Business and Finance Division
SAINT LOUIS UNIVERSITY

Concur Expense Non-Travel Manual

To get started on creating an expense report for reimbursement, log into MySLU and click on
the Suitcase Cligbook & Concur Expense icon in your TOOL tab.
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To start a new expense report or view a list of your other expense reports, click on the

Expense tab.

Bl

[ My Concur ] Travel | Expense

i=2 AMERICAN EXPRESS® ONLINE

T start a new expense report or view a
list of expense repors, click on the
Expense tah

Yiew Reparts

Mew Expense Repart

Trip Search
Flight || Car | Hotel | Flight Status

& Round Trip  One Way r Multi-Segment

Departure City 9

Arrival City 1)

Departure

I IdepartdlMurning d EX] "I

Return

| |departjlnfternuond EX] -l

I” Pick-up/Drop-off car at airport

I” Find a Hotel

I” Refundable only ait fares
Search fights by: © Price @ Schedule

Search |

Weather
Local Weather

Please enter an airport. 7]

You are administering travel for: I Me -

Alerts
@ You haven't signed up to receive e-receipts, M Sign up here

Travel Info

Welcome to American Express Online (AX0)
Jaint Louis University's exclusive online booking tool {University travel only)!

Call 800-855-7497 option 1 for site navigational assistance - changes - cancellations.

AXQICligbook’s Unused Ticket Display functionality offers travelers the ability to view information on their unused
tickets from directly within Cligbook. Travelers do not have the ability to select a specific unused ticket to apply to
their purchase.

Stop!
Log on to SLU Banner Self-Service to obtain a Trip Number before you make your reservation.

SLU Banner Self-Service

You will not be able to complete your reservation without a valid Trip Number.
If you already have a Trip Number designated for this trip, please continue.

Updated 10/23/09



To start a new expense report, click New Expense Report link.

=2 AMERICAN EXPRESS® ONLINE

[

My Concur  Travel | Expense | Profile Help Log Out

View Reports  New Expense Report  Yiew Cash Advances New Cash Advance

Expense Repark List
Active Reports

View~ ‘5 Create &Edtr (5 Inport

To start a new expense report @
click Mew Expense Report

(& Report Name Comments Status Payment Stetus Report Date « Total

Mo Expensd Reports Found

Use drop down to choose to see list
ofPending Repors, Approved
Reports, Paid Repors, All Reports
efe
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The first screen you will see is the Header Page. Choose Non-Travel in the Policy drop down.

. AMERICAN EXPRESS" ONLINE

2

SALT L
LrMIvERSITY

My Concur ~ Travel Profile  Help  Log Out

Create aNew Expense Report

Report Header

Palicy TripID Report Date Business Purpose Commitment Office

Travel | | ‘ |09,I'SDJ'2009 Financial Commitment-Non Grants “’ |
¥

Mo Travel

Report Key Banner [D Fund
000012122 02334

Travel

To start a new expense report for Mon-Travel
(expenses that would have previously been
submitted on a BEEY or OFV) choose Naon-
Travelin the Palicy drop down

o — e
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After choosing Non-Travel as the policy on the Report Header:

The header contains not only the basic report information, but also your BANNER ID,
and your default ORGANIZATION and FUND. If expenses are not reallocated later in the
report, the expense for this report will be charged to these defaults.

=2 AMERICAN EXPRESS® ONLINE

My Concur  Travel | Expense | Profile Help Log Out

Yiew Reports  New Expense Report  Wiew Cach Advances Mew Cash Advance

Create aNew Expense Report

Report Header
Palicy Report Name Report Key Report Date Business Purpose
Non Travel ¥ |3ept 2009 Recruiting Expenses 09/30f2009 Highschaal recruiting expenses ﬂ
¥
Comment Commitment Office Banner ID Org Fund
plaase realocate to fund 273074 ﬂ Eipancwa\ Commitment-Non Granks ¥ ggopizios 022828
.r —

~——

~——__| Red line denates
REQUIREC field

REPORT MAME - This field should be used for a general description of all expenses within the repart
REPORT DATE - Defaults to the day the reportis started - this can be changed if necessary.
BUSINESS FIURFOSE - This is a mere detailed description of the business purpose for your expenses,

COMMENT - This should be used for any notes 1o your approver (for example if you know the expenses should be reallocatad o a
diferent fund than yaur default).

COMMITMENT QFFICE - This cheice is impartant because it dictates which Commitment Office your repart will route to for approval and
payment.
Iedical Center Finance Office - choose ifyour expense reportis sentto the Medical Center Finance Office far approval

Financial Commitment-ran Grant - chaase when your expense report is charged ta your deparmentand — sentthe Financial
Commitment Office

Financial Commitment-Sponsored Programs - chaase when your expense reportis sent ta the Finandial Commitment Office
and the expenses will be charged to grantfunds (Ex: funds heginning with a 3)

BANMER [0 - Your @ digit banner 1D will always defaultin this field.

ORG - This is vour default org that will always populate in this field. fnoreallocations are made on the repor, this is the org that will be
charged.

FUMND - This is your default fund that will always populate in this figld. Ifno reallocations are made on the report this is the fund that will Onice allinfarmation has been entered,
be charged. click Nextta start entering expenses

\

Next @Cancel

COMMITMENT OFFICE - This choice is important because it dictates which Commitment Office
your report will route to for approval and payment.
Medical Center Finance Office - choose if your expense report is sent to the Medical
Center Finance Office for approval
Financial Commitment-Non Grant - choose when your expense report is charged to your
department and is sent to the Financial Commitment Office
Financial Commitment-Sponsored Programs - choose when your expense report is sent
to the Financial Commitment Office and the expenses will be charged to grant funds
(Ex: funds beginning with a 3)
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Once the header information has been entered and Next has been clicked, you will be ready
to start entering expenses.

Start by choosing an expense type from the list on the right.

i AMERICAN

L

EXPRESS" ONLINE

SAINT Lo
Uirv ek s

My Concur ~ Travel

Profile  Help  Log Qut

Expense Report [fyou have a Corporate Amex TEE card, you will =
Sept 2009 Recruiting Expenses wiant to click Impart 56 you can pull your card © Delete Repart| 7 submi:Reort|
EXpEnSEs int your report.
2! [New Expense “GDetalsy [Fviewr  [5 Import (B Receipts v Zprink v
Expense List « J New Expense
@0s e\ ...
|:| Date = Expense Type Amourt Reguested
B i L EE PP PP PEE PP PP PP PPPPP P PPPPPREPEPRPPPERE Expense Type
E Adting ew Expense } A
Y To craate a new expanse, ook the anprapriate expense fype balow or fype the expanse tyne i1 tha fiald above. To edf an exiing expense, ik ie
expense on the faff sk of te page.
] ) 01. Transportation w04, Other
[fyou do nothave a Corparate Amex, start entering P
expenses by clicking on an expense type from the Car Rental Dues & Memberships
list on the right (aas Ol Employes Maving/Relocation
Parking Gifts{donors, graduates, speskers)
Personal Car Mileage Job Fair boothjfees
TaxifMetra Materials/Books
02. Business & Entertainment Meals {self)
Business Meal [attendees) Meetings
ClinfRes-Digkary/Try (Patient Related) Minor Computer Software
Entertainment Minor Other Equipment
Food Service (Sprnd Prog Trmag; Dept, Events—-Holiday, Grag)  Miscellansous (Other)
Orientation Office Suppliss
Recruitment (Faculty StafF) Outside Printing
03, Communications Permits/Licanses/Abstracts
Internet Postage
Lacal Phone Serbninar Fees/Registration
Long Distance Substriptons
Teaching/Research Suppliss
04. Other

College Fair boothyfess
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Once you have chosen an expense type, you will need to enter information pertaining to this
expense.

> AMERICAN EXPRESS® ONLINE

b iyl

My Concur  Travel Profile  Help  Log Out

12w REDOTS B EXPENSE REpOr ey L35] wances  MNew Lag ance

Expense Report

oA Delete Report | gl Submit Report
Sept 2009 Recruiting Expenses @ L ] A L ]
@New Expense ﬁDetails- E‘Vieu\lv Eﬁlmport Choosethe date ofthe El Receipts» &Pr\nt-
. tfransaction by using the pop-
Expense List G \liesExnenze up calendar or byping date in
Q0zk: Total: §0.00
D _____ D atev _________ E Hpense Type ____________ Amoum ________ Requested _____ Expense Type Transaction Date Business Purpose _{ Frovide busingss
| Adding New Expenze |Business Meal (attendees) hd |09I1612009 | Recruiting / pUIaSE for expense
------------------------------------------------------------------------ Yendor Name City Payment Type
Business Meal was the .
SXpEnsE 4P chosen Trumph pEl ‘ Cah H———| Payment type will be CASH when
Amount St Lois, linois Comment EMPLOYEE should be reimbursed
uso ¥ 3t Louis, Missouri
. =
Start typing for Smart Listt popuiate, | St LOUE, Michigan
List wil 2ave previous cities used. St Louis Park, Minnesota
Add / Delete Attendees 5t Louis-Spie o S5t Louis Agt, Missourt 8 attendees: 0 | Attendee Totak §0.00 | Remaining: $0.00
REQUIREL fields UNITED STATES ¥ Gemove | |New Attendes | Favories:
identified by red bar
D Attendes Name Attendes Title Compary Aftendee Type Amourt

Attendees are required when Business leal expense type is chosen. Add new
attendees by Clicking MNew Attendee or search for previously used attendees by
starting to type the name in the Favarites figld,

[ Save] [3 Item\zel [OA\Iocate] [@Cance\l
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When all information has been entered, click Save to proceed with report

my
AMERIGN]
RESS

[

My Concur  Travel

Profile

AMERICAN EXPRESS " ONLINE

Help

Log Out

Y

RALNT LOUIR

LMIVERSITY

Expense Report

Sept 2009 Recruiting Expenses
*ﬂNew Expense ﬁDetaiIsv E‘\n‘iewr Eﬁ[mpurt
Expense List

(- 2

Amaurt

Total; $0.00

Requested

oDeIete Reportl 7 Submit ReportJ

EQ Receipts » &Print v

« J New Expense l

Expense Type
Business Meal {attendess)

Transaction Date
b |09;'1612009

City

|St Louis, Missauri

IJ personal Expense {do not
re?mhurse)

Business Purpose
|Recruwting

Payment Type
|Cash

Comment

Yendor Name

|Triumph

Amount

|50.DD 5D | ¥
Add / Delete Attendees

D Aftencles Mame

D Doe. John
] smith, John

IJse this for any NON REINBURSABLE or
PERSOMAL portions of an expense that should
HOT be reimbursed backto the emplaoyee

The system will not

= allow you'to proceed
unless the Remaining
amauntis $000

ﬂ

v
ﬁﬁ Attendees; 2 | Attendee Total: $50.00 | Remainings 40,00

pSearch ﬁ Edt: @Remave IjNew Attendee Favur\tes:| |

Aftentee Tile Company Attendee Type Amaurd
Thiz Employee This Employes §25.00
CED Adco Business Guest J25.00

As aftendees are added the
gystem will splitthe Amount

proceed.

\hen allinformation has been
entered, click the SAVE button to

\

[ Save] [% Item\zel IOAIIDcatEI [@Cancel]
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Continue adding expenses to report. If an exception has been generated, it must be looked
at and resolved if necessary. A yellow exception may just be information about policy. A
RED exception MUST be resolved before the report can be submitted.

AMVERIZAN]
RESS

[

Profile

AMERICAN EXPRESS" ONLINE

SAIT Louns
LMIVERSITY

Help

Log Out

My Concur  Travel | Expense

View Reports  Mew Expense Report  View Cash Advances New Cash Advance

Expense Report

Sept 2009 Recruiting Expenses
r'@New Expense '@Detai\sv View» mlmport

Exceptions

Eﬁ Hide Exceptions‘ 0 Delete Report‘ 4 submit Report‘

E,'] Recejpts+ &Print v

&

Mote any expense that has been entered that generates a exception. Yellow exceptions need to be looked at
and action taken if necessary.
If a RED exception is generated, you WILL NOT be able to submit the report until the eror has been resolved.

Expenze Type  Date Amourt  Exception
Parking U8AEI208 $6.00 ? Maimum,daily reimbursement for 5t Louis sirport parking iz $9.30.
Expense List | || New Expense
- Tl | oy
0 |oster Expenze Tyde Amount Requested
B i O AT PP T PP PP PR PPPPPEPEPPPRRRRF e Expense Type
E Adting few Expense f“
] osnszo09 usiness Meal (a $50.00 $50.00 To create a new expense, ok the appropwiate expense fupe befow or Eype the expense type in the field above. To adf an exiting expense, cick the
&E Triumgh, St Lavis, b expense on the i side of the page.
& / 0916 Parking $6.00 $6.00 ) -
| @ Parking Spot, 5t Lot 01, Transportation 04, Other
| Cat Rental Dues & Memberships
||| a5 & il Emplovee Moving R elocation
||‘ Parking Giftsidonars, qraduates, speakers)
II Personal Car Mileage Job Fair boothyfees
| TaxifMetro Materials [Boaks
Icon denotes that attendees 02, Business & Entertainment Medls (self)
have been entered !
Businiess Meal (attendees) Mestings
ClinfRes-Dietary| Try (Patiznk Related) Minor Computer Softwere
Ertertainment Minat Other Equipment
Food Service (Sprnd Prog Trng; Dept, Events--Holiday, Grad) Mstellanecus (Cther)
Cieritation Office Supplies
(Qutside Prinking

Recruitment {Faculty/taff)

03. Communications Permits/Licenses)Abstracts
Inkernet Pastage

Local Phone Seminar Fees(Registration

Lang Distanice Subscriptions

Teaching/Research Supplies
04. Other

College Fair boathFees

DRRT R
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Once all expenses have been entered, receipts need to be attached to the report. To see
what receipts are required, click on the Receipts button and click on Receipts Required. The
pop up box will contain a list of receipts that should be attached.

To attach receipts click on the Receipts button and choose Attach Receipt Images.

You can attach receipts by scanning and attaching OR by printing a fax cover page and faxing
in with your receipts.
To fax in receipts — Click on Print button on right of screen and choose SLU Fax Receipt
Cover Page
To scan and attach receipts — Click Receipts button on right of screen and choose Attach
Receipt Images (please note you will need to scan first). Browse for your receipts —
Click Attach — and then Done
You can check to see if your receipts are loaded by clicking the Receipts button and
selecting Check Receipts

My Concur | Expense.| Reporting Profile Help Log Out

Approve Reports
Expense Report
Hide Exceptions
ADD0275 I | HydeErep
a\_ﬂ Details » View s @ Receipts v | (aPrint v
Exceptions Pops up listofrequired receiptz )—-D ‘ Receipts Required
Expenze Type Date Amourt  Exception

Hetel - Conferen... 08072008 Choose to attach SCAMNED receipt |

847 78 @ Pleaze provide published conference rate with documentation back up. images
Hotel - Conferen... 08/07/2009 Attach Receipt Images

7T This temized ertry has sub-gntries with one ar more exceptions.

Expense List «
Total: $1,395.35 Selectto print out 3 bar code

Dete = Expense Type Amourt pproved to attach receipts via FAX

081112009 Meals (self) $33.06 $33.06 ~
San Francisco, Califor

081112009 Meals (self) $6.99 $6.99
San Francisco, Califor

081112009 Meals (self) 4.9 4.9
San Francisco, Califor

0810:2009 Meals (self) $17.32 $17.32
San Francisco, Califor

0810:2009 Meals (self) $a6.10 $86.10
San Francizco, Califor

08102009 Incidentals/Tips $3.00 $3.00
San Francizco, Califor

08:09:2009 TaxiMetro $22.28 $22.28
St Louis, Missouri

08:09:2009 TaxiMetro $44.00 $44.00
St Louis, Missouri

08:09:2009 TaxiMetro $45.00 $45.00
San Francizco, Califor

08:09:2009 TaxiMetro $25.00 $25.00
San Francizco, Califor S

08:/09:2009 Meals (self) $17.32 $17.32
San Francizco, Califor

08:/09:2009 Meals (self) $53.03 $53.03
San Francizco, Califor

08:/09:2009 Incidentals/Tips $3.00 $3.00
San Francizeo, Califor

08:/08:2009 Meals (self) $17.32 $17.32 j

[ Y ctarhinke Can Franai I ———I—— —
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Once receipts are attached the SLU Detailed Report can be printed out or viewed to see
where all expenses will be allocated to. On the right hand side of the screen, click the Print
button and choose SLU Detailed Report.

Remember, you will always want to make sure that the check box in the upper left corner by
show allocations is selected, if it’'s not line item detail that has been entered will not show .

aPrint V| Show Itemizations e 4wz che how ltem izationz box \:J)Cancel =

Expense Report
Employee Name : Smith, John
Employee ID : 000123123
Report Wame ;: AD96123
Policy : Travel
Report Key : 20

L1l infermation entered on Header Page

Report Header ‘/ -

Business Purpose : San Fran 8/6-10/2000
Report Date : 09/14/2009

if any actions are

ou or open Repaort
|

Approval Status : Submitted & Pending &pproval H nates for
Payment Status : Mot Paid / B you to see
Comment ; Group, ArtsandSciences(09/17/2009): Beaumont
Grant fund number to be entered by Sponsared
Programs
Allocation Information
/1
pense | Kpense Informal
Transaction Date Expense Type Business Purpose  Yendor Yendor Name City Payment Type Amount Travel Allowance
08/06/2009 Hotel - Conference Renaissance San Francisco Cash 656,46 Mo
« 08/09/2009 Hotel Renaissance San Francisco Cash 4725 Yes
Allocations : 100.00% (47.25) 000215985-D110-120254-731000
« 0Bf03/2009 Hotel Renaissance San Francisco Cash 47.25 Yes
Allocations : 100.00% (47.25) 000215985-D110-120254-731000
« 08/07/2009 Hotel Renaissance San Francisco  Cash 4725 Yes
Allocations : 100.00% (47.25) 000215985-0110-120254-731000 - ';SS
« 08/06/2009 Haotel Renaissance reallocated San Francisco  Cash 4725 Yes
Allocations : 100.00% (47.25) 000215985-0110-120254-731000
« 08/09/2009 Hotel - Conference Renaissance San Francisco  Cash 94,50 No
Allocations : 100.00% (94.50) 000215985-0110-120254-731000
« 08/08/2009 Hotel - Conference Renaissance San Francisco Cash 94,50 No
Allocations : 100.00% (94.50) 000215985-D110-120254-731000
« 0Bf07/2009 Hotel - Conference Renaissance San Francisco Cash 94,50 No
Allocations : 100.00% (94.50) 000215985-D110-120254-731000
« 08/06/2003 Hotel - Conference Renaissance San Francisco  Cash 94,50 Mo
Allnratinns : 1NN.AN% (94501 NNN215985-N110-12N254-731000 |
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The SLU Detail report also contains report total information.

08/09/2009 Meals (self)
Allocations :
08/08/2009 Meals (self)
Allocations :
08/08/2009 Meals (self)
Allocations :
08/08/2009 Meals (self)
Allocations :
0g/07/2009 Meals (self)
Allocations :
08/09/2009 Taxi/Matro
Allocations :
08/09/2009 Taxi/Metro
Allocations :
08/09/2009 TaxifMetro
Allocations :
08/09/2009 TauifMetro

Allocations :

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

1f you have selected the correct expense type, account code will be correct in Banner after upload.

I L R P U PETRTE e

100.00% {53.03) ATS111111-D000-111111

San Francisco
-738010

San Francisco

100,00% (22,71 ATS111111-D000- 111111 1738010

breakfast

100,00% (17,323 ATS111111-D000-111111
breakfast

100.00% (23.53) ATST11111-D000-111111
breakfast

100.00% (10.49) ATS111114-D000-111111
home to airport

100.00% (22.28) ATS111111-D000-111111
airport to hotel

100.00% (44,007 ATS111111-D000-111111
hotel to airport:

100.00% (45.00) AT 111-D000-111111
airport to home

100.00% (25.00) ATS111111-D000-111111

starbucks 5an Francisco
-738010

San Francisco
738010

S5t Lovis
-738010

5t Louis
-738010

St Louis
-738010

5an Francisco
-738010

San Francisco
-738010

Cash

Cash

Cash

Cash

Cash

Cash

Cash

Cash

Cash

33.03

2271

17.32

23.33

10,49

22.28

44.00

43.00

23.00

Yes

Yes

Yes

fes

Yes

Ho

Mo

Mo

Mo

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 Dishursements

Amount Due Company :
Amount Due Company Card From Employee :

Total Paid By Employee :

1,395.38

0.00
1,395.38
1,341,035

1,341.05
0.00
1,341.05

0.00
0.00
0.00

Report and
payment
infarmation
summary

Ll

Once expense entries have been double checked and receipts have been attached, the report
is ready to submit for approval and reimbursement. Click the Submit Report button in the

upper right of the screen.

The system may ask if you are ready to submit, click Yes. Once you have submitted your

report, a pop-up with your report summary information will appear. This summary will tell
you what your report total is, what your reimbursement amount is and the amount that will
be paid to your Corporate American Express card (if applicable).

You will receive e-mail updates as the status of your report changes (approved — ready for

payment etc).
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