SAP Concur

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.

Active Requests (1)
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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
oamMsi2018 10/032012 $1,406.50 $1,408.50 $1,406.50 Expense
oaMarzoig

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

Note: Required fields are marked with a red bar.

[

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

e 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.
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e 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.

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.

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 Ox
€D Creste New tinerary  (Z) Avsilable Hineraries  (B) Expenses & Adjustments
Itinerary Info
Hinerary Name Selection
[ st ™ -ents211ans | usesa canus v
Departure City Arrival City Arrival Rate Lozation Departurs City
N Hinersry Rows Found
Dste Time
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Arival City
Date Time
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Go o Single Day ltineraries Ganeel
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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 E Requests Expens

Manage Expenses View Transactions Pri

Seattle, WA - 6/28-7/2/18

+ Mew Expense Dietails + Recaipts * Frint | Email »

Expenses View s & [ NewExpense
I |pater Expense Type Amount Requested
Adding New Expense Expensa Type

No Expenses Found To oreate & new expense, ofick #he appropriafe expense fyy
@ Recently Used Expense Types

Hotel Gonference

All Expense Types

01. Hotel Expenses .02 Transp:
Agency Booking Fees - Hotel Agency Bool
Hotel Airfare
Laundry Airine Fees
Parking - Hotel Baggage Fe|

02. Transportation Parking - Ai

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 cunr,ur@ Requesis Travel Expense App Center °

Profie
-

Manage Expenses  View Transaclions

Delete R

I Emait «
« |Available Expenses
[#] Expense Detail Expensa Type. Source Date.
[# AGENT FEE §800750622687 CORPORATE TRA, VA Birfare a 101072013

=1o]+] 10/10r2018

[#] Delta Air Lines RESTOM, VA Airfare

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 Agency Booking 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

€3

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 H E-Receipt |

D | Date v | Expense Type | Amount| Requesled|
] 01/08/2019 Agency Booking Fees $5.00 $5.00 Expense Type

e AGENT FEE 3300760323033 I 02. Transportation | [ | |
01/08/2019 02. Transportation Fr89.73 }789.73 m

0 e ‘; Virgin Atlantic, Atlanta, Georgia e o T|

An error occurred attempting to look up the account code(s) for this entry. The account
code lookup was based on - CGl Advantage, [CT_REPORT.Policy] 1059. This report
cannet 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 | Expense Type | Amount | Requestedl
O 01/08/2019 Agency Booking Fees $5.00 $5.00 Expense Type Transaction Date
e AGENT FEE 8900760323038 I fairfard | - | 01082019
01/08/2019 02. Transportation $T89.73 $789.73 01. Hotel Expenses
0 e 6 Wirgin Aflantic, Atlanta, Georgia Hotel ~
el
N N Laundry
An errer occurred attempting to lock 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 until your system administrator adds an account code for this -
expense type with the above ledger segment data. 02. Transportation

" Rirfare
UL A=
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

| + mWewExpense | importExpenses  Detaits » Receipts * Print / Emal
Report

Exceptions T

ExemseType [vee | ama

NiA eds

NiA Audit Trail

Hotel 05122019 3500 0 Approval Flow [

Expenses Comments

0 ‘ Date v Expense Type o
Allocations

Adding New Expense Allocations

O 05/12/2019 M&IE Rate
Charleston, South ( Travel Allowances

O 05/12/2019 Transit Costs New Itinerary
(8] VBER jlable Itinerzri
= Available Itineraries
[] » o0sn2r019 Hotel

Expenses & Adjustments

& 0 0 Marioti, Charleston
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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 0 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
The hotel charged a depositto A
reserve my room for June. LY
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