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Accessing Concur

Purpose To assist users in logging into Concur Travel and Expense Management and navigating the Concur home
screen.

Logging into FSUConcur Travel & Expense Management

C{! 9YLX285S8a 6Aff KIQOS 1 008aa (2 G(KS vYac{! 6&cCl Odz i@

1. Goto my.fsu.edu
2. Enter your username and password.
3. Click the link for Concur tile.

MyFSU mrsvro

PRy ° ° P2}
Fsu'é-'i'wrﬁrls%uﬁm & BI
h

If you are an FSU employee arnddent, make sure you are on the Faculty and Staff view and not the Student view. If
you are not redirected to Concur after clicking on that link, or you do not see the Concur icon, please contact

travel@fsu.edu

Exploring the Home Page
The home page includes the following sections that make it easy for you to navigate and find the information you need.

9 Quick Task Bars Provide direct access to create or approve an expense report, authorize a travel request, apply
available electronic expenses to an expense report, or access incomplete expense reports

Company Noteg Displays University specific information

Trip Search/My Tripg, Provides access to travel booking, and upcoming trips.

My Tasks; Displays a dashboard for your approvals, available expenses, and open reports.

Profile ¢ Provides access to verify persd information for travel purposes, designate delegates, set preferences
for email notifications, and saip a mobile device.

= =4 =4 =4
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Read mote

MY TASKS
MY TRIPS (0) - 2
e 13 Required Approvals —> m Avatlable Expenses —> m Open Reports -

Michaol Y& | MV_NO_COSI_IES! /1% LOS COMPADRES RESTAUR... 0824 Athietics cash advanco work!...
SO 00 — Trawsl S8 87

Michaol W, | MV_NO_COST_TESTI4 07% VBER 023 st using cash advance

$0 00 — Trawel §7329 £250 00

Michael W, | MV _NO COST _TEST! 07796 SAMSCLUD so120 0023 Request 33U Canceled Re..
$0.00 — Trawol §89 24 £3 500 00

To return to the Home page from any screen, click the Concur logo in the upper left corner of your screen.
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Requiredrields & Audit Rules

Iltems marked with a red asterisk)(n Concuiare required fields and must be completed before moving to the next
section. Failure to complete a required field or performing an action that is irregular or not allowed will resuthurdit
rule appearing on the header of a travel request or expense report.

Audit rules typically fall into one of two categories:

17 ©® (Alert)¢ These types of audit rules require interaction from the user to address the behavior or action
that created the audit rule notification. These will prevent a travel request or expense report from being
submitted and need to be cleared before sultting.

1 /A (Information)¢ These audit rules typically serve as a notice of potential conflicts or behaviors that may
require close examination by an approver or auditor. These will not prevent a travel request or expense
report from being submitted.

Anexception text is generated when an audit rule detects a potential action or issue requiring further review or action.
Users should read exception text carefully and take the action recommended to address any items requiring attention.
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Updating Your Profile

Purpose:Verifying and updating your information in the profile is the first thing all new users should do when they log
into Concur.

Important note: To prevent errors and delays in booking travel, it is important to keep yourdgrifcluding credit
cards and frequent flyer information, up to date and accurate.

Note: ThedRequire& noticedoes not disappear when the information is submitt&dit it must be entered before you
can save the profildt is recommended to click th®avebutton after completing each section.

Suppont
SAPConcur [C] = Requests  Tavel  Expense  Agprovs  Reporinge  App Center

Prwz-a
Personallinformation
YourO2 YLJ SiG S FYS akK2dz R YIGOK @2dzNJ 320SNYYSyd AaadsSR |
gAff LINBaSyd G2 FANLERZNI aSOdz2NRGeod LT FANRGkEI &G yIYS

travel@fsu.edu
First and Last name will be populated from your University HR record.

Verify or add Middle Name and, if applicable, Suffix to match your government issued ID. If user needs to modify and i

unable, contactravel@fsu.edu

Ensure information is correct. User cannot modify again after saving.
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Contact Information

Enter a work and home phone number; these can be cellular or land lines. Optionally, you may enter a mobile phone.

Contact Information Go to top

Work Phone[Required™] Work Extension Work Fax 2nd Work Phone/Remote Office

Home Phone[Required™]

| "]

Pager Other Phone }
Mobile Phone Country/Region Mobile Phone
| united States of America (+1) v ” |

**You must specify either a home phone or a work phone.

EmailAddresses

2dzNJ WX FadzdpSRdzQ SYIFAf | O02dzyd @At

your emal address with your Concur account.

Email Addresses

Plzase add at least one emal address.

» How do | add an omail address?

» Travel Ammangers / Delegates
» Why should | venty my email addrass?
» How do | verity my email address?

Email Address Verify

Email 1 Not Verifed Verify

Fdzi2YFGAOFtte& o8
verify your email address within Concur by clicking the Verify link. By verifying your email address, Concur can associa

Contact?

Wes

Go to top

| Add an emal address

Actions

&

Note: Once you verify your email address, you will be able to forward any electronic receiptsetpts@concur.com
They will then be displayed in the Available Receipthé Expense portion of the application. It also enables itinerary

information to be emailed t@lans@tripit.com

Additional work and personal email addresses can be added by clicking Add an Email Aoideeske email address
and select whether you want travel notifications to be sent to that email. Click OK.

1. To verify the email address, click the Verify link
2. Check your email for a verification message from Concur
3. Copy the code from the email messageoittie Enter Code box next to the email address
4. Click OK
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Emergency Contact

Optional, but when traveling, if there should be an emergency,travel management compani@sll have access to
the Emergency Contact information.

Emergency Contact Go to top

Name Relatonship

v
Street

[ Addrees esme as smployse

Cty State/PravinceRegion Pestal Code

Country Phone Alternats Phone

Inited States of America

Travel Preferences:

Optional, but recommended for frequent traveletsyou participate in Frequent Traveler Rewards programs, click Add a
Programand then ater air, car rental, and hotel Frequent Traveler program informatiofh A O1 &L | ANB S ¢
and conditionsf you agree.

TSA Secure Flight

The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided, you may be

subject to addttional screening or denied transport or authorization. TSA may share information you provide with law enforcement or intelligence agencies or others

under its records notice. For more on TSA privacy policies or to view the records notice and the privacy impact assessment, see the TSA's web site at

WWW . TSA.GOV.

Gender [Required] Dste of Brth (mm/cdiyyyy)[Required] DHS Redress No.@ TSA Pch Known Traveler Number@
IMale () Female [T ouodhoon

If you have a TSA Roheck number, it can be enteraxh your Concur profile foyour conveniencand to exgdite the
screening process at the airport
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International Travel: Passports and Visas

Recommended for International travelers

International Travel Passports and Visas Go to top

Ldding your passport information to your profila will llow us to include it in your reservations. Having this information in your reservation tan make international
travel a litile easier.

Passports

[T 1 do not heve & passport

Add a Passport

Fassport Dale of Birth (mmidalyyyy) Passport Nationality Passporn Number Passpont Date issued (mmiddiyyyy)
010270 United States of America [] || 123455 Foriow2016

Fassport Expirahon (mmidalyyyy) Pazapon Flace Issued (City, Stale) Faszpont Place lssued (Country)

[ 063072026 PrISOUIGh, FA United States of Amanca v

International Visas

Add a Visa
Visa Nabionality Visa Type Visa Number Visa Expiration
‘Asa Nationakity Visa Type Visa Number Visa Expirgtion (mmfdd/yyyy)
~ = @ B x
BT

For international travel, entering Passport or International Visa information ahead of time will allow it to be available
when using Concur to book travélote: User's @te of birth will be masked after editing it. If unsure that DOB is correct,
users may reedit the date.

Note: You can enable-eeceipts by following the instructiorigere.

Credit Cards: Recommended

Note: FSU reimmends theUniversity tavel card T-Card)for frequent travelers. If you do not havelmiversitytravel

card, please work with your department travel representative or the University Travel department on determining if one
would suit your needs. If desired or required, a personal credit card can be entered into the profile following the steps
above awml will be available for purchasing plane tickets, or hotel and car rental reservations.

ClickAdd a Credit CardA window should open (check for popups) to fill in the fields.

You currently have the following credit cards saved with your profile Impertant: Unless your company requires a single card to be used for all air purchases,
you MUST check the default box for Plane Tickets or your airline ticket may not be issued. User assumes all liability for missed ticketing related to

non-compliance.

. @ Add a Credit Card

You currently have no credit cards saved.
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Fill in the required fields:

1

=A =4 =4 =4

Display Name: A name to distinguish theard fom any personal cards (i.6&niversityTravelCard)

(0]

Your name as it appears on this card: Must match card exactly

Card Type: VISA

Credit Card Number: Must match card exactly
Expiration Date: Must match card exactly
Billing Address:

(0]
(0]
(0]
(0]
0]

Street: 5607AJniv. Center

City: Tallahassee

State: Florida

Zip/Postal Code: 32368394
Country: United States of America

Optional: Use this card as the default for: Plane Tickets, Rail Tickets, Car Rentals, Hotel Reservations.

Add a Credit Card * Required
Enter the appropriate information for the credit card you'd like to use below. Use the "Display Name” field to label the card so
you can easily identify and select it when using features that require a credit card transaction.

Display Name (g.g., My Corporate Card) = “our name as it appears on this card *

| University Travel Card | | Suzzane Seminole | VISA
Card Type * Credit Card Number * Expiration Date *

[visa v || [ 10 || [2021 [+]

Use this card as the default card for:

|£| Plane Tickets |Z| Rail Tickets |z| Car Rentals |Z| Hotel Reservations

Billing Address

Enter the billing address for this credit card below. If this is a personal credit card, the billing address will typically be your
home address. If it's a company card, the billing address might be your company address. The billing address must be the
address where the bills for this card are currently delivered, not where you would prefer they be delivered. This information is
used to verify your identity during credit card transactions. Your credit card may be declined if your billing address is
inaccurate.

Billing Addresses longer than 30 characters may cause certain Airlines (Direct Connects and Web Bookings) to decline your
credit card. Please abbreviate long addresses if possible.

Street = Usze this address

5607A Univ. Center | Home Address R
City * State * Zip/Postal Code *
[Taliahassee || Fioria v| [32306-2384

Country/Region *

| United States of America » |

S T
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To Add or Remove a Delegate (Someone who may enter or approve travel on your behalf):

1.

S

Navigate to Profile
Profile Settings
Click on Request Delegates
ClickAdd
Search for the person you wish to add as a Delegate andAalitk
Check the boxes that cornesnd with the permissions you are granting to the delegate
a. To delete a delegate, click the checkbox to select the person,Odilgteand confirm deletion
Before navigating away from the page, cl8kve

1 Profile ~ &

e Profile Settings | Sign Out

Recommended permissions for Delegates acting as Travel Delegates (*) or Approver Delegates (~)

1 (*) Can Prepare delegate has authority to prepare expense reports

1 (*) Can Book Trave] delegate has authority to book travel (select with Can Submit Reguest

1 (*) Can Submit Requestsdelegate has authority to submit travel requests

T (*® (~) Can View Receiptsdelegate can view electronic receipts that the traveler has sent to Concur. This will
Fdzi2YFGAOFtt& 3ISG OKSO]ISR 6KSy @2dz aSt SO0 a/Fy t NJ

1 (*) Can Submit Reportg delegate can click the submit button to check for audit rules, baxeler still must
submit the report.

1 (*) Receives Emailsdelegate receives email notifications

1 (~) Can Approve this is typically used by an approver to delegate approval authority to someone else. Approval
authority can be permanent or temporary.

o Can Preview for Approver this is typically used to add an additional level of review, for example,
reviewing for proper account number assignment, before the final review. A Previewer cannot approve
or reject a report.

1 (~) Receives Approval Emaf<opéed on email notifications when the approver is required to approve a travel
request or expense report in Concur.
M ClickSave
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Request Delegates

Can Praview For
Approver

Can submit | | Can Submit Can View Recelves Can Can Apprave Recelves Approva:
Reports Requests Recelpts Emalls Approve | | Temparary Emaily

Can Can Book
Mamg Prepare | | Travel

No records found.

A Note on Approver Delegate®er FSU Travel PolicyORD-2-D, Approver Delegates can approve travel requests and
expense reports on behalf of an approver. Supervisors or Budget Approvers may appoint delegates. Budget Approver
Delegates must be authorized signers or be designatedaatttbrized in writing by the DDDHC or Pl. The Approver
Delegate form (or similar documentation containing the same information) is to be completed and kept at the
Department Level for record keeping and auditing purposes. Upon request, a list of appetegaitds can be provided
F2N) 2ySQa RSLINLYSyGo

Request Preferences

No changes necessary

Favorite Attendees

Optional

Expense Settings

Information, Delegates, Preferences, Approvers, and Favorite Attendees are shared between Request and Expense
Settings. Information that was entered (or edited) in Request Settings will carry through to the Expense Settings and vic
versa.
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Create a Travéequest

Purpose All travel requires a travel request (Travel AuthorizatieAuth) for pretrip approval and to encumber funds
prior to traveling. Travel Requests are also used to contact a travel agent for booking assistance. Agents with World
Travel Services may afgk a Request number before assisting you.

Areminderregardingrequests ancencumbrancesAmounts on a travel request are estimates to encumber funds. As
travel requests should be created prior to travel, it is not possible to know the exact amourgtaded expense types
of expenses to be incurred.

If Creating a Request on Behalf of Another Employee

1 Profile Settings Sign Out

>/ Acting as other user

Cancel

The user must act as a delegate for that employee. To act as a delegate:

1. Click on Profile
2. Search for employee under Acting as other user
3. ClickStart Session

When acting as a delegate, the appearance of the top right corner changes, indicating that the user is acting as a
delegate. When you are done acting as a delegate, click thedtam menu and clickDone acting for othegs

Acting as , .‘
-

)] .
] &1 Currently acting as
|
|

Profile Settings Sign Out

/2 Acting as other user )

Done acting for others
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Create a Traal Request
To begin a new Travel Request, click on Requests then select Create New Request. The user may alternatively click N
then select Start a Request. All fields with a red asterisk are required.

Create New Request

Request Policy * Mo cost 1o University

TEST-FSU-GENERAL-NIT -

Request Name * Trip Type * Travel Stant Date *

Benefit 1o University *

None Selected

1. Inthe Request Header section, enter the appramivalues for each field.

a. No Cost to University, Check this box if the trip is being funded by a 4##iJ or notDSO sourcédo

not check this box if you anticipate reimbursement from or expempsed by theUniversity

b. Request Name Enter something meaningful to you and your department, using location and date can
help distinguish travel easily.
Trip Typeg In-state, Out ofstate, Foreign. NofTravel is not a valid travel request option.
Travel Start/End Dateg These fields should represent the dates of the business trip, and not include
any extra days of personal travel.
Destination Cityg Begin typing the city name anti@ose from list.
Destination Countryg Will auto-populate based on city selection but you may type in the field.
Traveler Type; Select from drop down menu.
Request/Trip Purpose Select from thedrop-down menu.
Benefit to Universityg Select from drop down menu.
Additional Information¢ Required if Request/Trip Purpose or Benefit to University is "Other".
Otherwise, use the comment field.
k. Does this trip contain personal travel® Select yes or no.
Dates of personal traveq Fill in f answer to previous field is yes.
m. Guest IDg If booking guest (noemployee) travel, enter the traveler's name here.

o o

T ga o
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Guest Addresg Required if previous field completed to verifghe guests address.
Department & Fund; Required for all requests.
PCBL; Project Costing Business Unit. Required for travel on projects only.
Project¢ Required if travel is on a project.
Chartfields 1, 2, & & Optional.
s. Commentg Required in certain circumstangesso helpful irexplaining unusual circumstances.
2. ClickCreate A unique request ID is generated. If No Cost to University box is checked, you c&nluinik
Otherwise if you anticipate expenses and/or reimbursements, proceed to adding estimated expenses.

~oT o>

Adding Expenses

Expenses must be added to the request to complete and submit the request. Expenseslutlackenot limited to
airfare, car rental, and hotel. At least one expense must be completed. A user should enter an expense wittollazero
amount if they do nbanticipate any reimbursement.

1. Click theAdd button. In this exampleve will look at airfaredick GAir Ticket.
2. Select Round Trip, One Way, or Mi@8gment. Round Trip is the default.

New Expense: Air Ticket “

Round Trip | One Way | Multi City

Outbound

@

412021 E8 | | Departure time -

Return

@

11/06/2021 Departure time hd

Amount * Currency *

US, Dollar w

3. Enter the starting airport and the destination airport. Outbouantt return dates default from the Request
Header but can be changed to different days within the time period of the request.

4. Enter the estimated amount of the airline ticket in th@mount€ field.

5. ClickSave

6. Similarly, seleafCar Rental, dHotel Reservatior, estimated expenses for meals, per diem, car mileage, etc.
from the drop-down menu, if applicablethen enter the required information. ClicRave

a. If you need to change something, click the box next to the item(s) you want to chadgsickiEdit

7. When finished clicubmit Request

8. Review the confirmation agreement.Méu agree with the termslick Accept & Submitlf you do not agree with
the terms or need to make a change, cli&ncel
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Note: Available balance checking (Budget Check) occurs immediately upon request submittal. If the request fails the
available balance check, it will automatically be returned. Winésnhappens, verify that all department/fund codes are
correct or contact the budget manager.

The request will appear on the Active Requests pafpe. may click on the request to openaihd reviewits expenses
andstatus You may recall a request at any point in the approvals workflow to modReduests cannot be modified

after it is fully approved.

Help~

SAP Concur Requests Travel Expense App Center orot .
ofile ~
-

Manage Requests

Maﬂage ReqUeStS View | Active Requests

NOT SUBMITTED 110472021 RETURNED 01/08/2021

@ Test Travel Request Test Foreign Travel Request

1+

Create New Request $0.00 $263.00

Sent Back to User

Recalling a Request
Purpose You cannot change, cancel, or close/inactivate a Request that has been sabumitess you Recall it first. A

user may recall a request at any point in the approvals process.
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9 Cancelling an approved request will release the encumbrance and indicate that travel will not occur but will not
allow any changes or additions to the reqtie’s cancelled request can be used to process expense and refunds
from a cancelled trip.

1 Closing/inactivating a request will release the encumbrance, but no expense reports can be created from a
closed/inactivated request. If assistance is needed with reopening a request, ctmatagt@fsu.edifor
assistace.

Click the Request from the Manage Requests page.

SAP Concur Requests  Traved

AFFROVED SHGEE m FETURNED OUESEE

O Test Business Analyst O Test Number 2 Test 12109720 UMD Demo
[+ Conlerence
Create New Request $1.580.00 $2 340 $1.163.00

0 A0 AN
2O U L2500

—— Spproned Sant Back te User

Click the Recall button. The status of the request is updated to Send Back to User

SAP Concur Requess Traved

Marags Regue=s

rest $1.00 e < [t
Submitted & Pending Approval | Request ID: 9FNT

Reguest Detsia ¥ PriniShare ¥ AdacrTens W

EXPECTED EXPENSES

Expense type Details pote ¥ Amount  Requested

Boat 032712021 $1.00 $1.00

Estimated Total: $1.00

Make any necessary changes, then select Save, Attachments, Print/Email, Cancel the Request Be§ubstito
complete the process.

Foreign Travel Requests

PurposeL Y G SNY I GA2y L 2NJ GF2NBAIYE GNI @St NBFSNB (2 (NI @S
continental United States, Alaska, and Hawaii. Travel tomtmeontiguous U.S. locations of American Samoa, Guam,
Midway Islands, Northern Mariana Islands, Puerto Rico, Virgin Islands, and Wake Island is considered foreign travel.
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International travelers will be prompted in Concur to complete and attach an atiest&brm regarding laws,

regulations, and policies associated with international travel as part of the Request process.

Creating aoreignTravelRequest

Follow the instructiongiere (until step6) to create anewtravel request, ensurall appropriate fields are filledn the

request header and estimated expenses are providegl. & dzZNB (G NA LJ ( & Mien pligr © Rubriitling theC 2 NJ

request(in step7) follow the steps below to download, review, sign and attéod international travel attestation form
to your requestNote: This form along wittall the requirementscan onlybe reviewed andsigned by the traveler

Downloading and Signing the International Travel Attestation farm

1. After creating yourequest, ravigate to therequestExpected Expensgzsage

2. Locate thePrint/Shareoptionanda S f S ORBUIntein&tional Travel Attestation Forio generate a basic

form, ordownload and save the form herettps://fla.st/24PMCNG64

a. For ease oéccessit is recommended t@ave the form andise AdobeAcrobatDCor FSU Docusigon

sign the document digitally.
i. Adobe Acrobat DC Instructions
ii. Docusign Instructions

Alerts: 2

REQUEST

O

O

Bolivia Foreign Travel $5.00 @ Copy Request

Not Submitted | Request 1D:

9XEY
Request Details v Print/Share ttachments

EXPECTED EXPENSES

Action Required: The trip type that has been selected is "Foreign". Please download the form here: hitps:/ifla.st’24PMCNG4 or navigate to the Print/Share area of the request,
download the "FSU-International Travel Attestation Form", sign and attach to this request before submitting. Note: Only the traveler may sign this form as required by State of
Florida law. View

Information” The trip type that has been selected is "Foreign”. Please ensure you have attached the International Travel Attestation form to this request. If needed, please
download the form here® https /ifla st/24PMCNB4 or navigate to the Print/Share area of the request, download the "FSU-International Travel Attestation Form”, sign and attach to
this request before submitting. Note: Only the traveler may sign this form as required by State of Florida law. View

Expense type T], Details T], Date = AmountT]  Requested T

Hotel Reservation Reyes, BOLIVIA 01/07/2022 $5.00 $5.00

Estimated Total: $5.00

3. Once the document is signed, return to your request alickthe Attachmentsoption and then selecAttach
Documents
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Bolivia Foreign Travel $5.00 Copy Request

Not Submitted | Request 1D: 9XEY

Request Details w Print/Share w Attachments w

EXPECTED EXPENSES

[ Expensetypef]

Details T, Date = AmountT| Requested T]

[ Hotel Reservation Reyes, BOLIVIA 01/07/2022 $5.00 $5.00

Estimated Total: $5.00

4. Click on thdJpload and Attaclicon. Using the popup window locateand uploadyour signed fornon your local
computeror device

Document Upload and Attach

+

Upload and Attach
EMB limit per file

5. If successful, a notification widppear near the bottom of the screen tmnfirm that thedocument is now
attached Reviewthe travel request and attachments as need#éten when ready SubmitRequest

Page |18
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Requesting a Cash Advance

Purpose Concur usersannotrequest a cash advance by default. Users will need to contact the Travel Office
(travel@fsu.eddito have the ability to create a cash advance. The steps outlined below describe the process to request
cash advance wdn other methods of handling travel expenses are impossible or inappropriate.

Cash Advances are not encouraged, but are available 4¢Bsease, when use of the travel card is difficult or
unavailable, or extended foreign travel is involved. Email the F$&l&l office attravel@fsu.edufor eligibility before
requesting an advance.

Cash advances are completed as part of the request praebssust be dongrior to submitting the requestWhen an
employee is eligible foa cash advance, the fields pictured below wilboeessible fronthe Linked Adebns of the
Request Detailsection.

To Request a Cash Advance or Travel Cash Advance:

1. Navigateto Request Manage Requestsand choose your created request.
2. From theRequest Detailsnenu, chooséAdd Cash Advancand enter the amount.

Mot Submitied | ReguestID: BLAD

Frint'Share ¥ Atasaments ¥

Expensatype Details Date ¥ Anenint Requested

Car Rantal Orando, Florida - Orlando, Flonda 07022021 §250.00 £250.00

Estimated Total: $250.00

3. ClickAdd Cash Advancdt will populate above your expected expenses.

et piaNatal I

Mok Submitted | Reguest ID: SLAD

Request Defzis W PrintSraro W Afisshmanis W

CASH ADWVANCES: 1
Ao

EXPECTED EXPENSES

[ Ewpansatyps Details Daic ¥ Amaunt Hequested

0 Car Rental Orlande, Flxida - Crlande, Flonida oT02i2021  S250.00  5250.00

Note: Your cash advance request candgual to or less tharthe amount of the estimated expenses, but it cannot
exceed the amount of the estimated expenses.
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Reimbursing Guests in Concur
Purpose This document describes the steps needed to complete a travel request and expense report on behalf of a
traveler who isnot an FSU employee.

Before entering guest travel, the user should be familiar with navigating Concur, entering travel requests and entering
expense reports.

Expenses can be entered in Concur for individuals who are not University employees. Thadalesxamples of
someNon-Employee payments:

1 A student who will be reimbursed for owff-pocket expenses while attending a conference
1 A job candidate who will be reimbursed for expenses incurred while traveling to the University for interviews

You must complete &uest Traveler Profiléorm and have a Guest ID number issued if the payee is not a University
employee.You will be able to book travel with the new guest ID 24 hours after submission. Please reach out to the
travel office if you encounter any issu@ote: Travel reps do not act as a delegate to enter guest travel. Guest travel is
entered underthell NI @St NBLIQA 26y LINRPTFAES® DdzSaida INB y2i SYLX

Enter a Travel Request for a Guest Traveler:

1. Onthe Concur home page in your own profile, on the Quick Task Bar, place your mouse pointer over New, and
then click Start a Re@st.

2./ 2YLX SGS GKS KSIFRSNJI gAGK NBIddZANBR AYF2NYIFGA2Y LISNJ

3. The Traveler Type must be Guest, and you must fill in the Guest ID and Guest Address fields.

Note: The address provided in the Guest Address field is where the chéltkjo and confirms that you have the
correct guest traveler.

Create New Request

Request Policy No cost to University

TEST-FSU-GENERAL-NIT v

Reques! Name * Trip Type * Travel Start Date *

None Selected ~

Destination City *

& v

Traveder Type * Request/Trip Purpose ™ Benefit 1o University *

Guest ~ MNone Selected ~ MNone Selected ~
Additional Information Does this trip contain personal travel? * Dates of Personal Travel
None Selected ~
Guest 10 @ [1] Address
Y ~ | Search by Code
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Pay patrticular attention to funding information (department, fund, PCBU, etc.), as it-poprdated with the Travel
Rep's accounting defaults. It may need to be changed before submitting.

Create estimated expenses, sedding Expenseder instructions. Review and then Submit the guest travel request for
approval.
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Determining Travel Request Status
Purpose Users may wish to check on the status of thevel requesias it proceeds through workflovror additional
information on approvals and workflow in Concur see ©@uncur Approvalpage.

Access th@ravel Request

Concur User Guidi

1. Log into my.fsu.edu and access Concur.
2. Click on theRequestab. (Delegates should act as their traveler first).

3. Travel requestin a variety of statuseappear under ManagRequestst KS RS Tl dzf § @A S5
Requests. Requests are consideredtiveif they were created within the last 90 days.
SAP cn"cur@ Requests Travel Expense App Center B o &
Manage Requests vew
FL Business Conference - Foreign Travel Request - 2021 Test SQNAFI External
) 2022 Validation
Create New Request 35.00 $700.00 $10.00

Expense Report Statuses

Pending External Validation Budget checking between Concur and OMNI FI

Submitted & Pending Approval NIYYSRAIF GS {odeuiS NIDA a2 NDa

Pending Cost Object Approval At Budget Manageor Sponsored Research

Pending Request Administrator At Office of Compliance and Ethfos international travel

review
Approved Request fully approved angser can begin making trave
arrangements

Accessing Comments
Occasionally eequest can be returned to the uséFypically, a user will receive an email from an auditoapprover
informing them of this, along with a request for additional documentation or information. A user can also find
comments on thdravel requestby openirg the report and clickinRequestDetails > Rquest Timeline
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Making alravelReservation

Purpose The purpose of this guide is to assist the user in booking a trip in the Concur travel nhoghagant: FSU
travel policy requires a completed ahdly approved travel request prior to bookiramytravel to comply with rules and
regulations othe state Please se@structions onCreating a Travel Requdkhecessary.

Accessing the Travel Module

ClickTravelin the top left corneiif you are booking travel for yourself or acting as a Delegate to book travel for
someone else. If you are booking for another user, verify you have delegated in as them iaméuthe appears in the
upper rightcorner. Example below.

TRIP SEARCH COMPANY NOTES

v = = 8 0O

Mixed Fight/Train Search

WORLD TRAVEL SERVICE welcomes Florida State University to Concur Travel

¥or Concur sechical suppon emal Monday - Frdsy. 8 0am - § 0tpm ET)
=0 For rmservations or Bichet changes. plaass Coll (300) 2519047 dureg our normal Busness hours (Monday - Faday, § 00am to 6 00pm

TASKS

Oriana V. | dates of phescnsd traval £ 0925 AMAZON.COM V07 tent
m—— $10000 — T $127 21
23 TICKETMASTER PHONES NW
17
TRIPS (0) -

23 TICKETMASTER PHONE'S NW

s
User cumently has no wpcomng tags
23 TIOKETMASTER PHONE S NW

23 TICKETMASTER PHONE'S NW
86278

Airfare
1. Select Round Trip, One Way, or Multi City, enterRh@mand Todestination, and departure and return
dates/times and cliclsearchNote: If flying to/from Tallahassee or othemaller airports, we recommend un |
OKSO1AYy3 (GKS aGCfAIKGA o6ky2 R2dz0f S O02yySOilA2ya¢ 02|

Hh R =8 O

Mixed Flight/Train Search

From )

0
adee Ares Arpeds - Londo
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2. Review the flight availability and select a flight. Flights can be viewed by Fares, or by Schedules, and can be
filtered using the SofBy opticns.NoteY Sodt by Duratioawill give the flights with shortest layovers.

3. Slide bars on the left of the screen enable you to filter search results by departure/arrival times, andarice.
select your flight click on the price button

4. Review the flight details and traveler information. If this is the flight you wish to book, you may select your seat
assignment at this time by clickiigglect SeatsPlease note that FSU will not reimburse any fees associated
with seat selection. Fees, #ny, vary by airline.

o Remember Your Passport Your international travel will require passport or other government-ssued identification. Remember 10 bring your dentification wih you on
your day of trave
Primary Traveler Edit| Review all
Name: Phone:

Frequent Flyer Programs Add a Program
For Detta

No Program selected v

SEAT ASSIGNMENT
Seats will be automatically selected based on your profile preferences and can be changed on the Travel Details pages or any time after booking is

complete. View seatmap

REVIEW PRICE SUMMARY

Description Fare Taxes and Fees Charges
Aifare $661.00 $533.36 $1,194.36

Total Estimated Cost: $1,194.36
Total Due Now: $1,194.36

SELECT A METHOD OF PAYMENT

How would you ke to pay?

There are no credt cards defined. (v | @ Add credit card

* Indicates credtt card is a company card

/\ This is a Non-Refundable Ticket

By completing this booking, you agree to the fare rules and restrictions and hazardous goeds policy

m Reserve Flight and Continue

5. If seat selection is available, click the Select Seat button and make your selectio@ld@sck

6. Review the method of payment and make any necessary changes. Method of payment should be your Universi
travelcard. For instructions on setting up your university card beee.

7. On the Review and Reserve Flight page, verify all information and Reeetve Flight and Continue
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Hotel

Important- If the conference hotel haa special conference rate, do not book your hotel through Concur. Book directly
through the hotel or conference website to obtain the conference block room Na¢e: FSUs allowed to uséhe state
governmentrates available in ConcurRates may be comparable or better than the conference hotel rates.

1. Click the Hotel icon

& Booking for myself | Book for a guest

Hh == 8 O

Hotel Search

Check-in Date  Check-out Date

Find hoteis within | S miles from

QO airport (O Address

(O company (® Reference Point / Zip
Location Code

Reference Point / Zip Code
(e.g. ‘Statue of Liberty’, 90210’ or 'Alexandria, VA')

[C] with names containing:

[] Add Another Hotel

2. Enter Checlin/Checkout Dates and other search criteria and click Searchbutton.
3. When you are ready to reserve your hotel room, ctiekView Roomsutton, and thenlocate the rate and
option that matches your expectatiormsd click on the price button
a. Note: FSU recommends avoiding room rates that require advanced payraemts SLJ2 & A i NXB|j dz
possibleInternational hotel reservations have the foreign maximum lodging limits for that location
listed as a guide to use when reserving a room.

17. Holiday Inn Express Suites Oak Ridge ¢ae

114 Tulsa Rd, Oak Ridge, TN 37830 Map it -
N >
View Rooms
i"'u 9 5.8 miles WX

- Per diem limits: Dec T2-0ec 15 3750

Hotel details
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17. Holiday Inn Express Suites Oak Ridge $96
114 Tulsa Rd, Oak Ridge, TN 37830 Map it

. Hide Rooms
= i

Per diem limits: Dec 12-Dec 15: $150
Hotel details

Room Options

Book Early N Save No Refunds Two Queen Beds Nonsmoke Two Queen Beds 37 Inch Flat )
Panel Tv Microwave Refrigerator Work Desk (Worldspan) °
Rules and cancellation policy

Deposit required
Book Early N Save No Refunds 2bd Executive Nonsmoke Two Queen Beds 37 Inch Flat Panel
Tv Microwave Refrigerator Work Desk (Worldspan) °
Rules and cancellation policy

Deposit required
Book Early N Save No Refunds Kng Leisure Nonsmoke 37 Inch Flat Panel Tv Microwave
Refrigerator Work Desk With Ergonomic (Worldspan) °
Rules and cancellation policy

Deposit required
Book Early N Save No Refunds Standard Room Bed Type Preference Cannot Be Guaranteed
As It Will Be Allocated Upon Arrival (Worldspan) °
Rules and cancellation policy

Deposit required

BCD Travel Two Queen Beds Nonsmoke Two Queen Beds 37 Inch Flat Panel Tv Microwave
Refrigerator Work Desk Please cancel 1 day before arrival (Worldspan) °
Rules and cancellation policy ”

=

1. Holiday Inn Paris - Auteuil $138
21, rue Gudin, Paris 75016 Map it

V215 miles WX m

Per diem limits: Jan 15-Jan 18: $425

Hotel details
Room Options
Advance Saver No Refunds 1 Double Bed Nonsmoking Wifi And High Speed Internet Access =
Pay Tv Satellite Tv Windows (Worldspan) o $138

Rules and cancellation policy
Deposit required

4. On the Review and Reserve Hotel pagad andverify all information andf agreed,check the boxi agree to
0KS K23SfQa NIGS NHzZ Sasz eNBaAaGNAROGA2Y A YR OF yoOSt |

ACCEPT RATE DETAILS AND CANCELLATION POLICY

Please review the rate details and ion policy provided by the hotel.

i

You have selected a hotel that requires a it. This deposit may be non-refundable.

The hotel provided the following in

RATE CHANGES OVE ION OF STAY

3 120EC FOR 3 NIGHTS o
[ *agree to the hotefs rate rules, restrictions, and cancetation policy.

m Reserve Hotel and Continue

5. Whenready tickthe Reserve Hotel and Continugutton.
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Rental Car

To reserve a rental car, click the Car iddate: Do not use Concur to book a rental car if using an Avis/Budget billing
number. Use the link &SU @und Transportation

1. Pickup date, Dropoff date, and Pickip car at fieldshouldbe populated from other trigelements (Flights, Hotel,
etc.). If there are no other segments, you will need to enter your datewes, and pickup manually
a. Note:lftralStf SNJ A& y20 FEfeAyad:r AG-ANLRBOZY PIWRSY @2
additional convenience fees associated with the vendors airport facility.
2. Ly Of dzR Seawr®fions if needed.To find a list of vendors:
a. If picking up car at Airport Terminal, provide the Airport location.
b. If picking up car at Ofhirport a pickuplocation must be choseusing the following step<£lickthe blue
SearcHink, provide a reference point or zip code then press the I83aarchbutton. Review the rental
car vendors, then clicRelect Location

| @ Search for an off-airport car location - Mozilla Firefox - =] X
|TRIP SEARCH
& Booking for myself | Book for a guest . s . |
FSU - Main Campus (Talshassee, FL v
5 = & €
Car Search O show A
Pick-up dte ® |
[5912:0172020 || 12:00 pm |v Bl Rroad F
Drop-off date
[E12/03/2020 || 12:00 pm |v 0 Saint Peter
5. Zion Hilk
O Airport Terminal @ Oft-Airport ar Vendor for The Florida State 3 2 e
Off Arport Location g >
G, ek
3.22 miles = Ve (%
[ Return car to another location Raythn-million Air Tih ) 1 @
> \tore Search Options Tallahassee Intl Airport (ktih)
SRR Tallahassee FL 32310 4
More Info
Mon.Fri: 06:00 am-11:59 pm Lafayette
m Sat.Sun: 07:00 am-11:50 pm
»2Budaget Tallahassee
L@,_} ?u;,. dor for The Florida State Southwest 373
b bl e Black Swamp
University
Show On Map v Four Points
[MY TRIPS (0) - | BT
| 3.74 miles
Tallahassee
You currently have no upcoming trips 1414 South Monroe St Nskeside Belair
| Tallahassee FL 32301 apetal € 299
More Info
Mon-Fri: 07:00 am-06:00 pm , 1 miles. 2km
Sat: 08:00 am-01:00 pm b 8ing 2920 TomTom © 2020 HERE. ® 2020 Microsaft Corporation Terms
Sun: 09:00 am-01:00 pm
A

To review the available vehicle options and ratdisk¢he orangeSearchbutton.

A list ofrates and vehicles will be providedote: AVIS/Budget is the preferred car vendoi~&U.

Review and locate the rate and vendor that matches your expectationslarkdon the price button

On the Review and Reserve Car page, verify all informatiomnvaed readyselectReserve Car an@ontinue

o gk w

Note the following icons:

& Car rates are outside the University policy. These cars can be selected but require valid justification.

@ car rates are within the University travel policy.
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Completing the Travel Reservation

Note: When booking in Concur please ensure that you follow through to each screen until you reach the final reserve
and continue screendravelers that are booking travel can create a reservgtiene by piece ousing all the options
available in Concur atnce. When booking all at once this creates a travel reservation, to complete the reservation
follow the steps below.

On the Travel Details page, review the details of your reservation and the Total Estimated Cost, tiéextlick

Trip Name and Descripth must be completed.
ClickNextif you are ready to purchase the trip or selétld Tripif you are not ready to purchase the trip.
ClickConfirm Booking

PwnNpPE
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Starting an Expense Report
Purpose Users must create expense reports to be reimbursed forofytocket expenses incurred during travel and to
settle travel card transactions. Concur requires an appravaeelrequest is attached to eacdxkpensereport.

1 An expense report must be assotea with an approved travel requestReports containing only nemavel
expense type line items are referred to as a Naavel Expense Report and do not require a travel request.

i The easiest way to start an expense report is from a fully approved tregeést.

1 Expense Reports can be created by a Delegate but can only be submitted by the individual seeking
reimbursement. Please ensure Expense Report totals are correct before submitting.

Start an Expense Report

Fully Approved Travel Request

A fully approwed travel request must pass budget validation, receive approval from the Default Approver*, and all
required Cost Object Approver(s)**. Once you have a fully approved travel request, you can create your expense
report.

*Default Approverg This would be your Supervisor.

** Cost Object Approver(s) This would be a Budget Manager, Project Approver, SRA Approver, or Research Foundatiol
Approver.

Number of approvals and responsibilities vary based on department, fundidgpraject/activity. Please seeoncur
Approvalspage for additional information.

1. Navigate to and open your fully approved travel request. Concur shows items created in the last 90ydays, if
R2y Qi a4SS (KS NXBI|jdzSaid e&2dz FNB f221Ay3a F2NE OKIy3Ss

SAP Concur [G] | Requests | Travel

Manage Requests

Manage Requests

=
2

NOT SUBMITTED 11/04/2021 RETURNED 010872021

@ Test Travel Request Test Foreign Travel Request
[+

Create New Request 50.00 $263.00

Sent Back to User

2. Inthe top right corner seled@reate Expense ReporEcreen will transition to a new expense report.
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SAP Concur Requests Travel Expense App Center

Manage Requests

Q Aers: 1
Test Business Analyst Conference $1,580.00

Approved | Request ID: 9J6J

Request Details »  Print/Share v Attachments v

EXPECTED EXPENSES

3. Expand audit rule alerts, address the required fields missing from expense report header by Zliekinoy
Report Details> Report HeaderRequired fields are marked by a red astetisk

0 You are currently logged in as a test user

SAP Concur Requests Travel Expense App Center

Manage Expenses View Transactions Cash Advances

Q Aerts: 1 P |

REFORT

0 The report header is missing data in this required field(s): Trip Type, Travel Start Date, Travel End Date, Traveler Type, Report/Trip Purpose, Benefit to University, Does this trip contain personal
travel?  Will be the last report for this request?, Department, Fund View

4. Savereport header. Begin adding necessary expenses and transactions. Frequent next steps:
1 Meal Allowances & ltineraries

Processing University Travel Card Charges

Adding Outof-Pocket Expenses

Itemizing Nightly Lodging Expenses

Attaching Receipts

=A =4 =4 =4

Create a New Expense Report

Users can create a new expensport in Concur at any point, when possible, it is recommended to move all related
expenses to a single expense report and submitting once the trip is complétédkrsity card charges and personal
reimbursements can be included on the same expense tdporelevant trips Example Grouping travel expenses
(airfare, lodging, rental car) and reimbursements (parking, meals, baggage feespfdesenceon the same expense
report.

Reminder: All airfare for FSU Business must be booked in Concur or begrtione with the University Travel
Management Company (TMC). Additional information can be found on @encur Travepage.

1. From the Concur home page click on the Expense in the navigation. i8esoelow.

Help~

SAP Concur Requesis Travel Expense App Center e .
rofile ~ “
2. Click ornCreate New Report
3. Fill out all required fields marked by a red astefisk
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Create New Report x
* Required field
Policy *
TEST-FSU-GENERAL-Expense Policy v

Report/Trip Name * Report Date Trip Type *

[ | 06/07/2021 | None Selected v |

Travel Start Date * Travel End Date * Traveler Type *

[ MMDDAYYYY ‘ | | MMDDAYYYY ‘IE | | None selected ~ |

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

| None selected v | | None Selected ~ | | None Selected ~ |

Dates of Personal Travel Additional Information @

Repart Total Guest 1D @ (1]
) Guest Expense Reimbursement (v~ ‘ S— |

Guest Address (2]

Wil be the last report for this request? * @

None Selected ~

4. Provide a response to the following question:

Claim Travel Allowance

Are you the traveler claiming meals for this expense report? If this is for a Guest click
"No"

@® Yes, | want to claim Travel Allowance
2) No, I do not want to claim Travel Allowance

a. C{! ¢NI}I @St t2ftA08 AYRAOFGSA GKIG OGN} @St 6KAOK
headquarters is eligible for a Travel (Meal) Allowance.T82e&| Mealgpage.
. LT NBalLkRyasS Aa da,Sazx X&T [/ NBFHGSa NBLRNI | YR
allowances. Sebleal Allowances & ltinerarieBegin adding necessary expenses and
transactions.
i. LT NBaLRyaS Aasephb2s X¢éT t NBPOSSR G2

5. ClickCreate ReportBegin adding necessary expenses and transactions. Frequent next steps:

1

= =4 =4 =4 =4

Processing University Travel Card Charges
Adding Outof-PocketExpenses

Itemizing Nightly Lodging Expenses
Attaching Receipts

Adding Attendees

Allocatirg Transactions

January 2022 Questions? Contacttravel@fsu.edu | (850) 644 - 5021 Page |31

Return to Table of Contents



mailto:travel@fsu.edu?subject=Concur%20Question
https://controller.vpfa.fsu.edu/services/travel/travel-information/meals

Concur User Guidi
y FLORIDA STATE UNIVERSITY

NonTravel Expense Report

Nontravel expense reports are a subset of expense reports, created for FSU Foundation, FSU Research Foundation a
out-of-pocket reimbursements using Education & General (E&G), Auxiliary, and Carryforward funelg\W@=ard or
Purchase Order (PO) are not an option.

1 Travel expense reports using E&G, Auxiliary, and Carryforward funds can contain nomitmalyabexpense
lines, but Nortravel expense reports cannot contain traxmsed expense lines (e.g. Airfarntel, Rental Car).

For questions regarding the use of specific FSU Foundation or FSU Research Foundation funds and appropriate expel
please reach out to the relevant contacts in their departments.

1. From the Concur home page click on the Expenseamé#vigation menu. Sdeelow.

Requests Travel Expense App Center

SAP Concur

2. Click orCreate New Report
3. Fill out all required fields marked by a red astefisk

Create New Report x
* Required field
Policy *
TEST-FSU-GENERAL-Expense Policy ~
Report/Trip Name * Report Date Trip Type *
| | 06/07/2021 | None selected ~ |
Travel Start Date * Travel End Date * Traveler Type *
[ = || | None Selected |
Report/Trip Purpose * Benefit to University * Does this trip contain personal travel? *
| None Selected ~ | | None Selected ~ | | None Selected v |
Dates of Parsonal Travel Additional Information @
Report Total Guest ID @ (1]
() Guest Expense Reimbursement
(v~ \
Guest Address 2]
Will be the last report for this request? * @
None Selected ~
Cancel Create Report

4. t N2 OARS Gb2s X¢& G2 GKS F2tt2¢6Ay3 ljdSairzy 6a8$s
Claim Travel Allowance
Are you the traveler claiming meals for this expense report? If this is for a Guest click
“"No
Yes, | want to claim Travel Allowance
@® No, | do not want to claim Travel Allowance
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5. ClickCreate ReportBegin adding necessary expenses @madsactions. Frequent next steps:
i Adding Outof-Pocket Expenses

Processing University Travel Card Charges

Attaching Receipts

Adding Attendees

Allocating Transactions

Itemizing Personal Expenses on the Travel Card

= =4 =4 =4 =4
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Meal Allowances & Itineraries
Purposer ¢ KA a

3dzZA RS Ay ailNHz0G &

Concur User Guidi

iKS dzaSNJ 2y SydSNAy3a AlGAYyS

itinerary is how Concur calculates amounts for meal allowances. There are two main ways to create an itinerary,

manually and through an import pcess.

Note: When traveling on University business, travelers may be eligible for meals while on official business. Travel must

0S 20SNYyAIKG yR Y2NB GKIy pn YAtESa Fgleé FTNBY GKS GNI
9 Itineraries can be imported from aNable trips booked in Concur or manually created.
1 When an itinerary is created or imported, you cannot create or import another itinerary for the same time and
date.
1 You can create, edit, and delete rows for each itinerary stop or delete the itinerdrgtart again.
T LT &2dz NB ONBIGAY3 Iy SELISYy&aS NBLERZNI F2NJ I 3dzSad
screenshot below) regarding Travel Allowance on the report hed®not use the Travel Allowance opticor
Daily MealAllowance GuestN} @St SN&E KI @S | aDdzSadG 5FAte. aSkf | ff
1 State of Florida meal allowance is the same for guests as for employees. Those rates are $6 for breakfast, $11
lunch, $19 for dinner, domestically. Foreign meal rates will vary lafidoc
1 Daily Meal Allowance and Travel Per DieMdx $80Q cannot be used on the same day.
Claim Travel Allowance
Ara you the traveler claiming meals for this expense report? If this is for a Guest click
e
() Yes, | want to claim Travel Allowance

@ No, | do not want to claim Travel Allowance

Import an Itinerary

When a trip is booked in Concur an itinerary is automatically associated with your profile and can be imported to your

SELSyasS NBLEZNI® ¢2

report and filled out the required fields you are ready to create your itinerary.

1. , 2dz OFy A YL NI

then selectNext

by A

GAYSNI NBE 068 yIF@A3ldAy3

Claim Travel Allowance

Are you the trave 2
If this is for a Gu: lick "No™
® Yes,

No, | do not want to claim Travel Allowance

want to claim Travel Allowance

aiming meals for this expense report?

Next: Create report and add iinerary details for your travel allowances,

Cancel

g2

A Y LBtNTaN BExyensk Bebo®BchyoEave stie@yodz@éxpens¢g S S R

iKS

a. You can also navigate to tiManage Travel Allowancpage and then clicking ddreate New Itinerary

in the top left corner.

January 2022

Questions? Contacttravel@fsu.edu | (850) 644 - 5021

Return to Table of Contents

Page |34

l.j


mailto:travel@fsu.edu?subject=Concur%20Question

) FLORIDA STATE UNIVERSITY

Concur User Guidt

2. Once on the create new itinerary page, you can usditygort Itinerary button to bring up a list of available
itineraries you camport, check the box next to the itinerary you need and tleéok thelmport button.

l Lodging Test Request I FSU Per Diem2 w

& e

a Departure City » Arrival City Arrival Rate Location ?epanure el
Select trips and charges to use to create this itinerary X
Ll Description Start Date » End Date
(| -
=
N Y-)
[v]
Y 0@

q =3 -

3. Ifitinerary stops are accurate and match expectations, dliektto proceed to Expenses & Adjustments.
4. Review the dates of travel and use the checkboxdadiate which meals are ineligible, i.e. provided by the
conference or which the traveler is claiming Per Diem for that day instead of a Meal Allowance.
a. Example Conference or sponsor provides breakfast, lunch, or dinner on certain days.
b. Example Traveles can claim Per Diem on the last day of travel instead of meals.
i. Using the exclude checkbox on the left for a specific date will exclude the entirSepelow.

Travel Alowances For Repont

Lodging Expense Report

Show dales from

Exciude | All

o

Create New Binerary  Avalable Sneqanes  Expenses & Adustments  Resmbursable Alowances Summary

cEa—
DaterLocation « Exclude Breakfast Exclude Lunch Exclisde Dinner
NN32020
Seate Washinglon
1142020
Sewme Washingioe
1152020
Sewme. Washingioe
1162020
Seate Waskinglon

Allowance

|)(ml=_m Cancal
5. When done with adjustments, clickreate Expenses
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Create an ltinerary
¢2 YIlydz tte ONBI (S BtyftarExpeyssS RdpdDRCE yod BadeGtarfed wiu &pensé &port and
filled out the required fields, you are ready to create your itinerary.

Note: An itinerary is oly required to receive meal allowance for employees.

1. . 2dz Oy ONBI GS

then selectNext

'y AGAYSNINEB o6& yFI@AIFdAy3a G2 GKS

Claim Travel Allowance
Are you the traveler claiming meals for this expense report?
If this is for a Guest click "No”

® Yes, | want to claim Travel Allowance

Mo, 1 do not want to claim Travel Allowance

Mext: Create report and add finerary details for your travel allowances

Gancel “

a. You can also navigate to tiManage Travel Allowancpage and then clicking ddreate New Itinerary
in the top left corner.

Travel Travel Allowances For Repor

SAP Concur

0 Expense Report

Requests Expense App Center

Manage Expenses View Transactions Cash Advances

Create New Itinerary || Available Itineraries | Expenses & Adjustments

A Alerts: 2 e

rarv In

n
w

Lodging Expense Report $1,204.74 @@

Not Submitted

Itinerary Name

Selection
FSU Per Diem2

I Lodging Expense Report

Report Details ~  Prin/Share ~  Manage Receipts v

REQUEST Manage Travel Allowance

Approved

$176.00

Add Expense

2. Enter the date and time for where your trip started and then for your arrival city. Stk
a. You do not need to enter a stop for indirect travel (layovers), only add a stop il be staying for a
prolonged period i.e. where you lay your head at night.
3. Now complete an itinerary stop for your return home. Chave Ensure dates and times match expectations.
ClickNextor Expense® Adjustments Arrival date and time shoulase when the trip ended.
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Travel Allowances For Report: Lodging Expense Report / Ox
Create New ltinerary | Available Itineraries | Expenses & Adjustments
Htinerary Name Selection
l Lodging Expense Report FSU Per Diem2

Departure City

Departure City » Arrival City Arrival Rate Location

No ltinerary Rows Found
Date Time

Arrival City

Date Time

Note: When entering a foreign travel itinerary, if paying meals instead of per diem on the last day of travel, include a
stop from foreign destination to the point of entry in the United States, and then a stop from that entry point to the final
return destindion. Doing this will allow Concur to display the domestic meal allowance.

Example

1 Departure City- London, Uk> Arrival City- Atlanta, GA (changes meal allowance to domestic)
1 Departure City- Atlanta, GA> Arrival City- Tallahassee, FL (domestic entry point to return destination)

4. Review the dates of travel and use the checkboxes to indicate which meals are ineligible, i.e. provided by the
conference or which the traveler is claiming Per Diem for that day instead e Mowance.
a. Example Conference or sponsor provides breakfast, lunch, or dinner on certain days.
b. Example Travelers can claim Per Diem on the last day of travel instead of meals.
i. Using the exclude checkbox on the left for a specific dateewdlude the entire day.

Allowances For Repont Lodging Expense Repoet

ble Wneranes | Expeeses & Adjustments  Rembursable Alowances Summar

Exclude Breakfast Extlude Lunch ExcludeDinner | Allows nce

5. When done with adjustments, clickreate Expenses
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Managing Itineraries, Expenses & Adjustments

Once an itinerary is created it will become part of your assigned itineraries. You can edit or unassign an itinerary at any
point before your expense report is submitted. If a manually created or imported itinerary is unassigned, it will be added
to your available itineraries list and can be assigned to another expense report later.

1 If you delete your expense report with an itinerargsagned, your manually created itinerary will also be
deleted. Itineraries should be unassigned before deleting the expense report to prevent unnecessary work.

To access your available itineraries, or make changes to your Travel Allowance follostépsse

1. Open your expense report and click Blanage Travel AllowanceReview assigned itineraries if necessary or
proceed directly taExpenses & Adjustments

SAP Concur Requests - Bxpense | App Center Travel Allowances For Report: Lodging Expense Report !

Create New Itinerary || Available ltineraries | Expenses & Adjustments

Manage Expenses View Transactions Cash Advances
tinerary Info
& Alerts: 2 Itinerary Name Selection
l Lodging Expense Report FSU Per Diem2

Lodging Expense Report $1,204.74 i

Not Submitted

Report Details » Print/Share Manage Receipts v Travel Allowance w

Manage Travel Allowance

REQUEST

Approved

$176.00

Add Expense

2. Adjust Travel Allowance using check boxes to indicate meal exclusions. Thelpdat& Expenss

Travel Allowances For Report: Lodging Expense Report ox |t
Create New Htinerary || Available Itineraries Expenses & Adjustments | Reimbursable Allowances Summary
Exciude | All [] | | pateiLocation « Exclude Breakfast Exclude Lunch Exclude Dinner Allowance
0 LR B =
= L - B B B s
. B B i
- B o o an g
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Placing University Card Charges on an Expense Report

Purpose In Concur, a university card transaction enters Concur as an available expense on the profile@éduttieT
Lodge Card holder or person responsible for the transaction. Users may have both out of pocket and university card
expenses and these may bdble placed on the same expense report.

9 University card transactions cannot be deleted. Please contact the Travel Qffiagel @fsu.edif you have
guestions regarding specific transactions.

9 University card transaains should be placed on the related expense report as soon as possible. Email
reminders in Concur will notify the card holder to assign the transactions to an expense report for processing at
intervals of 8, 15, and 31 days.

9 University card transactiongnnot be submitted as an undefined expense type.

Add Expense

If you have available card charges you can add them to an expense report that has already been created and not
submitted using the add expense function. Please see our guigaosting an Expense Repdfrone has not been
started yet.

1. Click on theAdd Expenséutton.

Lodging Expense Report $558.94 &

Not Submitted

Report Details Print/Share Manage Receipts v

REQUEST
Approved
$176.00

Add Expense

2. Select the necessary transactions that are needed for the current expense report from the list of available
expenses using the check boxes.
3. Once all transactions needed are selected, ¢liddl to Report

Add Expense x

3 +

Available Expenses Create New Expense

= Paymaent Type Expense Type Vendor Details Date Amount

*FSUTEST.CBCP Undefined
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Available Expenses

A SNB Q (NI @ Scard chantkR will pgpRiaté tBeRA@afable Expenses section of their Concur homepage. This
list can be found on the Concur homepage, or under the Report Library on the Expense tab.

AVAILABLE EXPENSES \View: All Expenses v

C Receipt  Payment Type Expense Type Vendor Details Date = Amount

TP 1 181 F
[ *FSU-TEST-CBCP Undefined < 2 8 CIOREND 01/30/2017 $6.25
Duluth, Georgia

( *FSU-TEST-CBCP Undefined Los Angeles, California 01/30/2017 §16.95

( *FSU-TEST-CBCP Airfare :_‘\MERIC.!‘\N SRS E WA 01/28/2017 $645.80
Tulsa, Oklahoma

Dizplayed expenses: 3, Total: 3

1. Select the checkbox next to the expense(s) you will be processing. Then clickMovéngo button.

2. If no report exists yet you can creatdNaw Report Otherwise click on the listed expense report related to the
expense.

AVAILABLE EXPENSES View: AlExpenses v

/

Mileage Test < 520 & More

= Receipt  Payment Type Vendor Details Date = Amount
| Lodging Expense Report
Guest Expense Report GTP 1275181670 RFND .
"FSU-TEST-CBCP ) 01/30/2017 $6.25
Duluth, Georgia
1 New Report k
[ *FSU-TEST-CBCP Unaetmneq Los Angeles, California 01/30/2017 $16.95

*FSU-TEST-CBCP Airfare e e K] 01/28/2017 $645.80
Tulsa, Oklahoma

Displayed expenses: 3, Total: 3

Your screen will transitiorotthe expense report and the expenses will now be added to the selected expensetceport
begin processing additional expenses and attach receipts as necessary

January 2022 Questions? Contacttravel@fsu.edu | (850) 644 - 5021 Page |40
Return to Table of Contents



mailto:travel@fsu.edu?subject=Concur%20Question

Concur User Guidi
‘ FLORIDA STATE UNIVERSITY

View Transactions
While in the Expense module you can review and assign any active Company Card Charges from the View Transactiol
page. On this page exists options to sort or filter based on card activity and time period.

1. Select the checkbox next to the expense(s) yolubeilprocessing. In thadd Charges Teelectable field,
indicate if the expense will be going to a new or preexisting report.
2. Click onAdd Selected

SAP Concur E] Requests Travel Expenze App Center

Manage Expenses  View Transactions  Cash Advances
Company Card Charges At Cowoe To o s e v ==
Cand Ackviy Time Pericd TOTAL AMOUNT
FRUTEST.LECP - 1001 v | | il Unusd Charges v $669.00
Daie Description Expense Type Amount
e NI EFAX.COM Unetrad 695
LOS ANGELES, CA
18 N7 GTP 1275181670 RFND Unéetned %25
DULUTH, G&
e [0 e AMERICAM AIRLINES E TKT Airfare 64550
TULEA, OK

Your screen will transition to the expense report and the expenses will now be addeddeléuted expense report to
begin processing additional expenses and attach receipts as necessary.
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Processing Expenses
Once a university card transaction is assigned to a report, it may require manual updates or changes to prepare the
expense or define the expense type before you can submit the expense report.

1 If an expense type is undefined or enters the Concur systéegogzed as an incorrect expense type it can
be updated from the available list as needed.
1. Locate and select the checkbox next to the expense, thenEtltkThis will transition the page to editing the

selected expense.

|

= Alenfat Payment Type Expense Type Vendor Details Date Requested
C 11/15/2020 $25.00

(] Qut of Pocket Daily Meal Allowance Seaftie, Washington

(] Out of Pocket Daily Meal Allowance Seatile, Washington 11/14/2020 $36.00

(] Qut of Pocket Daily Meal Allowance Seattle, Washington 11/13/2020 $25.00
oy ' . GTP 1275181670 RFND R

| o ; —+— FSU-TEST-CBCP Undefined T G 01/30/2017 $6.25

$92.25

2. Using the Expense Type drop down field you can search for or begin typing the name of the expense type you
are looking for.

« Undefined $6.25
01/30/2017 GTP 1275181670 RFND Corporate Card
Details Itemizations
® Allocate

* Required field

Expense Type *

Undefined

Codging N

Lodging - Advance Deposit

Lodging - Group

Lodging - Other Accommodation Types
Rental Vehicle

Train

02. Other Travel Expenses
Agent/Booking Fees

Airline Fees -

3. Fill out all required fields marked by a red astetishttach a receipt image, review data, th8ave Expense
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- Airline Fees $6.25
01/30/2017 GTP 1275181670 RFND Corporate Card
Details Itemizations
@ Aliocate
* Required field
Expense Typa *
Airline Fees ~
Transaction Date Airline Fees *
0113012017 Baggage Fee v
Trip Type * Repont/Trip Purpose *
In State ~ Ewaluate/Monitor Programs -
Additional Information € Vendor Hame
GTP 1275181670 RFND
City of Purchase Payment Type
@ v | Duluth, Georgia *FSU-TEST-CBCP
Amount Curmrency
625 US, Dollar
Comment

~

ol

Cancel

Hide Receipt ]

[+

Attach Receipt Image

If additionaluniversity card expenses remanepeatsteps 1¢ 3 until each expense has a defined expense type.
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Lodging Expense Types

Purpose A hotel bill typically contains a variety of charges including room fees, taxes, parking, meals, etc. Concur
requires you to itemize daily charges, when using the Lodging expense type. If lodging was charged to a university car
itemization may be autpopulated if the vendor provides the information to Visa.

There are a few different expense types in Concur.

1 Lodging

1 Lodgingg Advance Deposit

1 Lodgingg Group

1 Lodgingg Other Accommodation Types

Each with their own set of rules and requirements. Therugdtons below will review how to itemize the nightly lodging
expense for our Lodging expense type. Looking at the base rate, then additional taxes, and applicable fees.

Auto-ltemization

Expenses that are university card charges or supplied byrace# (example below) may automatically create an
itemization depending on the hotel charge details provided by the vendor. If the expense was processed on a universit
card you can combine thereceipt and the transaction once it enters your available expsn®therwise, follow the

steps to itemize nightly lodging expense in the section below. You can enadxeipts by clickingere.

Expense Source
Choice | April 11,2018 | $779.00

Source Vendor Date Amount

E-Receipt 04/11/2018 $779.00

q $779.00

CHOICE
HOTELS Visa- 1111

CHokce 04/11/2018 3:05 PM
433 Hotel Street

San Fransacisco CA US 94080

123-456-1999

Check-In Dally Rate Number of Guests
April 7, 2018 $170.00 1

Check-out Room Number Total Nights
April 11, 2018 1601 3

Date Description Type Amount
04/07/2018 Room Rate ROOMRATE $170.00

Hotel Room Tax Tax $18.00
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Itemizing Nightly Lodging Expenses
Once an expense report has bestarted you can begin to add new expenses. Adding a lodging expense requires the
following information at a minimum:

1 Receipt
 Room rate

1 Taxes

1 Additional expenses included on the itemized bill

Concur User Guidi

Note: Be sure to settle any disputes or discrepancies beforeléhg out completely. It is easier to settle these issues in
person than over the phone or email.

For this scenario we will create a recurring itemization using the Lodging expense type.

1. ClickAdd Expens¢hen move to theCreate New Expensb, then sedctLodging

Add Expense

3 +

Available Expenses  Create New Expense

~01. Travel & Transportation
Airfare

Boat

Lodging

~ 02, Other Travel Expenses

x

2. Fill out the required fields marked with Note: Checkin and Checlout dates must match the bill and
Transaction date should correspond to the date that the charge was billed or charge is posted.
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3. Once all necessary fields are filled, selectlthenizationstab near the top of the page. Then click on theeate
Itemization button.
4. From the expense type drop down list selecdging Begin to fill in the appropriate fields with the necessary
information choosing from the following options:
a. The Same Every NightThe itemized bill shows the room rate and taxes are identical each night.
b. Not the Same; For at least one day of the stay, the itemized bill room rate and taxes are not identical
rate.
5. Provick the room rate, and any room tax as it is displayed on the hoteidkSaveltemization button.

Details Itemizations
Amount ltemzed 0 Remaining
$450.12 $0.00 $450.12

New ltemization
Expense Type *

Lodging v

Entry Type:  Recurring Itemization v 11/13/2020 - 11/16/2020 (Nights: 3)

Your hotel room rale was

The Same Every Night Not the Same
Room Rate (per night) * Room Tax (per night Tax 2 (per night, Tax 3 (per night)
14524 480

(Amounts in USD)

Combine room rate and taxes into a single entry

Save Itemization Cance!

6. Verify amount and itemized balance out to $0.00, any itemization under or over the billed amount will need to
be corrected beforgroceeding.

Details Itemizations
Amount Itemized (-] Remaining
$450.12 $450.12 $0.00
Create Itemization

Date = Expense Type Requested
111372020 Lodging $145.24
111372020 Lodging Tax $4.80
11/14/2020 Lodging $14524
11/14/2020 Lodging Tax $4.80
111572020 Lodging 514524
117152020 Lodging Tax $4.80

7. Attach the receipt and when finished click 8ave Expense
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Adding Out of Pocket Expenses to an Expense Report
Purpose This guide is intended to assist users in adding out of pocket expenses to a report. Out of pocket expenses ar
expenses not charged to a travel card or the lodge card.

Add Expense
After an expense report has been created, you can begin to add expiosethe main expense page.

1. Click on theAdd Expensebutton, select theCreate New Expensdab

Manage Expenses View Transactions. Cash Advances
A Alerts: 1 -
= -
Lodging Expense Report $558.94 fi Copy Report | EERR TS
Not Submitted
Repor Deais v Print/Share v Manage Receipls v Travel Allowance v
REQUEST
Approved
$176.00
Add Expense
[ Alerts Receipt Payment Type Expenss Type Vendor Details Date = Amount Requested
Omm Hotels L
iy + | Outof Pocket Lodging e 111672020 S4T012  Amca
s
Out of Pocke! Daity Meal Allowance Seate, Washington 11152020 $2500 52500
Out of Pocket Daity Meal Allowance Seatie, Washington 111412020 $3600 53600
Out of Pocket Parking Vancouver, Betish Columbia 111472020 CAD 30.00 s
Out of Pocket Dty Mol Allowance Searse, Washingion 11132020 $2500 52500
$578.94  $556.94

2. Search for the desired expense type by scrolling through the list or typing in the search for an expense type are

Add Expense *®

3 +

Available Expenses Create New Expense
Search for an expense type

~ Recently Used
Ledgng
Boat
Guest Daily Meal Allowance
Docunented Miles
Airtare
~01. Travel & Transportation
Aartare
Boat
Lodging

3. Fill out the required fields marked with asteriskEnsure the Payment Method field is marked out of pocket.
not modify the Payment Type field unless directed to do so by ffravel Office. Manually created expenses
should always be listed as out of p&et.
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4. Use theAttach aReceiptimagebutton to attach a receipfor the out-of-pocketexpense.
5. ClickSaveExpenseor Save andAdd Another, if necessary. Repeat stepg 2 as needed.

New Expense Cancel

Details Itemizations Hide Receipt  [£]

@ Allocate
* Regquired field
Expense Type *

Parking [ v |

Transaction Date * Trip Type *

MM/DDIYYYY | | Instae v |

Report/Trip Purpose * Additional Information

Evaluate/Monitor Programs hd | |

| o

Attach Receipt Image

CC Vendor Name

City of Purchase Payment Type *
G v | | outof Pocket v |
Amount * Currency *
| | us, Dollar v |
Comment

m Save and Add Another Cancel
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Processing Personal Expenses on a University Card

Purpose If during business travel a personal purchase is placed on a University card, for instance; a movie rental durin
a hotel stay, the personal purchase must be included in the Lodging ItemizatiomeMdsursable, unallowable, out of
policy, or pesonal expenses should only be included or itemized if they were placed on the travel card or lodge card. Ar
audit rule prevents this expense type from being used for anafytocket expense.

Itemizing Personal Expenses on a University Card

In thisexpense report example, the system is providing alerts that the Itemization amount does not add up to the
Expense Amount

. Y
Lodging $470.12 i
peals

Amount ltemized O Remaining

$470.12 $450.12 $20.00
Date = Expense Type Requested
111672020 Lodging $145.24
11162020 Lodging Tax §4.80
1111672020 Lodging $145.24
11/16/2020 Lodging Tax §4.90
11162020 Lodging £145.24
111672020 Lodging Tax $4.20

1 Total Lodging Expense is $470.12
1 Itemization (daily room rate, taxes) is $450.12
1 The $20.00 difference is the charge for the maeetal (personal charge)

1. ClickCreate Itemization
2. Select the Expense Typersonal Expense (NeReimbursable)

New ltemization
* Required fiekd
Expenze Type *

person| -

Recently Used
Lodging
Parking

Guest Daily Meal Allowance

06. Other General Expenses

Personal Expense (Non-Reimburseable

3. Enter the Type of Personal Expense, Amount, and a Comeninmentexplaining the reason for the charge
is required for this expense type.
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Details. Itemnizations

Amount Itemzad O Remaining
$470.12 $45012 §20.00

New ltemization
* Requred field

Expense Type *

Personal Expense (Non-Reimburseable) ~

Tramsaction Date *
Riscurming Every Night
! 1111612020 ]

Trpe Of Personal Expense *

Gut of Policy Hotel Expense v
Aount * Curraney

20.00 US, Dollar
‘Comment

Accidental charge 10 reom. Sony!

4. Click Save ltemization.

Note: that the Total Amount and Total Requested are now different, reflecting the amount of the personal expense.

: - -
Lodging $470.12 &
1/16/2020 Omni Hotels
Details Remizations

Amount Hemzed © Remaining

$470.12 847012 $0.00
Date = Expense Type Requested
1162020 Lodging 514524
11162020 Lodging Ta 5430
1182020 Lodging 514524
1182020 Lodging Tax 5450
117182020 Lodging 514524
11162020 Lodging Tax 5480
111162020 Personal Expense (Noa-Reimburseable) S8

Pasaral

Processing a Personal Expense on a Uity&ard
1. Add the travel card expense froAvailable Expense® an expense report.
2. Change the Expense TypeRersonal Expense (NeReimbursable).

« Undefined $16.95 @

01/30/2017 Corporate Card
Details ltemizations

® Anocate
* Required figld
Expense Type *

[ personal ~
Recently Used )
Lodging
Personal Expense (Non-Reimburseable)

Parking
Boat
Guest Daily Meal Allowance

06. Other General Expenses
Personal Expense (Non-Reimburseabie)

January 2022 Questions? Contacttravel@fsu.edu | (850) 644 - 5021 Page |50
Return to Table of Contents



mailto:travel@fsu.edu?subject=Concur%20Question

] FLORIDA STATE UNIVERSITY

Concur User Guidt

3. Select the Type of Personal Expense. If none of the selections are applicable Ottuarse
4. Add a commen(lt isrequired when expense type is Personal Expense (M@imbursable)).

Expense Type *

Transaction Date

01130452017

Paymant Type
*FSU-TEST-CBCP
Amount
16.95

Comment

Personal Expense (Non-Reimburseable) $16.95 @

01/30/2017 Corporate Card

Details Itemizations

Personal Expense (Mon-Reimburseable)

* Required figld

~

Type Of Personal Expense ™

Out of Policy Hotel Expense v

us, Dollar
LE]

Attach Receipt Image

Room service not billed to personal card. Front desk would not apply it separately.

Hide Recaipt E]

5. Click on theSave Expensbutton.

The Personal Expense Itemization displays along with the other expense items. Total Amount and Total Requested
amount differ by the amount of the personal neeimbursable amount.

Personal amounts are first deducted from reimbursable expenses, and thew ifeimbursable expenses are left, the

traveler must reimburse the University.

Reimbursing the University falPersonal Travel Expense
Locate and complete the Departmental Deposit Farm2 v (i NBVeldsi® NEbrms > Travel Forms > Departmental

Deposit Form

Required Information:
A. Travel Reimbursement

B. Amount owed

/| @ 9YLX 28SSQa

D. 499

I 2YS 5SLI NIYSyid L5
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E. If applicable
F. 151005
Original Trans RefL y Of dzZRS (G KS ¢ RA JthelCorcow BepigtMBadeY S& ¢ FT2dzy R A Y

Departmental Deposit Form, continued

Section IIL Expense Refund Detail
Complete Sy section when you are deposting a payment resulting froes an expesse, payroll, of travel ressburiement for a product of servace previcenly mourred by your Separtment The
Controller's Office Aunlsary Accounting area will record Bhese depotts with an AR Direct (ARD) journal 1o the department, fund, account, proyect, and optional chartfields you defind
below. Ia order 1o process an expense refund, documentation must contun evidence that the refund 1 appropnate Therefoce, referesce must de made 10 the crigmal Haniachons wPpPorted
by the voucher, oc wamber. Antach the documentation i oeder for thus form 1o be and cash recerved by your

wﬂ -sp-nnpm foliowng beckup processed by depariuent.

Expense Refund Type Required Documentation |Suggested Query
Feumbucvement AP Joumal ID & Vovcher ID J DPT_GL_JRNL_WITH_VCHR or FSU_DPT_OL_JRNL_WITH_VCHR
Travel Reumbursement %8ed EX Journal ID aad Expense Repont ID ;_DPT_GL_JRNL_WITH_EXP_SHEET
Payroll Rewsbursement (Use the Stadent Husasn Soooces Exprase Befind Foon sed what 10 e Stadent Bonuness Services Casbaer's Office weh Payment
r ; - CF Original Trans ReL (eg
o Amount Department D. Fund E Project  |F. Account 1 cF2fLers e,
Reime 499 151005

Attach a .pdf of the Deposit form and OMNI receipt to the expense report.
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Adding Attendees to an Expense Report

Purpose You should use the attendee field any time someone purchases something on behalf of someone else. Adding

Concur User Guidi

an attendee(s) to expense types allows for transparency when booking on behalf of otherasSulobna travel card

holder purchases a plane tickietr another employee. If there are more than five attendees (i.e., group travel), the user

may attach a roster of travelers instead of using the attendee fields.

Add an Attendee

After an expense report has been created, you can begin to add expenses and attendees from the main expense page

1. Select the check box of the expense you wish to add attendees to therediick

A ANers: 1

Lodging Expense Report $558.94 @

Not Submitted

REQUEST

$176.00
IrEmEEEE 3
S Alerts  Receipt  Paymw Expense Type

ent Type

g A |+

$578.94  $558.04

2. On the expense Details page, clickAitendees(0). Note: Thenumbermayvary based on attendees already

associated with expense or if any were previously added.

¢ Airfare $645.80 i
01/28/2017 American Alirlines Corporate Card
Details Itemizations
& Attendees (0) @ Allocate

Expense Type *
Airfare

* Required field

3. Click onAdd, then navigate to thé\ttendeestab.
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Attendees
Airfare 564580

Attendees: 0

4. Choose amAttendee Type and search bgAttendee Name; last name, first name. Onaelected you should
see confirmation that an attendee was added. If multiple attendees exist continue adding as necessary.

Add Attendees X

9

Recent

o0

Atendes Type
Faculty/Statf

More Search Options

Groups

Altendes Name

- [ fernandeg

TENTAeL, Saan

Femnandez, Sivia

Fernandez, Tabana
Femandez Denlinger, Michela
Femandez Sommariva, Carolina

Fermandez Valero, Ana

Femnandez-Gardia, Alica

Fernandez-Miro, Marian

Fermandez-Neaves, Aracelis .

5. ClickSavewhen done adding attendeeslote: Concur will automatically adjust the expense amount based on
the number ofattendees.

Attendees
Airfare $645.80

Aftendees: 3

Attendes Name =

Emplayee 1D

Email Address

Request ID

Attendes Type

Attendes Count
Faculty/Staff
Facuity/Stafl

Faculty/Stast

Amount

51527

527

521526

6. Number of attendeesvill update in the top left corner under details. Clisave Expens&hen done.
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€ Airfare $645.80 @ —
01/28/2017 American Airlines Corporate Card
Details Itemizations Hide Receipt [£]
& Aftendees (3) @ Aliocate
* Required field

Expense Type *
| Airfare ~
Transaction Date Trip Type ™

0172812017 | In state -
Report/Trip Purpose * Additional Information

Evaluate/Monitor Programs ~ |

Ticket Mumber * e
| 0012134229114
Attach Receipt Image

Vendor CC Vendor Name
| American Airlines ~ AMERICAN AIRLINES E TKT
Destination City Payment Type
(@ ~ | Tusa, oxanoma “FSU-TEST-CBCP
Amount Currency

£45.80 US, Dollar
Comment

Paid for 3 travelers to conduct field research.

Save Expinse
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Allocating Transactions

Purpose Allocations (also known as sglinding) allows users to allocate expenses to multiple departrfiemd-

project combinations. Allocation can be done on either Travel Requests or Expense Reports. The process is the same
both.

Users can allocate to graccount by single, multiple, or all expense lines. Users can also split charges to multiple
accounts. By default, if no allocations are made all expenses will be charged to the depdtinteptoject
combination that is entered in the Travel RequesEapense Report Header.

Allocate an Expense

Important Tip! Enter all expenses before beginning Allocation. If you allocate before entering all expense lines, some or
all allocations will be lost.

1. Select the check box of the expense (or expenses) on theewpense page. Then cliélocate.

SAP Concur Requests Travel Expense App Cenber '
Profile - -
Manage Expenses View Transachons Cash Advances
M\ Aerts: 2 -
. =3
Lodging Expense Report $1,204.74 i
Mot Submitted
Report Details w PrintiShare Manage Recaipls v Travel Alowance
REQUEST
Approved
$176.00
o | i Joen o cor T
= Alerts Receipt Payment Type Expense Type Wendor Detaiis Date = Amount Requested
A 4+ OutofPocket Lodging ol Holots 11162020 sazpqz o012
Ordando, Flonda Bemniped
Out of Pocket Daily Meal Allowance Seattie, Washingion 1AS2020 $25.00 $25.00
Out of Pocket Daily Meal Allowance Seattie, Washington 11472020 $36.00 $36.00
Qut of Pocket Parking ancouver, Beitish Colurmbia 1111452020 CAD 3000 82282
Oul of Pocket Daily Meal Allowance Sealtie, Washinglon 111372020 82500 £25.00
T e . Amencan Airlines fmmymes,
& = ESU-TEST-CBCF Airare ryebrio 01/28/2017 $645.80 $645.80
$1,224.74  $1,204.74
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2. Choose between Percent or Amount. Situation can vary depending on allocation requirements and funding
sources. Clickdd.

Allocate

Expenses: 7 5108592

Expentes marked 83 personal, of that your administrator dossrt alow 1o be alocated, are not ncluded in the amount 1o ba alocated

x
Percent Amaount

Amaure Adasated 3109842 © Famaning 1900
$1,005.92 100%
Defautt Abacaticn

153
DEFAULT

100

3. Provide the first allocation by typing the information in the search field, including Department, Fund, PCBU (if
applicable), Project/Activity (if applicabl®&ave

Add Allocation

]
+ *

Favorite Allocations

New Allocation

* Required field -
Department
Y ~ | (029000) Controller
Fund [ 2]
Y ~ | (110) E&G General Revenue
Pceu @ [ 3]
Y ~ | Search by Code
Project/Activity [ 4

4. Provide any additional allocations as needed using the same process in §t8dei2any alternative funding
sources. Once all necessary allocations are added. You can adjust the percentage or amount as needed.
a. Concur will attempt to split the percentages or amounts evenly, however, they can be changed as
needed.

b. Note: The total amount must be allocated 100@therwise,an audit rule will appear and the user will
not be able to submit the report.
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Allocate
Expenses: 7 $1,095.92 View Aocation Group
Expenses marked as personal, or that your administrator doesn aliow 1o be allocated, are not included in the amount to be aliocated.

Percent Amount

Aerount Abceated $1,008.52

$1,085.92 100%

Default Allocation

Code
DEFAULT
=n
Department Fund PCBU Project/Activity Chartfield 1 Chartfield 2
Controfier E&G General Revenus
Controer Admin Services E&G General Revenue
Controsar's Office FSUF FSU Foundation Dept Funds FSU Foundation Associate VP Empl Contribution_1

@ Ramaning $0.00
0%
Earent %
0
Chartfield 3 Code 2 Percent %
33.33333334

33.33333333

33.33333333

Pfft20FI0SR SELISyasa ¢gAff RAALIX I E UKS g2NRa a!ftft20F0S

(m] Alerts Receipt Payment Type Expense Type Vendor Details Date = Amount Requested

) $450.12

(m] & i+ Outof Pocket Lodging i"::r::i 111672020 $470.12 Allozated

LS. ; ) : Hemized

[w] Out of Pocket Daily Meal Allowance Sesttie. Wasrington 1111512020 §25.00 $25.00

[w] Out of Pocket Daily Meal Allowance Seattie. Wasnington 1114/2020 $36.00 $36.00

0 Out of Pocket Daily Meal Allowance Seattie. Washington 1171372020 $25.00 $25.00

- T . ) American Airlines $645.80
o & + FSU-TEST-CBCP Airfare e ratma 0122812017 $64580

$1,201.92  $1,181.92

Frequent next steps:

1 Reviewing Expense Report Totals
1 Attaching Receipts & Receipaitlling
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Entering Personal Vehicle Mileage

Purpose Concur provides a Google Maps mileage calculator within the Mileage (Personal Vehicle Only) expense type 1
tracking mileage when using a personal vehicle for business. FDOT mileageMalpi@siest, etc. will no longer be
acceptable documentation for the Mileage (Personal Vehicle Only) expense type.

1 The Mileage Calculator will calculate mileage based on your-mipbint routes
1 Please se&nterng Documented Milefor how to handle Mileage Logs.

The most accurate way to calculate mileage when using your personal car for business travel is to set up your waypoin
as:

1. Waypoint1:, 2dzNJ K2YS 2NJ 62N} f20FGA2y lBe (KBdzBIKSERyYy3( L
already in travel status). Your starting point should be from where you started business travel. For example, if
you left from home, do not put your work location as the starting point.

2. Waypoint 2:Your destination.

3. LastWaypoint:, 2dzNJ K2YS 2NJ g2NJ] f20F0GA2Yy 62N s KSNBEGJSNI &2d
The user may click Make Round Trip if the return point is the same as the starting point.

ToQeate aPersonalMehicleMileageExpenseline:
1. With the expense report open, on thidew Expenseab, selectMileage (Personal Vehicle Only)

D Avoid Tolls D Avoid Hghways
Map

Waypoints z

325.0M1
[Jrersonat
Mobile
bt £

Fort Walton
Pensacola  Beach

Calculate Route Make Round Trio ¢ n  Desti Po
Calculate Route Make Round Trig SUlf Shoresa. 20range Beach City

Suggested routes

|-10 E and I-75 S 326 mi. About 4 hours 47 mins
US-98 S 292 mi. About 5 hours 16 mins

2. The Google Mileage Calculator window automatically displays. Enter the Starting Point (home, office, or possibl
hotel location, if already Htravel), and Degnation.
ClickMake Round Triponly if your endpoint is the same as your starting point.
ClickCalculate Route
5. If needed, the Google Maps display can be adjusted to reflect the actual route takerD&tiogt Commuteif
starting travel from home, on mormal workday).

Hw
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Deducted Commute Distance

Home
1800 Jasmine Dr

Office 16.3MI

600'W College Ave, Tallahassee, FL 323
[Joeduct Round Trip
Directions

Suggested routes:
-0 E and I-75 S 326 mi. About 4 hours 47 mins
US-98 S 292 mi. About & hours 16 mins

@1301 Jasmine Dr, Tallahassee, FL 32308, USA

326 mi. About 4 hours 47 mins
1. Head west on Jasmine Dr toward CarissaDr 39t

2. Jasmine Drturns left and becomes Carissa Dr 0.2 mi

- Pedmns left and becomes Quince D 184/t ¥
TOTAL PERSONAL TOTAL BUSINESS
163MI 3087 MI Go gle

Concur User Guidi

a. Enter Home and Office location. You only need to do this once, or if your address changes.

b. ClickDeduct Round Tripif applicable.
6. ClickAdd Mileage to Expensévake sure all required fields are completed, includimgnsaction Date. Users

are not required to attach a receipt or any other attachment for this expense type.

7. ClickSave Expense
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Documented Miles Expense Type
Purpose This expense type is for personal vehicle mileage that cannattrately represented via Google maps (i.e.,
many laps of a looped route, afbad fieldwork, home/site visits that are documented via mileage log and submitted at

a regular interval).

1. ClickNew Expenseto start a new expense line.
2. Select theDocumentedMiles expense type by clicking on it or by typing it into the search box.

3. Enter the number of miles claimed.

XPEens m
4. ClickAttach Receiptand attach the mileage lodgréquired.
5. ClickSave
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Receipt Handling
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Purpose Most expenses incurred duriigavel require a receipt for reimbursement. Concur has many tools and
methods to facilitate receipt handling. Below is an overview of the general policies that determine how receipts should

be handled along with their requirements.
Does Not Require Receipt
The following expense types:

91 Daily Meal Allowance
i Per Diem
1 Mileage

Also, he following expense type#,less than $30.00 and paid odf-pocket:

1 Agent/Booking Fees
Baggage

Parking

Portage

Tolls

1 Taxior Car Service

= =4 =4 =4

Requires Receipts

1 AllUniversity Card (Travel Card, Lodge Card, etc.) transactions
91 All other expense types, regardless of dollar amount

Receipt Submission Methods

Concur has multiple methods of uploading receipts into the system to fulfill any receipt requirements necessdry bas
on the method of payment, expense type policy, and amount limits specified above. Receipts can be added at the

expense level or report header level.

L¥ GKS NBOSALIG A& LI AOFIOES F2NJ GKS
specific to one expense then it would be suitable to apply the receipt to the specific expense rather than the whole

report.

Avallable Receipts

Add receipts by emailing them to receipts@concur.com
Manage My Verified Emails

 —

Teaty VL FIR SICPP1NG AT
EMESE s Lm
1402) 3-8
NCA SRS MG 15T, WDe.SaT 138 S 25
W ELVERSATUART . OIN
Wnre 0@ % o1 4

1480513113967

EXPENSEIT

@0 Delete () O Delete CREATE MANUAL EXPENSE

UPLOAD RECEIPT

0000
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Mobile App

SeeConcur Mobile Registratidior directions to install the Concur application on a mobile device. This must be done

before receipt images can be uploaded from a cell phone or other mobileedevic

There are three options Y / 2y OdzNJ a20Af S 6KSYy
screenshot) Two can be used for uploading receipts directly from your mobile device.

82dz yI SA3ILGS

Concur User Guidi

G2 a9 ELIS

1 Expenselt; Uses Optical Character Recognition (GR)rn
images paper receipts into an expense that can be modified o
the expense report (ER). Works well for -@itpocket expenses.
Information captured using this can be modified either from the
GOELISyasSae I NBIF 2y (GKS Yzenset
to an ER.

1 Create Manual ExpenseUseful for creating an expense
manually while traveling but not ideal since requires a lot of
manual entry on the phonéDoes not count as a receipt)

1 Upload Receipt; This is the best option for including pictures of

EXPENSEIT

CREATE MANUAL EXPENSE

UPLOAD RECEIPT

0000

things like conference agendas, copies of online transactions,
digital or handwritten notes, etc.

For the best experience while uploading receipts it is recommended to use a strong and stable irdanestion for

the entirety of the upload process. If the process fails, you can retry the upload until it succeeds.

Scanned Images &Nail
Before you attempt to upload:

9 Files should be saved as .png, .jpg, .jpeg, .pdf, .html, .tif or.tiff
1 5MB limit perfile
9 File names should be short to prevent issues with file upload character limits
1. Select or open the expense line item that requires a receipt, thenAtielch Receipt Image

QOut of Pocket Daily Meal Allowance Seatle. Washington 11/13/2020

American Airlines

Tulsa, Cidahoma

*FSU-TEST-CECP Airfare 01/28/2017

$25.00

$645.80

$1,224.74

$25.00

$645.80

Allocated

$1,204.74

N

ClickBrowseto locate the file on your computer, theittach.
Repeat steps & 2 as necessary

w

Note: To email receipts from your email address, you must first verify your email address in your Concur profile.
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1. Email your eeceipt or receipt images as attachmentsrameipts@concur.conThe receipt will be added to
your availablereceipts.

Receipt - Message (HTML)

Options Format Text Review ADOBE PDF

Q@ Tell me what you want to do...

¥, Cut = o= sz) S . > -
hE - Calibri (Boc= (12 = A" A7 = - iz~ Ao |“:} é“@ [l_]J J Q S P> Follow Lp a
5 Copy

| ) ) 1 High Importance )
Paste ) B I u 3. A - E == == Address Check Attach Attach Signature Assign Office
- ~ Format Painter - = T ' =7 = | Book Names | File~ Item~ - Policy ~ ¥ Low Importance  add-ins
Clipboard [ Basic Text LF] MNames Include Tags | Add-ins
To... receipts @concur.com
Ce..
Send
Subject Receipt

Attached K Mattousi Receiptst.pdf
10 MB

i.ynn Masimore

FSU Travel Department
Florida State University
P.O. Box 3062391
Tallahassee, FL 32306-2391
Phone: (850) 644-1956
Email: Imasimore@fsu.edu

2. Navigateto your expense report
3. Select the expense line item that requires a receipt, then élitkch Receipt Image
4. ClickBrowseto locate the file on your computer, theittach.
5. Repeat steps & 4 as necessary
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Printing Travel Requests and Expense Reports
Purpose Fromtime to time, a printed or .pdf copy of a report may be necessary. Users can print or save a .pdf copy of
Travel Requests and Expense Reports when needed.

Travel Request
1. ClickPrint/ Shareand selecFSURequest Printed Report.
2. Choose whether to print, sa\e.pdf or email.

Test Business Analyst Conference $1,580.00

Approved | Request ID: 9J6J
EXPECTED EJ

*FSU-Request Printed Report

Expense Report
To preview and print the expense report:

1. On the expense report page, cliekint/ Share

2. Clickon FSU Detailed Report with Audit Trail & App floor Employee expense reports BEU Guest
Detailed Report with Audit & App flowor Guest reports.

3. Choose whether to print, save a .pdf or email.

Lodging Expense Report $1,204.74 i
Not Submitted
Report Details v Print/Share »  Manage Receipts v Travel Allowance v

[ *FSU-Detailed Report with Audit Trail & App flow |
*FSU-Guest Detailed Report with Audit & App flow

REQUEST

Approved

$176.00

The Concur system generates a report that includes all rdpodl information as well as a summary of the report.
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Reimbursingsuests in Concur
Purpose This document describes the steps needed to complete an expense report on behalf of a traveler who is not a
FSU employee. All expense coveragestfollow FSU guidelines.

Before entering guest travel, the user should be familigith navigating Concur, enteringravel requestsand entering
expense reports

Expenses can be entered in Concur for individuals who are not University employees. The followkagraies of
Non-Employee payments:

1 A student who will be reimbursed for owff-pocket expenses while attending a conference
1 A job candidate who will be reimbursed for expenses incurred while traveling to the University for interviews
1 A speakeputside of the university visiting the campus

In these examples since the payees are not University employees. You must conipletsta raveler Profifflerm and
have a Guest ID number issued.

Important to note: Travel reps do not act as a delegdteenter guest travel. Guest travel is entered under the travel
NBLIQA 26y LINBTAf SO

Enter an Expense Report for a Guest Traveler
1. Create an expense report froemapproved Guest travel requesdtiote: Travel requests must be fully approved
before they can b used to create an expense report.
2. Click the box labeleGuest Expense Reimbursemefan audit rule will be triggered if this box is not checked.
Note: The combination of Traveler Type (Guest), Guest ID and Guest Address fields, and thexGeress
Reimbursement check box is what ensures payment goes to the guest traveler identified on the expense report

Report Id
A3ED2204F82649D5AED7

Report Total

77.00

Amount Approved

77.00

Amount Due User

77.00

Guest Expense Reimbursement

Y~ | (029000) Contrelier

Project/Activity

Charffield 3

Y o | seanhhus

3.LY GKS IINBI3T ySINI GKS o062GG2Y 2F (GKS SELISyasS NBLRN
traveler claiming meals fortha SE LISy a S NdbIdi2nstiwiné to dlafnt TE@Allowance
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Claim Travel Allowance

Are you the traveler claiming meals for this expense report? If this is for a Guest click "No

Yes, | want to claim Travel Allowance
‘ ® No, | do not want to claim Travel Allowance

4. ClickSaveand Concur will advance to the next screen.
5. Using theAdd Expens@ption you can add any necessary available expenses or create a new expense type.

a. ¢ KS SELSGuweiDaily MdalAllowancé a K2dz R 6S dzaASR F2NJ [ yeé y¢

the traveler.
b. Complete one Guest Daily Meal Allowance expense linedon day othe trip necessary
i. State of Florida meal allowance is the same for guests aiptoyees. Those rates are $6 for
breakfast, $11 for lunch, $19 for dinner, domestically. Foreign meal rates will vary by location.

6. Inthe comment box, elaborate on what meal allowance is being paid. |.e. Breakfast, lunch, dinner, etc.

Add additional expese lines for per diem and any eot-pocket reimbursements the guest traveler is entitled
to.

™~

Entering Travel Card Chard#ade onBehalf of a Guest Traveler
Travel Reps frequently book travel with theicdrd on behalf of guests. To associate these®Hfaa ¢ A 1 K G KS 3
the travel rep must list the guest traveler as an attendee for any expense line created on behalf of thérguesay
AyOf dzRS G(KS&aS OKIFNHS& 2y G(KS 3IdzSaid GNF #Sft SND& SELISYy&E-S
1. From an open expense related to the guest travel clickdd Expense
2. {StSO0 GKS SELXSyasSa | aazOAddib&dportn adil emitkiSe espeaSeraparta (|
3. Select the travel card expense and clickAgtendees then Add
4 bt @AALGS (G2 GKS ! GGSYRSSBuestl 6 | yR OK22aS ! GGSYRSS

Add Aftendees X
) &
Group Event 5+ Attendeas m
[Guez'. ]
5. Search for your guest by last name and first name. If the guests name does not appe@reatekNew
Attendee
6. { St SOG GKS Guést SYRESSié& B8 & 2 dzNJ i Nidades CliGadate Atferildéeld  y' I Y
Save
a. ¢KS 3dz2Sad GN¥ oSt SNDa y I YS GAff 0S aa20AFG4SR ¢
travel card
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Create New Attendee %
< Go back
* Required field
Attendee Type * Last Name *
Guest v | | semincle
First Name *
[.SVUZ@DQ ]

Cancel Create Attendee

7. ClickSave thenSave Expensm® finish the expense line entry

Obtaining Guessignature/Review
1. Once all expense lines are entered, ClickPant/Shareand selectFSUGuest Detailed Report with Audit &

App flow

Guest Expense Report $77.00 i

Not Submitted

Report Details v Print/Share v Manage Receipts v Travel Allowance v
*FSU-Detailed Report with Audit Trail & App flow

REQUEST
*FSU-Guest Detailed Report with Audit & App flow I

PP

$5.00

2. Print or email the report to the guest traveler for their signature. Docusign or other seesignature is
acceptable.
3. 2KSy @&2d2Q@%S NBOSAOSR G(GKS aAraysSR
Manage Receiptand selectingManage Attachments
a. Note:If any receiptare already attachediseAppendto attach the signed detailed report

Guest Expense Report $77.00 i

Not Submitted

SELSyYyasS NBLEZNIL =

Report Details v Print/Share w Manage Receipts w Travel Allowance v

Manage Attachments |
Missing Receipt Declaration

REQUEST
Approved

$5.00

4. Once the signed expense report is attached and all audit rules are cleared, you may submit the expense report

for approval.

Page |68

Questions? Contacttravel@fsu.edu | (850) 644 - 5021

January 2022
Return to Table of Contents



mailto:travel@fsu.edu?subject=Concur%20Question

Concur User Guidi
FLORIDA STATE UNIVERSITY

Correcting and Resubmitting an Expense Report
Purpose Expense approvers and ppayauditors can send an expense report back if an error is found. The approver
will include a comment explaining why the report was returned.

Toldentify andCorrect aReport RequiringResubmission:
1. The report will appear on the Expenses homepage udifiemage Expensésnd filter todActive Reports The
report appears in red witliReturned on the report tile.

Manage Expenses
REPORT LIBRARY View  Actvs Rssorts
o101

& Mileage Test < 520 & More Lodging Expense Report Guest Expense Report

Mileage Test < 520

AVAILABLE EXPENSES vew  MiEgs

Receipt  Paymesd Type Expense Type Vendar Detais Date Amount

GTP 1275181670 RFND 0017 525

2. Click the report tile to open the report.
3. Check theCommensto determine why it was returned or view tHeeport Timeline

4. Make the requestedhanges. ClicRubmit Report
Delegates and Returned Reports

1 If an expense report was entered by a delegate, and is returned by the approver, both the employee and the
delegate will receive email notification.

1 Both the delegate andr the employee will be able to modify the returned report.

Returned reports, if being modified, must be resubmitted for approval by the employee.

1 Resubmitted reports must go through the entire approvals process.

=
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