pennsylvania SAP Concur

Last Updated: 12/2/2019

User Guide — Create a New Expense Report for an Overnight Trip

This guide is intended to walk an employee through the basics of how to create a new expense
report in SAP Concur. The example in this guide is for an overnight trip with state vehicle
mileage, hotel, tolls, and overnight subsistence.

1. Signinto SAP Concur to access your home page. [Reference: SAP Concur User Guide — Signing In]

On the home page, there are a few options available to create a new expense report. You can choose from the
following:

a) Click Expense in the top menu bar. When the Manage Expenses sub-menu appears, click the + Create
New Report tile;

b) Inthe Quick Task bar, hover your mouse pointer over + New and click Start a Report;
¢) Inthe My Tasks section, click Open Reports and then click the + Create New Report tile.
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Complete the Report Header

1. After selecting one of the options to create a new report, the Create New Report header information window
will be displayed. Complete the * required fields and any optional fields as needed. Some fields will be pre-
populated with information from your profile and you will not be able to change them.

Clairm Trawvel Allvwance

2. After completing the header information, select the radio button at the bottom of the page for “Yes, | want to
claim Travel Allowance”. Travel Allowance is necessary if your report includes overnight travel expenses.

3. After the radio button is selected, click on the Next button to begin creating an itinerary.
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Create an Itinerary

In this example, we will complete an expense report for an overnight trip from Philadelphia to Harrisburg and return.

1. On the Travel Allowances for Report page, complete the required New Itinerary Stop fields. You must enter
the city of your hotel in the Arrival City field in order to properly determine the maximum travel allowances for

lodging and subsistence.

Travel Allowances For Report: SAP Concur Training
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2. Click the Save button to add the segment to the table on the Itinerary Info page.
3. Complete the required New Itinerary Stop fields for the return trip.
Travel Allowances For Report: SAP Concur Training
@ Editlinerary (@) Avalable lineraries  (§)) Expenses & Adjustments
tinerary Info
tinerary Name
SAP Goncur Training
Add Stop New Itinerary Stop
Arrival City Arrival Rate Location DEpamiElCey,
sylvania Harmisburp, Pennsylvania DAUFHIN COUNTY, US-FA_US |Far'i“Ug Pennsylvania
10/21/2018 08:00 AM Date Time
Arrival City
| Pritadeiptia, Fennsyivania
Date Time

4. When the trip destinations are complete, click the Next button.

5. Review the itinerary that was saved. If complete, select Next and a window will open to allow you to report if
any meals were provided to you during the trip (i.e. lunch provided at conference). Check all boxes that apply.

In this example, no meals were provided.

Travel Allowances For Report: SAP Concur Training

1) Create Newltinerary (2 Available ltineraries  (€)) Expenses & Adustments
Show dates from e = ﬂ
DateLocation « Breakfast Provided Lunch Provided Dinner Provided
1012112019

Harrisburg, Pennsylvania

1012212019
Harrisburg, Pennsylvania

6. click the Create Expenses button to start creating expenses.
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Add State Vehicle Mileage

1. After completing the report header and itinerary, the main Expense page is displayed with your Reason for Trip
as the page title. Click the Add Expense button to add a new expense.

Manape Expenzes Frocess Reports

SAP Concur Training $0.00 ——
Mot Submitted
Report Detals w Print’Share w Manage Receipis w

Add Expense

Mo Expenses

Add expenses 1 his repart 1o submil for reimbursameant

2. The Add Expense window will be displayed with the + Create New Expense tab selected. Select an expense
from the list of available expense types or type the expense type name in the search field. In this example, we
will be entering state vehicle mileage. Select the Vehicle Mileage expense type from the dropdown list.

Add Expense

0 +

fvailable Expenses Creale Mew Expense

A RecEntly Used
Parking

Wehicks Mileage ,,I]
TF

#~ 02, Transportation =
Al Ticked Change Fee
Alriarg
Alling Check Baggage Fees
Car Rental
Pulbilst Trarms BusfSulbray

Rental Car Gasoling
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3. Onthe New Expense page with the Details tab selected. Complete the * required fields and any optional fields
as needed. In this example, select State Vehicle from the Vehicle ID dropdown list.

4. You can enter the number of business miles manually in the Distance field or SAP Concur can calculate the miles
for you by using the Mileage Calculator link. In this example, we will enter the business miles manually.

Manage Expenses Process Reports.

New Expense

Details temizations
& Mileage Calculator
Expense Type *
Vehicle Mileage

From Locabion *

Philadelphia

Comment

Viehicle ID =

State Vehicle v
s

Amount

0.00

@ Aloc

ale
Tranzaction Date *
~ B | 10/21/2019

To Location ™ Payment Type

Paid by Employee

+{§

Harrisburg

Distance to Date Distance *
214
Cumrency Reimbursemeant Rales
0 and abowve — USD par mike
US, Dollar ! .

m Save and Add Another Cancel

Cancel Save Expense

Show Receipt 3

* Indicales required fisld

Purpese of the Trip *

SAP Concur Training

Number of Passengers

0

5. When complete, select the Save and Add Another button.

Add a Hotel Expense

1. Onthe New Expense page, type Hotel in the search field or select the drop down and navigate through the list
and select the Hotel room charge expense type from the list.

Manage Expanses Procass Reports

New Expense

Details Iltemizations

Expense Type *

Haotel

=
Overnight Subsistence

Parking

03. Meals

Ini Hatel - Airline Baggage Tips

Union Lunch > 50mis/multi day/no hotel
12. Lodging

Heotel room :?"ar;nelgj

* Indicates required field
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2. Complete the * required fields and any optional fields as needed. For the payment type field, select Paid by
Employee from the dropdown list for the employee to be reimbursed. Select the payment type Paid by COPA
from the dropdown list if the employee should not be reimbursed.

New Expense SO v Expense
Deetails hemizations Hide Receipt [
@ Allocate

* Indicabes required fisld
Expérra Typa *

Hatel room charge ~
Check-in Dale ™ Check-oul Date * Hights
B | 172172019 B 1072272019 1
Trareachon Dade Business Purpose
|| 102272019 SAP Concur Training
Vemdar * City of Purchass * 0
S1.;|','hridgu Suites W & - Harrisburg, pcnnu\_fl'.-.;lrliu

Altach Recaipt Image
Payment Type *

Paid by Employee |
Amecunt * Currency *
120,84 Us, Dollar -
Business Anea
B Teavel Abowants (81) Executive Offices
Fund * [2] Busdget Period * 2
T » | (1062200200) Office of the T = | (2019) FY 2019
Carst Cemier Indesrmal Ovgar
~ w
WEBS
e
Camannent

Save and Add Another Cancel

SAP Concur requires the hotel room charges be itemized requires a receipt be attached. If an attempt is made to save at
this time, an alert window will appear and advise what actions are required to resolve.

Alert x

Thi has be wed. ired to itemize thi
0 is expense has been sa oU are requi 0 itemize this Alerts »

expense. Would you like to do thet now?

“ ACTION: A receipt is required for this expense type. Please
add a receipt and re-save expense type to clear alert. View

“ ltemizations are required for this entry. View
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Attach a Receipt Image to the Hotel Expense

1. Onthe New Expense page, click in the + Attach Receipt Image window to attach a receipt. Note: Receipt
images must be of an acceptable file type (.pdf, .png, .jpg, .jpeg, .tif, or .tiff) and must be less than 5 megabytes

(MB) in size.

©

Attach Receipt Image

Itemize the Hotel Expense

1. After the image is attached, select the Itemizations tab.

New Expense /
Details Ibeffizations

AL
@ Allocate )
Expenss Typs *
Haotal rocm change
Chescicin Dae *
= 1212019
Teansartion Dute: *
o | 1222019
Vewor
Haybidge Sutes o
Parymresnt Type
Paid by Employee o
Asrsuet *
120 84
| Teaenl Adoveance
Find ™ o
T = | (1062200200 Odfice of the
Cost Cener
-
WES
~
Comment

* Indicales required field

Checkoul Date * Haghts:
B 10222m9 1
Business Purpose

SAP Concur Training

City of Purchase ®

~ | Hamighirg, Pannsylvania

Cigrrgncy *

US. Dollar ~

Busness Area

(81) Executive Offoas

Budge! Period (3]
T = | (2019)FY 2019

intesmal Gt

Teiacep -
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2. Click the Create Itemization button.

10/08/2019 Staybridge Suites
Details Itemizations
Amoart emired D Remanng
$120.84 $0.00 $120.84
Create ltemization

MO Itemizations

Create itemizations for the ilems on your receipd

> ) Hotel room charge $120.84 i@

3. Onthe New ltemization page, type Hotel room charge in the search field or navigate to the Hotel room charge

expense type in the dropdown list. Click on the Hotel room charge expense type.

2272018 Staybridge Suites

Details Itemizations
Amount Hemized L1 Remaining
$120.84 $0.00 $120.84

New ltemization
* Indicates lquJITEd field

Expense Typa ™

Tolls -
11. Business Event Expense

Business Event Expense - Meals

Business Event Expenze - Other

12. Lodging

Hatel room charge

Habel Tax \JD

Lodging - Purchase Order - 3rd Party Paid - Other

B & 538 Q

Test Seceipt= Mo
Staporege Sute:
0 g PR Gy

sy, N L7150

rem LRI
fracifue LAELHE
Bsam Crarge
e

¥ Tatu o Camrp

R W PSR

Bnancx

Cancel

Hide Receipl i]
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4. Onthe New Itemization page for the Hotel room charge:
a. If the hotel room charge was for a one-night stay, click the Entry Type dropdown and select Single

Itemization option from the list.

i. Enter the required information in the resulting data fields.

b. If the hotel room charge was for multiple nights, click the Entry Type dropdown and select the Recurring

Itemization option from the list.

i. If the room rate and taxes were the same every night, select the The Same Every Night tab and
then enter the amount for the room rate and the amount(s) for the taxes.

ii. If the room rate was not the same every night, select the Not the Same tab and enter the
different room rates and the room taxes for each date.

Hotel room charge $120.84 i

10/22/2019 Staybridge Suites

Details Itemizations
Amount Itermizad [ 1] Rermaining
$120.84 $0.00 $120.84

New ltemization
Expense Type *

Hotel room charge v

Entry Type: Recurring temization w 10/21/2019 - 10/22/2019 (Nights: 1)

Your hotel room rate was:

The Same Every Night Not the Same
Room Rate (per
night) * Room Tax (per night) Tax 2 (per night) Tax 3 (per night)
114.00 6.84|

(Amounts in US0D)

Save ltemization Cancel

O

B & X3 Q

Test Receipt — Hotel
Staybridge Suites
920 Wilewsoe Park Drive

Hamisourg, PA 17110

Cheeck in: 10/21/18

Check Qut: 10/22/18

Roam Charge:

A

» Tatal Room Chargs:

Paid with Credit Card:

salance:

Detach

og:as

13:00

511400

5624

$12084
[$120.22]

50,00

Hide Recaipt [F]

Append

5. When complete, select the Save Itemization button.
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On the Itemizations tab, the Amount figure and Itemized figure should be the same and the Remaining figure should

equal $0.00. If not, you will need to correct the itemization.

Hotel room charge $120.84 i

/2272019 Staybridge Suites
Details Itermizations
Amaunt Hemized ﬂ Remainerg
$120.84 $120.84 30.00
Create Hemization
Date & Expanss Ty Amount
1212019 Huotel room charge $114.00
O 1212018 Hatel Tax $6.84

B & B8 Q V|41

o bagan - e
Stapbrisge Sotes
0 WSS e Srin

Warrisurg, A 17110

Cheak I L8 L EL]
D G BETLR ]
b CRangE funem
T a4
Totad Bom Crange su2eae
FEA R SR LN SEEE
[ sa00

Cancel Save Expense

v

Hide Receipt 5]

6. When finished itemizing the hotel expenses, select the Save Expense button.

Add a Turnpike Toll

1. On the main Expense page, select the Add Expense button.

SAP Concur Training $120.84

Mot Submitted
Report Detals »  PrintiShare »  Manage Receipls »
Add Enmrmu.U
Aberts Recanpd Payment Type Expangs Type
=] | Paid by Emplayes Hatel roam charge
| Paid by Employae Vehicke Mileage

Vendor Details

Staybridge Suiles
HEmsburg Fennsylyanis

g

Drarte » Requested
tzaepe  S12084
1072172019 50.00

$120.84
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2. The Add Expense page will be displayed with the + Create New Expense tab selected. Select an expense from
the list of available expense types or type the expense type name in the search field. In this example, we will be
entering turnpike tolls. Select the Tolls expense type from the dropdown list.

Add Expense

0 +

Available Expenses Create New Expense

Tolls

-~ 08. Other
Tolls

O

3. Complete the * required fields and any optional fields as needed. Then select the + Attach Receipt Image
window to attach your itemized receipt.

Manage Expenses Process Reports

Details lEmizations Hede Receipl —J
@ Allocate
® indicates required fiskd

Expense Typs *

Tolls -
Teansactien Dats * Bussinss PUpose

B 1o2enme SAP Concur Training
City of Purchasa Patymead Typs ™

B =  Harrisburg, Pennsyhania Paid by Employes -
Amouri * Currency * 0

16.304 US, Dollar = g

Attach Receipt Image n
Burtress Area

Personal Expense (do nol pemburse (81) Executive Offices:
Fursd * (2] Bustigeet Pestiod [ 2]

T = (10EX200200) Office of the T = | (2019) Fy 2019
Cosl Cantes riternal Cider

W W
WES
W

Commant

m Save and Add Anciher Canos
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4. When finished with this expense and you are ready to add another expense, select the Save and Add Another

button.

Manage Expenses Process Reports

Cancel

Save Expense

Hide Recaipt [F]

Test Receipt —Talls

PA Tumpike Cornmissian
Entered: 10/22/18
(Harrisburg East)

Exited: 10/22/18

(Valley Farge]

Toll - EZ PASS: 5830

Details ltemizations
@ Allocate
* Indicates required field
Expense Type * Test Receipt— Tolls
TO“S e PATurnpike Commission
Ertered: /21719
. . [Valley Forge]
Transaction Date * Business Purpose Eted —
10/21/2019 SAP Concur Training [Harrizburg East)
City of Purchase Payment Type * Toll -EZPAsS:
@ « | Harrisburg, Pennsylvania Paid by Employee j
Amount * Currency *
16.30 US, Dollar ~

Business Area

[ Personal Expense {do not reimburse) (81) Executive Offices

Fund * ©  EBudgetPeriod* (=]
Y ~ | (1062200200) Office of the Y ~ | (2019) FY 2019

Cost Center Internal Order

WBS

Comment

Save and Add Another Cancel
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Add Overnight Subsistence

1. The Add Expense page will be displayed with the + Create New Expense tab selected. Select an expense from
the list of available expense types or type the expense type name in the search field. In this example, we will be
entering overnight subsistence. Select the Overnight Subsistence expense type from the dropdown list.

Add Expense

+

Available Expenses Create New Expense

ML Uny - s DU
Breakfast/Lunch/Dinner Meeting

Costs on Behalf of Others - Meals
Incidentals (Hotel - Airline Baggage Tips)
Missed Meal while with Patient

Nonpaid Board Member - Breakfast
Nonpaid Board Member - Dinner
Nonpaid Board Member - Lunch
Ovemignt Subsistence

Overtime Meal @

Reimbursement Patient Meals

2. Complete the * required fields and any optional fields as needed. Select the + Attach Receipt Image window to
attach your itemized meal receipt.

Manage Expenses  Process Repars

New Expense o o |

Detads e alors Has Receipt |
@ Anceate
= I anes cequiced Skl
Expssss Typs *
Owemnight Subsisience -
€ Transschon Duts ™ Buiarv s Puspase
|
City of Puschise Payment Type *
- Fadd by Emplayes -
@ imauni = Carmeacy 9
LIS, Dipllar -
dtach ol
& Travel ABowancs Perponsl Expense (de ro remirse
Soneia Aied Fufed * ﬂ
(81) Execulive Offaces T= | T 2002 000 ) Ol il e
Biediget Parod * [1] Cionl Canier
T = | (30159) F¥ 2045 e
rriemmal Groar WS
w L
comsenl
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3. When finished, select the Save Expense button.

Manage Expenses Process Reporis

New Expense
Details Hemizations
@ Allocate

Expenze Type *

Crvermaght Subsistence

Transaction Dare ™

B 10212019
Caty of Purchase
ot

& - Harnsburg Penns’yl\panla

AmouRl *

3498

R Trawal Alowance

Busingss Ahed (1]
(81) Executive Offices
Budge! Period * [1]
T - | (2019) FY 2019
Infernal Order
w
Comnent

* Indicaies reguinesd field

Business Purpose

SaP Concur Training
Paymant Typa =

Paid by Employes ]
Cuimendy *

US, Dollar -

[ Parsonal Expansa (do not reimburse)

Fund ™ a
Y ~ | (1062200200) Office of the
Cost Canber
e
WBS
e

Save Expense Save and Add Anoiher Cancel

Pt Brordt - bdrnsinon

Toew Crarpe

Crmd s Cpeel

T

o Tetw

WA

(5L

o

nrse

mas

Raarbrrasd

a1

54N
e

Hide Receipt [7]

-

View, Print, Save, or Email the Expense Report

1. On the main Expense page, click the Print/Share dropdown arrow and select the report name.

Mot Submitted

Aleris.  Receipt

SAP Concur Training $172.12

Raoport Detals w PrindSham T" Managa Receipls »

s

“COPA, - Detaded Report with Summarny Data

Payment Type

Faid by Employes

Fald by Employes

Fald by Employes Tols

Fabd by Emphyes

Expense Type

Hoted room charge

Vehicle Milsage

Dwermight Subsishence

Vemdos Details

Saybroge Sules

Hamabug . Fennegesria

Hamabng . Faegesria

“armnineg Fernsgaars

=3

Duiie: = Requested
Jazazeie  S12084
Remiznc

1IP0I 50,00
BP0 51630
DRI 53408
§iT212
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2. Click on the appropriate button to Print, Save as PDF, or Email the report.

*COPA - Detailed Report with Summary Data

] Show ltemizations

Expense Report
Report Name : SAP Concur Training
Report Key : 1670
Report Date : 10030/2019

Report Start Date : 10/21/2019
*Report End Date © 12272019

Employes Name :

Employee ID :

*Business Area Description :
*HR Org Unit :

*HR Org Unit Description :
*Employee Subgroup :
*Personnel Subarea :
*Employee Expense Grouping :
"Work Address Street :
*Work Address City :

*Work Address Zip @

Bums, Stephen B
00450162
Executive Offices
315800

EX Bur of Crmwl Pyl Ops
FT

Ma37

1

555 Walnut 5t
Harrishurg

17101

s

W
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Submit the Expense Report

1. When finished entering expenses and attaching receipt images, click the Submit Report button to send to the
designated travel approver.

Manage Expenses  Process Repons
SAP Concur Training $172.12 More Actions »
Mol Submitbed s
Repo Detals »  PrinkShare w  Manage Recepls «
Alerts  Receipt  Payment Type Expenise Type Wendor Details Daty = Reguested
-] Paid by Employee Hotel room charge ﬂf;zrii’rw‘ 10222019 SEES';
Paid by Emplayes Viehicle Mieage 1021205 £0.00
Paid by Employes Tols Hamesug, Pensaybans 1021205 21630
Paid by Emplayes (vemight Subsistence Hamiung, Pansayhoana 1021205 534 58
LATF R ¥

Note: SAP Concur has been configured to the commonwealth travel policy requirements. Alerts may appear that need
to be resolved in order to submit the report. When the Alerts are resolved, a window will appear indicating you were
successful.

The report now has a green bar indicating the report has been Submitted. The report is finished!

SAP Concur @ Requests Travel Expense Approvals App Center

Manage Expenses Process Reports

Manage Expenses

REPORT LIBRARY View: Active Reporis w

SUBMITTED 10M152010

SAP Concur Training

+

Create Mew Report

$172.12

Submitted & Pending Approval

Approver] Test User

Displayed reports: 1, Total 1
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