Trip Confirmation
Send a copy of the confirmation fo- @

Send my email confirmation as
(@HTML (C)Plain-text

With my email confirmation..

Do not include directions to hotels with email ﬂ

Please enter your approved travel request ID
[Required]

You may HOLD this reservation until: 02/28/2019 10:00 pm Eastern

Please enter information about this trip then press Next to finalize your reservation. If you close at
this point your reservation may be cancelled. Note: Any part of the trip that is instant purchase or has
deposit required will not be cancelled.
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TRIP CONFIRMATION

1. Thisis the final overview of trip details before tickets are booked/purchased. Review all travel
details thoroughly. Seat assignments have been finalized in this step, so if adjustments need to
be made, you may do so by selecting the Previous button.

2. Once all details have been reviewed, continue with the booking process by selecting Purchase
Tickets. Once this selection is made, the information is passed along to the travel agency for
ticketing/booking. The state agency will be charged an agency booking fee at this time. If you
need to make adjustments, select Cancel Trip to start the search process over. Once the
information has been sent to the travel agency, a cancelled trip will cost the state agency an
additional agency booking fee to have the trip cancelled.

3. When the travel information is submitted to the travel agency, you will see this screen appear.
This will let you know that you have completed the booking process.

Travel Arrangers Trip Library Templates Tools Concur XA

Finished!

Trip Summa
p ry You have successfully booked your trip and your reservation has been submitted for purchase.

If your itinerary includes air, your ticket will be issued shortly.
° Finished! The notice below is only an indication of the ticketing deadline.

It is not necessary to contact CTM unless your Concur itinerary does not reflect “TICKETED" after the deadline.
Trip Record Locator : IAWYD

A copy of this itinerary has been sent to your travel manager.
Your itinerary has been saved. CTM NA (State of Alabama - East) will service your itinerary.

MY TRIPS/TRIP LIBRARY

1. The traveler’s upcoming trips will be visible in two places:

a. Home screen under My Trips

MY TRIPS (1)

MAR
1-14 Trip from Montgomery to Seattle

More = 6 @
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b. Trip Library —found under the Travel tab on the Home screen

Administration ~ | Help ~

SAP Concur Travel Reporting ~ App Center Pl
rofile ~

Travel Arrangers Trip Library Templates Tools Concur XA

Trip Library

Search Trip Mames Dates To Use: Date Range
(@) Booking Dates () Travel Dates | [ 08/27/2018 | | 7] 02/27/2019 | [ ] Include withdrawn trips

Trip Name/Description Status Date Booked Start Date End Date Action

Trip from Montgomery fo Seattle (IAWYD) Confirmed 0272712019 031112019 0311472019 Cancel Trip

2. The travel can be edited by accessing the trip through the Trip Library.

a. Under Action, you can Cancel Trip if necessary.

b. If you click the Trip Name, you will be directed to the itinerary details. You can cancel
individual segments of the trip or add items, such as a Rental Car or Hotel. If additions
are made via this process, the traveler will not be charged an additional agency booking
fee.

CANCELING A FLIGHT, HOTEL OR CAR BOOKING
If your travel plans change and a cancellation to all or a portion of your travel arrangements is
necessary, the following steps must be taken:
e Access the trip under your TRIP LIBRARY in the Travel module.
e The entire trip can be canceled by selecting Cancel Trip under the Action column.
e If a portion of the trip needs to be canceled/edited, click on the Trip Name to view the itinerary
details. From here you can make changes as necessary.

Since the purchase of an airline ticket is an immediate charge to your state travel card, the card expense
will still need to be paid. Reference the Paying the AL VISA in Advance job aid to assist in the process.
If the flight is canceled properly through Concur, the air carrier will have a credit on file to apply to a
future flight.
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PAYING STATE TRAVEL CARD IN ADVANCE

To pay the State Travel Card in advance, please follow the instructions below or see the job aid, Paying
State Travel Card in Advance.

The Expense module will allow for the air booked through the Travel module and/or conference fees paid
with the Travel card to be expensed when the charge from the State’s travel card has imported into your

profile. This will be important to do in order to keep the travel card from incurring interest charges on trips
booked well in advance of the travel dates.

1. Select the Request tab on the menu bar.

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

SAPConcur [G] | Mool | Goeme oo o

Active Requests (1)

3. 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
oaMar201g 10/032012 51,406.50 $1,408.50 51,406,650 Expense
oaMarzoig

4. The link should take you to the following screen:

Note: Required fields are marked with a red bar.
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SAPConcur [E]  Resesn | Expemsa | App Conter

Mansge Expenses  View Transachons  Process Faapary

T

o Policy — The Policy will default to policy on Request.

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

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

e Comment — Notate paying AL Visa charges in advance of travel.

o Department — This information should default based on the user.

e Accounting Group - This information should default based on the user.

e Accounting Template - This information should default based on the user.

o 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.

6. The Travel Allowances screen will appear. This feature will NOT be used for this payment. Please
click “Cancel”. This tool is used to calculate CONUS rates/meal amounts to be claimed when the
traveler returns from a trip.

Travel Allowances For Report: Nashville, TN - 9/15-9/18/18 0O x
@) GCreste New tinerary (@) Avsilable Hineraries  (B) Expenses & Adjustments
Itinerary Info
Minerary Mame Selection
INashlel:. TH - 81152118718 IUSGSA CONUS -
[ Departure City + Arrival City Arrival Rate Location DEpeshiee Gty
No ltinerary Rows Found
Dste Time
| @
Amivs) Gity
Dste Tim:
[ 5

Ga'to Single Day ltineraries Cancel
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7. Select the Import Expenses link to be shown a list of AL Visa transactions that have imported into
your profile from the bank.

SAP Concur[C] ~ Requests | Expense

Manage Expenses View Transactions Proces

Seattle, WA - 6/28-7/2/18
e Eove  mommme  GEET

Expenses Visw & | New Expense
[ |pater Expense Type Amount Requested
Adding New Expenss Expense Type

To create & new expense, chick the appropriafe expense fype bel
No Expenses Found pp pense fyp

@ Recently Used Expense Types
Hotel Gonference Regi

All Expense Types

01. Hotel Expenses __02. Transportatid
Agency Booking Fees - Hotel ‘Agency Booking
Hotel Airfare
Laundry Airine Fees
Parking - Hotel Baggage Fees

02. Transportation Parking - Aipart

Agency Booking Fees - Aifline. Rental Car

8. Select any that apply to this trip and click Move in the right corner. If multiple bookings or
cancellations were made without accessing the same trip in the Trip Library, multiple Agency Booking
Fees may result. Be sure that all booking fees related to the trip are added to the same report.

Support | Help

SAP Concur |§| Requesis Travel Expense App Center °

Profie

Manage Expenses  View Transaclions

Delete Ry

I Email *

« |Available Expenses

[ Expense Detail Expense Type Sourca Date .
[#] AGENT FEE 800750822687 CORPORATE TRA, VA Airfare =) 10102018
[#] Delta Air Lines RESTON, VA Airfare =1o]+] 10102018

9. This will move the expenses into the current expense report. Be sure the Expense Type is correct and
that receipts are available for all charges. Note: The Agent Fee does not require a receipt. The Airfare
transaction should have the following three icons visible, letting the traveler know the transaction is
ready for processing. If the card transaction icon is not visible, the charge has not imported into Concur.

=)

AL Visa Card Transaction

e-Receipt

4

Travel Itinerary
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10. If an Expense Type imports into Concur incorrectly or with an error, the traveler may change
the selection by using the dropdown box provided on each line. In this example, the airline ticket
imported as “02. Transportation”, which is just a category in the expense types.

Expenses [ Move ~ | View* € | Expense || E-Receipt |

|:| | Date v | Expense Type | Amount ‘ Requested |
gency Booking Fees i i
01/08/2019 A Booking F $5.00 £5.00 Expense Type
=) AGENT FEE 8900760328038 I 02_ Transportation | o |
01/0872019 02. Transportation $789.73 $789.73 —
Virgin Aflantic, Atlanta, Georgia .
L IST T+ I K 739.73 UsD | v |

An error occurred attempting to look up the account code(s) for this entry. The account
code lookup was based on : CGIl Advantage, [CT_REPORT Policy] 1059. This report
cannot be submitted until your system administrator adds an account code for this
expense type with the above ledger segment data.

The traveler can expand the list and select “Airfare” and save the changes to that line item.

Expenses [ Move - | View " « | Expense || E-Receipt |

|:| | Date v | Expense Type | Amount | Requested |
O 01/08/2019  Agency Booking Fees $5.00 $5.00 Expense Type Transaction Date
=) AGENT FEE 8900760328038 [Rirfare | v | 010872019
017082019 0_2. '_rranqurlalion . F789.73 F789.73 01. Hotel Expenses
0 e @ Virgin Aflantic, Aflanta, Georgia Hot ~
el
N - Laundry
An error occurred attempting to look up the account code(s) for this entry. The account )
code lookup was based on - CGI Advantage, [CT_REPORT Policy] 1059. This report Parking - Hotel
cannot be submitted undil your system administrator adds an account code for this -
expense type with the above ledger segment data. 02. Transportation
B AL e it
Airfare I

Baggage Fees
Parking - Airport
Rental Car

If the expense type you need is not available, make sure the correct Report Policy is being referenced on
the expense report. This can be checked by clicking the Details dropdown and selecting Report Header.

Charleston, SC 5/10-5/12/19

| + Mew Expense | Import Expenses  Details Receipts * Print / Emal
Report

Exceptions s

Expense Type | Date | Amoj

NiA eds

NiA Audit Trail

Hatel 05212019 5500 0 Approval Flow [

Expenses Comments

m] ‘ Date v Expense Type o

Allocations

Adding New Expense Allocations

O 05/12/2018 MA&IE Rate
Charleston, South ( Travel Allowances

O 05/12/2019 Transit Costs New ltinerary
og = oo nora
B Available Itineraries
051272019 Hotel ‘

a> & 00 Mariott, Charleston, Expenses & Adjustments
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The expense report should either reference *AL-Out of State or *AL-In State, depending on the
exact travel event. If this field is incorrect, the report will need to be deleted and a new report will need
to be created.

Report header for: Charleston, SC 5/10-5/12/19

Palicy Trip Type

[outor state v

The expense report pulls the policy referenced on the Request, so if the wrong policy was entered on
the Request, you will need to submit a new Request for approval using the correct policy.

If the policy on the Report Header is *AL-Expense Rpt w/o Request, then you have created your expense
report without a Request. You need to delete the existing expense report and access the approved
Request in the Request module in order to create the expense report. See Steps 1, 2 and 3 in this job
aid to assist with this process.

11. If a hotel deposit is charged to the state travel card, this charge will require an itemization before
the expense report can be submitted. You will leave the date as the transaction date of the charge. The
system will not allow you to enter a date that has not occurred. Select the Nightly Lodging Expenses tab
to enter the itemizations. Enter the charge transaction date for the Check-In date and the Check-Out
date should be the following day. If the receipt you were provided breaks out the deposit by room rate
and room tax, make those entries as necessary. If no breakdown was provided, enter the entire deposit
amount as the Room Rate. Click Save Itemizations.

Exceptions *
Expense Type | Date Amount | Exception

Hotel 08/20/2013 543145 (@ Hemizations are required for this entry

Expenses  ove - | View* € | Expense || Nightly Lodging Expenses Available Receipls
Dic EXpEnSElIYRE amoant Reqnesten Check-in Date Check-out Date MNumber of Nights A
06202018 Hotel 543145 $431.45 I Jv—— = |psfz|.-2ma = I |

e e ARABELLA HOTELS, Seattle, Wa:
Recurring Charges (each night)
Room Rate Room Tax

I 400.00 3145

| Itemizations are required for this entry |

Other Room Tax 1 Other Room Tax 2
v

TOTAL AMOUNT TOTAL REQUESTED _ AP
$431.45 $431.45 | omee ]
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The itemization for the hotel deposit should have the transaction date on all lines.

Expenses [Vove ] View -

|:| | Date | Expense Type | Amount | Requested |

% 062072013 Hotel 343145 F431.45
e 9 ARABELLA HOTELS, Seattle, Wa:

] 062072015 Hotel 3400.00 F400.00

] 06/20/2015 Hotel Tax 331.45 53145

It is always helpful to approvers if comments are made on the expense lines. In the example of the hotel

deposit, notating that this charge is a deposit for a future stay will alleviate questions.

Comment

reserve my room for June.

The hotel charged a depositto A

W
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CREATING AN EXPENSE REPORT

LINK REQUEST TO EXPENSE

Select the Request tab on the menu bar.

SAP Concur @ Requesis Travel Expense Appravals

App Center

Manage Reguests 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
0eM8/2018 10/03/2018 B1,408.50 $1,408.50 F1,408.50 Expense
0e/M18/2018
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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 [G]  eques | Expemss  Appeoves Carter

Manags Exporses.  View Transacons  Peocess Repots

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

o 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.

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

o 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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If the traveler has already expensed the Travel Card charges on an expense report in advance of the
travel, the following error will appear. Continue by clicking Next.

Note: If an expense report has not been submitted prior to the travel event, check for duplicate expense
reports before continuing.

Create a New Expense Report

Exceptions

Expense Type Date Amount Exceptinn
LIS & Dates oversp another report.

Report Header

Paolicy Trip Type Report Mame {Destination, Travel Dates)

I 0t of Statel b I Seattle, WA - 828-7T/2/18

TRAVEL ALLOWANCE ITINERARY

1. Creating your travel allowance itinerary:

Travel Allowances For Report: Nashville, TN - 9/15-9/18/18 0 X
€ Creste Newtinerary (@) Availsble ineraries () Expenses & Adjustments
Itinerary Info
Itinerery Name Selection
[ Heshvite, ™ -ort5-ar12/18 [usezaconus -
n Departure City & Arival City Arvival Rate Location Depariure City
Mo ltinerary Rows Found
Dete Time
| = |
Aarival Gity
Dete Tim:
| &

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
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USGSA Actuals. Note: Please see Creating Travel Allowance for Receipts for assistance
with this process.

tinerary Info
Iltinerary Mams Salection
I Mashville, TH - B/15-8/18/18 Im
USGSA Actusls
USGSA CONUS :

-

| <

o 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.

o Time — Enter the time your travel began.

e Arrival City — Enter the city you traveled to.

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

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

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

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

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

e 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.

e 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 (depart date and
return date).

3. Review the itinerary information for accuracy and select Next. You can edit from this screen if a
correction is necessary. To edit, select a line and the Edit button will become available.
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Travel Allowances For Report: Nashville, TN - 9/15-8/18/18

Assigned Itineraries

| Degparture City

1 Creste New ftinerary (] Avsilable Hineraries

Date and Time &

3) Expenses & Adjustments.

Arrival City

Arrival Rate Location

@ liinerary: Nashville, TN - 9/15-9/18/18

Nashville, Tennessee

Montgomery, Alabema

09/16/2018 02:00 AM
09/18/2018 00:00 AM

Neshville. Tennessee
Wontgomery. Alsbema

09/15/2018 12:00 PM
09/12/2018 02:00 PM

DAVIDSON COUNTY. US-TN, US
MONTGOMERY COUNTY, US-...

Available luneraries

| Departure City

‘ Current lfinersries - |

‘ Date and Time &

Arrival City

Arrival Rate Location

No Avsilsble ltineraries Found

<= Previous

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.

Nashville, Tennessee

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

4) Creste New finersry (@) Avsitsbie inersries () Expenses & Adjustments

Show dates from | to ‘

Exclude | All [ ‘ | DatefLocation & | Ereakfast Provided Lunch Frovided Dinner Provided Allowance

l Nocrte, Fennessse [ I [ $44.25

' s - o | 0 sse00

: ama:;\:ﬁg.‘?femgseg ] [ B $50.00

[ i EREEES B ‘ - saazs

Creste Expenses [JSHSY

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.

Administration ~ | Help ~

SAP Concur [C] = Requests | Expemse  App Center oo °
ohle ~
-

Manage Expenses  View Transactions  Process Reports

Nashville, TN - 9/15-9/18/18 Oeete ot

+ Nes

Defsils *  Receipts = Print v

Expenses Miewr & | New Expense Availsble Recsipls
O ‘ Date v ‘ Expense Type Amount Requested |
Adding New Expense Expense Type ||
[ oerenois  MBERste 4425 344725 To creste & new expense, dlick the appropriate expense fype befow or type the expense type in the fisld above. To edt an existing expenae, dlick the expense on the left side of the page.
Nashuille, Tennessee
[ oor7201 MBIERste $50.00 350.00 @ Recently Used Expense Types
Nashyille, Tennessee:
[0 0082015 MAIERate $58.00 350.00 Airfere Breaifest Hotel
Nashuille, Tennessee. AlE T
O 08/15/2018 MBIE Rate 54425 54425 xpense Types
Neshuille, Tennessee
01 Hotel Expenses 82, Transportation 04, Promotional Expenses 07. Fees
Agency Booking Fees - Hatel Rents! Car Fromationsl - Meals Gurrency Exchange Fees
Hotel Rents| Car Fuel 05. Office Expenses PassportsiVisa Fees
Leundry TollzRoad Charges Computer EquipmentiHardwara 02. Other
Paring - Hatel Transit Costs Courier/ShippingFreight Conference Registration
02 Transportation 03 Meals Office Software Miscellaneous
Agency Booking Feas - Airine Breakdast Office Supplies Parking - Genersl/Matered
Agency Booking Fees - Rental Car Dinner Pastage Professions Dues
Airfare Incidentals Prining/Phatacopying Mileage
Airine Fees Lunch 06. Communications. Personal Car Milesge
Baggage Fees. 04. Promotional Expenses. Internet/Orine Fees
Parking - Airport Promotional - General Telephone/Fax
TOTAL AMOUNT TOTAL REQUESTED
$206.50 $206.50

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

Support | Help

SAP Concur |§| Requesis Travel Expense App Center .

Profile ™

Manage Expenses  View Transactions

Delete Rey

| Email =

S

Available Expenses

[# Expense Datail Expense Type Dite.s
[#] AGENT FEE 8000750022837 CORPORATE TRA, VA Airfare 10102018
7] Delta A Lines RESTON, VA Airtare 1002018

If the card transaction icon is not visible, the charge has not imported into Concur.

=)

AL Visa Card Transaction

e-Receipt

4

Travel Itinerary
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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

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.

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.
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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.
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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
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PERSONAL EXPENSES

If a personal charge is made using the state travel card, the traveler should get the charge reversed as
soon as possible. It is recommended that travelers pay close attention to receipts that are provided to
make sure all charges are correct, and business related. It is easier to get a charge corrected while on
site, rather than weeks later over the phone. If a personal charge still comes through to Concur, it is the
traveler’s responsibility to reconcile that charge, so the bank is paid and make the necessary steps to
repay this money back to the State. If the personal charge is submitted on the expense report along
with the CONUS and personal mileage claim, then the personal amount will be deducted from the
money due the employee. If the employee is not due any reimbursement, then the agency must collect
the funds and attach the cash receipt to the expense report before submitting to the Comptroller’s
Office. It is recommended that any card charges that occur during the actual travel event be submitted
on the same expense report with the claim for CONUS, so there is a method to recoup any personal
expenses that were charged to the State.

Any expense line that relates to a personal expense should be marked as personal.

Itemization

e Total Amount: $468 26 | ltemized: $463.00 | Remaining: $5.26

Expense Type Transaction Date Business Purpose

| Dinner v | 070272018 =5

Enter Vendor Name City of Purchase Payment Type:
SOUTH SEAS RESORTS

Amount I Personal Expense (do not reimburse) l.‘,omment

I 12.26

| Cancel |

If a portion of a charge needs to be marked personal, this can be done by selecting the Itemize button
on that expense line.

Expense || Receipt Image Available Receipts
Expense Type Transaction Date Business Purpose ~
I Transit Gosts v I 0511272019 = |
Vendor City of Purchase Payment Type
I UBER W I Cash W
Amount ["] Personal Expense (do not reimburse) Gomment
I 15.00 uspD | w
v
Save | ltemize | Allocate | | Attach Receipt | | Cancel
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This will allow you to break out the expense into multiple lines, marking the amount that is not
business related as personal. An example would be a traveler paying an UBER driver a tip over the
allowable 20%. The excessive tip would be claimed as a personal expense.

Itemization |
Total Amount: $15.00 | ltemized: $15.00 | Remaining: $0.00

Expense Type Tranzaclion Date Business Purpose A
| Transit Gosts |v| |osn2eos = |
Vendor City of Purchaze Payment Type

UBER v| Cash v|
Amount - [w] Perzonal Expense (do not reimburse) Comment
|1n.uu |lusp | v| Tip for UBER - over allowable 20% |

o W

[] s 05122019 Transit Costs F15.00 55.00
L0000 =

] 051272019 Transit Costs 55.00 55.00

051272019 Transit Costs $10.00 50.00
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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 : Total’$2,080.00 Allocated:$2,089.00 (100%) Remaining $0.00 (0%)
[ s socas s | G sumtrs | comm
G : a7 oo
100
7| Datew Expense T | Group Amount L
¥| 006/28/2018 MEIE Rate $55.50
Baggage F. $25.00 2
Conferanc. $250.00
M&IE Rate §$74.00
MEIE Rate $74.00
MEIE Rate §$74.00
Airfare $1.000.00
M&IE Rate $55.50
Baggage F. $25.00
Hotel Tax $15.00
Hotel| $60.00
Hotel Tax $15.00
Hotel| $00.00
Hotel Tax $15.00
Hotel $00.00 v =
Hatal Tax 51500 Cancel

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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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 Transsction Date
I Personal Csr Mileage v I\
To Lecation Payment Type

Purpose of the Trip

Distance - Amount
|

From Location

Comment

Avsilsble Receipts

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
¥ M:
Waypoints -
@ }
@
Calculate Route
D Deduct Commute TOTAL PERSONAL TOTAL BUSINESS N
0.0M Go gle

Cansdn

Unitod States

Mesica

Venezuels
Colombis

Brazil
Paty

Bolivie

crile.

ogenting

0O x
Fres
Rusis
Narway
Uited
Hingdom
Pland
Germiny - Ukraing
e Kazskhstsn Mongala
PR
Turkey G i oren
1o gy At
Mgerds gy VP g
Souh Arsbie india
Thailand

Mk Miger Sudan
Chad

Q«.-.u Ewiopia
-

Tanzanis

Angela

Indanesis ]

Namibia indian

Botwans | Medeamcar

Ocean Sauth Africa

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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