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Creating a Travel Expense Report

(Travel reimbursement, previously processed using the Excel spreadsheet)

Travel Expense Reports in Concur should not be completed for travel that is funded by an
Agency Account, such as a Student Organization, or for WU Guests, such as a candidate
coming to campus for an interview or a guest speaker being reimbursed for travel
expenses.

All other travel reimbursements must be reported in Concur.

Table of Contents
(oY= o1 (o N 070 ] o Lo1 U | GNP ST TR PR PPTPPPPPIN 2
WOTK @S @ AELEEATE ..cuu ittt ettt ettt s e e e et e auseaseansassensansanssnssnssnssensensens 3
Steps required to create a Travel EXpeNSe REPOIT ..cuuiuniiiiiiiiiiiiiiiiieiie ettt eee e e eaean e 4
Create the Header RECOIT ......ccuuiiiiiiiiiiiiiiiii ettt ea e ea e 5
Complete Travel Allowance (meal & incidental per diem eXPenSEes)....c.cuveueeeeiieiiriiiieeneeneenennns 9
Yo [ I T LY o 1Y o 1= 1= T 12
Pcard Charges — current billing CYCLE....vuiiniiiiiie ettt er e e e e e e ee e eaeanaanas 14
HoOTEL EXP NS Ty DS 1 ititiiiiiiieiiie ittt et ettt e et et eue e eaaneaaneansneassassasessnsensnsensnsensnns 17
Personal Car MILBAEE ....cuuiiuiiiiiiiii et e et e e et et eeae et et et sansaneaneanesnaennsensanns 18
LT (o181 oI 1 =T | C N 19
At [ N (=T g Lo =TT PPN 20
Create AL ENUEE GrOUPS . iuuiiiiiititiietie et ttettetetetetneeraetttsenstnstnessssussessessessensenssnesnssessenses 22
USE AEENAEE GrOUPS tiuiuiiiititiittetetieeteeteeteeteteeeaneetessasenstnsensrnssnersessesensensensrnsrnesnesrasenns 23
10 0 a1V o o1=] Ko T= T PRt 25
Allocate EXpenses — SPLL fUNAING ...cueiiniiiiii ettt ee et et e e s ee e ensnneenns 29
Save Favorite ALLOCAtIONS ......oiiuiiiiiiiiiiiii e 31
Use Favorite ALLOCAtIONS .....ciuuiiiiiiiiiiiiii e ee et e 32

S T0] o] V1A { Y= N 2 U= o o] o S PP 34



Concur Travel Report - Page 2 - 1/17/25

Loginto Concur

o Goto MyWashburn and find the SAP Concur card and select “Concur Login”.

SAP Concur i A

Concur More
=
® Informatlon

o Or, go to concursolutions.com.
* Enter your Washburn University Email and click “Next”.

ET7 concur &5 English (US) v

Username, verified emad address, or S50 code

(P Remember me

Forgot usemame

Weed help signing in

Leam about SAP Cancur for your business

* Click on “Washburn Univ SSO”.
* Enter your Washburn University Single Sign On credentials.

< Sign In

megan.johnston@washburn.test

Sign in with:

Washburn Univ SSO

SAP Concur Password

Sign in with an Email Link

Learmn about SAP Concur for your business
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Work as a delegate

If a delegate prepares a Report for someone else, they must do so in the traveler’s Concur
account by following these steps. To log into the delegator’s Concur account:

1. Click on the employee profile icon in the upper right corner.
2. Select “Act as another user”.

3. Clickthe circle next to “A Delegate for another user who has granted you this
permission”.
4. Enterthe name of the Pcard holder in the search bar.
a. Iftheindividual’s name does not appear, that person has not designated you
as a delegate.
i. Contactthe individual to set you up as a delegate in Concur.
1. Please refer to the document on the Washburn University

Accounting website titled “Concur Creating a Delegate”.

5. Click “Switch”.

° @ °o @

& Tammy Test, Traverl & Tammy Test, Traverl
_':('_"; Act as Another User ~ :,\“'_:; Act as Another User ~
G Actas @ G Actas @

(") Myself () Myserr

@ A Delegate for another user who has @ A Delegate for another user who has
granted you this permission

granted you this permission

| Q ISearch by name or 1D (1 Test, Debbie w

Test, Debbie

Debbie whitel@washburn.edu (Email)
Employee ID: cud

Logon |D: Debbiewhite@washburn.test

",

Igl Profile Settings @ Profile Settings

(l) Sign Out (_l} Sign Out
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Steps required to create a Travel Expense Report

Create the header record using the FOAPAL paying most, if not all, expenses related

to the trip.
a. Create Travel Allowance (meal and incidental per diem), if applicable.

1.

2. Add all expenses related to the trip, with receipts.
a. Include expenses even if not requesting reimbursement.
This is at the request of the WU President, in an effort to adjust travel

budgets when possible.
Refer to the document on the Washburn University Accounting website titled
“Concur P Card Travel Charges Flowchart” for more information on how and
when to report all charges related to a trip.
c. Include expenses that were:

i. Paid on a Pcardin a previous billing cycle

ii. Paid with someone else’s Pcard

iii. Paid with a Payment Voucher or Purchase Order

3. Itemize Expenses.
a. Usewhen one receipt has different types of expenses included.

i. Example: Hotel receipt has both lodging and parking at the hotel.

4. Allocate Expenses (split funding).
a. Use if any part of the trip will be paid from a FOAPAL other than what is on the

header record.

5. Submit the Report.
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Create the Header Record

If there is a fully approved Request for the trip, start the Travel Expense Report header
record by opening the Request.

From the Concur home page, click on “Authorization Requests”.

ET7Concur  Home v

v

Authorization Requests Available Expenses 29 [J  ExpenseReports 3

Find the approved Request and click once on the tile to open the Request.

B Concur  Requests v

Manage Requests

Home / Reguests | Manage Requests

Manage Requests
view  Active Reguests v '@ Creale New Request

TestTravel Request
03/03/2025 | 33GV

$2,909.16

In the upper right corner, select “Create Expense Report”.

E‘ FConcur  Requests v

Manage Requests

Home / Requests | Manage Requests | TestTravel Request

& Alerts: 3 ~

Test.Travel Request $2,909.16 by Request | Cancel Request  Close Request

Approved | Request ID: 33GV

Request Detais v  Print/Share v Attachments v Manage Travel Allowance v

EXPECTED EXPENSES

Alertll  Expense typell Detaits T Datel? AmountlT Requested.t

Travel Allowances Orlando, Florida 08/11/2025 - 08/10/2025  $660.00 66000 W

Conference & Seminar Registration

5250.00

03/03/2025 $250.00
Allocaied
(700510) Conference Hotel and Lodging $1,400.00

03! A
(WUITECH) papazz o000 Allocated
- 5 1700 SW College Ave, Topeka. KS B6621. USA - Kansas Gty Intt Airport (MCI). 1 Kansas City v s 599.16
500) c yoal

700500) Personal Car Mileage e st i s o 03/03/2025 300.18 s
50,00

A 03/03/2025 350,00
Asocated
$450.00

A (700500) Airfare 03032025 $450.00
Auocatea

52.909.16


parso997
Rectangle

parso997
Rectangle

parso997
Rectangle


Concur Travel Report - Page 6 - 1/17/25

Information from the Request Header Record prepopulates on the Expense Header
Record.

There is an alert on the newly created Report because there are two fields on the Expense
Header record that are not on the Request Header that need to be added, departure and
return time.

To open the Report Header
o Select Report Details
o Choose Report Header from the list

When a report is created from an approved Request, there is a white box in the upper left
corner of the report showing the approved amount from the Request.

The personal car mileage, Travel Allowance, and allocations come into the Report from the
approved Request.

ET;VConcur Expense v

Manage Expenses Card Transactions  Cash Advances

@ Alerts: 1 ~

Home / Expense / Manage Expenses / TestTravel Request

Test.Travel Request $199.16 Gopy Report | Delete Repor

REQUEST

Approved

$2,909.16

Report Details v Print/Share ¥ Manage Receipts v Travel Allowance v View Available Receipts ]
Expenses view: Standard v (3 Add Expense
[ Receiptlt Payment Typel Expense Typel Vendor Details | Date T Requested [T

$99.16
Allocated

out of Pocket (700500} Personal Car Mileage 03/03/2025

$2.50

Out of Pocket Incidental Per Diem Ortando, Florida 08/11/2025
Allocated

$3.75

Out of Pocket Incidental Per Diem Ortando, Florida 08/12/2025
Allocared

$37.50

Out of Pocket Meal Per Diem Orlands, Florida 08/11/2025
Allocated

$56.25

Out of Pocket Meal Per Diem Orlando, Florida 08/12/2025
Allocated

§199.16
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If there is not a fully approved Request in Concur for the trip, from the Concur home page,
click on the blue “Create” drop down list and select “Start a Report”.

£ Concur  Home v ® wr

i
'

s
Pt
’1‘ 4

o/ Authorization Requests 0 Available Expenses 0 D Expense Reports 2

Start a Request

Start a Report anur

Complete all required fields, with a red asterisk (*):
o ReportType
o Defaults to “Travel Policy”, does not need changed.
o Trip Description
o Enter a short Description of the trip.
= Example: Test Conf. Dec 2024
o This description is what is uploaded into Banner and will show on the
remittance advice at the time the reimbursement is received.
Trip Start Date
Departure Time
Trip End Date
Return Time
Trip Purpose
o If“other”, add reason in the additional information field.
Trip Type
o Domestic - Within the US
o International - Outside of the US
o InTown - Local
o Traveler Type
o Staff, Faculty, Student, Administrator
= |fthe traveler type is “Student”, an address must be provided.
= The check will be mailed to the address entered, unless otherwise
indicated.
= Thereis also an option to pick up the check from the Cashier Window.
e Pickup Check - select “yes”.
e Enter Washburn’s address in the address field.
o 1700 College Ave, Topeka, KS 66621

O O O O O

O

o Personal Travel
o Answer “No” if all travel dates are business related.
o Answer “Yes” if the travel dates include personal travel days.
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= |fyes, complete the start and end date for the personal travel days.

Chart, Fund, Org, Program
o Thisisthe FOAPAL from where the trip will be paid.
= |ffunding is coming from more than one FOAPAL, an additional
FOAPAL is entered during step 4, allocation.
o Thisinformation auto fills from the user’s Concur profile.
= Update, if needed.
o The FOAPAL account code (now referred to as expense type) is selected later
in this process.
Activity,
o Notrequired, enter only if needed.
Location
o Refers tothe WU campus location and is never used on a travel
reimbursement.
Additional Information
o Add any additional information about this trip that would be helpful for
individuals who review or approve the report.
o If“other” was selected as the Trip Purpose, enter the purpose of the trip in
this field.
Comments
o Usethisfield to provide additional information that will answer any questions
an auditor may have when reviewing the report.
Travel Allowance
o Answer“YES” if meal and incidental per diem is being requested for the trip.
o Answer “NO” if meal and incidental per diem is NOT being requested for the
trip.
Click “Next” in the lower right corner.

aditional Information

Travel Allowance

Travel allowance is
the new terminology
for PER DIEM
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Complete Travel Allowance (meal & incidental per diem expenses)

o GSA = General Services Administration
o Thefederal agency who determines food/incidental/lodging rates.
= Based on date and location.
o Onthe first Travel Allowance screen, enter the itinerary.
o Complete all required fields, with a red asterisk (*):

o ltinerary Name
= This field auto fills from the Header Record.

o Start Location/Arrival Location/End Location
= Only add locations where you sleep.
e Places traveled throughout the day are not needed.
o Example: KC Airport, connection airports
o Startand end dates
= These fields auto fill from the Header Record.

o Startand end times
= Enter the time departed from, and returned to, the official

workstation.

o Click “NEXT”.

Travel Allowance
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o Onthe second Travel Allowance screen, declare any free meals that were received,
reducing the daily allowance.
o Checkthe box for a mealif:
= The meal was paid for by another individual.
= The meal was offered at a conference, as part of the registration fee.
o Continental breakfast or hors d’oeuvres don’t count as a meal.
o The column on the far-right side, “Reimbursement Amount”, is the amount
calculated for meal and incidentals for each day.
= First travel day = 50% of the full daily per diem
= Lasttravel day = 75% of the full daily per diem
=  Full days in travel status = 100% of the full daily per diem
e All daily totals are reduced for meal boxes checked each day.
o The 2nd column from the right, “Allowance Limit”, is the GSA rate for lodging.
= The lodging expense does not automatically add to the report.
= The lodging expense needs to be manually added as an expense.
o Clickon “Finish”.

Travel Allowance

Vo Adjustments v Show Filters

Date/location Exclude Day Dinner Lodging Allowance Limit @ Reimbursement Amount @

Dates: 5

Mon, 120212024 » $140.00 $18.00
Orlando, UNITED STATES @
Tue, 12/03/2024 $140.00 $38.00
Orlando, UNITED STATES @ = =
Wed, 12/04/2024 $140.00 $38.00
Orlando, UNITED STATES @ = e- =
ThuNJZIJ‘ll:SiJ‘ZOZi‘ o $140.00 $38.00
Fri, 12/06/2024 $0.00 $60.00
Orlando, UNITED STATES @

Total: $560.00 Total: §182.00

o Two lines are added to the list of expenses for each day.
= Onelineis for meals for that day.
= The other line is for incidentals for that day.

Test travel.Aug 2024 $284.22 EHSL ISR | Copy Report | Delete Report
@ Returned | Report Number: PHBOAY
Report Details v Print/Share ¥  Manage Receipts ¥  Travel Allowance v View Available Receipts
Expenses View: Standard v
(@] Alerts]T Commentl? Receiptll Payment Typell Expense Typel® Vendor Details [T Datell Requested /T

Out of Pocket Meal Per Diem Emporia, Kansas 08/19/2024

Out of Pocket Incidental Per Diem Emperia, Kansas 08/19/2024
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If the Travel Allowance isn’t entered at the time the Header Record is created, it can be
added later.

o Click on “Travel Allowance”.
o Select “Add Travel Allowance”.
o Afterthe Travel Allowance has been added, it can also be edited by selecting
“Edit Travel Allowance” under “Travel Allowance”.
= The Travel Allowance can be edited until the Report has been
submitted.

Test traveI.Aug 2024 5284.22 Copy Report  Delete Report
€ Returned | Report Number: PHEOAY

Report Details ¥ Print/Share™~  Manags Receipts Travel Allowance View Available Receipts B

Expenses View: Standard ~B

(¥} Add Expense
Alerts|T  Commentll Receiptl? Pay it sments yped” Vendor Detalls|T Date JT Requested [T
Jelete Tra Allowance
O i, Dot Diem Rergioi B oRnanza £27.00
Reimbursable Allawances Summary
] Out of PoTRET TrEraental Per Diem Emporia, Kansas 08192024 §2.50

If a supervisor approves it, meal and incidental per diem can be received for same day
travel, if the traveler is gone 5 hours or more.

If claiming meal and incidental per diem for more than one same day trip on the same
report, add an additional Travel Allowance for each day.
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Add all expenses

Out of Pocket and/or previously paid by Washburn

Paid with personal credit card or cash.

Paid with someone else’s Pcard.

Paid with the traveler’s Pcard, but in a previous billing cycle.
Paid with a Payment Voucher.

O O O O

For information on how to report a non-allowable charge included on a receipt with other
charges that are allowable, refer to the document on the Washburn University Accounting
website titled “Concur Non-Allowable Charges”.

For information on how to report expenses that are not paid by Washburn University due to
approval limitations, refer to the document on the Washburn University Accounting
website titled “Concur Insufficient Budget”.

o Clickon “Add Expense”.

Expenses view: Standard v i

0O Receipt|T Payment TypelT Expense Typell Vendor Details |T Datel® Requested |
Qut of Packet Incidental Per Diem Grtando, Fiorias 1210612024 5375 e
Out of Packet Meal Per Diem ©riando, Florida 1210672024 $5625 e
Qut of Packet Incidental Per Diem Orlando, Florida 121052024 $5.00 el
Out of Packet MealPerDiem ~ Orlando. Flondn 12/0572024 $33.00 ]
Out of Packet Incidental Per Diem Orlando, Floride 1210472024 $5.00 e
Out of Packet Meal Per Diem Oriando, Forida 12/0472024 $33.00 e

& Out of Packet Incidental Per Diem Orlando, Floride 1210372024 $5.00 e

0O Out of Packet Meal Per Diem Orlando, Forica 1210372024 $33.00 -

$192.00

o Select “New Expense”.
o Selectthe appropriate Expense Type.
o Asearchfield is provided at the top of the screen.
o The 6-digit number before the expense type is the FOAPAL account code.

A 08, Commaodities
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o Complete all required fields, with a red asterisk (*):
o Transaction Date
o Payment Type

University Paid — use when this was paid on someone else’s pcard,
paid on a pcard in a PREVIOUS pcard cycle or paid via an AP Check.

Out of Pocket — Use to indicate reimbursement is needed.
o Amount

o Upload an Itemized Receipt.
= If traveling for a conference, attach the conference agenda, showing
the conference hotel rate and any meals that were provided, with the

conference registration fee receipt.
o Clickon“Save Expense”.

o Repeat steps until all expenses have been added.

S
Expense Type *

{700800) Conference & Seminar Registration (WU/TECH)

18action Date *

12/022024 =]

Eniber Vendor Name city of Purchise v -1‘
Orlando, Florida X v L s

= e
Traveler Type

Staff | |Conterence Augndee e Click to upioad or drag and drop files o upload a new receipl.
Valid file types for upload are .png. jpg. jpeg. .pdf, .tf or ff
ot Type * L

University Paid w Add Receipt

Amount ™ Cumency *

500.00 USs, Dollar (USD) X ow

Comment

Save Experse | Save and Add Ancther [eRUT]
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Pcard Charges — current billing cycle

For additional information about when to include a Pcard charge on a Travel Expense
Report, refer to the document on the Washburn University Accounting website titled
“Concur P Card Travel Charges Flowchart”.

For information on how to report a non-allowable charge on a Pcard, refer to the document
on the Washburn University Accounting website titled “Concur Non-Allowable Charges”™.

o Clickon“Add Expense”

Not Submitted | Report Number: JW041X

Report Detalls v PrintShare'  Manage Receipls v View Available Receipts [B

Expenses vier Standard v | @ hdd Expense |

No Expenses

ld expenses to this report Lo subit for relmbursemer

o Select “Available Expenses”.

o Please refer to the document on the Washburn University Accounting
website titled “Combining Receipts and Pcard Charges” on the accounting
website for additional information on available expenses.

o Clickthe box on the left side of the line for the transactions to add to the report.
o Clickon “Add to Report”.

Expense Typell Vendor Details |t
BLANK SHIRTS, INC.

700900) Duss & Memberships (WUITECH) FSP-KANSAS LIBRARY ASSOCI
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o Open the expense detail screen for one Pcard transaction at a time to provide
additional information about the charge.

o Clickthe box on the left side of a Pcard transaction line and select “edit”

above the list of transactions.

Pcard training $518.92

Not Submitted | Report Number: HMMLE7

Report Details v Prin/Share~  Manage Receipts v

ETCUTETENE | Copy Report | Delete Report

View Available Receipts

Expenses View: Standard v [ @ Add Expense - Delete  Copy Allocate Move v
(@) Alertslf Commen It Receiptl? Payment Typell Expense Typel? Vendor Details /T Datel= Requested [T v
O a 1 Test-P-Card (:llle[:vigi) [;"m Business Meals (Attendees) (WUITECH) NAZDAR COMPANY 07122/2024 $137.27
0 5] D Test-P-Card (710600) Stationery and Office Supplies (WUITECH) STAPLS7636742083000001 0712012024 ffﬁ’; v
X i H Test-P-Card Undefined ETS MFT 07/17/12024 $162.50
@] D Test-P-Card (710710) Cleaning/Laundry/Kitchen Supplies (WUITECH) AMZN MKTP US'RS01T3PB2 0711712024 j:f:

$518.92

o Complete all required fields, with a red asterisk (*):
o Expense Type
= Select the expense type that best describes what was purchased i.e.,
Conference Registration, Local Business Meals, Other Supplies, Dues
and Memberships, etc.
o Business Purpose (if required for the expense type)
= Type a brief explanation of how the purchase benefited WU.
= Always include a business purpose and list of attendees for group
meals.
Upload an itemized receipt that matches the transaction amount.
= When an expense is being paid by a Student Organization, appropriate
approval signatures must be on the receipt.
= Referto the document on the Washburn University Accounting
website titled “Concur Combining Receipts and P Card Charges” for
additional details.
o Comments
= Use this field to provide additional information that will answer any
questions an auditor may have when reviewing the report.
o Click on “save expense” in the lower left, or upper right corner.

me T

Hide Receipt [

O

(=)

Undefined $162.50

07/17/2024 | ETS MFT

Corporate Card

Defails  Itemizations Receipt

@ Allocate

* Required field

ationery and Office Supplies (WUITECH)

Payment Type
Click 1o uploa
Valid fie

v TestP-card

Currency

us, Dollar (USD)
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o Repeatthese steps until all transactions have been reconciled and the “Expense
Type”is no longer “UNDEFINED”.

E”concur  Expense v o @
Manage Expenses Card Transactions Cash Advances

Q Alerts: 3 v

@ There are cash advances available to add to this report. View X

© Report Comment | Concur System: Approval time expired and was returned to sender. View Report Timeline

Home / Expense / Manage Expenses / Test travel Aug 2024

g

Test travel.Aug 2024 $1,103.71 Gopy Report | Delte Repor

© Retumed | Report Number: PHBOAY

Report Details v Print/Share v Manage Receipts v Travel Allowance v View Available Receipts [F]
Expenses view: Standard v
(O Alerts|f Commentlf Receiptlt Payment Typels Expense TypelT Vendor Details T Datelf Requested |1
O © Test-P-Card PB LEASING 07122/2024 $1,00209 -
O B Out of Pocket (700500) Personal Car Mileage: 11/04/2024 $5.36
(@] 5] Out of Pocket (700500) Personal Car Mileage 1110712024 5.3

$1,103.71
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Hotel Expense Types

o Use one of these hotel expense types on a Travel Expense Report, when paying for a
hotel expense with a Pcard in your name while traveling.
o (700510) Hotel/Lodging
= Use to report the GSA lodging rate.
o (700510) Conference Hotel and Lodging (WU/TECH)
= Use when reporting a conference hotel rate.

o Only use these expense types on the Pcard Report.
o (700510) Hotel and Lodging — Dept Pcard
= Use when paying for a hotel, GSA or conference rate, with a Pcard that
another individual is responsible for reconciling, either while traveling
or before.
o (700510) Pre-Paid Conference Hotel and Lodging (WU/TECH)
= Use when paying a conference hotel rate prior to traveling, either on a
Pcard in your name or a Dept Pcard.
o (700510) Pre-Paid Hotel/Lodging (WU/TECH)
= Use when paying the GSA hotel rate prior to traveling, eitheron a
Pcard in your name or a Dept Pcard.
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Personal Car Mileage

o Selectthe “Personal Car Mileage” expense type.
o Clickon “Mileage Calculator” in the upper left corner.
o The “From Location” and “To Location” fields are filled in from entering
information in the mileage calculator.

Details ltemizations

£ Mileage Calculator @& Allocate

* Required field
Expense Type *

Transaction Date * ‘Additional Information

(700500) Personal Car Mileage X v 1200212024 &

From Location * To Location * Traveler Type Report/Trip Purpose

1700 SW College Ave, Topeka, KS 66621, USA Kansas City Intl Airport (MCI), 1 Kansas City Blvd, Ka...  Staff v Conference Attendee v

Payment Type

o Enterthe address for the beginning and ending locations as waypoints A and B.
o Iftraveling round trip, click on “Make Round Trip”.
o Iftraveling to multiple destinations on the same day, add multiple waypoints
by filling in additional addresses in additional waypoint fields.
o Click “Add Mileage to Expense”.

Mileage Calculator

x
L = = B Paradise
::\nnw o ey ", Weston 5] Arley. ra
Waypoinis Denison ) MDorey Crosk: Kiekapoo .~ West platte Smithville b
Platte City. @ Kearney
@ 1700 sw Coliege Ave, Topeka, KS & () Fort =
- } Mayetto Valley Falls  Boylo Easton Leaverworth
s o)
N L Winchester i ko G3)
@ ronses City ot Aiport (MC), 1 Ken Lenvenuerth el & A
® (=) 1= Farley -
Tt e Springdale )
Calculate Route Make Round Trip Bt Hayt o . Lansing Weatherby, iberty Hiss
(O azawkie (2) Lake
{3} fi63)
Oskalocsa e o
Gladstone D)}
MeLouth Paikville 73 s P
i Falrmount
Suggested routes: el Lakeside = w;,(:;
1-70 E 74.2 mi. About 1 hour 11 mins. Gros Clug e Sy L
1-70 E and I-28 N 7.3 mi. About 1 hour 13 mins = Waodstack (79 Basehor o D
Rossvill (= D) K i "
KS-10 E and 1-435 N 91.1 mi. About 1 hour 29 mins L =7 % T =
Tonganoxle L), &y oo Sugar Creek
_ SiverLake Thompsonvile "
1700 SW College Ave, Topeka, KS 66621, USA rre On] ‘Menoken i\ ) KTSHS City Independence
742mi, About 1 hoer 11 mins @ (5) s A
1. Head west toward SW Macvicar Ave 0.2mi l!;%’h_:tﬂg!_* Lake Quivia <) ol
© o 7 sh
P 2. Tum right onto SW Macvicar Ave 03mi W w Pt ) g gy LT Raytonn
oo
r* 3. Tum right onto SW 17ih St 1.9 mi s De Sol Overland Park +
e by Page Jeins Fizza (o he it 05 o L Cyl B ;
) 5 D on
erryton. 40 ) Eud sody e -
e TOTALPERSONAL | TOTAL BUSINESS L bam ot & v v
eduet Commute 0.0 MI 741 Ml Go gle b 3] Glinton

o Enterthe Transaction Date.
o Inthe lower right corner, above the “comments” field, the IRS mileage
reimbursement rate for the date entered is shown.
o Add comments about the mileage, if an explanation will be helpful for Reviewers,
Approvers, or Auditors.
o Clickon“Save Expense”.

Details ltemizations,

£ Mileage Calculator @ Allocate

* Required field
Expense Type * Additional Information

(700500) Personal Car Mileage

Transaction Date *
X 12/02/2024

=]

From Location * To Location * Traveler Type Report/Trip Purpose

1700 SW College Ave, Topeka, KS 66621, USA Kansas City Int!l Airport (MCI), 1 Kansas City Blvd, Ka...  Staff v Conference Attendee ~
Payment Type

Out of Pocket
Distance*  Amoun t Currenc y Reimbursement Rates

148 99.16 US, Dollar (USD) USD 0.67 per mile
Com t 0/500

Saveanc Ad Anctrer [
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Group Meals
o “(700520) Travel Business Meals (Attendees)”

o

O O O O O

Use this expense type when a meal is purchased for more than one person.
Must include a business purpose.
A credit card charge slip is not sufficient for a receipt.
Ensure the tip does not exceed 20% of the pre-tax total.
Ensure no alcohol beverages are being paid from the general fund.
Must include names of all attendees at the meal using one of the following
methods.
= Add the names in the comment section for the transaction.
= Attach a roster with the receipt.
= Use the “Attendees” feature in Concur.
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Add Attendees

Expense v

Manage Expenses.

o Clickthe “Attendees” link in the upper left corner.

Card Transactions

Cash Advances.
«

Undefined $68.73

WORLD FRESH MARKET

Corporste Card

Detais

® or
[V SN | Delote Expense  Cancel
Hide Receipt [}
lemizations Receipt
B Attendees (1) @ Allocate
* Required field
Expense Type *
||710100| Local Business Meals (Attendees) (WUITECH) X v
Transaction Da jonal rformation
07/22/2024
Enter Vendor Hams ity of Puchase B
3
WORLD FRESH MARKET Overland Park, Kansas X v [y (T
raveler Type ReponTrp
None Selecied v| [None Selected < Click 1o upload o drag and drop flies 1o upload & new recsipt
Valid file types for upload are png. Jpg. Jpeg. oo, A or .UF,
; . S it per fe.
Payment Type Amount
Test-P-Card 8873 Add Receipt
Gurrens
US, Dollar (USD)
Comment
o Click on“Add”
Antendees B
Business Mesls Attercess) (WUTECH) 513727
Attendees (1)
O Atiendee NamsT= Altendee Title T Company i1 Attendse TypelT
O oy Test, Trowert Facuty/Siot

Amountit
1

1327

o Click “Create New Attendee”.
A& amencees ) RecantAnensees

B Anentes Groups
Search Criteria

e

Last Name.

Attendees to Be Added

* Required field

Ac0eq anencees wiL be Usied here

Search Results

Create New Auisndee

@

\

Search for attendees

Start by proviging your cear

itarin

close
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o Enter the name of the first attendee at the meal.
o Click “Create Attendee”.

r Create New Attendee b4

 Go back

* Required field
Amtendee Type ™ Last Name *

Guest W

First Name * Affiliation

Cancel Create Attendee

o After all Attendees have been added, click “save” in the lower right corner.

Attendees x
(710100) Local Business Meals (Attendees) (WUITECH)  $137.27
Attendees (2) Add

()  Attendee Namel® Attendee TitlelT Companylt Attendee Typell Attendee CountlT Amountlt

[m)] Mega Johnston Guest 1 $68.63

[m] Tammy Test, Traverl Faculty/Staff 1 368.64

cw
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Create Attendee Groups

o Checkthe box to the left of attendees that are commonly used together.
o Click on“Create Group”.

Attendees

(710100) Local Business Meals (Attendees) (WUTECH)

Attendees (3) E\m | create Group | ey o Recuest

llhndﬁN:m-Ti Amount]t

o Enter a name for the Attendee Group.
o Click“save”.
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Use Attendee Groups

o Clickthe “Attendees” link in the upper left corner.

E¥Concur  Expense v ® or

Manage Exper Card Transactions  Cash Advances

« > Undefined $68.73 PO ... coue  Cncel

IRLD FRESH MARKET  Corporate Card

Hide Receipt

Demais  liemizations Receipt

8 Attendees (1)  [lis Allocate
* Requred fed

| 710100) Local Business Meais (Aiendees) (WUTECH) x v]

0712212024

Eer Vendor e City o Pachase Gy

WORLD FRESH MARKET Overland Park, Kansas X~ Ui T

Traveles Type Regon/Trp Purpcse

NS g3 [l = 5 k10 upload or drag and o s 10 Upload 3 new receipt
Vald i types for upioad are pg, jpg. jpeg. pot, of or 1

Payment Type Amaunt * 5B Uit per e

Test-P-Card 6873 Add Receipt

Cunency

US, Dollar (USD)

Comment o0

o Click on “Add”.
Attendees X

(F10L00) Lol Business Mesic (2rencees) (WUTEEH)  $2372

Attendees (1) n
[0 Attendee Mamet= Attondes Tt Companyit Autondeo Type T Amourti]
O Tamry Tea Tiaverd Facuysatt 1 s13727

~

o Click “Attendee Groups”.

r
Add Attendees
8 Atengess ) Recert Atendees

Search Criteria

* Required feld
ftenee ype * Last Name st ame

Guest -

— ﬂ

Greate Now Atiencea
Attendees to Be Added

Acgeg aende

0 nere

Search Results

\

Search for attendees
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o Checkthe box to the left side of the name of the Attendee Group to be used.
o Click“Add to List”.
o Click“Close”.

Add Attendees X

& atiendess D RecentAftendess & Afiendes Groups

Favorites (8)

O MyTeam(29)

-

o The attendee names in that group are added to the expense.
o Click“Save”.

Attendees

(716100) Local Business Meals (Attendees) (WUTECH) | $137.27
Attendees (3) Add
[0  Attendee Namet= Attendee TitieJT CompanylT Attendee Type | Attendee Count) Amount]t
O Amy Schmidtein Guest 1 $45.76
(0 Megan Johnston Guest 2 $4575
O Temmy Test, Traver1 Faculty/stat e $45.76

Cm
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I[temize Expenses

o lItemizationis used in Concur when one receipt has purchases included for more
than one expense type.
o Example: hotel with lodging and parking
o Ifitemizing and allocating the same expense, always itemize first.
o After adding the expense to a report, open the expense detail screen.
o Clickthe box on the left side of the expense line and select “Edit” above the
list of expenses.

Test hotel over gsa $1,073.75 Copy Report | Delee Repert

Not Submitted | Report Number: YPOB36

Report Details v Print/Share v Manage Receipts v Travel Allowance v View Avallable Receipts
Expenses view: Standard v m Delete  Copy  Allocate m
(W Alerts|T Receipt{l Payment TypelT Expense Type|T Vendor Details [T Datel* Requested |T
. A l Out of Pocket (700510) Conference Hotel and Lodging (WU/TECH) Allstar Hotels 10/21/2024 $500.00
O Out of Pocket Incidental Per Diem Manhattan, Kansas 09/12/2024 $3.75
0O Out of Pocket Meal Per Diem Manhatzan, Kansas 09/12/2024 $40.50

o There are two tabs at the top of the screen:
o Details
o lItemizations

o Clickonthe “Itemizations” tab.

(=) (700510) Conference Hotel and Lodging (WU/TECH) $500.00 Save Expense

10/21/2024 Allstar Hotels

Details Receipt

Hide Receipt

% Allocate
* Required field

Expense Type *

(700510) Conference Hotel and Lodging (WU/TECH) X v
Transaction Date * Additional Information

10/21/2024 B
vendor * City of Purchase b
ar

Allstar Hotels ~ ~ 0= Qo
Traveler Type Report/Trip Purpase

Staff - Business - 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

Payment Type * SMB limit per file.

Out of Packet ~ Add Receipt
Total Amount Paid * Currency *

500.00 US, Dollar (USD) X v
Nightly Room Rate * Tax & Fees Per Night *

200 25
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o Click on “Create Itemization”.

(> (700510) Conference Hotel and Lodging (WU/TECH) $500.00 save Expense S

10/21/2024 Allstar Hotels
Hide Receipt

Defails ltemizations Receipt
Amount Itemized Remaining
$500.00 $0.00 $500.00

Itemizations (®) Create Itemization

9y
i

0
ey
N,

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.
Create itemizations for the items on your receipt. 5MEB limit per file.

No Itemizations.

Add Receipt

o Choose the first expense type included on the receipt for the selected expense.

(=) (700510) Conference Hotel and Lodging (WU/TECH) $500.00 Cancel

10/21/2024 Allstar Hotels
Hide Receipt

Details ltemizations Receipt
Amount Itemized Remaining

$500.00 $0.00 $500.00

New Itemization

* Reguired field

Expense Type *

I |Search for an expense type Q l
Recently Used - ] t
' =y
(700500) Train - -

(700500) Airfare

Click to upload or drag and drop files to upload a new receipt

(700520) Meal reduction Valid file types for upload are png, .pg. .jpeg. .pdf. tif or tiff
SME limit per file.

(700500) Transportation reduction Add Receipt

(700650) Non Reimbursable

01. HotellLodging Expenses

(700510) Conference Hotel and Lodging (WU/TECH) -
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o Complete all required fields, with a red asterisk (*):
o Notice the remaining amount at the top of the itemization screen changes to reflect
how much of the transaction still needs to be itemized.

(=) (700510) Conference Hotel and Lodging (WU/TECH) $500.00

[] Remaining
$100.00

10/21/2024 Allstar Hotels

Details Itemizations

Amount Itemized
$500.00 $400.00
New Itemization

a5 Allocate

Expense Type *

* Required field

(700510) Conference Hotel and Lodging (WU/TECH) X v
Transaction Date * Additional Information

10/21/2024 B
Vendor City of Purchase

Allstar Hotels
Traveler Type Report/Trip Purpose

Staff v Business ~
Total Amount Paid * Currency

400.00 US, Dollar (USD)
Nightly Room Rate * Tax & Fees Per Night *

140 10
Comment 0/500

Save Itemnization Save and Add Another ancel

O O O O

(=) (700510) Conference Hotel and Lodging (WU/TECH) $500.00

10/21/2024 Allstar Hotels

Details Itemizations

Ameunt

$500.00

Itemizations
[ Alerts]? Datet=
O 1Y
O '+

10/21/2024

10/21/2024

Select “Save and Add Another”.
Choose the next expense type included on the receipt for the selected expense.
Select “Save and Add Another” until the “remaining” amount is $0.00.

Once the remaining amount is $0.00, click “Save Expense” in the upper right corner.

Itemized

$500.00

@ Rremaining
$0.00

(%) Create Itemization

Expense Typell

(700510) Conference Hotel and ..

(700500) Parking

Requested [T
$400.00

$100.00

Receipt

Save ltemization [ENeERN]

Hide Receipt

=
IS

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 iff
SMB limit per file

Add Receipt

Receipt

Save Expense

Hide Receipt
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o Onthe list of expenses, the word “itemized” shows directly under the amount of the
expense.

o Onthe far-right side of that expense line there is a down caret symbol.

Test hotel over gsa $1,073.75 Copy Report | Delee Repor

Not Submitted | Report Number: YPOB36

Report Details v Print/Share v Manage Receipts v Travel Allowance v View Available Receipts
Expenses View: Standard v
O Alerts|T Receiptlt Payment TypelT Expense TypelT Vendor Details [T Datel® Requested [T ~
O A QOut of Pocket (700510) Conference Hotel and Lodging (WU/TECH) Allstar Hotels 10/21/2024
O Out of Pocket Incidental Per Diem Manhattan, Kansas 09/12/2024 $3.75

o Clickonthaticon to expand that expense and see the itemization.

Test hotel over gsa $1,073.75 Copy Repert | Delte Repor

Not Submitted | Report Number: YPOB36

Report Details ¥ Print/Share %  Manage Receipts % Travel Allowance v View Available Receipts

Expenses View: Standard v (® Add Expense

0] Alerts|T ReceiptlT Payment TypelT Expense TypelT Vendor Details|T DatelT Requested T A~
0] O Out of Pocket (700510) Conference Hotel and Lodging (WU/TECH) Allstar Hotels 10/21/2024 ﬁ?::::::

O Out of Pocket (700500) Parking Allstar Hotels 10/21/2024 $100.00

O Out of Pocket (700510) Conference Hotel and Lodging (WU/TECH) Allstar Hotels 10/21/2024 $400.00

O Out of Pocket Incidental Per Diem Manhattan, Kansas 09/12/2024 $3.75
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Allocate Expenses - split funding

o Allocate is used in Concur when expenses are being paid from multiple FOAPALs.
If Allocate isn’t used, all expenses are paid from the FOAPAL on the report header.
o Allocate can be used on one expense line, or multiple expense lines.

o Ifall expense lines need to be allocated to a different FOAPAL, and all
expenses are being paid from the same FOAPAL, simply change the FOAPAL
on the header record, rather than allocating every line.

o Checkthe box(es) to left of the expense line(s) that will be paid from a different
source(s).

o Clickon“Allocate” in the upper right corner of the Expense section.

O

Test hotel over gsa $1,073.75 Copy Report | Detete Repor
Not Submitted | Report Number: YPOB36

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

Expenses view:. Standard v (¥ Add Expense || Edit | Delete  Copy m

(m) Alerts|T Receiptlf Payment TypelT Expense Type1= Vendor Details [T Date [T Requested [T o~ -~

Las Vegas, Nevada

University Paid (700500) airfare G T A T 07/22/2024 $500.00 e I

o The Allocate screen shows 100% of the amount charged to the FOAPAL on the
header record.

o The allocation can be done by percent or amount.

o Selectthe appropriate option at the top of the Allocate screen.
o Select“Add”.

Allocate

Expenses: 1 $500.00

Percent ‘ Amount |

Amount Allocated 100% | @ remaining 03

$500.00 $500.00 $0.00
Default Allocation
Code Amount USD

$500.00

W-4567-410000-10000

Allocations (0)

No Allocations

This expense is assigned to vour default allocation shown above

:
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Add Allocation X
(4 New Allocation W Favorite Allocations

* Required field .
Chart * 1

(W) Washburn University X v

Fund

(4567) B & K Viets Teach Excell Fac Dev (WU) X v

ORG *
(410000) Finance Office X v

Program

(100001 Operating Revenues (WU/TECH) X v 7

caﬂce

o The FOAPAL from the header record prepopulates on the Add Allocation screen.
o Ifthe FOAPAL from the header record is partially paying the expense(s) being
allocated, click “Save” to add that FOAPAL to the allocation.
o That FOAPAL shows in the lower part of the Allocate screen.
= |fno other FOAPAL is added, the entire expense that was selected will
still be paid from the FOAPAL on the header record.

Allocate

Expenses: 1 $500.00

nount Allocated 100% @ Remaining 0%

$500.00 $500.00 $0.00
Default Allocation

Code

W-4567-410000-10000

mount USD

$0.00

Allocations (1) ®Add | Save as Favorite

(@] Chartlt Fund[T Program [T Activity)t Location [T Codet= Amount USD

(0  Washburn University B & K Viets Teach Excell Fac Dev (WU) i i Operating Revenues (WU/TECH)

W-4567-410000-10000

o To add another funding source that will be paying for part of the expense,
select “Add”.
o Change the appropriate FOAPAL component(s).
o Clickon “Save”.
o Ifthe FOAPAL on the header record is not part of the allocation, change the FOAPAL
components before clicking save for the first time.
o Continue to “Add” FOAPALs until all FOAPALs paying a portion of the selected
expense(s) have been added.
o Adjustthe amount for each FOAPAL, if needed.
o Click“Save” on the Allocate screen to save the current allocation for the expenses
previously selected.
o Ifthisis an allocation that will likely be used again in the future, save it as a Favorite
Allocation.
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Save Favorite Allocations

o Allocation Favorites can be one funding line or multiple funding lines.

o Click “Save as Favorite” in the middle of the Allocate window, on the right side of the
screen.

o Enter a name for the favorite allocation that can be selected when allocating future
expenses.

o Click“Save”.

Allocate

Expencessd 220951 View Allocation Group

@ Remsning $0.00

ot
Default

Alloeations (3)

O chat

O wishoum mtuse of Tecrmciogy

) Weshburn insttae of Technolagy

O Vieshourn insttse of Technolagy Supervion of Guidarce Serces (TECH) K-100000-1100-25101
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Use Favorite Allocations

o Click “Favorite Allocations” at the top of the Add Allocation window.

Add Allocation X
(4 New Allocation Favorite Allocations
* Required field o
Chart * 1
(W) Washburn University X v
Fund
(4567) B & K Viets Teach Excell Fac Dev (WU) X v
ORG* 2
(410000) Finance Office X v
Program
(10000) Operating Revenues (WU/TECH) X v 7
Cancel E

o Selectthe appropriate allocation by clicking the circle to the left of the
allocation name.

o Click“Replace Allocations™.

<
Add Allocation

+ New Allocation o Favorite Allocations

Cancel View Favorite Replace Allocations

o Click “Replace Allocations” again in the next warning message.
L

Warning X

-

n Would you like to replace your previous allocations with the
allocations in this favorite?

Cancel l Replace Allocations l

o The expense(s) selected will be paid from the favorite allocation that was selected.

o If other expenses in the Report need to be allocated differently, repeat the steps
above until all expenses have been properly allocated.
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o “Allocated” appears in blue font under the expense amount on all expense lines that
have been allocated.
o Clickonitto see the details of the allocation.
o This detail defers to percentages, even if amount was selected on the
Allocate screen.

Test hotel over gsa $1,073.75 Detete Report

Not Submitted | Report Number: YPOB36

Report Details v PrintiShare v Manage Receipts v Travel Allowance v View Available Receipts [&]
Expenses View: Standard v (® Add Expense Edit | Delete Copy Allocate Combine Expenses m
(] Alerts|T Receiptlt Payment TypelT Expense Typel= Vendor Details [T Date [T ~ -~
Abu Dhabi Aviation
University Paid 00500) Airf: 0712212024
O ry niversity Pai (@ ) Airfare e
] o E T ‘i out of Pocket (700510) Conference Hotel and | Allocated ~
| Total Allocated |
@] Out of Pocket (700500) Parking $500.00
| codet= Percent
O out of Pocket (700510) Conference Hotel and
1 'W-100000-100000-16001 100 [
O Out of Pocket Incidental Per Diem
1 View Allocation [
O Out of Pocket Incidental Per Diem

o To see the allocation information a different way, click on Report Details and choose
Allocation Summary.

Allocation Summary

Test hotel over gsa $1,073.75

The sum of allocation amounts may not exactly match the expense amount due to rounding.

CodelT Amount|T

W-100000-410000-16001

Washburn University - General Fund (WUITECH) - Finance Office - $573.75
Fiscal Operations (WU)

W-100000-100000-16001

Washburn University - General Fund (WU/TECH) - President's Office - 5500.00
Fiscal Operations (WU)
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Submit the Report:

o Review all entries on the report, including Attendees, Allocations, and Itemizations.
o Attendees
= |fthis feature was used to list attendees at a group meal, click the
blue “attendees” link under the expense type.
o Allocations
=  Click the blue “Allocated” word under the amount in the “Requested”
column.
o Iltemizations
= Click the down caret in the far-right column to expand the itemization
details for that expense.

Home / Expense / Manage Expenses / Pcard - Nov 2024

Pcard - Nov 2024 $2,803.24 CopyReport | Delete Report

Not Submitted | Report Number: E25PFW

Report Details v  Print/Share ¥  Manage Receipts v View Available Receipts
Expenses View Standard v | (®) Add Expense |
] Alerts|t Comment|T Receipt|t PaymentTypell  Expense Typell Vendor Details [ Datel* Requested [T v
. $50.00
B Fy 5] Test-P-Card (700900) Dues & Memberships (WU/TECH) FSP*KANSAS LIBRARY ASSOCI 07/25/2024 Alocated
B R $334.80
] Fy i T ! Test-P-Card (700600) Conference & Seminar Registration (WU/TECH) WYW.IWPARK.COM 07/23/2024 Alocated
— T - X . OFFICESUPPLY.COM $402.21
) H | Test-P-Card 710600) Stati d Office Suppl WUITECH 07/22/2024
U o El 'i‘ o . ( j tationery an ce supp ‘es( ) Overland Park, Kansas temized v
A (710100) Local Business Meals (Attendees) (WU/TECH) WORLD FRESH MARKET
U A i T ! Test-P-Card 07/2212024 $68.73
|, — Artendees (3) Owerland Park, Kansas
Marriott Hotel $1.339.65
O & ® Test-P-Card (700510) Conference Hotel and Lodging (WUITECH) Sriott Hotets 07/21/2024 Mlocated | e v

Indianapolis, Indiana
temized

= SR ADOBE *ADOBE
[l r'y O Test-P-Card (700660) Software Maintenance Fees (WU/TECH) ~ 07/19/2024 $32.79
- P Overland Park, Kansas

— $4684.96
—_ A . B Southwest Airlines

$2,803.24
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o Review all alerts on the report.

o Alerts that have a RED X must be resolved prior to submitting the report.
o Alerts that have an are information only and do not

prevent the report from being submitted.

o Once all expenses have been added to the report, have been itemized and
allocated, and alerts have been resolved, click on “Submit Report”.
o ADelegate cannot submit a Report for someone else.
o If preparing as a delegate, click “Ready for Review”.
o The traveler must then log into their Concur account to review the Report and

click “Submit Report”.

o Clickon “Accept & Continue” after reading the submit agreement.

Alerts: 14
Expense - (F00900) Dues & Memberships (WWTECH) - 07(25/2024 - $50.00

Ak Waming: You must attach 3 receipt image to this expanse, View 4/

Expense - (F00600) Conference & Seminar Registration (WUWTECH) - 071232024 - $334.80

L Alerts for the report are
shown here. Review the alerts

by clicking on “view”.

dh Waming: Agends must show conference hotel rate and daily agenda which contains mesls provided as part of the conference fee. View
Ak Waming: You must sttach a receipt image to this expansa. View

Expense - (F10100) Local Business Meals [Attendees) (WUITECH]) - 07/22/2024 - $66.73

A Waming: You must attach = receipt image to this expense. View

Expense - (T10600) Stationery and Office Supplies (WWITECH) - 0712212024 - 5492.21

i There are cash advances available to 2dd to this report. View
Home § Expense § Manage Expenses | Peand - Nov 2024

Pcard - Nov 2024 $2,803.24

Mot Submitted | Report Number: E25PFW

Report Detailz v PrintiShare % Manage Receipts »*

LU Copy Report | Delete Repon

View Available Receipes [

Expenses View  Standard ™ (5 Add Expense

B Alerts|T cComment]? Reecelptlt Payment Typell Expense Type [T vendor Detalls [T Date s Requested [T e

. e £ s - > 2 P cdii 550.00

] Fiy = 4 Test-P-Card (700900) Dueas & Membershings (WUITECH) FSP'KANSAS LIBRARY ASSOCI 072512024 b

= Allncated

- X . . £334.90

@) F Y (B ! Test-P-Card (700600) Conference & Seminar Registration (WUNTECH) VIWINTWPARK. COM 0v/z31z024 gl

— i " d OFFICESUPPLY.COM ' 5402.21
m n = T4 Test-P-Card (710600) Stationery and Office Supplies (WANTECH) s ";1 i i ov/2212024 i = v

— Crverland Park. Kansas tiemized

User Electronic Agreement

By clicking on the "Accept & Submit' button, | certify that:

1. This is a true and accurate accounting of expenses incurred to accomplish official business for the University
and there are no expenses claimed as reimbursable which relate to personal or unallowable expenses.

2. All reguired receipt images have been attached to this report.

3. | have not received, nor will | receive, reimbursement from any other source(s) for the expenses claimed.
4 In the event of overpayment or if payment is received from another source for any portion of the expenses

claimed | assume responsibility for repaying the University in full for those expenses

Ca

nce
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If a revision is needed on a Report that has been submitted, but not fully approved, open
the report from the Report Library and click “Recall Report” in the upper right corner.

FX7Concur  Expense v @ T

Manage Expenses  Card Transactions  Cash Advances

Home f Expense / Manage Expenses.

Manage Expenses

Report Library v-- active Reports @ (@ create New Report
Test travel. Aug 2024 © | Peardtraining
P 10112024
$254.72 $356.42
o i

FI7Concur  Expense ¥ @ T
Manage Expenses ‘Card Transactions Cash Advances

Test travel.Aug 2024 $10.72 -

Pending Supervisor Approval | Report Number: PHBOAY

Report Dstas ™ PrintiShare ™ Manage Receipls ™ Travel Allowsnce v

Expenses vew Standard v
Commen tit Rocoiptlf  Payment Typolt Expense Typolt Vandor Details T Datel* Roquested |t

=] Out of Pocket (760500) Persons! Car Milssge 1oz 3 M
=] Out of Packet (700500) Persan| Car Mileage 110412024 CE R

After the Report has been reviewed and approved by Accounts Payable, the Concur user
receives this email, if requested in profile set up.

SAP Concur w
Expense Report Status Change

Your expense report listed below has changed status.

Changed By Amy L Schmidtiein
Report Name August 2024 WUPD
Report Date 08/26/2024

submit Date 08/26/2024

Amount Approved 54617 USD
Approval Status Set To Approved

Payment Status Set To Not Paid

View Report

After the reimbursement has uploaded into Banner, to be paid on the next payment date,
the Concur user will receive this email, if requested in profile set up.

SAP Concur w
Expense Report Status Change

Your expense report listed below has changed status.

Changed By Concur System
Report Name August 2024 Safety
Report Date 08/26/2024

Submit Date 08/26/2024
Amount Approved 12595 USD
Approval Status Set To Approved

Payment Status Set To Sent for Payment

View Report
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Please refer to the document on the Washburn University Accounting website titled
“Concur Approval Workflow” to see how the report is routed for approval.

Please remember the staff in the Accounts Payable department are unable to make any
revisions to the report or make any exceptions to any Washburn University policy.

If you have any questions, please contact the designated staff in your unit or contact the
Accounting/Finance office.

o Call Extension: 2044 or 1859

o Email: accounts-payable@washburn.edu



mailto:accounts-payable@washburn.edu
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