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Create a Travel Request

(previously known as a Travel Authorization)
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Loginto Concur

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

SAP Concur A

.Y Concur

More
®

Information

o Or, go to concursolutions.com.
* Enter your Washburn University Email and click “Next”.
E57 concur

@ English {US) v

o Click “Washburn Univ SSO”.
o Enter your Washburn University Single Sign On credentials.
1

< Sign In

megan.johnston@washburn.test

Sign in with:
[ Washburn Univ SSO ‘

SAP Concur Password

Sign in with an Email Link

Learm about SAP Concur for your business


parso997
Rectangle

parso997
Rectangle

parso997
Rectangle


Concur Travel Request — Page 3 - 1/17/25

Work as a delegate

If a delegate prepares a Request 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 (m

2, Tammy Test, Traverl

2 Tammy Test, Traverl

_\"_"; Act as Another User ~ :'\: Act as Anather User ~
O Actas @ 2G Actas @
) wyset () mysetf

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

@ A Delegate for another user who has

granted you this permission

() Test. Debbie v

l Q l Search by name or ID

Test, Debbie '
Debbie white@washburn.edu (Email) m

Employee I0: cud
Logon 1D: Debbie white@washburn test

h,

. @ Profile Settings
@ Profile Settings

(_I_} Sign Out

(l} Sign Out
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Steps required to create a Travel Request

1.

Create the header record using the FOAPAL being used to pay most, if not all,
expenses related to the trip.
a. Create Travel Allowance (meal and incidental per diem), if applicable.

Add all estimated expenses related to the trip.

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.

Attach documents.
a. Conference Agenda, if applicable.
i. Must show the schedule and any meals that were offered as well as
the conference hotel rate.
b. If group travel, attach a roster.

Submit the Request.
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Create the Header Record

From the Concur home page, click on the blue “Create” drop down list and select “Start a
Request”.

ST Concur  Home v ® M

/  Authorization Requests 0 Available Expenses 0 [  ExpenseReports 2

Start a Request

Start a Report anur

Complete all required fields, with a red asterisk (*):
o Trip Name
o Enter a short name for the trip.
o Used to identify this trip from other trips.
Trip Start Date
Trip End Date
Destination City
Traveler Type
o Staff, Faculty, Student, Administrator
Trip Type
o Domestic - Within the US
o International - Outside of the US
o InTown - Local
o Trip Purpose
o If“other”, add reason in the addition information field.
o Personal Travel
o Answer “No” if all travel dates are business related.
o Answer “Yes” if the travel dates include personal travel days.
o Ifyes, complete the start and end date for the personal travel days.
o Chart, Fund, Org, Program
o Thisis the FOAPAL from where the trip will be paid.
= |ffunding is coming from more than one FOAPAL, an additional FOAPAL is
entered during step 3, allocation.
o This information does not auto fill from the user’s Concur profile in Request, it
only auto fills on an Expense Report.
o The FOAPAL account code (now referred to as expense type) is selected later in
this process.
o Activity
= Notrequired, enter only if needed.
o Location
= Refers tothe WU campus location and is never used for travel.

O O O O

O
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o Additional Information
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o Add any additional information about this trip that would be helpful for
individuals who review or approve the Request.

If “other’ was selected as the Trip Purpose, enter the purpose of the trip in this

@)

field.

o Comments

o Usethisfield to provide additional information that will answer any questions an
auditor may have when reviewing the report.
o Clickon “Create Request”.

Create New Request

X

* Required field
Trip Name * Trip Start Date * Trip End Date *
Test Mmooy YYY =] MM/DD/YYYY B
Destination City * Destination Country
e Search by Country/Region hd
Traveler Type * Trip Type *
Staff v None Selected v
Trip Purpose - Sport
None Selected v None Selected i
Will this trip contain Personal Travel? * Personal Travel Start Dates 0 Personal Travel End Date 0
None Selected v MM/DDIYYYY =] MM/DD/YYYY B
Chant ™ 1 Fund * ORG 2
~ ~
Program * Activity Location
v v v
Additional Information /500
4
Comment To/From Approvers/Processors 0500
&
-



parso997
Rectangle

parso997
Rectangle


Concur Travel Request — Page 7 - 1/17/25

Add Expected Expenses
o Click“Add”.

Test s neer |

Not Submitted | Request ID: 34WG

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

EXPECTED EXPENSES II

No Expected Expenses

Add expected expenses and/or tray

s 1o this request to
submit for approval.

o Select the appropriate Expense Type.
o Asearch field is provided at the top of the screen.
o The 6-digit number before the expense type is the FOAPAL account code.

Requests v Add expected expenses andlor travel plans X

Collapse All Sections

Home / Requests / Manage Requests /Test Travel| 01 HoteULodging Expenses ‘

otel and Lodging (WU/TECH)

Test Travel

Not Submitted | Request ID: 34TY

lequest | Edit Approval Flow  Delete Request

Reguest Details v Print/Share v Attachme

EXPECTED EXPENSES

~ 03. Non PerDiem Meals

Add expected expenses andfor travel plans to this request to
submit for approval.

o Complete all required fields, with a red asterisk (*):
o Trip Start and End Date
= These fields will prepopulate from the header record.
o Transaction Amount
= Enterthe total estimated cost for the expense type.
o Currency
o Comment
= Use this field to provide additional information that will answer any
questions an auditor may have when reviewing the report.
o Click“Save”.
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Home / Requests / Manage Requests / Test Travel / New Expense: (700510) Conference Hotel and Lodging (WU/TECH)

New Expense:(700510) Conference Hotel and Lodging (WU/TECH) save | S
@ Allocate
Request/Trip Start date * Request/Trip End Date *

12/16/2024 B 12/20/2024 B
Transaction Amount * Currency *

500.00 US, Dollar (USD) X v

Commen it 26/2000

Hotel for Test Conference.

Cancsl

Repeat Steps until all estimated expenses have been added to the Request.

Do not make any reservations until the Request is fully approved.

Two expense types move from this Request to the Expense Report after travel occurs.
o Personal car mileage and Travel Allowance

All other expense types are manually entered when preparing the Report, after travel.

Hotel Expense Types

o Use one of these hotel expense types on the Travel Request.
o (700510) Hotel/Lodging
=  Use to reportthe GSA lodging rate.
o (700510) Conference Hotel and Lodging (WU/TECH)
= Use when reporting a conference hotel rate.
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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.

Detalls  ltemizations

& Mileage Calculator| @ Allocate

Expense Type *

* Required field

Transaction Date * ‘Additional Information

(700500) Personal Car Mileage X v 1210272024 &

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 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 ¥
o il T Raradise
S ks e 7l Arley
Waypoints Denison Q' Mooney Cresk Kickapoo = West Platte Srithville
Platte City (D (52) Kearney.
e 1700 SW College Ave, Topeka, KS & (16} Fort
} Mayeita 3 ValleyFalls  Boyle Esston Leaverworth |
Winchester ¥ | = DI v
Leavenworth erelview i "
D \ &)
o A Farley p
Springdale o
Calculate Route  Make Round Trip Hoyt - . Lansing \ Westherty Liberty
& 5 () ozawkie (2 o j e Al L]
Directions 4] Oskaloosa Az 3 (] Ay
StMany erkiim MeLouth Falrmount porkvile g FRdsIOne. ©
Suggested routes: okeside Al
Grove it [ [
1-70 € 74.2 mi. About 1 hour 11 mins fi Elmont Vilage o
1-70 E and 1-29 N 77.3 mi. About 1 hour 13 mins = Woodstock (1) oy =
R ll (5 — Ki Cit %
KS-10E and 1-435 N 91.1 mi. About 1 hour 29 mins = = 2 B =
. silverLake Thompsonville T e L) =5 v BaL Cresk
1700 SW College Ave, Topeka, KS 66621, USA (rremry R Menoken— e 3 ) 5 Ka_"lsas City Independence
742 mi. About 1 hour 11 mins o @ ikl = SE;,‘,',:;., ) 5
1. Head west toward SW Macvicar Ave 0.2mi Rpgka _Tecumseh Lecomptan et Lake Quivira Ao @ T
= A = o (@]
2. Tum right onto SW Macvicar Ave 03mi L @z oty i Rvtomt
inwes
1 3. Tum right onta SW 17th St 19mi B Ovérland Park +
" i ki Fall Leafl
Pass by Papa Johns Pz (onthe gt i 0.8 e v Swil  Kanwaka [L}:M!mz o
/ ' = ) Euch b
=— TOTAL PERSONAL | TOTAL BUSINESS (G (=] 3 o
Beduct Commute 0.0MI 741MI Gopgle " Cinton i

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 Itemizations

& Mileage Calculator @5 Allocate

* Required field

Expense Type * Additional Information

(700500) Personal Car Mileage

Transaction Date *
X v 12/02/2024 B

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
Out of Pocket
Distance * Amount * Currency Reimbursement Rates
148 99.16 US, Dollar (USD) USD 0.67 per mile
Comment 0/500

Save Expense  Save and Add Another [KeSUTEY
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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 Clickon“Manage 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 “Manage Travel Allowance”.

= The Travel Allowance can be edited until the Request has been
submitted.

o The Travel Allowance can be revised in the Expense Report, after traveling.

E-!'? Concur  Requests v ® TP
Manage Requests Process Requests

Home / Requests / Manage Requests / Name Conference Boston Jan 2025

Name Conference Boston Jan 2025 Copy Request | Ect Approva Fow  Dette Request

Not Submitted | Request ID: 34KD

EXPECTED EXPENSES

[ ®aad |

No Expected Expenses

Add expected expen

avel plans to this request to
or approval.

o Onthe first Travel Allowance screen, enter the itinerary.
o Complete all required fields, with a red asterisk (*):
o Itinerary 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 Startandend dates
= These fields auto fill from the Header Record.
o Startandendtimes
= Enter the time departed from, and returned to, the official workstation.
o Click “NEXT”.
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Travel Allowance

Itinerary
* Required
ltnerary Name *
Name Conference Boston Jan 2025 [ Detaited tinerary @ [ without overnight @
Start Location * Start Date * Start Time *
@] Topeka, Kansas v 01/12/2025 ) 9:25 AM @

+ Add Destination

Arrival Location *

@ Nashville, Tennessee hd

+ Add Destination

End Location * End Date * End Time *

® Topeka, Kansas v 01/15/2025 ] 9:25 AM (0]

-
§  Delete itinerary Next L".JI'Y,".i"r'w‘.';-é.l’\fﬁ"ancgl

o Onthe second Travel Allowance screen, declare any free meals that will be received,
reducing the daily allowance.
o Checkthe box for a meal if:
o The meal will be paid for by another individual.
o The mealis offered at a conference, as part of the registration fee.
= 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.
o Firsttravel day = 50% of the full daily per diem
o Lasttravel day = 75% of the full daily per diem
o Fulldays in travel status = 100% of the full daily per diem
= 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.
o The lodging expense does not automatically add to the report.
o The lodging expense needs to be manually added as an expense.
o Click on “Finish”.

Travel Allowance

m

Date/Location

xclude Day Dinner Lodging

Mon, 12/02/2024 —

$140.00 $18.00
o, UNITED STATES @
Tue, 12/03/2024 — $140.00 $38.00
do, UNITED STATES @ =
Wed, 12/04/2024 5140.00 $38.00
Orlando, UNITED STATES @ = =
Thu, ]ZJH?I_Z-UZ:#_ ) 5140.00 $38.00
Orando, UNITED STATES @
Fri, 12/06/2024 $0.00 $60.00
Orlando, UNITED STATES @
Total: $560.00 Total: $192.00
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The meal and incidental amount show as “Travel Allowance” in the list of Expected
Expenses on the report.

Name Conference Boston Jan 2025 $279.50 Copy Request | Edi Approval Flow  Delee Request
Not Submitted | Request ID: 34KD

Request Detalls v PrintShare v Attachments v Manage Travel Allowance v

EXPECTED EXPENSES (@aa)

(] Expensetypelt Detaits 1 Date}? Amount|t  Requested)f

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

If requesting 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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Allocate Expenses - split funding

@)

Allocate is used in Concur when expenses are being paid from multiple FOAPALs.
If Allocate isn’t used, all estimated expenses will be paid from the FOAPAL on the
report header.

Allocate can be used on one expense line, or multiple expense lines.

o Ifallexpense 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.

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

Click on “Allocate” in the upper right corner of the Expected Expense section.

Name Conference Boston Jan 2025 $779.50 Copy Request | EdtAgprovalFlow Dl Request

Not Submitted |

Request ID: 34KD

Request Details ¥  Print/Share ¥  Attachments ¥  Manage Travel Allowance v

EXPECTED EXPENSES Edit | Delete

A

Alert|T Expense typell Details [T

Datel Amount|T Requested|T

(700500) Airfare 01/12/2025 $500.00 $500.00

Travel Allowances Nashville, Tennessee 01/12/2025 - 01/15/2025 $279.50 $279.50 v

$779.50

o The Allocate screen shows 100% of the estimated 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

Amount
$500.00

Defauit Allocation

Code
W-4567-410000-10000

Allocations (0)

Percent I Amount

$500.00

Allocated 100% | @ Remaining o

$500.00 | $0.00
Amount USD
$500.00

[ @ Add I

|

No Allocations

This expense is assigned to vour default allocation shown above
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- 3
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} Onerating Revenues (WU/TECH) X v

-

o H

o The FOAPAL from the header record prepopulates on the Add Allocation screen.
o Ifthe FOAPAL from the header record is partially paying the estimated 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 X

Expenses 1 $500.00
ant |
Aot Allocsted 100% © Remaining 0%
$500.00 $500.00 $0.00
Default Allocation
Cade Amourt USD
W-4567-410000-10000 $0.00

Allocations (1) | Save as Favorite

O Chart)t Fund [T Program [ ActivityJT Location[T Codet* Amount USD

(O Washburn University B &K Viets Teach Excell Fac Dev (WU) ice Operating Revenues (WU/TECH) W-4567-410000-10000

CGNEE

o To add a 2" FOAPAL that will be paying for part of the estimated 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 estimated

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 estimated

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”.

Programit Cotes

st InsutLze of Tecnotogy 2 ‘Offce of tne Director (TECH) K-100000.100015100

Washburn Insituse of Technology i Financial Accounting (TECH) K-100000-1010.16103

Washburn Inshitues of Techmology Supcrwision of Gurdancs Servioes (TECH) K-100000-1100-15101
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Use Favorite Allocations

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

Add Allocation

4 New Allocation) Y Favorite Allocations

X

* Required field o
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
(10000} Operating Revenues (WU/TECH) X v 7

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

o Click“Replace Allocations™.

r N
Add Allocation

-+ New Allocation + Favorite Allocations

I
Cancel View Favorite Replace Allocations
Cm—————

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

F l

Warning X

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

Cancel | Replace Allocations

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

o If other estimated expenses in the Request need to be allocated differently, repeat
the steps above until all estimated 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.

Name Conference Boston Jan 2025 $779.50 —— e Request
o

Not Submitted | Request ID: 34KD $500.00

Request Details v Prin/Share v Attachments v Manage Travel Allowance v Codet= Parcent
‘W-4567-100000-10000 50

EXPECTED EXPENSES [Aliocate
‘W-4567-410000-10000 50
O Alert]T Expense typell Details T

O & (700500) Airfare

O Travel Allowances Nashville, Tennessee 01/12/2025 - 01/15/2025 $279.50 $279.50 v

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

Allocation Summai

‘Name Conference Baston Jan 2025 $779.50

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

Codell Amountl®

W-4567-410000-10000
$529.5

Washbumn University - B & K Viets Teach Excell Fac Dev (WU) - Finance Office - Operating 0
Revenues (WUITECH)

W-4567-100000-10000
$250.0
Washburn University - B & K Viets Teach Excell Fac Dev (WU) - President's Office - Operating 0
Revenues (WU/TECH)
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Add Attachments

o Use this area of the Request to attach Conference Agendas and/or Group Rosters.

o Conference Agendas must show meals provided and conference hotel rate.
o With the Request open, click “Attachments” above the list of Expected Expenses.
o Select “Attach Documents”.

Test e
Not Submitted | Request ID: 34WG
ils~  Pri > age Travel Allowance v
EXPECTED EXPENSES Edt | Delete  Alocate
'
-
No Expected Expenses

Add expected expenses and/or ravel plans to this request to
submit for approval.

o Click“Upload and Attach”.

Document Upload and Attach

o Browse for the document and select “Open”.


parso997
Rectangle

parso997
Rectangle


Concur Travel Request — Page 19 - 1/17/25

Submit the Request

o Review all alerts on the request.
o Alerts that have a RED X must be resolved prior to submitting the request.
o Alerts that have an are information only and do not
prevent the request from being submitted.
o Once all expected expenses have been added to the request, allocated if needed,
and alerts have been resolved, click on “Submit Request”.
o A Delegate cannot submit a Request 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 Request
and click “Submit Report”.
o Click on “Accept & Continue” after reading the submit agreement.

Alerts for the report are
shown here. Review the alerts
by clicking on “view”.

Aleris: 3

EXPENSE  (700500) Pardrg ~ 12/16/2024  $50.00

Ak Rambursemant for valet paridrg will require domumentatian fram the hotal of the parkding aptions avallable. Relmburs T e amaur of tha fea for seif-sarea parking, If seid-serva paking
availanle, this i Fie anly rate which Wil b reimnurssd, To be relm ERTAmEnt o this fiokal SA0sInG thers &8 A0 atfer types of panking optiors will be Mclidan with the sxpenss
et Wiew

& Travelers are ercouraged fo use e least cupenshve convenient parking alternatse avallable. A2 Kansas Cy Intemational Alport (KCI), long term ecanamy parkng en the alrport oremises for grant funded tips
Far non-grant fundad tips, Travelars may use the $CI Park Alr Express Outdear parking. Baimbursemant far athar KCI pandng optians will ba limited ta thasa listed. View

EXPENSE (700500 Mirfore 120182024 5350.00

A F¥E The Unhversity raimburses far the lowest priced coach class aifare avalabls consistant with flght avallabisy and Trawesor canvenience. The cost to upgrade to busingss ar first clazs shall be borne by the
Travalar Farly chiack in, travel Insurances, and sesf chodces will alsa ba bame by the Travebar unless documantation fram the aldine i Included stating saat chnice s requirad. View

Test Travel $1,699.16 opy Request | Edit Approval Flow  Delete Requast

Mot Submitted | Reguest ID: 34TV

Reguect Detalls «w PrintiShare w Attachments W Manage Travel Allowance w

EXPECTED EXPENSES |\m_|

[ Alert]T  Commentlf Expense typell Details 1T Drated® Amountl]  Requestedf
U EI zj!ﬁ:::;:&n-'::f:;aﬁ:Ee-"".h“ 12NE2024 70000 ETO0
I_] = g::':frgc]lcf"’em:: Hate and Lodging 1ZEZ0EA £500.00 $00.00
s {TO0B00) Persanal Car Mleage ::Ti‘l;“éﬁ::r:“’;?;01151213 LL'? Konsaz City It Arport MEDL 1 )oneooze w9918 595,16
I_ ﬂ El TS0 Parking 122024 =il S0
| iy El {FO0S00) Arfars 121620024 L3500 £

User Electronic Agreement X

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 required 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.

Cancel Accept & Continue
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Concur Travel Request — Page 20 - 1/17/25

Return to the Request Library to see the status of active requests.

ET7Coneur  Requests v o
I —
Manage Requests
—— Hew
Name Canference Boston .. 4 | Fat 2024 mieage
ourzms | 192024 | 207
$779.50 $452.00
= =D

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

EX¥Concur  Requests v o @
Manage Requests  Process Requests
L e e S

A Aersi1 -

Name Conference Boston Jan 2025 $779.50 uq Cancel Request

Pending Supervisor Approval | Request ID: 34KD

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

EXPECTED EXPENSES

AlertlT  Expense typell Details|T Datel® AmountlT  RequestedlT
A (700500) Aifare 011212025 5500.00
Travel Allowances Nashylle, Tennassee 0U12/2025 - 0U1S2005 527950 21950 v

Requests remain active for 60 days after the travel end date. After that time, the “view”
option will need to be changed to “all requests” to find a request.

E‘:’ Concur Requests v

Manage Requests Process Requests

Home / Requests / Manage Requests

Manage Requests

View:  Active Requests v

Active Requests
-

Not Submitted

Fall 2024 mileage
08/19/2024 | 33FX

Pending Approval $452 .00
| Approved  retumeal

Cancelled

Closed Sent Back to User

All Requests

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

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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