ELORIDA STATE UNIVERSITY Concur User Guides

Communicating ER Submission Status to Travelers

Purpose: Travel representatives can create expense reports up to the point of submission, but the traveler must submit
the report. Without clear communication, travelers could submit expense reports created on their behalf before they
are ready for submission.

Add Comment:
Once Travel Rep has completed the expense report and cleared all audit rules, type, “Ready for Submission.” in the
comment field of the Expense Report Header and click Save.

Report header for: Guest Travel #2

Report/Trip Name Report Date Trip Type Travel Start Date
[ uest Traveizz 0610212017 [ state [v]  [osweror =

Travel End Date Policy Report Key
I 0511012017 | “FSU-GENERAL-Expense Pulicy| v] 14p

Traveler Type Report/Trip Purpose Benefit to University Does this trip contain personal travel?

Faculty/Staff I Conference/Convention | » ] I Enrich classroom experience | v] No w

Dates of Personal Travel Addtional Information [y

Report Id Report Currency Approval Status Report Total
BEB0635712744EF48B3E US, Dollar Not Submitted 0.00

Personal Expenses Amount Not Approved Amount Approved Amount University Paid
o0.00 0.00 o.o0 0.00

Amount Due University Amount Due User Amount Due University Card Total Amount Claimed
0.00 0.00 o.00 0.00

Guest ID Guest Address Comment Wil be the last report for this request? %3

[(-30000005} Bily Jos Bobbo B | v] [Semmmez )‘Reany for Submission I No | vl

Department Fund PCBU [ye Project/Activity
I(UZBUUU}CDntrDIIar | v] I(11D}E&G General Revenue |v] [ E]

Chartfield 1 Chartfigld 2 Chartfield 3

| |
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As Viewed by Traveler:
When the traveler opens Concur and clicks on the Expense button, the comment appears on the tile for that ER,
indicating that it’s ready for the traveler to submit.

Administration = | Help ~

(&} CONCUR Req Reporting ~ App Center

Profile ~ -

Manage Expenses View Transactions View Cash Advances Processor =

Manage Expenses

ACTIVE REPORTS Report Library & =
:' -------------- ': RETURNED 0810712017 RETURNED 06/07/2017 RETURNED
: : Guest Test #1 Guest Travel #2 Header test - Out of state
1 1
1 1
1 + 1
1 1 $ =
' reateNewReport | | $1.992.00 $3,592.16 1,633.05 -
: : & Exceptions A Exceptions A Exceptions
1 1
1 1
b e et e e e e e = = = =)
Guest Test #1 Guest Travel #2 In-state-ccd-workflow test mileage
06152017 060212017 05/08/2017 04/03/2017
$260.00 $0.00 $222.00 527534

& Exceptions B8 Ready for Submission 0 Exceptions & Exceptions

SUBMITTED 06/22/2017
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