Business and Finance Division
SAINT LOUIS UNIVERSITY

CONCUR EXPENSE Approver Manual

After logging into Cligbook & Concur Expense — hover on the expense tab and click Approve
Reports. A list of reports pending your approval will show.

To open a report, click on the Report Name.

& AMERICAN EXPRESS" ONLINE

L

My Concur | Expense.| Reporting Profile  Help Loy Out
Appraove Reports

- - |
Can chaose to show reports PERNDING approval or reports vou've already approved |

Expense Report List
Reports you#pproved this Month Sort on any of the headers by clicking
Yiew v

D Etnployee Name Report Name: Commerts Status Payment Status Report Date = Date Submited Total
0 Srith, Joir AD0D2TS nieei 10 change fundfacct 1o Apnrowed Etracted for Payment 090902008 084772003 38238
San Fran CA 8/7-811709 120201738010

1. W Thiz repott has ane or mare entry level exceptions,

|:| Doz, Jane B Aug 09 Mileage & Parking with rounding reimbursement Snproved Extracted for Payment 09032008 090372009 6415
g 09 Mileage and parking was off by 51, Add ancther mile
to offset

Thiz repart has ane or mare entry level exceptions,

VB Aug Mileage Apnraved Extracted for Payment 0910372008 09M03/2009 33080
Jones, Miee
' Driving far press checks
|:| Davis, Sam . VB Welcome Home Event Snproved Extracted for Payment 090372009 09/3/2009 2.3
Welcome Home Evert SociologyCriminal Justice Dept
O Sison, Ann VB ice & beverages Appraved Evtracted for Paymert 09032009 0Q0372009 .7
Ice and heverages
Vthen an exception icon shows here. you il Any comments entersd on the header
know the repart has exceptions that need to soreen will show hars
e revigwad
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A listing of the reported expenses will show.

Review exceptions by looking at the list or by clicking on each expense with a flag and
reviewing information.

Wiew Reparts  New Expense Report  Approve Reports

—— Click Hide Exlce|:tions buttn to make . |
A096 123 I BxpEnse section larger b Hite Exceptions @Send Back to Employee | 3 dparave
‘L.lDetaiISv [ Viewr @Receiptn (Pt
Exceptions &
BT Die I — — Review exceptions for compliance to palicy
Patking 01010103 H780 WMaximumdailyreimbursemem10r81‘Luuisairp0r1parkingis$9.30. j
Wlay need to use scroll bar to J
Seninar FeesR... DEDG/0CH 500 WPleasedeductanypersonalexpensesusingthe'rtemizatiunbmunbeforesubmmngrepm. seé al e‘»::eplisns —
el Canferen... L0603 JiE g WPIease nrovide publizhed conference rate with documertation hack up. j
Expense List o T —
Totak §1,146.67
Transaction Date ¥ Expense Type Vendorhame  Cly Paymert Type Amaurt
@ DA02009 Parking FastTrak 5t Lovis, Miszowr - Cash §3780
DA02009 TaxiMetro San Francisco, C... Cash $2000
DA02009 Meals (seff) Roxanne's Cafe  SanFrancisco, ... Cash $2000
D& 0200 Meals (seff) Wein'a Deli Termi... - San Francisea, €... Cash §1an
Da082009 TaxiMetro San Francisco, C... Cash $25.00
Da082009 Meals (seff) Maya Rest San Francisco, C... Cash 5645
Da082009 TaxiMetro San Francisco, C... Cash $25.00
Da082009 Meals (seff) cotez rest San Francisco, C... Cash $41.00
Da082009 Meals (seff) Roxanne's Cafe  SanFrancisco, ... Cash $2000
Da082009 Incidentals/Tips San Francisco, C... Cash $300
Dai072009 Meals (seff) Setana Gril San Francisco, C... Cash §2382
Dai072009 Meals (seff) Renaizzance Sta.. SanFrancisco, .. Cash §243
D009 TaxiMetro San Francisco, C... Cash $2000
@ D009 Seminar FeesRegistration San Francisco, C... Cash 10500
W_D w DR06/2008 Hotel - Conference Renizsance  San Francisco, C... Cash §636.46
D009 Meals (seff) Walfyang San Francisco, C... Cash 850
D009 Meals (seff) Walfyang San Francisco, C... Cash 243
— D009 Meals (seff) Chil's San Francisco, C... Cash $15.00
:t:ea‘;”za““” WIS Meals sef) Kenis Sen Francizeo, €. Cagh §7 0
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To see where all expenses are currently allocated, click on Print and select SLU Detailed
Report.

Wigw Reports New Expense Repart Approve Reports

;ggge&epgrt_} Wi Excepions )5end Backto Erpoyee 74 tpprove
“i_ilDetai\Sv [ M+ @Receiptw (Pt
Exceptions SLU Fa Receipt Cover Page
Bipense Type  Date Amount Exception Ly 1 Dietaled Repart

Patkig L il @Maximum ikaily reimbursement for = Louis airport parking is $9.30. To e e":Fensen”]:"a::IS clck Prnt ﬂ

and choose SLU Detaled Repod

Seminar FeesiR... 086000

10510 @ Please deduct any personal expenzes using the temization buttan before submating report.

el -Confeten... CBECH fect 48 WPI&&SE pravide published canference rate ywith documertation back uy. j
Expense List g P ——
Total: §1,146.67
Trangaction Date * Expense Type Venior Name City Paymert Tyne Amaurt
@ (81072009 Parking FaatTrak St Louis, Missoui  Cash §aran
(81072009 TaxiMetro San Francisca, C... Cash fnm
(81072009 Meals (zelf) Roxanng's Cate  San Francisco, C... Cash fnm
(81072009 Meals (zelf) Wein's Dl Termi... - San Franciaco, C... Cash §an
(B09/2009 TaviMetro San Franciaco, C... Cash §4500
(6092009 Meals (self) Maya Rest San Francisco, C.. Cash fa648
(81672009 TaxiMetro an Francisca, C... Cash f2a00
(81672009 Meals (self) cortez rest San Francisca, C... Cash 100
(81672009 Meals (zelf) Roxanng's Cate  San Francisco, C... Cash fnm
(682009 Incidentals Tips San Franciaco, C... Cash 5300
(67 2009 Meals (self) Sokana Gril San Francisco, C... Cash §58
(BA07 2009 Meals (self) Rensissance 3ta... SanFrancisco, C.. Cash FH
(81672009 TaxiMetro San Francisca, C... Cash fnm
@ (81672009 Seminar FeesRegistration an Francisca, C... Cash 10500
M_D v 0BNG004 Hote! - Conference Rensissance  3an Franciaca, C... Cash J056 46
(6062009 Meals (self) Wilfiang San Franciaco, C... Cash 650
(662009 Meals (self) Wilfiang San Francisco, C... Cash 5243
(6062009 Meals (self) Chil's San Francisco, C.. Cash $a00
(81672009 Meals (self) Kan's an Francisca, C... Cash §27 60

—r—r———r
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The SLU Detail Report contains report information and shows the expenses, funds, and
accounts where expenses will be charged (allocated).

taPrint || show Ttemizations | s &)y,

Expense Report
Employee Name : Smith, John
000123123
4096123
Travel

20

Employee ID :
Report Name :
Policy :
Report Key :

Al information entered on Heade

rPage

Report Header ‘/

Business Purpose :
Report Date :
Approval Status ;
Payment Status :
Comment :

MO TRAVEL accounts will
sh 0 and will be
fault

leat sheet

San Fran 8/6-10/2009
09/14/2009

Submitted & Pending Approval
Mat Paid

Group, ArtsandSciences(09/17/2009): Beaumont
Grant fund number to be entered by Sponsored
Programs

/

you or apen Report

o add notes far

iew to see if any actions are

Allacation Infarmatian

Transaction Date
0a8/06,2009
» 0B/09/2009

08/08/2009

08/07/2009

08/05/2009

08/09/2009

08/08/2009

08/07/2009

08/06/2009

Expense Inform ation

Expense Type Business Purpose  Yendor Vendor Name
Hatel - Conference Renaissance

Hatel Renaissance

Allocations : 100.00% (47.25) 000215985-0110-120254-731000
Hatel Renaissance

Mlocations : 100.00% (47.25) 000215985-0110-120254-731000
Hatel Renaissance

Allocations : 100.00% (47.25) 000215985-0110-120254-731000
Hotel Renaissance

Mlocations : 100.00% (47.25) 000215985-0110-120254-731000
Hatel - Conference Renaissance

Allocations ; 100.00% (94.50) 000215985-0110-120254-731000
Hatel - Conference Renaissance

Mlocations : 100.00% (94.50) 000215985-0110-120254-731000
Hotel - Conference Renaiszance

Allocations ; 100.00% (94.50) 000215985-0110-120254-731000
Hatel - Conference Renaissance

Lllnratinns :

10M.0N% 94.501 NNN2153R5-N110-121254-731000

City
San Francisco

5an Francisco

San Francisco

San Francisco

San Francisco

San Francisco

San Francisco

San Francisco

San Francisco

Cash
Cash

Cash

Cash

Cash

Cash

Cash

Cazh

Cash

tj)CanceIL
Expense Inform ation
Payment Type Amount Travel Allowance
636,46  No
4725 Yes
4725 Yes
4725 Yes
4725 Yes
9450  No
9450  No
9450  No
9450  No
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Note reallocations and report total information

LI IETITI TN

08/09/2009 Meals (self)
Allocations :
08/08/2009 Meals (self)
Allocations :
08/08/2009 Meals (self)
Allocations :
08/08/2009 Meals (self)
Allocations :
08/07/2009 Meals (self)
Allocations :
08/09,/2009 Tawi/Metro
Allocations :
08/09,/2009 TauiMetro
Mlocations :
08/09,/2009 TauiMetro
Allocations :
08/09/2009 TawiMetro
Allocations :

Mote: The sum of allocation amounts may not exactly match the expense amount due to rounding, \

If you have selected the correct expense type, account code will be correct in Banner after upload.

L I R g e R S e h e e

100.00% (33.03) ATS111111-0000-111111

100,00% (22,71; ATST11111-D000- 111111
breakfast

100,00% (17.32) ATS111111-D000-111111
breakfast

100.00% (23.53) ATS111111-D000-111111
breakfast

100.00% (10,493 ATS141114-D000-111111
home to airport

100.00% (22.28) ATS111111-0000-111111
airport to hiotel

100.00% (44.00) ATS111111-0000-111111
hotel to airport

100.00% (45.00) ATE111111-D000-111111
airport to home

100.00% (25.00) ATS111111-0000-111111

San Francisco

-738010

San Francisco
1-738010
starbucks San Francisco
-738010

San Francizco
~738010

St Louis
-738010

St Louis
-738010

St Louis
~738010

San Francizeo
-738010

San Francisco
-738010

Cash

Cash

Cash

Cash

Cash

Cash

Cash

Cash

Cash

5303

2271

1732

23,53

10,49

2228

44.00

4500

25.00

es

Yes

es

es

Yes

No

g

g

g

Report Total
Report Total :
Personal Expenses :
Total Amount Claimed :

Amount Approved :

Company Disbursements

Amount Due Employee :

Amount Due Company Card :
Total Paid By Company :

Employee Disbursements

Amount Due Company :
Amount Due Company Card From Employee :
Total Paid By Employee :

1,395.38

0.00
1,395.38
1,341.05

1,341.05
0.00
1,341.05

0.00
0.00
0.00

payment

Report and

infarmation
SUmMmary

Ll
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If the expenses need to be charged to a different fund or account, reallocations are made by

clicking on Details and choosing Allocations.

k
APERICAN]

[

My Concur | Exzpense.| Reporting Profile Help Log Out

== AMERICAN EXPRESS" ONLINE

SAs LOUs
[EETET e

View Reports  Mew Expense Report  Approve Reports

Expense Repart

A096123

"@Detawls v [ View

|g Report

Totals

Audi Trail

Comments

@ Allocations

Approval Flow

Repart Headsr

Exception

A

L)

San Francisco, ...

| locations
| etro
{? Travel Allowances 5 (self)
Thiner aties s {self)
Reimbursable Mlawances Summary etro
(050942009 Meals (zelf)
08M08/2009 TaxiMetro
0ama2009 Meals (selfy
0382009 Meals (selfy
(05f8/2009 Incidentals Tips
080712008 Meals (zelfy
08712009 Meals (selfy
0862009 TaxiMetro
i (BMB2003 Seminar FeesRegistration
Uj_[? @ 0aME2009 Hotel - Conference
080612009 Meals (zelfy
(0aME2009 Meals (selfy
0aME2009 Meals (selfy
(08872009 Meals (zelf)

Wendor Name

FastTrak

Roxanne's Cate

Klein's Deli Termi...

Maya Rest

conez rest

Foxanne's Cafe

Sotano Gril

Fengissance Sta...

Rengisgance
Wolfgang
Wolfgang
Chil's

Kan's

0 @ Meximum clally reimbursement for St Louis airport parking iz $3.30.

Chy

5t Lovis, Missouri

San Francisca, C...
San Francisco, C...
San Francisco, C...
San Francisco, ...
San Francisco, C...
San Francisca, C...
San Francisco, C...
San Francisco, ...
San Francisco, C...
San Francisca, C...
San Francizco, C...
San Francisca, C...
San Francisco, ...
San Francisco, C...
San Francisca, C...

San Francizco, C...

0 @ Plesse decuct any personal expenzes using the temization button befare submitting report.

Paymert Type

Cash

Cash
Cash
Cash
Cash
Lash

“
Total: §1,146.67
Amaunt

$105.00
83646
8.50
F243
$15.00
27 80

Eﬁ Hide Exceptionsl QSend Bk ta Emp\oyee‘ A Approve‘

@ Receipts» aPrint »

Y

Expense

Expense Type
TaviMetro

Transaction Date
08/10/2009

Business Purpose
Shuttle to 5F arpart

¥endor Name

City
San Francisco, Califotnia

Payment Type

Amount
20,00 v

I” Personal Expense (do not
reimburse)

Reviewed

Approved Amount
|20.00

Comment

Iilb
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When pop-up appears click Cancel in lower right hand corner and then Clear Selections at
the top in order to choose expenses to reallocate. Select by clicking in box next to expense
and then clicking Allocate Selected Expenses

== AMERICAN EXPRESS

(nllocations for Report: AD96123

M Expense List

Ve Ren @Allocate Selected Expenses @Clear Selections

;ﬁggﬁ Select Group ¥

P\_‘ Detaik [ petew Expenze Type Group

bt [ D
V] DBADEO0DS  TaxiMetro i

B s Mk sel) M

P ognommns _vesteToe) 47

Seriar F | VABETE08 Mo &0
[ owoms vk 50

Expense ‘
[ DROB20D8  TexiMetro §25.00
[T DROGI0S el (elf) §41.00
[7] 0882003 Ml (sel) $20.00

C [ 103008 ik $300
[T oBioTe200g  esls (self) 0
[T oBioTe2008 sl (self) 4.1
[T DROG008  TaxMetro $20.00
[ 0ROBRO09  Seminar Fes. $105.00
D B0GR2008  Meals (3elf) §8.50
[T DROBE00S  Mesls (self) §2.43
[T DRIOB00S sl (self) 500 _|
[T DRIOGI008 sl (elf) §21.60
= Hotel - Conference
D 08092003 Hotel - Conf... 9450
D 08092008 Hotel Tax 4.4
[T baosc008  Hotel 4725
1| [ 0809009 Hotel Tax §743

'-_[> ] D 03082009 Hotel - Conf. $34.90

[T fIANASAND Hedel Tay F14 M j

U Meals (seff)
(181062009 Meals (zelf}

Tatal Amount

Allocated Amoy
el 2. Mext click the Clear Selections button

1. To get started, click cancel inthe [ower right hand cormer

Clicking the top baxhy - Date will select all

4, Click Allacate Selected Expenses

3. Selectexpenses fo reallocate by clicking the hox nextto i

Chil's San Francizeo, ©. Cash H5m
Kan's San Francizco, C... Cash 27 60

SAINT LOUS
olx Uimrv sy

End Back ka Enployze. 4 Approve

I_a, Receiptsv ¢<iPrint+

&

Activity Cocle Code

Elsave (0)cancel

)

:

|/.'U‘UU

Comment
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Continue with reallocation.

= AMERICAN EXPRESW

d Allocations for Report: A096123 =]IE% HETA
My Cong
Y— Expense List AMlocations
Wiew Renn |
] i Tokal Amounk— +$65.00
\@Alocats Selecd Expenses (J)Car Selctons loceted Amount 465,00 (100°%) Use drop down to choose to reallocate by dollar amount or percentage
Expense B - o
Select Graup ¥ Remairin 4000 (0% end Back to Emplovee | gl Approve
A0961 p : y/ ooz toErpye] 7
' Dete p ]
i petals Erpense Tye Cowp et |4 tlocate By v | () Add New Blocation: ) 0=l e ecved 4 ocatinns [Breceptse prnte
. 08102009 Parking $37.80 4|
r
Exceptio 7 0800008 TaxiMelro 42000 D Percentage Org* Fund * Account Code * Activity Cade Cade
BN = ganonaon  eals el o ||E T ooy ogg | (11T 111 (731000) 7100
Parking *
OBA02009  Meals (self) LKA T} \
Seminar | ||V 08092008 Taxibetro $25.00 j
DBM92009  Meals (sff) $58.48 — .
Expense . choose amaunt or Chooze coract Choase new accaunt and activly
UG0B2003  Taxdbtetro £26.00 percentageto fund. Atcessto code if applicable
OB0B2009  Mesl: (geif) §41.00 reallocate funds reflect ——
ermissions in
7| DGOAD0S  Mesls (s=h) 00 Chance || P
W . teption if fanner
— UGORR009  ncidentskT.. §3.00 necessan
L UGA7009  Meals (s2H) nn
DBOT009  Meals (zelf) $24.:1
03062009 Tawibetro §20.00
08062009 Seminat Fee... §105,00
TBGONS Mol (sel) $8.50 Searches can be made by using * as a wild card
DBME2009  Meals (self) .43
DBMG2009  Meals (self) $15.00 _
OBOR2009  Meals (self) $27.60
If expense needs to be allocated 1o several orgs or funds, click Add New Allocation to create another ling
d Hotel - Conference
DRN90009  Hetel - Cant 35490 Savewhenfinished. i additional expenses needto be reallocated - click clear selection atthe fip leftand
click on expenses to begin again.
DBM9009  Hatel Tax 491
DR09C009  Hotel 4725 Click Save and then click Dang to oet hack to expense report
@ 05092009 Hotel Tax §7 45
05082009 Hotel - Cont... 34 50 ~
@ w j Save changes _+Save @Cancel
DRMADING._ Hotel Tax H14 .81
Retum fo report [———
[EME2009 Meals (seff) Chills SanFrancizca, C.. Cash ¥ [
OB/DE2009 Meals (self) Kan's SanFrancisco, C... Cash J27 B0 Comment
A
i
[F5ave
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Once comments, exceptions, and allocations have been reviewed, receipts will need to be
verified. View receipts by clicking on Receipts and choosing how to view them.

b
AIVIERIGAN]
[EXBRESS

AMERICAN EXPRESS" ONLINE

My Concur | Expense. Reporting Profile  Help  Log Out

RAIsT Lo
Ui vmew Ty

Approve Reports
Expense Report A .
Hide Exceptions
ACDO275 Ml WEEEEE
'@Details v [P Vigwr Eﬁ Recepts (Ptint
Exceptions Receipts Required
Expense Type  Date mount  Exception |y Yiew Receipts in new window
Hatel - Conferen... DB7/2003 T @ Plesse provide published conterence rate with documentation back up. = View Recepts n urent pindow
B ittach Rereipt Images
Hatel - Conferen.. 0B107/2003 Jarre @ This ftemized ertry has sub-erfries with one ar mare exceptions. P
Expense List 4
Total: §1,395.35
[ate + Expense Tyne Amourt Approved
08111/2009 Meals (self) $33.06 $33.06 *|
San Francisco, Calitor
08/11/2009 Meals (selfj §6.99 $6.99
San Francizco, Calitor
081172009 Meals (selfj $14.91 $14.91
San Francisco, Calitor
0810/2009 Meals (self) M3 132
San Francisco, Calitor
08110/2009 Meals (selfj $86.10 §86.10
San Francizco, Calitor
0810/2009 IncidentalsTips $3.00 £3.00
San Francisco, Calitor
08/09;2009 TaxiMetro §20.8 218
St Louiz, Missour
08/09;2009 TaxiMetro $44.00 $44.00
St Lovis, Missour
08/09/2009 TaxiMetro $45.00 $45.00
San Francisco, Calitor
08/09;2009 TaxiMetro $25.00 25,00
San Francizco, Calitor b
08/09/2009 Meals (self) $17.32 $7.32
San Francisco, Calitor
08/09/2009 Meals (self) $63.03 $53.03
San Francizco, Calitor
08/09;2009 Incidentals/Tips §3.00 §3.00
San Francizco, Calitor
08/08/2009 Meals (self) M3 132 ﬂ
A sharhinke an Eranni ______________________________________________________________|
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de — receipts will appear within the

ICe IS Ma

When View Receipts in Current Window cho

report.

N EXPRESS® ONLINE

™y

E AMERICA

Log Out

Help

Profile

Administration

Reporting

Travel

Ity Concur

Proxy Search

5|

You are administering Expense fur:[ Smith, John

@Recal\
E,} Receipts &Print v

»

When viewing in CURRENT window, receipts will appear in the lowsr

right sicle of the screen.

Panes can be resized to make viewing area larger or smaller

Expense Report

iDetaisv [Evien~

Loading

& & |74 -

& oz

NS

BAD &

=l

Business and Finance Division
SAINT LOUTS UNIVERSITY

(il et § -9

Use the Transporation Calculator when:

trensportation {renting a car or driving your gersonal

three altemnatives,

A} traveling 200 miles or more roundtrip to 2 destination not served by commerclal aidine carriers to determine the |east ¢

wehide) {Input variabies 1 and 2).

B} choosing o drive in lieu of Aying to detcrmine the allowable amount for reimbursement.  (Input variables £, 2, and 33.
destination can be added to the "Own Car Cost™ and “Rental Car Cost” totals. The maximum reimburssble amount s tH

Input
Total Miles to e Traveled (1) i
Total Days in Trip (2} il
Number of SLU Travebers {2) 1|
Car Rental Caily Price = (2) $32.00|
Cost of Gasoline per Gallon (2] 53.60) "
Parking at Destination (2 =
Mileage Reimburssment Rate (3] 550
Rental Cor Gas Mileage (MG} E
Lowest Available Fare (4)
Ground Transporiation at Qest. 6000 T

Input Variablas:

1, Enter tne total miles that wou will be traveling (round trip}

Ex. Traveling from St Louis to Chicaga ks 300 mies cne way, 500

plus 30 miles far traveling around Chicage, Your total miles travel

630.

2. Enter the total number of days of your trip, number of SLU trs

rental daily price, the current cost per gallon of gas, and the parki

in each applicabie cell.

3. Milaage rabes are a< fallows: 485 for 2007; 505 for 1/1/2004
.585 for 7/1/2008 - 13/31/2008; ,55

4. If traveling to @ major city that is served by commercial airing

the lowest available airline fare that you fownd (at least 14 days In)

MK, Attach the quote to transportation calculator. Ex. The lows

Heleat from St Lowis Lo Chicago ost $98 on Southwest Alrines. T

Own Car Cost would cost $130 on American Aidines. You would entar “0B7 bece
Parking 8E Destingtion [ s@.00 lowest avallzble round trip airfare.
e aa | F260.50 Calculated Results:
Total 1 COmce these steps are completed the caloulator will automatically o
Rontal Car Cost for the trip. The maximum reimbursable amewnt is the lowest of
Fental §32.00 altamatives (including the parking at destination?.
Refueling 3637
Parking at Destinasti $0.04 =**Per travel policy, full-size vehides are only acceptable when fc
A%0 Booking Fee $5.00 employess brovel together and share the rentel car, entertaining o

- authorized category are net available, the upgrade Is at no acdibic
Tatal 100, 7 transsarting large o bulky material, or pre-approved for medical
Airfare Cost drivers with disabilities.
Airfare
Alrport Parking = FERTS *=airpart parking is calculated based en the number of days in tri
Ground Tranemorafion o0 the maximum reimbursable amount of $9/day.,
A0 Booking Fee =-00 = Car Rental Daily Prices {unlimited miles)
Total One Traveler $14.00) Compact vehicle 52300 Mid-Size wehicle <2
Tatal More than One Traveler = 0,00 Standard $35.00 Full-size wehicle*=* &3

= o E -
o=
s
i 5&6C
gL L= =
2 .| "5E o
=2 5 o2 =, = Eo E
ol = E= = 2 = S5 §
i E = = & o\ TR - o 2 - B
o £ B E w EE o = 2 S =% E = £
Fal =1 E= ] = e—— =5 = = - £ T
5 S| .mE= ) == =~ ] = — - -
E=! & =3 E “ S s 2= 3 S o = o =
w g 8lw2tx gw® B3 ¥ S . WE g o
w o S| bE S5 S o 2 w2 o o = a H =
| = =50 = W 2 = [=} =
= = = o =] =1 Il =
o = Bl E2E£ g8 8z &2 £S5 32 g g = &
[ o ESEEE S&® EE 5 5. oE @m B % OB
29 =l & == e R = i w B e v - =Rl p—
—
ElIE]
=es
= =
= : =
= EE
= e i
m D .
= % .
2z :
= :
H H
E'c
= .
E :
= : i
-] H
- :
i :
) |
LE H
-] |
=0 ]
== .
=
@ B :
8:5 :
z .
& .
[ :
:X._"D. ]
b7 ‘e
= g
=] L= :
=2 muﬂ .
] D"Ms."
= . ]
3 - 1
[N

[ & [ mternet

L

Done
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When View Receipts in New Window choice is made — a pop up will appear with receipts (pop
up blocker will need to be off). Pop up should be able to be resized to enlarge viewing area.

ENER [ https:// app2.outtask.com; Services/GetImage.asp?ickey =1&rid=8FA5452ABBD845A4BA99% doctype=1 - Microsoft Inte 0| x| ks >
. T — = . ¢ 15"—'
. | BED & evli: MY § ool Lo 0 F
=Bl E EaE |8 i . TTETET = ! 1 'u.ggg’%“l
4 Z S.F il: 3 £ L o 3 A i i
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AQO SAINT LOUIS UNIVERSITY /JQ ff;//-ﬂ%v §.00 Qrecd
EDG 0D Use the Transpartation Calculator when: - ; EJRBCEMS' &Print'

Expe &) traveling 200 miles or mare roundtrip bo a destination not served by commerdal alrline carriers to determine the least expensive mode of i
transportation (renting a car or driving your personal vehicle) (Input variables 1 and 2).

B) choosing to drive in lizu of fiying to determine the allowable amount for reimbursement.  (Input varizhles 1,2, and 3). Parking at |—
o destination can be added to the "Own Car Cost" and "Rental Car Cost” totals, The maximum reimbursable amount is the lowest of the
...... three alternatives,
]
€ . InputVariables = - Input Variables:
""" Total Miles to be Traveled (1) i 1. Enter the total miles that you will be traveling (round trip) - 183 riles = §100.65 50

Total Days in Trip (2)

Nurniber of SLU Travelers (2)
Car Rental Daily Price * {2)
Cost of Gasoline per Gallon (2)
Parking at Destination (2) SR
Mileage Reimbursement Rate (3) 550
Rental Car Gas Mileage [MPG) 20)
Lowest Availahle Fare (4) BT i
Ground Transportation at Dest, $60.00)

Ex. Traveling from St. Louis to Chicago is 300 miles ane way, 600 miles round trip

plus 30 miles for traveling around Chicago. Your total miles traveled would equal

630.

\ 2. Enter the total number of days of your trip, number of SLU travelers, the car
rental dally price, the current cost per gallon of gas, and the parking at destination

in each applicable cell,

+— |3, Mileage rates are as follows: .485 for 2007; 505 for 1/1/2008-6/30/2008;

.585 for 7/1/2008 - 12/31/2008; .550 for 1/1/2000 --

Y 4. Iftraveling to a major city that is served by commercial airline carriers, enter in

the lowest available alrline fare that you found (al least 14 days In advance) using
AXO. Attach the quote to transportation calculator, Ex. The lowest round trip

T Calculated Restlts -~ ticket from St. Louis to Chicago cost $98 on Southwest Airlines. That same ticket
Own Car Cost would cost $130 on American Alrlines. You would enter "98" because it Is the
Parking at Destination 30.00 lowest available round trip airfare.
Mileage 269,50 Calculated Results:
Total Once these steps are completed the calculator will automatically calculate the costs
Rental Car Cost for the trip, The maximum reimbursable amount is the lowest of these three
Rental 32,00 alternatives (including the parking at destination).
Refueling 73,70
Parking 2t Destination 0.0 #4Per travel policy, full-size vehicles are only acceptable when four or mare
AX0 Booking Fee employees travel together and share the rental car, entertaining customers, cars in
authorized category are not avallable, the uparade is at no additional cost,

Total s fransparting large or bulky material, or pre-zppreved for medical reasons, L.c.
Airfare Cost drivers with disabllities.
Airfare
Airpart Parking** 49,00 **Airport parking is calculated based on the number of days in trip multiplied by
Ground Transportation 40.00 the maximum reimbursable amount of $9/day.

: AX0 Booking Fee $5'00* * Car Rental Daily Prices {unlimited miles)

M - | Total One Traveler _ §14.00 Compact vehide  $29.00 Mid-Size vehicle  $32.00

Total More than One Traveler ~50.00] Standard $35.00 Full-size vehicle***  $38.00

& Updated 3/4/09
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Amounts can be corrected by choosing the expense and then keying in the amount field.
Comments can also be added for each expense item OR on the Header page.
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SAIMT LOUIS

&

Expense Report

A096123_] Eﬁ Hide Exceptions @Send Back o Employes | 74 Approve
“E-IDetaiIs v [P View @ Receiptsv oaPrinkv
Exceptions -
Expenze Type  Date Amourt  Exception

Perting 06102008 W @ Maximum dity reimbursement for St Louis aipart parking is $9.30 j
Seiner Fecaft.. DBOB003 ¥10.00 ? Pleage deduct any personal expenses using the itemization button before submitting report. j
Expense List & || Expense

Total: §1, 146,67
|

Trangaction Date ¥ Expense Type Yendar hame City Paytnent Type Amount
081042009 Parki FastTrak 5t Lovis, Miszouri - Cash 3780 Expene Type
e e e R S
[ (134052009 TaxiMetro San Francisco, C... Cash F000, .
O P SRS ] Transaction Date
081082009 Mesals (self) T Roxanne's Cafe  San Francisco, C... Cash 2000 08/10/2009
(134052009 Meals (zelf} Klein's Dell Termi... - SanFrancisco, C .. Cash iR Business Purpose
(18403,:2009 TaxiMetro Eimznse infarmation n boy a San Francisco, C... Cash F2500 Shiuttle to 5F airpart
0810372009 Meals (self) | right s farhighlighted charge — [Maya Rest San Francisco, C... Cash $58.48 Vendor Name
(184082009 TaxiMetro San Francisco, C... Cash F2500
(184082009 Meals (zelf} cortez rest San Francisco, C... Cash 4100 City
OBBD0 Meals (sel) Roxanne's Cafs  SanFrancisco, C.. Cash 52000 an Francist, Calformia
(810812009 Incidentals Tips San Francisco, C... Cash 300 Payment Type
(184072009 Meals (zelf} Satano Gril San Francizco, C... Cash 2342 N
0900712009 Meals (zelf) Renaissance Sta.. San Francisco, C... Cash 243 Amount
20,00 v
(18i06:2009 TaxiMetro San Francizco, C... Cash 2000
@ (18i06:2009 Seminar FeesRegistration San Francizco, C... Cash $os00 I Personal Expense {do not
reimburse)
w w 03062009 Hotel - Conference Renaissance San Franciaco, C.. Cash §656.45 )
Reviewed
(81082009 Meils (self) Wilfang San Francisco, C... Cash $840 %
(1810872009 Meils (self) Wilfaang San Francisoo, C... Cash §243 fipproved Amount o o]
Lhange amount o be
OBAGR2009 Meals (self Chi's San Francisco, C... Cash $15.00 |2D-UU | teimbursed by ertering amount
OE00S  Meals (self] Karts San Francizco, C.. Cagh §750 Comment in Approved Amount figld
i
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To view information on Header page — click Details and choose Report Header.

AMERICAN EXPRESS" ONLINE

b
AMERIGAN|
EXERESS

SAINT LOwUIs
[T ET .

My Concur | Expense.| Reporing Profle  Help  Log Out
View Reparts  New Expense Report— Approve Reports

Expense Report

A0SE123 [
"-" Detalsv [ Viewr Receiptsv  cPrintr
il e

Toview report header - click on

Eﬁ Hide Exceptions‘ @Send Back to Employeel A Approvel

i Report detalls and then report header -
Report Headzr Exception
Tatals 0 @ Wacimum daily reimbursement for St Louis sirport parking is $9.30. ﬂ
Audt Tral 0 @ Please deduct any personal expenzes using the temization button before submiting repart. ﬂ
Appraval Flow @l [[ Expense
Comtents Total: $1,146.67
nze Type ‘endar Name City Paymert Type Amant
@ Alocations ing FastTrak St Louis, Mssouri Cash §780 Expense Type
I Alocations e s s s s s s s , T
: 3 etro __________________________________________________ SanFra e ISCUC Cash ______________________ $2UD U w Transaction Date
¢) Travel Allowances 5 (self) Roxsmne's Cafe  San Francisco, C... Cash $2000 0aH0f2009
Ttineraries s (self) Klein's Defi Termi... ‘San Francisco, C... Cash #1317 Business Purpose
Reimbursable allawances Summary etro San Francisco, C... Cash $25.00 Shuttle to SF airpart
08972009 Meals (self) Maya Rest San Francizoo, C... Cash foaas Yendor Name
[g03/2009 TaxiMetro San Francigeo, C... Cash $25.00
[g03/2009 Meals (self) cortez rest San Francigeo, C... Cash $41.00 City
D&0512009 Meals (self) Roxanne's Cafe  SanFrancisco, C... Cash 20,00 3an Francisco, Calfornia
0&05/2009 Incidentals/Tips San Francisco, C... Cash $3.00 Payment Type
[5#07/2009 Meals (self) Sotana Gril San Francigeo, C... Cash F23.82 M
080712009 Meals (self) Rengissance Sta... SanFrancisco, C... Cash 24,31 Amount
[506/2009 TaxiMetro San Francigeo, C... Cash $20.00 am -
@ [806/2009 Seminar FeesRegistration San Francizea, C... Cash §105.00 I personal Ewpense {do not
reimburse)
|l,|_[} W 0862008 Hotel - Conference Rengissance San Francisco, C... Cash §6a6 46 Reviewed
(030e/2009 Meals (self) Winlfyang San Francisco, ... Cash $8.50 g
08M0E/2009 Meals (self) Walfgang San Francigco, C... Cash §243 Approved Amount
0&0E2009 Meals (self) Chi's San Francisco, C... Cash 1500 |2U-UD
[5M06/2009 Meals (self) Kan's San Francigeo, C... Cash $27.80 Comment
3
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Report Header:

Review the comments on the report header screen to determine if you need to take any

requested action. Use comment box to leave notes of changes
Example: Charge to fund 273074.

L AMERICAN EXPRESS® ONLINE

or for approvers after you.

@ Cools
My Concur | Expense.| Reporting Profile Help  Log Out
View Reparts Repott header for: AD96123 m[Ipd
Expense Repor
096123 | Previous Comment 7 aSend Back to Employee | 74 Apprave
'ElDetaiISv i |Entered By Artsandaciences Group: Beaumant crant fund number to be entered by Sponsored Programs | |Eil Recsipts+ (aPrint~
E1E e Policy Trip ID Business Purpose -
Bz v A% San Fran 8j6-10/2000
Fatking Employee Name Repart Currency Receipts Received Submit Date ﬂ
Seminer Feesf | ST, John U, Dollar v F
) i 7
Expense Lit Approval Status Payment Status Commitment Office Comment b7
Submitted & Pending Appraval Mot Paid Financial Comitent-kon Grants ﬂ
v
——
Report Key Banner ID Org Fund \
v a 000123123 boo ]
Comments can be added for approvers
to see.
Default Fund Wake sure to save if changes ars made.
@ t
b
A
-
Save
=27
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To view the approver flow or ADD another approver before approving report — click on Details

and choose Approver Flow.

T

== AMERICAN EXPRESS® ONLINE

My Concur | Expense.| Reporting Profile  Help  Log Out

@

SAINT LU
UMIvERSITY

Yiew Reports  New Expense Repart  Approve Reports

Expense R Approval Flow for Report: A096123
A09612
L—IDetai\Sv
Exception| Manager Approval:
Expenze T Group, frtsandScences | Department/Expense Approver E]
Parling || {09/5742009 Approved)
AL B User-Added Approver: Department Approver has added an approver repor.
BEFORE Approver 3 by clicking the arrow
Expense|| Financial Commitment, Sponsored Frograns | ang chaosing an approver, Start entering last @
name and emar list will tart populating
matching approvers
Paymert Tyne
7 Approver 3 (FINCOMMIT approvet) Non Grant; \l -
S raup, YPBusinessandFinance E] a s h """"""
_________ {{thiz step may be shipped)) ash
ash
Once approver has been added - click Approve and the report wil 5h
route to User-Added Approver before going to Commitment Office
thosen on Report Headsr 3h
a3h
a3h
5sh
a3h
Click Send Back if something 3
Send Back is wiang or missing -
ash
Save Workflow
@ a3h
ll|_[} w (BME2003 lotel - Conference Renaiasance 5an Francisca, C... Cash
(15062009 Meals (self) Wiotfang San Francizco, C.. Cash
(8062009 Meals (zelf) Wialfang San Francizca, C.. Cash
(18062009 Meals (self) Chils San Francisea, C.. Cash
(18062009 Meals (self) Kar's San Francizco, C.. Cagh

Eﬁ Hide Exceptions‘ @Send Back to Emp\oyeel 7 Approve‘

@ Receiptsy ¢ aPtint»

&

“ || Expense
Total: §1,146.67
|
Amaurt
Expense Type
3780
$ _____ TaxiMetra
__________ $2UUU a Transaction Date

2000 0f10/2009

Business Purpose
52500 Shuctle b SF airport

9348 Yendor Name

F5.00
o [N oy
5000 San Francisco, Calfarnia

§3.00 Payment Type

5392 v

5243 Amount
20,00 ¥

Fa0.0

§105.00 I Personal Expense {do not
reimburse)

A5 Reviewed

§68.50 v

43 Approved Amount
gsm | |2

§27E0 Comment

Iﬂlb

[ 5ave

[ I . T PR
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When report is ready for approval — click Approve button in upper right corner. Can also click
approve on the approval flow screen.

If report needs to be sent back to employee, click Send Back to Employee button in upper
right corner. The tool requires a comment when a report is sent back. Employee will receive
e-mail telling them a report has been returned. Delegates have the option to receive e-mail
also.

n
== AMERICAN EXPRESS

My Concur | Expense. Reporting Profile  Help  Log Out
Wigw Reports  New Expense Report  Approve Reports

Eggéelngl-npprnval fow o Report:A0%6123 ‘ 1 “o Hide Exceptions @Send Back to Erployes | 34 Apprave
“jDetals ~ [Dreceipts apint~
Exception! | Manager Approval: -
Expenze Ty Department/Expense Approver |é| |i|

Parking (09/4 712009 Approved) ﬂ
S | | Bppraver: 8 i :Ij 4 a0 appraver ireport o

m o

Expense a ganap ng last L= Expense
afte g Totak: §1,146.67

matching approvers
Payment Type Amaurt
Approver 3 (FINCOMMIT approver) Non Grant: \A ash §3780 Expense Type
¥ |T| ' Tauifigtro
" e stines o pest o Transaction Date
{{this step may be shipped)) [Cash fan00 05/10/2009
=l i Business Purpose
Cazh §25.00 Shuttle bo 5F airport
Kash $56.48 Yendor Name
Cazh $2500
Cash J41.00 City
Cash §20000 San Francisca, California
Cash Fa00 Payment Type
Lash §2342
-Approve -Send Back
Cash §2431 Amount
h §2000 A
Save Warkflow = :
T o $105.00 I* Personal Expense (do nat
reimburse)
\‘P W (BME009 Hotel - Conference Rengizsance San Francizco, C... Cash HH56.46 .
Reviewed
0B/062009 Meals (self) Winlfrang San Francisco, C... Cash $a.a0
(BA062009 Meals (self Winltegang San Francisco, C... Cash §243 Approved Amount
0BIN2009 Meils (selfy Chil's San Francizco, ... Cash 500 20,00
0B/0E2009 Meals (self) Kan'z San Francizco, C... Cash $27 B0 Comment
[ zave
1= rrrrrrrEE e
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10.

11.

CONCUR EXPENSE: APPROVERS CHECK LIST
Log into Cligbook & Concur Expense. Or Outtask if a group approver.
Hover the EXPENSE tab and click APPROVE REPORTS.
See list of reports in your queue.
Click on the report you want to review/approve.
Review COMMENTS on report header for requested actions.
Review exception FLAGS and correct expense entries if necessary.
Click PRINT and choose SLU DETAIL REPORT to see fund/accounts.
Reallocate expenses to correct fund/accounts.
Check that all required RECEIPTS and documentation are attached.
Need to add any approvers to the flow?

Notes for additional approvers added to comment box on report header.

Updated 10/23/09



