CONCUR EXPENSE Manual: Travel Expense

Tosubmit a Travel expense report, a trip number must first be obtaine@armer Self Service

Log into MySLU and under the TOOLS tab, click on the Cligbook & Concur Expense green

suitcase icon.
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The next screen is the My Concur Homepage.

To begin a new report, hover over the Expense Tab and choose New Expense Report

ol

=== AMERICAN EXPRESS" ONLINE

Hover over the Expense tah
Click New Expenze Repart

inistration  Profile  Help Log Out

J My Concur ] Travel | Expense [ Reporting
" viewReports

Mew Expense Report
Approve Reports

Trip Search
Pracess Reparts

Flight || Car | Hotel | Fligheorewa

@ Round Trip " One Way ¢ Multi-Segment

Departure City i)

You are administering Travel/Expense for |Me -| Search Proxy Search I

Alerts
&) vou haver't signed up to receive e-receipts. ) Sion up here

Travel Info

Arrival City

Departure

[depart =] [Morning =] [28 =
Return

[ [depart =] [afternoon =] [+8 =

I Pick-up,/Drop-off car at airport
I” Find a Hotel

[ Refundable only air fares
searchfights by: O Price & Schedule

Search

Weather
Local Weather

Please enter an airport.

Join the Concur Community Forum

The below message is only shown to the Travel Policy Administrators at your campany.
We've seen many of you taking advantage of the new Concur Community Farum, The Forum has given you the ability to network, post questions and
leam from other clients. In the short time this online environment has heen avallable, there has been a good amaount of participation in commmunity
discussions. We'we also seen many dients providing helpful advice to one another,
The Concur Community Forum was created to give clients a place where they could communicate directly with one another, Benefits of the forum
community include:

e Communicate with Concur clients on a domestic and global scale

» Exchange best-practices and information with ather Concur clients

» 24/7 access to support, ideas and knowledge

= Prowide input for new services

» Learn about other Concur products through clients using them

If you haven't had a chance to join the forum, please follow the below directions to login:

1. Visit et CONCUN.COM

2. Click on the "Community” link in the global navigation

3. Click on the "Forgat Password" tab

4, Enter your email address

5. & forum password wil be emailed to you, at which point you can login

If you have trouble logging into the forum, please send an emall with your full name, email address and full company name to webusers@concur.com,
See you in the forum!

[~ Don't show me this sgain

Did You Know?
You can change your purchased;ticketed reservations on Cligbook without a call to your agency. Click this link for a short demonstration: demo

[~ Don't show me this sgain

Concur Clighook Maintenance

The below message is only shown to the Travel Policy Administrators at your campary.
Please be aware that Cancur Cligbook may not be accessihle for 5-10 minutes on Naowember 7th, 2009 at lam EST due to maintenance that will be
ocouring during that time. If users are unable to log in or book travel please wait and try again after 15 minutes.

[~ Don't show me this again




The report headetis the next screen

The header contains basic report information, the emplaye® 6 | ¢ gefalitlong/Beptg

Fund. If expenses are not reallocated later in the report, the expenses will be charged to the
default Org and Fund. Fieldsarkedin red are required.

My Concur  Travel Exzpense Reporting Administration Profile Help Log Out
Wiews Reports  New Expense Report  Approwe Reports  Process Reports Wiew Cash Advances  Mew Cash Advance

Travel (Eterv) expenses should be submitted on Travel policy | You are administering Expense fDr:IMa - Prozy Search

Business purpose should be city. state and travel dates |
St Louis, MO 10/25-10/30/09

«l

Create a New|Expense Report | Trip number from Banner Self Service Cefaulis to date created |

Report Header

Policy r Trip ID Report Date Business Purpose Commitment Dffice
|Travel ~ | |aooozza | 1140472009 |City, State Travel Dates il |Financial commitment-tion Grants |
Comment k7 Report Key Banner ID Org Fund

;| * 000066033 Dowo \ 124502

‘ Auto generated when Next clicked
Employes’s default org and fund

If no reallocations are done on the report. this is where expenses will be
charged to

Employees @ digit banner ID ‘

Comment field on header page should be used
to send approver {department or commitment
offic ortant information

Far & ple grant information or exception
approvals

Commitrment Office - routes report to chosen commitment office
Financial Commitment - Non Grants
Financial Commitment - Sponsored Programs
IMedical Center Finance Office

Click Next

For travel (Eterv) expenses choose Travel as the Policy aadtkee Trip number from Banner
Self Servicéstarts with the letter A)

The report date will default to the date the report was created.
The city, state and travel dates should be used as the Business Purpose.

The Commitment Office field is an importdield. The choice here dictates which Commitment Office
the report will route to for approval prior to payment.

Commitment Office options are:
Medical Center Finance Office
Financial Commitment Ne@rants
Financial Commitment Sponsored Programs

e Sekct Medical Center Finance Office when your expense report is sent to the medical center
finance office for approval.

e Selectrinancial Commitments Non-Grants when your expense report is charged to your
department and is sent to the financial commitmentio#.

e Selectrinancial Commitment ¢ Sponsored Programs 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).

Click Next when all fields have been entered.



When sibmitting expenses AFTER a trip has occurred, an itinerary MUST be imported or created and
assigned to the report. This is the only way Concur Expense will know what per diems should be applied

to the expense report.

**Please note that when submitting for reimbursement PRIOR to a trip, an itinerary IS NOT

assigned to the expense report.**

After completing the header information, click on Details and Choose New lItinerary

&

w‘_

== AMERICAN EXPRESS " ONLINE

Wiew Reports

My Concur ~ Travel | Expense.| Reporting Administration Profile  Help  Log Out
New Expense Report  View Cash Advances  Mew Cash Advance

You are administering Expense for:

Smith, John Ml

Expense Report:

AD0D123

“Eew Expense | Details e [ Wiewr \_{H\'nport

|y Report |

Expense List

9

[ Date~

r

Click Details and

/ Choose Mew ftinerary
T

Report: Header
Totals |
Audit Trail |
Approval Flow [

Comments If

]
< CashAdvances ,‘I

vailable [
/

Assigned ,‘I
|

/
0 Allocations |

Allocations fl

]
|
0 Travel nlluvances

e Ttinerary

Available THineraries

Reimbursable Alowances Summary

«
Total: $0.00

Reguested

Smart Expenses
W show Trips () Impart » | &
D Expense Detal

© Trip: Car/Hotel Reservation (MBHURY)

0= Marriott Vacatio Las Vegas My

& Trip: Trip from Atlanta to Savannah (KPQLIA)

B A Detta Aflarta, G4

& Trip: Trip from St Louis to Atlanta {OYDBYU)

B A Detta St Louis MO

& Trip: Trip from St Louis to Chicago (GNIAUT)

B A Southwest

© Trip: Trip from 5t Louis to Denver (PRBKYY)

ml A Frontier 5t Louis MO

© Trip: Trip from St Louis to Jackson {(EYOKYY)

& A United 5t Lowis MO
& A United 5t Lowis MO

& Trip: Trip from St Louis to Kansas City (EYJABP)

B A Southwest

0w Enterprise Kansas City MO

& Trip: Trip from 5t Louis to Las Yegas (DHZKCK)

B A Southwest

[miF™ Enterprise Las Yegas My

© Trip: Trip from St Louis to Minneapolis,/St. Paul (IPZAAT)

ml A Horthwest St Lavis MO

© Trip: Trip from St Louis to Pensacola {DFBYLM)

2| Refresh

@ Delete Report | 7 Submit Report

@ Receiptsw < aPrint~

"

Diste: Amourt
2
T
1072202008 463.20
10372008 #180.20
DE10/2009 #1820
094102009 #8320
0141412009 44340
041092009 $0.00
DB0212009 23520
moam
D331 200 31020
US4
082812009 28120

|



When the Create New ltinerary screen appears the Itinerary Name defatthe tTrip Number entered
on the header.

)5 — w
== AMERICAN EXPRESS ! Spumn kn

My Concur  Travel | Expense | Reporting Administration Profile Help Log Out

Wiew Reports  New B4 yravel allowances For Report: A000123 [=1IE

Create New Itinerary | Avalable Itineraries || Reimbursable Allowances Summary Praxy Search
Expense Report ;

i e Repart| 24 Submit Report
AOOD123 Itinerary Info part | 71 p
¢ | Mew Expense ’__ Detall | Ttinerary Name Selection Choose Meal F:e:eu:ts ._a/ Receipts» ¢ Print+
Expense List |AUUUIZS |USGSA Meal Receipt o . or -

15654 Heal Receipt a Io Meal Recsipts
O addSton © LBIMPOTEIE s 0 Ml Recein: New Ttinerary Gtop
weE 8210 Departure City « Arrival City Arrival Rate Location Amourt

Depatrt from {city)

I

]
Date J §273.00

Time $468.20

Arrive in {city) $189.20

Date
| #5220

Time

| 19320

$448.40

$0.00

$235.20

J $59.52

[Elsave
F319.20
(o bo Single Day Ttineraries ] [ Done ] i $185.00
& Trip: Trip from 5t Louis to Minneapolis/St. Paul {IPZAAT)
,i. Horthwest St Louis MO 08282009 F281.20

= Trip: Trip from St Louis to Pensacola {(DFBYLM)

-

The selection ofJSGSA Meal Receipt or USGSA No Meal Receipt occurs here.This choice is important
because this determines reimbursement against meal receipts or NO meal receipts.

The amount of meal reimbursemeis determined by the maximum meals allowance allowed per day
based upon US Government tables for each US city.

{ St S OBAYIEal RE O S Aalldvsitie traveler to be reimbursed up to the maximum daily
allowance, provided receipts are submitted. Theain@ceipts must be submitted in order for the report
to be processed.

{ St S OIBIARAMedH RS O S Aallgivsitiee traveler to be reimbursed for 60% of the daily allowance
without having receipts.

At this time, the traveler must decide which meal optiorselect. You are not allowed to change it later
in the report. If you decide to change to the other option, you will have to delete jioerary and start
over with a newone. Note: You are not allowed to mix the two options on one expense report.

T &2dz R2 y20 YIS IUSGCEAMEaSRSDOSAY T aldKS RSFrH dzA G Aa



After the meal selection has been made, click Import Itinerary

AMERICAN EXPRESS® ONLIN

Create New Itinerary firv zilable T Allowances Summary

Selection

Itinerary Name
|AEIIJI3123 | IUSGSA Meal Receipt

e

| Arrival Ci | Arrival Rate Location

Depart from {city)

Click Impo Itinerary Date
Time

e

Arrive in (city)

$468.20

18820

Date

e

Time

I

$158.20

18320

$443.40

$0.00

$235.20

$31820

= Trip: Trip from 5t Louis to Minneapalis /St. Paul (IPZAAT)

A Horthwest St Louis MO 08/28/2009 261 20

& Trip: Trip from St Louis to Pensacola (DFBYLM)

A list of itineraries will appear.

nerary Name Selection
| A000123 USGSA Meal Receipt

Depart from {city)

5|

| Description

StartDate ~

End Date:

0 4

Trip from St Louis to Las Vegas (DHZKCK}

D05A16/2009

05/25/2008

Chaose flight to import

g =
g 4
g 4
A 4
[N

CarMotel Reservation (MBHURY)
Trip from St Louis to Kansas City (EVJABF)
Trip from St Louis to Pensacola (DFBYLM)

Trip from St Louis to Chicago (GHIAUT

Trip from St Louis to Minneapolis/St. Paul (IPZ.

05/20/2009

D6/E/2009

061172009

06/24/2009

0941572009

05/22/2008

06/8/2008

06112008

06/25/2008

09/18/2008




Select the box next to the correct itinerary, and cliciort.

Description

CarHotel Reservation (MBHURY)
Trip from St Louis to Kansas City (EYJABP)
Trip from St Louis to Pensacola (DFBYLM)
Trip from 5t Louis ta Chicaga (GHIAUI)

Trip from St Louis to Minneapolis/St. Paul (IPZ...

05/20/2009

OB/D0&2009

O8/11/2009

06/24/2009

09/15/2009

05/22/2009

OB/DE2009

0B/11/2009

06/25/2009

09/18/2009

Once optionis
chaosen - click Import

The selectedtinerary is now assigned to your report.




To view per diem amounts allowed click on the Reimbursable Allowances Summary tab.

o
= AMERICAN EXPRESS

My Concur  Travel | Expense. Reporting Administration Profile Help Log Out

View Reports Mew E4P) Travel Allowances For Report: A000223

Create Mew Itinerary | Available THneraries | Reimbursable Allowances Summary

Summary tot:

Amount reimbursed

F m lim
Expense Report ed - /
i feport
AO00223 Shaw dates From 0] 0 epor

of expenses recorded ‘

2! Hew Expense °E Detall Expense Type Allovance Limit Expense Total Above Allowsble Limit Reimbursable Amount Brint -
o
Expense List 10/25/2009 {Minneapolis, Minnesafa) =
=] Ladging $164.40 $0.00 $0.00 $0.00
Date Ey Expense Type Yendor Foreign Amourt Amourt
Adtding Niew Expense Qnce expenses are entered, they will be shawn by line item
] Meal $66.00 §0.00 $0.00 50.00
Expense Type Wendor Foreign Amourt Amourt
Mo Reimbursable expenses found
10/26,/2009 { Minneapolis, Minnesofa)
] Ladging $164.40 §0.00 §0.00 §0.00
] Meal $86.00 $0.00 $0.00 3000
10/27,/2009 { Minneapolis, Minnesota)
] Ladging $164.40 §0.00 §0.00 $0.00
] Meal $86.00 $0.00 $0.00 $0.00
10/28/2009 { Minneapolis, Minnesota)
] Ladging $164 40 §0.00 $0.00 $0.00
=] Meal $86.00 $0.00 $0.00 $0.00
10,/29/2009 { Minneapolis, Minnesofa)
] Laging $164.40 §0.00 §0.00 §0.00
o Meal $86.00 $0.00 $0.00 000 =

10/30/2009 { Minneapofis, Minnesofa)

El
Click Done when ready to start recording expenses ’—} J

Click Done when ready to start recording expenses for reimbursement.



Employees witla Corporate American Express T&E card will have charges that will
automatically appear in the Concur Expense tdeéservations and expenses can be imported
into the report.

*If Amex charges do not appear on right hand sjddick the IMPORT button neto the VIEW button
on theright hand side of the screen.

~rrem

= AMERICAN EXPRESS® ONLINE

B

My Concur  Travel | Expense, Reporting Administration Profile Help Log Out

\iew Reports  New Expence Report  View Cash Advances Mew Cash Advance

) . You are administering Expense for: - SMith, John Proy Search
Once expense orreservation has

been chosen, import inte Current

Expense Report
A Report

. An expense and reservation for the same vendor and dates may be matched by the toal. You can
e Mlew Expene [ Detals [ Viewr | Inport import inta the repart - match expanses with resenvations - or unmatch expenses and reservations
Expense List « | Smart Expenses K -
@ Total: 5000 ¥ show Trips | Import = ?Match ﬂ; Unmetch @ Remove 2] Refrash
O |pae~ Expense Type Amaurt Requesterd 0 To Current Repart Date Amaurt

s

To Mew Repart:

/ [l HUDSOH GROUP PHLLADELPHIA P4, 1043012008 159
To bring expense over into report, click Hm STARBUCKS 768 WAYHE WAYNERA 10302009 572

on hox next to expense and Import to

Currert Repor aff:” SUM REFINING & MARKETTING TLLSA 0K 1071012009 3002
= HEMCHER FAMILY PTHRSHP V(4 YNE P4 102912009 9.9
alf:" WESTCHESTER CASUAL DIHIHG VA YNE PA 1072912009 740
alf:> MAGGIANO'S 178 KNG OF PRUSSA PA 1072612009 3457
&y DIGHAZIO'S TOWHE HSE INC MEDIZ, PA 102612009 52416
il STARBUCKS 768 WAYHE WA YNE P4 1072612009 72

& Trip: Car /Hotel Reservation {MBHURY)

D - Marriott Vacatio Las Yegas NY 0aiz22009
Hotel reservation that can be >
imparted inte report & Trip: Trip from Atlanta to Savannah (KPQIIA)
D ,b Delta Atlarta G& 1072212009 469.20
& Trip: Trip from Hartford to New York (FNDNEY)
D ,b Delta Hartford CT (092852009 $431 80
Flight resevation information = Trip: Ttip from New York to 5t Louis (LGWTYW)
that can be imported into report —— [ A American New York Ny 0972872009 19460
& Trip: Trip from St Louis to Atlanta (DYDBYU)
D ,b Detta 5t Lovis MO 10352009 #89.20
D e Enterprise Aflanta GA 111062009

& Trip: Trip from St Louis to Boston {CPQPBP)
il A American 5t Louis MO 1012872008 $i303.60 j



Once expenses are imported they will appear on the left side of the screen.

== AMERICAN EXPRESS® ONLINE
|

My Concur  Travel Expense Reporting  Administration Profile Help Loy Out
Views Reports  Mew Expense Report  View Cash Advances Mew Cash adwvance

You are administering Expense for: l - Proxy Search |

Expense Report 1 Hide Exceptions | @) Delete Report | F Submit Report |

i New Expense “Details v [View~ [ Import (B2 Receipts+ -z Print =
Exceptions -
Expence Type  Date Amourt  Exception

Undiefined 10/29/2003

5740 D The entry has Lindefined expense typs. You must selsct an sxpenss typs for the sntry befors you can submil the sxpense reporl

X

w Mote exceptions and reconcile ‘
Expense List 3 Expense
& Delets Total: $7.40
7777777777777777 BREEESREE T el e ] Expense Type Transaction Date Business Purpose
Undefined $7.40 $7.40 Undefined | |10/esizo0
WESTCHESTER CA ]
] vendor Name City Payment Type
1. The entry has Undetined sxpense type. You must ssisct an expense ] |WESTCHESTER CAsUAL DINING Wayne, Pennsylvania ¥

type for the ertry before you can submil the expense repart. ]
e Amount ™ Personal Expense {do not fomment

v\ 7.40 - /' reimburse) él

] Highlight charge on left and update information on right side of screen ‘

& [T 5 e mternet

Exceptions with a RED circle are hard stwwpg&hmust be reconciled and saved before moving
forward. Exceptions with YELLOW yield signs contain policy information and as long as they
have been read and adjustments have been madeezgssary, you can continue.

To record another expense for reimbursement, choose the expense type.

=== AMERICAN EXPRESS™ ONLINE w
@l 5 s

My Concur  Travel Expense Reporting  Administration Profile Help Log Out
Wiew Reports  Mew Expense Report Yiew Cash Advances  MNews Cash Advance

You are administering Expense for: | Smith, John - Frocy Search
& Delete Report | Zal Submit Report

Expense Report

lNew Expense “iDetails+ [FViswr (5 Import [ Receipts = (sPrink v
Expense List «| || New Expense
(-] Total: $7.40

Date ~ Expense Type Amount Renuested
Expense Type

7

Fe

B 10/29/2009 Business Meal (attendees) $7.40 $7.40 Fo create a new expense, dick the appropriate expense type below or fype the expense type i the field sbove. To edi an existing
== 1) WESTCHESTER CASLIAL DINING, Ve expenge, chick the expense on the Jeft aive of the page.

01. Transportation .01, Transportation .03, Communications .04, Other
Airfare Subwiay Local Fhone MakterialsfBooks
Booking Fees Taxi/Metra Long Distance Meals (self)

Denotes Amex charge Bus Tolls 04. Other Meetings

Car Renkal Train abstracts Miscellaneous (Other)
Gas & Ol 02. Business & Collage Fair boothyfess Seminar FeesiReqistr ation
Farking Entertainment Incidentals,Tips 05. Lodging
Personal Car Mileage Business Meal (attendees) Job Fair boothffees Hotel
STL Airport Parling Entertanment Laundry Hotel - Conference

03. Communications

Internet

Eoone T T



Fill in all equired information and click Save. Expenses will then appear on left side of screen.

== AMERICAN EXPRESS® ONLINE ﬁ
&

My Concur  Travel Expense Reporting  Administration Profile Help Log Out

“iew Reports  MNew Expense Report Wiew Cash Advances  New Cash Advance

You are administering Expense for:  Smith, John Proxy Search

E Ri t
“pense Repor Y Hide: Exceptiunsl @ Delete Repwtl A Submit REDUrtI

[ Receipts = aPrint -

Al Mew Expense {{Detals~ [Fview= [} Import

Exceptions -
Expense Typs  Dats Amourt Exsption
Farking 1012812008 F4500 T pyimum dally reimbursement for St. Louis sirpart parking s 5930
Expense List ||| New Expense
Total: $52.40
o Dete ~ Expense Type Amount Reguested Expense Type Transaction Date Business Purpose
' Adsing Nes Expense [ rons v |opsszo0s Highway tal
I 10292009 Busi iness Meal (attendeesy a0 5740 | vendorName city Payment Type
=i WESTCHESTER CASLAL DINING, Wayrs [safeway Wayne, Fennsylvania [cash -
] 10@s;003  Parking $45.00 $45.00 Amount Comment
v iyt —— p e I” Personal Expense (do not

reimburse) é’

ds in red For personal & 585 that
ave should not be rsimbursed - check
the Personal Expense box

Fill in all infarmation
are requirad) and cli

Saved Expenses

Ta reallocate to diflerent org - fund

To itemize {hotel or partially -
o ttem o part - account click Allocate button

reimbursable expenses)
the ltemize button

Zave when done

[ [ 5 [ mtemet

*For additional information on Itemizing or reallocatimease see tutorials o8LUConcur
web page*


http://www.slu.edu/x32563.xml

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 battached.

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 receiptg Click on Print buttomn right of screen and choose SLU Fax Receipt Cover Page

To scan and attach receipt<Click Receipts button on right of screen and choose Attach Receipt Images
(please note you will need to scan first). Browse for your receifiisck Attaclkg and then Done

You can check to see if your receipts are loaded by clicking the Receipts button and selecting Check Receipts

L. AMERICAN EXPRESS® ONLINE

My Concur | Expense_| Reporting Profile Help Log Out

Approve Reports
Expense Report: 7 7
Hide Exceptions
A000275 Wi | K pide B
'i_qDetaiIs v igw v @ Receipts v ¢aPrintv
Exceptions Fops up listofrequired receiptz }—-’ ‘ Receipts Required
Expenze Type Date Amourd  Exception

Choo 0 attach SCA ) reCeip
Hatel - Conferen... G/07/2009 Choose 1o aftach SCANNED receipt I

o7 7 @ Pleaze provide published conference rate with documentation back up. images
Hatel - Conferen... 08072009 Attach Receipt Images

.78 @ This temized entry has sub-entries with one or more exceptions.

Expense List «
Total: §1,335.35 Select to print out a bar code
Date Expenze Type Amaunt Approved to attach receipts via FAX
084112009 Meals (self) $33.06 $33.06 4

San Francizco, Califor

08/1/2009 Meals (self) $6.99 $6.99
San Francizco, Califor

08/11/2009 Meals (self) $14.91 $14.91
San Francizco, Califor

0510/2009 Meals (self) $17.32 $17.32
San Francizco, Califor

0510/2009 Meals (self) $86.10 $86.10
San Francizco, Califor

0510/2009 Incidentals/Tips $3.00 $3.00
San Francizco, Califor

05/09/2009 TaxiMetro $22.28 $22.28
St Louiz, Miszouri

05/09/2009 TaxiMetro $44.00 $44.00
St Louiz, Miszouri

05/09/2009 TaxiMetro $45.00 $45.00
San Francizco, Califar

05/09/2009 TaxiMetro $25.00 $25.00
San Francizco, Califar o

05/09/2009 Meals (self) $17.32 $17.32
San Francizco, Califar

05/09/2009 Meals (self) $53.03 $53.03
San Francizco, Califar

05/09/2009 Incidentals/Tips $3.00 $3.00
San Francisco, Califor

060872009 Meals (self) $17.32 $17.32 j
M stavkhnrke Can Franei I ——



Once receipts are attached the SLU Detailed Report can be printed out or viewed to see where all expenses wi
be allocated to.On the right hand side of the screen, click Brntbutton and choosé&LU Detailed Report

You want tobe sureto checkthe box in the upper left corner bshowitemizations F A (i ®alineyténi
detail tha has been entered will not appear

Prirt [V] Shaw Ttemizations | €——  Alwave check = Show e izt (&) Cancel 2]

=
=
=
5
T
3

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

Al information entered on Header Page

Report Header / =

Business Purpose @ San Fran 8/6-10/2009 -
to see if any actions are
Report Date : 03/14/2009 o :9|,: )

Approval Status : Submitted & Pending Approval dd notes for
Payment Status : Mot Paid approvers after you to see

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

NGM TRAVEL accounts wil Programs
Alocation Information
atsheet
Expense Information

Transaction Date Expense Type Business Purpose  Vendor VYendor Name City Payment Type Amount Travel Allowance

08/06/2009 Hotel - Conference Renaissance San Francisco Cash 656.46  HNo

« 03/09/2009 Hotel Renaissance San Francisco  Cash 4725  Yes
Allocations : 100.00% (47.25) 000215985-0110-120254-731000

« 08/08/2009 Hotel Renaissance San Francisco  Cash 47.25 Yes
Allocations : 100.00% (47.25) 000215985-0110-120254-731000

« 03/07/2009 Hotel Renaissance San Francisco  Cash 4725 Yes
Allocations : 100.00% (47.25) 000215985-0110-120254-731000 231000 l-l‘nl-;ss

« 03/06/2009 Hotel Renaissance reallocated San Francisco  Cash 4725 Yes
Allocations : 100.00% (47.25) 000215985-D0110-120254-731000

« 08/09/2009 Hotel - Conference Renaissance San Francisco  Cash 94,50 Mo
Allocations : 100.00% (94.50) 000215985-0110-120254-731000

« 03/08/2009 Hotel - Conference Renaissance San Francisco  Cash 94,50 Mo
Allocations : 100.00% (94.50) 000215985-0110-120254-731000

« 03/07/2009 Hotel - Conference Renaissance San Francisco  Cash 94 50 Mo
Allocations : 100.00% (94.50) 000215985-D0110-120254-731000

« 08/06/2009 Hotel - Conference Renaissance San Francisco  Cash 94,50 Mo

Allnratinns : 1NN.NN% (34501 NN 159A5-N11N0-12N254-73 1000 j



The SLU Detail report also contains report total information.

LA TTITL R IRLITTI

02/09/2003 Meals (self)
Allocations :
08/08/2003 Meals (self)
Allocations :
08/08/2003 Meals (self)
Allocations :
08/08/2003 Meals (self)
Allocations :
08/07/2003 Meals (self)
Allocations :
02/09/2003 TaziMetro
Allocations :
0&/09/2003 TaziMetro
Allocations :
0&/09/2003 TaziMetro
Allocations :
0&/09/2003 TawiMetro
Allocations :

Wote: 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.

R T T R PRy e B TR PR TR TN W PSP R T I ST R

100.00% (53.03) ATS111111-D000-111111

100.00% (22,71 ATS111111-D000-111111
breakfast

100.00% (17.32) ATS111111-D000-111111
breakfast

100.00% (23.53) ATS111111-0000-111111
breakfast

100.00% (10.49) ATS111111-D000-111111
home to airport

100.00% (22,287 ATS1111-D000-111111
airport to hotel

100.00% (44.00) ATS111114-D000-111111
hotel to airport

100,00% (45.00) ATET111-D000-111111
airport to home

100.00% (25.00) ATS111111-D000-111111

San Francisco

-738010

San Francisco
1-738010
starbucks San Francisco
-738010

San Francisco
-738010

St Louis
-738010

St Louis
-738010

St Louis
-738010

San Francisco
-738010

5an Francisco
-738010

Cash

Cash

Cash

Cash

Cash

Cash

Cash

Cash

Cash

53.03

227

17,32

2353

10,49

22.28

44.00

45.00

25.00

Yes

Yes

Yes

Yes

Yes

Ho

Ho

Ho

Ho

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

Reportand
payment
infarmation
summary

Ll



Before submitting report, use the Reimbursable Allowances Summary window to check on expenses that may
not be paid due to per diem overage.

Click on Details #n on Reimbursable Allowances Summary.

Expense Reporf
A09DE 1232 | Click on Details then
Feimbursable
Allowances Summary.

ik Details | [}

[ Report
Report Header

Takals

Audit Trail
Approwval Flow
Report Payments

Comments f

@ Allocations

Allocakions \
ﬂj Travel Allowances 1
Itineraries iF
Reimbursable Allowances Summary I
Allowance Limit = Per Diem Limit Expense Total = Total of daily expenses

Above Allowable Limit = Amount NOT paid Reimbursable Amount = Amount Paid

Travel Allowances For Report: A096123 =i’
Assigned Itineraties | Reimbursable all es 5 ¥ Tot
Per Diem Limit ar
Shows dates From ] i Go
Expenze Type Allowvance Limit Expense Total Above Alloveable Limit Reimbursable Smount

08,/06,/2009 (San Francisco, California)

x| Loclging 19680 F47.25 F0.00 F47 .25
= ezl F61.00 F53.53 F0.00 5353
\ Expenze Type - “endor Foreign Amournt Amournt
N Meals (zelf) F5.50 550
IEE T N els csel) $243 $2.43
o heals (zelf) F1:5.00 F15.00
a_ k- to clase, | Mesls (self) $27 B0 $27 B0

08,/07/2009 (San Francisco, California)
) Loclging 19680 F47.25 F0.00 F47 .25
) ezl F61.00 F45.23 F0.00 F46.23
08,/08,/2009 ( San Francisco, California)
) Loclging 19680 F47.25 F0.00 F47 .25
x| ezl F61.00 F61.00 F0.00 FE1.00
08,/09,/2009 ( San Francisco, California)
) Loclging 19680 F47.25 F0.00 F47 .25
) ezl F61.00 o545 F0.00 5645
08,/10/2009 { San Francisco, California)
x| Loclging 000 F0.00 F0.00 F0.00
] tieal FE1.00 F33AT F0.00 F3EAT

Done



Once expense entries have been double checked and redeptsbeen 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 repeuf) avitlop
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 enail updates as the status of your report changes (appravezhdy for payment etc).

Retain your receipts at least until you have been reimbursed. Or follow your department rules.



