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Personal Expenses: Policies & Procedures

UD cards must NEVER be used to purchase items for personal use or for non-
University purposes even if the Cardholder intends to reimburse the University.

UD cards are only to be used for legitimate business purposes. Any misuse of the card
may be subject to disciplinary action as outlined in the UD Credit Card Policy.

To reduce the risk of improper card use, do not store UD cards in apps/websites
(Uber, Door Dash, etc.) that are also connected to personal accounts.

If a UD card is accidentally used for personal expenses, the cardholder must follow the
following process to reimburse the University as soon as the error is discovered.



https://sites.udel.edu/generalcounsel/policies/ud-credit-card/

Expense Type — Must be Personal/Non-Reimbursable

 Choosing any other expense type indicates that it is a legitimate business expense on your purpose code, and funds
returned will not be properly allocated.

Repayment Method — CashNet or Cash Transmittal Webform
 Repayment must be completed before submitting your expense report.
e Confirmation of repayment must be attached to the transaction in Concur.
e The Payroll Deduction form is no longer an option to reimburse UD for personal expenses.

Funds Owed to Employee — Reimbursements, mileage, per diem, etc. are processed with the funds owed to UD
automatically deducted.

* |f the amount on the same report is not enough to cover the personal expenses, the balance must be paid by
CashNet or Cash Transmittal Webform prior to submitting your report in Concur.

e Future reimbursements are no longer an option to repay UD for personal expenses.

Concur Report Identifier — The 6-character alphanumeric Report Number or 6-digit Report Key must be included on your
repayment.

* Failure to do so may cause a delay in updating the amount you owe to the University.

e Cash Transmittal Webforms will be returned if this information is missing.




Quick Guide to Reimbursing UD for Personal Expenses

1. All unsubmitted personal charges must be assigned to a Goods & Services or Travel Expense Report with the Expense Type

PERSONAL/NON-REIMBURSABLE.

2. Repayments to UD using one of the methods below must be completed before submitting the expense report.

Cash Transmittal webform — repay UD with cash or check
* The Speedtype must be LINDTE

* The Approver must be Roeder, Kathy, L.

* The Report Number must be included

CashNet — repay UD via direct debit from a bank account

» This form only routes to Speedtype/Account L1NDTE
* Do not use to repay any other purpose code

* The Report Number must be included

If a reimbursement, per diem, and/or mileage is owed on the same report as the Personal/Non-Reimbursable expense:

The amount is more than what is owed to UD...

« The full amount owed to UD will be automatically deducted
from the amount paid to the employee

* Do not use the CashNet form or process a payment to
L1NDTE!

The amount is less than what is owed to UD...

* The partial amount owed to UD will be automatically applied;
no payment will be made to the employee

* The difference owed to UD must be paid using CashNet
or Cash Transmittal webform!

3. A copy of the repayment confirmation (from CashNet or Cash Transmittal webform) must be attached to the
Personal/Non-Reimbursable transaction in Concur.



https://udapps.nss.udel.edu/webforms/embtform?wf_id=2014&wf_ty=blank
http://www.udel.edu/udcc-reimburse

Creating a Report for Personal Expenses




EX” Concur Home v ® A

Required Authorization Available Expense % Cash
View Tri =
& Approvals 0 2 Requests 0 o W 0 8 Expenses 55 = Reports 3 e Advances 3

Alerts v
JIVERSITY or
EIAWARE.

Company Notes

+ a hq @ For additional information please review the policy for UD Credit Cards and Travel & Business Hosting.
Jr— Eiscal Year 2025 Year End Closing Procedures

-

Please be advised the Fiscal Year 2025 year-end closing procedures are now available. The closing calendar can be found at

University of Delaware Travelers Welcome to
https:/fsites.udel.edu/vpfinance/departments/general-accounting/.

World Travel To contact your designated
agent team, call: 855-215-8312 Outside the
Us, call: 484-615-1968 to contact your
designated agent team Email:
UDTravel@worldtravelinc.com Concur
(world Travel) online travel suppgsimao.aaa
4730 Email: onlinehelp@worldtrg

Hours: Monday-Friday 8:00 am AII pe rsonal Charg es:

Eastern Time

i * Must be assigned to a Goods & Services or Travel Expense Report
Flight Search
« Can be added to an existing report that has yet not been submitted

Read More

From *

» Must be repaid to UD prior to submitting the report

P




WConcur Expense v (©) 8

Manage Expenses Create New Report
Home ! Expense (88 Create From an Approved Request 2
* Required field
Manage Expense Report Type *
*Test UD-Goods and Services v
Report LI | *Test UD-Goods and Services ‘ @
ECPA Confe | *Test UD-Travel Expenses Report Name * User Type * Emplayee Department
e | ' 02. Staff/Grad Student RES LIFE & HOUSING (06400)
$301-1£ Business Justification * 0/500 Report Total * Speedtype * )Pclec. D
 wuserres ~—
Comments To/From Approvers 0500
Available |
O Receipt untlT &
- reveiiont A department Speedtype must be entered to create the report B
o [l S |
0 T Personal transactions will not be charged to that Speedtype if the correct .
\_J) Yes,lrequi .
= oo Expense Type (PERSONAL/NON-REIMBURSABLE) is used
o | . « Account code L1INDTE cannot be manually entered anywhere on the report a8 o =
O  *UD-TEST-CREDIT-CJ [ $536.65
OJ *UD-TEST-CREDIT-CARD Corporate cara oTaeed ToCaUSUBUTEAlT COMMUET Passenge U Z3T20Z23 $710.79




ETY7 Concur Expense v

@ A
Manage Expenses Card Transactions Cash Advances
Home / Expense / Manage Expenses / personal charge
0 Alerts: 2 v

The Report Number must be included
personal charge $20.25 on the repayment document. Coy Repart | Deet Report
1

Not Submitted(Report Number: FLVZEI )

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

Expenses View: Standard v | @ Add Expense v
O AlertslT ReceiptlT Payment Typell ( Expense Typell ) Vendor Details)T Datel® Requested [T
O [x] *UD-TEST-CREDIT-CARD Lamps/Light Bulb TACA INTERNATIONAL 05/18/2025 $20.25
$20.25

The Expense Type must be changed to
PERSONAL/NON-REIMBURSABLE!

.. Concur

Travel Policy

Service Status (US2)
Contact Support
Cookie Preferences

Cookie Statement

© Copyright 2025 - SAP Concur - All Rights Reserved




EYY Concur Expense v

Manage Expenses Card Transactions Cash Advances

Home / Expense / Manage Expenses / personal charge / Personal/Non Reimbursable Use the Expense Type d ro p—d own menu

Personal/Non Reimbursable $20.25 to select Personal/Non-Reimbursable )

05/18/2025 TACA INTERMNATIOMAL Corporate Card

Hide Receipt

Details Itemizations Receipt
X D d

Expense Type *
Personal/Non Reimbursable X v
Transaction Date ™ Business Justification ™
05/18/2025 used UD card for personal expense
Payment Type
*UD-TEST-CREDIT-CARD '- N
Amount * Currency - =
20.25 US, Dollar (USD) %D

Date Goods Received

MM/DDIYYYY £3 Click to upload or drag and‘droplﬁles to uplctad a ?ew receipt: Walid If|Le types for upload are

.png, Jpg, .jpeg, .pdf, .tif or .tiff. SMB limit per file.
Comment 0/500 Add Receipt
4/

Save and Add Another Cancel




Business and Personal Charge

ltemization

* If any portion of a legitimate business expense is personal, it must be itemized
* Any Expense Type can be itemized

e A transaction can have itemizations to more than two expense types

* The purchase receipt and repayment confirmation must be attached




ET7Concur Expense v ® A

Manage Expenses Card Transactions Cash Advances

Home / Expense / Manage Expenses / personal charge / Food for Consumption

€ Alerts: 2 v

(<) Food for Consumption $902.68 P | Detete Expense | Cancel

05/14/2025 Wholesale Clubs Corporate Card

Itemizations

A Attendees (0) | | (B Allocate

Hide Receipt

Details Receipt

YI Select the Itemization tab in the expense

* Required field
Expense Type *

Food for Consumption X v

Transaction Date * Business Justification *

05/14/2025 refreshments for meetings - -

Enter Vendor Name City of Purchase
- -

Wholesale Clubs ~ %D

Payment Type

*UD-TEST-CREDIT-CARD Click to upload or drag and drop files to upload a new receipt. Valid file types for upload are
"""""""""""""""""""""""""""""""""""""""""""""""" .png, jpg, .jpeg, .pdf, .tif or .tiff. SMB limit per file.

Amount * Currency

902.68 US, Dollar (USD)

Add Receipt

Date Goods Received

MM/DD/YYYY ]

Comment 0/500




EXY Concur Expense v

Manage Expenses Card Transactions Cash Advances

Home / Expense / Manage Expenses [ personal charge / Food for Consumption

€ Alerts: 2

(<) Food for Consumption $902.68

05/14/2025 Wholesale Clubs Corporate Card
Details Itemizations
Amount Itemized
$902.68 $0.00

Itemizations

No Itemizations.

Create itemizations for the items on your receipt.

Remaining

$902.68

C

\
(¥ Create ltemization D

Save Expense Delete Expense Cancel

Hide Receipt

Receipt

Click to upload or drag and drop files to upload a new receipt. Valid file types for upload are
aodeJdnd, jpeg, .pdf, .tif or .tiff. SMB limit per file.

Click Create Itemization
» This step needs to be completed for each itemization

Add Receipt




E! ¥ Concur

Manage Expenses

Expense v

Card Transactions Cash Advances

Home / Expense | Manage Expenses / personal charge / Food for Consumption

€ Alerts: 3
N -
() Food for Consumption $902.68
05/14/2025 Wholesale Clubs Corporate Card

Details Itemizations
Amount ltemized
$902.68 $902.68
Itemizations
O Alerts]T Datel= Expense TypelT
] (] 05/14/2025 Food for Consumption
O 05/14/2025 Personal/Mon Reimbursable

X

The personal portion must
have the Expense Type
Personal/Non-Reimbursable

The purchase receipt AND
repayment confirmation must
be attached to the expense!

9 Remaining
$0.00

| () Create ltemization

Amount]T Requested /T
£802.68 $802.68
$0.00
£100.00
Personal

Cancel

Save Expense

Delete Expense

Hide Receipt

Receipt

Click to upload or drag and drop files to upload a new receipt. Valid file types for upload are
.png, .jpg, .jpeg, .pdf, .tif or .tiff. SMB limit per file.

Add Receipt




ET¥Concur  Expense v ® A

Manage Expenses  Card Transaclions  Cash Advances Make sure you repay UD before you submit the report!

Home / Expense / Manage Expenses | personal charge

| Q Alerts: 2 Report Totals w G Il

personal charge $802.68 Copy Report | Delee Repor
Company Payments
Not Submitted | Report Number: FLVZEI $0.00 $922 .93
PrintIShare v  Manage Receipts v  Travel Allowance v Employee *UD-TEST-CREDIT-CARD View Available Receipts
Expenses ‘ View: Standard v Employee Payments B
$120.25 o _
() AlertsiT Receiptil Payment Typelt Company DO NOT return funds if this amount is $0.
The amount owed to UD will be deducted from
O D *UD-TEST-CREDIT-CARD
the payment for out-of-pocket expenses.
Amount Total: Due Employee: Owed Company:
] (%) *UD-TEST-CREDIT-CARD $922.93 $0.00 $120.25 —
Less Personal Amount: Amount Due {(*UD-TEST-
$120.25 CREDIT-CARD): $922.93 $802.68
$922.93
Requested Amount: Total Paid By Company: Total Owed By Employee:
$802.68 $922.93 $120.25

To verify the amount owed to UD:
* Click Report Details

« Select Report Totals from the drop-down menu
« See the Total Owed by Employee

© Copyright 2025 - SAP Concur - All Rights Reserved




Unpaid Personal Expense on an Approved Report

If an expense report was Sent for Payment with a personal expense that has not been
completely repaid, verify the transaction’s Expense Type before making any payments.

* If the Expense Type was Personal/Non-Reimbursable, repayment should be
made using CashNet or Cash Transmittal Webform with the Speedtype LINDTE.

 |If the Expense Type was anything other than Personal/Non-Reimbursable,
repayment must be made with a Cash Transmittal Webform using the
Department Speedtype to which the personal expense was originally allocated.

* Do not use the Speedtype LINDTE or CashNet!




Repaying UD with Direct Debit
CashNet

* Before submitting your Expense Report in Concur, access the Cashnet form at
udel.edu/udcc-reimburse

* The 6-digit Report Key or 6-character alphanumeric Report Number must be included

 The Report Number can be found in Concur in your Report Library or in the
expense report

e A personal checking or savings account can be used




UD Credit Card Personal Expense Reimbursement

lU=e this form to reimburse the University for personal expenses incurred on your UD Credit Card.
Payment must be made by Electronic check (ACH). If you hawe any questions, contact the Procurement
Office at 302-831-2159 or email procurement@udel edu

Personal expense amount to be paid

$120.25

312025

m £5.000

* UD Credit card holder’s name as it appears on card

Jane Cardholder

* Date of personal expense

31472025

* Date allocated in Concur

51472025

* Concur report key

FLVZEI

Howr would you like to pay?
Payment amount

$120.25

* Paymemnt method

Bank account

@ Important: Paym

DIpoirat

Please hawe a checi in front of youw and wse this comampke to locabe che information reguined beliow,

s

TR AIAR A TOOSL RS WL LR

= - (el
RDUTHG e MOT L
L Ravke

NOTE: Payments mace befare 230nm EST (Mandzy- Frld:h excluging bari haigays; wil e processed
the s.."u-dan. Floase ke . 53

whis I mined 1o awald L

o will be charged i thene are
rsufficient funds in the a oure to satisfy the totall - unt

* Account halder name

ane Card holder

* Acoount type
&

Checking:

Savings
* Routing transic number

E120250

* Bank accownt numbser * Confinm bank account number

Bank scoount torms and conditions

Please read below and Indicate your agreement to be bound by these terms and conditons by
sekocting the checkbon below.

Ey chechking the bow below, you authorize the University of Deloware o withdraw payment far the
amaunt indicated fram your account. You regresent you have author withdraw funcs from
the deposit account seieceo. Bozause this 5 an Secironic transacion (also called an ACH

, the paymens funds miay be withorawn from your acoount on the payment dae.

[ 1 agree

NIVERSITYox
EIAWARE

Last step! Let's make sure we have your correct information

* Email address

janecardholder@udel.edu

summary

Personal expense amount to

be paid

UD Credit card holder's name as it appears on card: Jane Cardholder

Date allo cats:l in
Concur report

Total
Payment details
Account holder name
Account type
Routing transit number

Bank account number

477075
120

05/14/2025

Jane Cardhaolder
Checking
031201360
v 3200

TOD BANE, NA, LEWISTON, ME

his site iz protected by reCAPTCHA and the Google Privacy Policy and Terms of Service app




Repaying UD with Cash or Check
Cash Transmittal Webform

e Before submitting your Expense Report in Concur, access the Cash Transmittal Webform

 The Speedtype must be LINDTE
* The Approver must be Roeder, Kathy L.

* The 6-digit report key or 6-character alphanumeric report number must be included

 The Report Number can be found in Concur in your Report Library or in the expense
report



https://udapps.nss.udel.edu/webforms/embtform?wf_id=2014&wf_ty=blank

CASH TRANSMITTAL

Menu Help Logout a

This form is used to deposit departmental receipts® (cash, checks, electronic fund receipts, or pre-deposits) into the University general ledger. As of 4/28/2023, a
separate Cash Transmittal must be created for each tender type.

Checks must be restrictively endorsed. If you have any questions or need an endorsement stamp, please contact the Cashiers’ Office at (302) 831-1242.

* Gift funds should not be entered on this form but sent with any documentation directly to the Gift Processing Office. Call (302) 831-1249 if more information Is
needed.

If you are submitting the form on behalf
of another UD employee, please include
their full name and UDID number.

Symbol key: * Required information, ! Error

Form originator

Originated by: Cooper Katie (702526493)
Procurement Services (04750)

302-831-2856

Department receipts

Explanation: Repayment of personal charges on UD card for Jane
Cardholder, UDID: 12345
Report Mumber: FLVZEI

Note: Cash/Check or Electronic Receipt or Predeposits should be on separate forms.

Line Tender (help) Chartfield information Amount Source of Action
funding




Chartfield information Amount Source of Action
funding

>$ 120.25| |Domestic ~| | @ Addlne

Line Tender (help)

C

SpeedType: *[| \NDTE
DUE FROM/TO EMPLOYEE-CONCUR

Purpose: | yypTE - DUE FROMITO EMPLOYEE-CONCUR
Account: | yNDTE - DUE FROMITO EMPLOYEE-GONGUR
Dept ID: 4750 - PROCUREMENT SERVICES

Fund: opgaL - OPERATING BALANGE

Userfield: | |

Project ID/Grant: | |

¥ Done

Gemu: [FLvzEl D
Total $0.00

Supporting document{s)

« Select “Cash” or “Check” from the Tender drop-down
« This is the payment method that will be submitted with the form

 The SpeedType must be L1INDTE
 The Memo field must contain the Concur Report Number




Check 120.25 Domestic
SpeedType: Purpose: §
L1MDTE - DUE FROMTO EMPLOYEE-CONCUR L1NDTE - DUE FROM/TO EMPLOYEE-CONCUR

Account: Dept ID: Fund:
L1MDTE - DUE FROMTO EMPLOYEE-CONMCUR 04750 - PROCUREMENT SERVICES OFBAL - OPERATING BALANCE

Memo: FLVZEI
M $120.25

Verify the Speedtype and Report Number

A copy or approver for at least one purpose is required. The Approver must be Roeder, Kathy L

Role Purpose Email address

Form Originator Cooper,Katie [

( LINDTE RoederKathy L v

Copy ~ | |2

Copy ~ | |2

il

Copy ~ | |2

Final Approver CashTr-cash

I t Be sure your browser allows pop-up windows before submitting this form. The cash transmittal summary page will open in a new
mportant )\ i dow for you to print when you click the "Finish & submit” button. (help =)

i




Repaying UD with Reimbursements

* Reimbursements, per diem, and/or mileage on the same report as the personal expense
can be used to repay UD.

* Future funds owed to an employee may not be used as a repayment method.

* If the amount owed to the employee is less than what is owed to UD, the difference must
be repaid with CashNet or Cash Transmittal webform.

 The repayment confirmation must be attached to the personal expense.

* If the amount owed to the employee is more than what is owed to UD, no additional
repayment is required.




EXY Concur Expense v ® A

Manage Expenses Card Transactions Cash

The amount owed to the employee is less than what is owed to UD

€ Alerts: 10 v

ECPA Conference $1,079.32 Copy Report | Delste Report

Not Submitted | Report Number: XCAFJR

Report Details v  Print/Share w  Manage Receipts v  Travel Allowance v View Available Receipts
Expenses | view: Standard v | ® Add Expense v
O Alerts)T ReceiptlT Payment Typell Expense TypelT Vendor Details JT Datel® AmountllT RequestedlT v
O © D *UD-TEST-CREDIT-CARD Lodging ’::::;r :::al:husm 0512412025 $730.53 $:jgi§ .
O H C Out of Pocket Personal Car Mileage 05/21/2025 $47.60 ) $47.60 soe
[:] Q E *UD-TEST-CREDIT-CARD Food/Meals W/Non-UD Personnel Eating places and Restaurants 05/21/2025 $301.19 $301.19 soe
O ( *UD-TEST-CREDIT-CARD Personal/Non Reimbursable Lumber and Building Materials St 05/12/2025 $113.95 ) P::;Sg e
$1,193.27 $1,079.32

=¥ Concur

Travel Policy
Service Status (US2)
Contact Support

Cockie Preferences

Cookie Statement © Copyright 2025 - SAP Concur - All Rights Reserved




ET7Concur  Expense v @ A

Manage Expenses Card Transactions Cash Advances .
- Make sure you repay UD before you submit the report! _
| © Alerts: 10 v |

ECPA Conference $1,079.32 Report Totals Copy Report | Detets Repor
Not Submitted | Report Number: XCAFJR
rintp‘Share %  Manage Receipts v  Travel Allowance W companv pay ments View Available Receipts
= y $0.00 $1,145.67
il ‘ | tenasid = Employee *UD TEST-CREDIT-CARD i
Alerts. Receipt Payment Type Datels Amount Requested v
i i i 1= It i
Employee Payments
O o *UD-TEST-CREDIT-CARD $66.35 T
Company . 0
gl & P This amount must be repaid by
CashNet or Cash Transmittal Webform.
O (] E *UD-TEST-CREDIT-CARD Amount Total: Due Employee: Owed Company:
$1,193.27 $0.00 $66.35
D *UD-TEST-CREDIT-CARD Less Personal Amount: Amount Due (*UD-TEST- /m $113.95 $0.00
$113.95 CREDIT-CARD): Bt
$1,145.67
$1,193.27 $1,079.32
Requested Amount: Total Paid By Company: Total Owed By Employee:
$1,079.32 $1,145.67 $66.35

To verify the amount owed to UD:
 Click Report Details

« Select Report Totals from the drop-down menu
« See the Total Owed by Employee

4

Last signed in: 06/06/2025 09:34 am

© Copyright 2025 - SAP Concur - All Rights Reserved




ET7Concur Expense v @ &

Manage Expenses Card Transactions Cas

Home / Expense [ Manage Expenses { ECPA Conferer

The amount owed to the employee is more than what is owed to UD

€ Alerts: 14 v

ECPA Conference $1,363.32 Copy Report | Delete Report

Not Submitted | Report Number: XCAFJR

Report Details v  Print/Share »  Manage Receipts v  Travel Allowance v View Available Receipts
Expenses View: Standard v | ® Add Expense v |
O Alerts|T ReceiptlT Payment TypelT Expense Typel® Vendor Details)T DatelT AmountlT Requested]T v °
. - . $0.00
O ( *UD-TEST-CREDIT-CARD Personal/Mon Reimbursable Lumber and Building Materials St 05/12/2025 $113.95 ) o l wee
ersonal
O A Out of Pocket Personal Car Mileage 05/21/2025 $47.60 $47.60 e
O [x] Out of Pocket Meal Per Diem Boston, Massachusetis 05/12/2025 $69.00 $69.00 s
O Q Out of Pocket Meal Per Diem Boston, Massachusetts 05/13/2025 $54.00 $54.00 wee
O [x] Out of Pocket Meal Per Diem Boston, Massachusetts 05/14/2025 $92.00 $92.00 s
0 [x] Out of Pocket Meal Per Diem Boston, Massachusetts 05/15/2025 $69.00 $69.00 s
O o D *UD-TEST-CREDIT-CARD Lodging Allstar Hotels 05/24/2025 $730.53 $73053 | v
Boston, Massachusetts Itemized
— — =
$1,477.27 $1,363.32




E’Concur Expense v ® a

Manage Expenses Card Transactions Cash Advances

Home / Expense / Manage Expenses / ECPA Conference

— ~

ECPA Conference $1,363.32
Company Payments
Not Submitted | Report Number: XCAFJR $217.65 $1.145.67
rint.fShare v  Manage Receipts v  Travel Allowance v Employee *UD-TEST-CREDIT-CARD View Available Receipts
Expenses ‘ View: Standard v Employee Payments —lso e | ol
$0.00
{5} 0| eSS i pe [ Sy £ ypa i Company DO NOT return funds if this amount is $0.
0 T e e The amount owed to UD will be deducted from
the payment for out-of-pocket expenses.
Amount Total: Due Employee: Owed Company:
O o Out of Pocket $1,477.27 $217.65 $0.00
Less Personal Amount: Amount Due (*UD-TEST-
O @ Out of Pocket $113.95 CREDIT-CARD): 5 $69.00 $69.00
$1,145.67 /
)] [x] Out of Pocket 05/13/2025 $54.00 $54.00
Requested Amount: Total Paid By Company: Total Owed By Employee:
$1,363.32 $1,363.32 $0.00
i [x] Out of Pocket 05/14/2025 $92.00 $92.00
. . Close
To verify the amount owed to UD: =2 ) e i =
* Click Re port Details Gl 05/24/2025 $730.53 WA e |
Boston, Massachusetis Itemized

« Select Report Totals from the drop-down menu
« See the Total Owed by Employee s1477.27  $1363.32 .




Questions:
e procurement@udel.edu
« cashcontrol@udel.edu

Resources:
* Procurement Services Website

« (Cashier’s Office



mailto:procurement@udel.edu
mailto:cashcontrol@udel.edu
https://www1.udel.edu/procurement/
https://sites.udel.edu/vpfinance/departments/treasury-services/cashiers-office/
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