Concur Travel and Expense Management
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SAP Concur [C] Requests

Expense

Support | Help=

NIVERSITYor
EIAWARE.

TASKS

m Open Requests

User currently has no active requests.

o=

Starta
Request

m Available Expenses

01/01 KEEN COMP. GAS-CORPOR
$30.75

12/21 KEEN COMP. GAS-CORPOR
$23.50

12/21 KEEN COMP. GAS-CORPOR
$258.83

12/13 KEEN COMP. GAS-CORPOR
$77.70

08/18 BEST BUY MHT 00014303
564,97

-+

Start a
Report

» To begin, log into udel.edu/concur using your UD credentials
» Click on the Expense tab at the top of the Concur home page

+ 00 07 00

Upload Authorization Available Open
Receipts Requests Expenses Reports

- m Open Reports -



Support | Help»

SAP Concur [C] = Requests | Expense

Manage Expenses View Transactions

Manage Expenses

REPORT LlBRARY View: Active Reports 9

-

Create New Report

Displayed reports: 1, Total: 1

AVAILABLE EXPENSES View: Al Expenses v

[J Receipt Payment Type 1] Expense Type 1], Vendor Details 1, Date = Amount ),
| UD Credit Card Undefined KEEN COMP. GAS-CORPOR 01/01/2023 $30.75
O UD Credit Card Undefined KEEN COMP. GAS-CORPOR 12/21/2022 $23.50
O UD Credit Card Undefined KEEN COMP. GAS-CORPOR 12/21/2022 $258.83
O UD Credit Card Undefined KEEN COMP. GAS-CORPOR 12/13/2022 $77.70

BEST BILY MUT NON1A80
O UD Credit Card Unde 08/18/2022 $64.97

Select Create New Report

] UD Credit Card Lodagi 08/12/2022 $-1,708.72




Create New Report

Create From an Approved Request
* Required field
*

Expense Report Type

*UD-Goods and Services

Report Name * Uzer Type Employee Departmant

| December Expenses 02. StaffiGrad Student

Business Justification ® Report Tota Speedtype *

Gas cylinder rentals for labs | Y ~ | Search by Code

Project 1D UD User Field

| T - ‘ Search by Code | | Y - ‘ Search by Code

Work Order #

Y v | Search by Code

Comments To/From Approvers

Travel Allowance
Wil this trip include per diem? If you are creating a3 Goods and Services Report, select Mo
(O Yes, | require Travel Allowance

@ Mo, | do not require Travel Allowancs

Select Goods and Services as the Expense Report Type

Complete the required fields marked with a *
Click Save




Support | Helpw

SAP Concur [C] = Requests | Expense

Manage Expenses View Transactions

December Expenses $0.00 Submit Report
Not Submitted | Report Number: CBFEWG

Print/Share ~ Manage Receipts Travel Allowance

View: Standard

No Expenses
Add expenses to this report to submit for reimbursement.

SAP SAP Concur

Service Status (US2) Cl iCk Add Expense

Contact Support

Conkie Preferances



Add Expense

1 +
Awvailable Expenses te New Expense

Expense T... T, AmountT]

Undefined
UD Cred
uD C Undefined

Undefined

BEST BUY MHT

Add To Report

Select all expenses you want on this report

Click Add to Report
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SAP Concur [G] = Requests | Expense

Manage Expenses View Transactions

O Alers: 11 v

December Expenses $390.78

Not Submitted | Report Number: CBFEWG

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

Add Expense i m View: Standard

Alerts T Payment Type T, Expense Type T] Vendor Details T) Date Requested T|

0 i UD Credit Card Undefined KEEN COMP. GAS-CORPOR 01/01/2023 $30.75
(1] i UD Credit Card Undefined KEEN COMP. GAS-CORPOR 12/21/2022 5258.83
(1] UD Credit Card Undefined KEEN COMP. GAS-CORPOR 1272112022 $23.50
(1] i UD Credit Card Undefined KEEN COMP. GAS-CORPOR 1211312022 37770
$390.78

SAP Concur
To make changes to multiple expenses at once:

Service Status (US2) + Select the expenses you want to update

Contact Support ° CI |Ck Ed it Last signed in: 02/07/2023 07:51 am
Cookie Preferences wright 2023 - SAP Concur - All Rights Reserved




Edit Expenses

Expenses (v 4)

ields below will be applied to all selected
ot edited, no changes will be made.

Expense Type

Laboratory v |

Business Justification

Comment

* Update one or more of the fields as needed
» Click Next
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Confirm

Laboratory

Click Save
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SAP Concur [C] =~ Requests | Expense

Manage Expenses View Transactions

O Aleris: 7 v

December Expenses $390.78

Not Submitted | Report Number: CBFEWG

Report Details ~ Print/Share Manage Receipts ~ Travel Allguaa

m View: Standard w

Alerts T ReceiptT| Payment TypeTL Expense lype T] Vendor Details T] Date Requested T
(1] i UD Credit Card Laboratory KEEN COMP. GAS-CORPOR 01/01/2023 $30.75
0 i UD Credit Card Laboratory KEEN COMP. GAS-CORPOR 12/21/2022 §258.83
(1] UD Credit Card Laboratary KEEN COMP. GAS-CORPOR 122172022 $23.50
(1] i UD Credit Card Laboratory KEEN COMP. GAS-CORPOR 1211312022 $77.70

$390.78

To allocate expenses to different Speedtypes/Purpose Codes than the one on your Report Header:
» Select the expenses you want to allocate
 Click Allocate




Allocate

Expenses: 4 $390.78
2~ 7~

| ( Percent ) Amount )

~ ——— Sy

Amount Allocated $390.78

$390.78 100%

@ Remaining $0.00
0%

Default Allocation

Code

Default

No Allocations
These expenses are assigned to your default allocation shown above. Click the allocate button to allocate part or all of these expenses differently.

Cancel m
« Select allocation calculation (Percent or Amount)
« Click Add




Add Allocation

+ *

New Allocation Favorite Allocations

* Required field =«

Speedtype *
F JRC110000) PROCUREMENT SERVICES

Search by Code

UD User Field

Search by Code

Waork Order #

Search by Code

» Select the Speedtype

* Click Save

NINES O O
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Allocate

Expenses: 4 £390.78 View Allocation Group

Percent

Amount Allocated 100%

@ Remaining 0%
$390.78 $390.78 $0.00

Default Allocation

Code Amount USD
Default

$0.00
“ ‘ Save as Favorite ’

O Speedtype T) Project ID T) UD User Field T| Work Order #T) Code =

Amount USD

(] 1743 LLC PROCARD CLEARING

ABCD112112 195 39 ‘

(] PROCUREMENT SERVICES

PURC110000 195 39 ‘

« Enter the percentage or amount you would like to allocate

(If you would like to use this allocation split in the future, click Save as Favorite)
* Click Save




Support | Helpr

SAP Concur [C] = Requests | Expense

Manage Expenses View Transactions

O Alers: 7 v

December Expenses $390.78

Not Submitted | Report Number: CBFEWG

Report Details w Print/Share Manage Receipts Travel Allowance w

Add Expense View: Standard w

(] AlertsT| ReceiptT| Payment TypeT] Expense Type T] Vendor Details T) Date Requested T,
B o N o o $30.75
[l (1] P UD Credit Card Laboratory KEEN COMP. GAS-CORPOR 01/01/2023 u |
— Allocated

— T f R ot $258.83
[l (1] P UD Credit Card Laboratory KEEN COMP. GAS-CORPOR 122112022 u |
L Allocated

— . i $23.50
O (1] UD Credit Card Laboratory KEEN COMP. GAS-CORPOR 12/21/2022 u |
Allocaled

— e e $77.70
[l (1] UD Credit Card Laboratory KEEN COMP. GAS-CORPOR 1211312022 " |
Allocaied

£390.78

.

Receipts are required for all expenses $25 or more
« To add a receipt, click on the receipt icon (present only on expenses $25 or more) or
Select the expense to open the expense details




SAP Concur [c]

Requests

Expense

Manage Expenses View Transactions

O Alerts: 2
‘ Laboratory $
1201372022 KEEN COMP. GAS-CORPOR

Details Itemizations

@ Allocate

Expense Type *

Laboratory

Transaction Date

12/13/2022

Enter Vendor Name

KEEN COME. GAS-CORPCR

Payment Type

UD Credit Card

Amount

77.70

Comment

77.70

Corporate Card

* Required field

@ Business Jusfification ™

City of Purchase

e
i)

~

Currency

US, Dollar

Cancel Delete Expense Save Expense

Hide Receipt [

T
Click to upload or drag and drop files to upload a new recsipt

alid file types for upload are .png, jpg, Jjpeg, .pdf, tif or tiff.
SME limit per file.

Save Expense Cance!

Click Add Receipt

(or Drag & Drop a file from your computer)




SITYor
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Attach Receipt E]

Select a receipt image or reuse one from this report:
Available Receipts Receipts in Report

Valid file types for upload are png, jpg. jpeg. .pdf, .tif or tiff.

| Gmail - Your ri ith Frederickon ... | | Hotel_1.png
Uploaded: 0 8:3 Uploaded: 11/10/2022

T

Upload New Receipt
Drag and drop files to upload a new
receipt.

Attach

. Best buy.png | T University of Delaware Mail - Your N... .
Uploaded: 10/20/2 40 £ Uploaded: 10/20/2022 3:32 AM

e I . 13
P VT T O A s

Hoer, b 02
T LT
4

- B T b o L e ALk
(¥ 0EE SAT WMBe 1% 9

Select Available Receipts to see receipts that have been added to your profile
or search and upload documents saved to your computer

Select Receipts in Report to reuse a receipt in your current report

Click Attach

15

U



O Alerts: 1 v

¢ Laboratory $77.70 Cancel

12/13/2022 KEEN COMP. GAS-CORPOR Corporate Card
Details ltemizations Hide Receipt E
@ Allocate

* Required field

Expense Type *

Laboratory v
Transaction Date @ Business Justification *
1211312022 [ ]
Enter Vendor Name City of Purchase o WP B 15718
—— e e e e pos
KEEN COMP. GAS-CORPOR S v T T
Payment Type EaSIRIANRII0302 o TARTS WOGTL V10014905 s avns

UD Credit Card

Amount Curency b s ] s s
7770 US, Dollar - '
Comment

itnais The Business Justification field must be completed for all expenses
This should explain the Why? of your purchase



O Alers: 1

) LabOra[OI’y $777O Cancel

12/13/2022 KEEN COMP. GAS-CORPOR Corporate Card
Details ltemizations Hide Receipt []
@ Allocate

* Required field
Expense Type *

Laboratory v
Transaction Date Business Justification *
12/13/2022 cylinder rental for labs -
1 or o e— -
Enter Vendor Name City of Purchase e _
KEEN COMP. GAS-CORPOR TR I e
Pa}'rﬂent T}.pe EIBGLE .".'a:;: llle.::- o o
UD Credit Card
Amount Currency ) .
7770 Us, Dollar Fhy et o
Comment

- :-\. “W"vamw;w (hu‘(‘-v. -m-a.-m
Cance! Keen 572.75_Redacted pdf

Click Save Expense
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SAP Concur [C] = Requests | Expense

Manage Expenses View Transactions

December Expenses $390.7/8 Lo Lsr o

Not Submitted | Report Number: CBFEBWG

Report Details v Print/Share ~ Manage Receipts Travel Allowance

Add Expense View: Standard w

O Alerts T, ReceiptT| Payment Type T] Expense Type T] Vendor Details T, Date Requested T|
— - S i $30.75
(] - = UD Credit Card Laboratory KEEN COMP. GAS-CORPOR 01/01/2023 i |
Allocated

= o o $258.83

(] EE UD Credit Card Laboratory KEEN COMP. GAS-CORPOR 1212172022 u |
Allocated

. - s 52350
(] UD Credit Card Laboratory KEEN COMP. GAS-CORPOR 12/21/2022 —
x P o 7770

(] - UD Credit Card Laboratory KEEN COMP. GAS-CORPOR 1211372022 " |
Allocated

$390.78

SAP Concur

Service Status (US2)

Contact Support Once everything is complete, click Submit Report Last sgned i (210712073 0751 am

Cookie Preferences iaht 2023 - SAP Concur - All Riohts Reserved




Resources

Procurement Services

procurement@udel.edu



http://www1.udel.edu/procurement
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