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Last Updated: 12/5/2024

User Guide — Create a New Expense Report for a Day 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 a day trip with personal vehicle mileage
and a parking expense.

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 the Home dropdown in the top menu bar and select Expense under the Applications sub-menu.
When the Manage Expenses page opens, click the + Create New Report button.

b) Inthe quick task bar, click + Start a Report.

c) Inthe Expense Reports section, click the + sign.
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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.

Create New Report

-US Expense Policy — BCPO

None Selected

Travel Allowance
ect "Yes” if this report includes ove
s, | require Travel Allowance

vel Allowance

No, | do not require Trav

2. After completing the header information, select the radio button at the bottom of the page for “No, | do not
require Travel Allowance”. This option is selected for day trips. Travel Allowance is only required if your

report includes overnight travel expenses.
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3. After the radio button is selected, click on the Create Report button to begin adding expenses.
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Add Personal Vehicle Mileage

1. After completing the report header, 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.

SAP Concur Training $0.00 Delce Report

Not Submitted | Report Number: RYG2ZHL

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

Expenses ‘ (%) Add Expen

No Expenses

Add expenses to this report to submit for reimbursement.

2. The Add Expense to Report window will be displayed with the 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 personal vehicle mileage. Select the Vehicle Mileage expense type from the dropdown list.

Add Expense to Report

Available Expenses (0) Mew

pense
Select an expense type for the new expense
Search

Collapse All Sections

Search by expense type, categary, description

» 02 Transportation

Air Ticket Change Fee

Airfare

Airline Check Baggage Fees

Car Rental

Electric Vehicle Charging Fee
Public Trans. - Bus/Subway

Rental Car Gasoline

Ride Hailing Service - TaxilUber/Lyft
Train fares

Vehicle Mile

~ 03. Meals

Cancel
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3. Onthe New Expense page with the Details tab selected

as needed.

New Expense

Detmsis  lemizations

8 Mileage Calculator

Q& Allocate

Show Receipt [

* Required field

. Complete the * required fields and any optional fields

Expense Type ™ Purpase of the Trip ©

Vehicle Mileage X v B

From Location * To Lo Payment Type Business Area 1
Paid by Employee

Fund 2 Budget Period 3 Cost e Intenal Order

Vehicle ID * Distance 1o Dat Distar Wumber of Passengers *

Moncompensated Mileage v oo o [

Amount * Currency Reimbursement Rates

0.00 US, Dollar (USD)

Comment /500

Save and Add Another [RSOR

You can enter the number of business miles manually in the Distance field or SAP Concur can calculate the miles
for you. In this example, we will use the Mileage Calculator to have SAP Concur calculate the mileage.

4. Onthe New Expense page, click the Mileage Calculator link. The Mileage Calculator window will open to enter
waypoint addresses. Enter the waypoints to match your actual route segments driven for the day.

Mileage Calculator
! #wpid Tolls E FAwoid Highways g™
Waypoints Ma P
@ 20 Azalea Dr, Hamrisburg, PA 17110, 1 __ 23 M 9
[ Persanal [Py WSy By
@ | 555 Walrue 51, Herisburg, PA 17101 | ¥ Department of Ber ”'"'
Bervices Annex Camplex
@ AMP CURTIN o™ §
Calculate Route  Make Round Trip i A,
= ,'J/
Directions S
128 Azalea Dr, Hammisburg, PA 17110, USA oOWN
1. Head southwest on Azalea Dr toward S CirOr - 0.3 mi .
d s = Harrisburg
2. Turn left onto N Cameron St 0.2 mi ]
- £ = - INGLETON &
t 3. Continue straight onto PA-230 E/N Cameron 5t 1.4 mi 3 . %
Continue to follow PA-230 E : T % 1
- 3 s ] ,
r* 4. Turn right onto Market 5t 0.2 mi %
5. Market 5t turns right and becomes N 5th 5t 266 ft
t 6. Continue straight to stay on M 5th St 243 ft
r* 7. Turn right onto Walnut St 187 ft
Destination will be on the right (& A
555 Walnut 5t 5th Floor, Hamisburg, PA 17101, USA DOWNTOWN
HARRISBURG
TOTAL PERSONAL | TOTAL BUSINESS 4 g M
0.0 Ml 2.2 MI | Geogle S i
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Note: Any mileage segments that are not reimbursable as business miles, such as personal commuting, should
be excluded by clicking the Personal checkbox that corresponds to that segment.

Tip: After entering your departing route waypoints, you can click on the Make Round Trip link to quickly add the
return waypoints. Only do this if your trip route had the same route for the depart and return waypoints.

Mileage Calculator =
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Calculate Route @ = 4:\.;%_
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1. Head southwest on Azalea Dr toward S Cir Dr 0.3 mi i E ] i .
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= : T = ~ sbur -8
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r* 4. Turn right onto Market St 0.2mi janna ‘\;‘cr;\
- " - U S
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0.0 MI: 2.2 Ml ;G595 gley (Keyboard shortcuts Map data 220047 Terms of Use ~Repert 2 map ermor
Add Mileage to Expense Cancel
-

When complete, click the Add Mileage to Expense button.

5. The Vehicle ID field defaults to Noncompensated mileage. Click the dropdown and select the appropriate
Vehicle ID for the mileage entry.

Vehicle 1D *®

MNoncompensated mileage b

Noncompensated mileage

Personal Auto - Other Vehicle
Personal Auto - Standard Rate
Rental Vehicle

State Vehicle

Subpoenasd Witness Mileage
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Attach a Receipt Image
You can attach a document image to any expense type.

1. Onthe New Expense page, select the Show Receipt link to open a window in the current page that will give you
the option to Add Receipt.

New Expense Cancel

Show Receipt [§]

Details Itemizations

& Mileage Calculator (s Allocate

* Required field

*

Expense Type * Transaction Date Purpose of the Trip *
Vehicle Mileage X v 05/01/2024 B SAP Concur Test
From Location ™ To Location * Payment Type Business Area 1
20 Azalea Dr, Harrisburg, PA 17110, USA 555 Walnut St, Harrisburg, PA 17101, USA Paid by Employee
Fund 2 BudgetPericd 3 CostCenter Internal Order
Viehicle 1D * Distance to Date Distance * Number of Passengsrs *
Personal Auto - Standard Rate v o 4 o
Amount * Currency Reimbursement Rates
268 US, Dollar (USD) View all reimbursement rates
Comment /500

Save and Add Another ezl -

2. Click the Add Receipt window to attach a file. 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.

New Expense

Receipt

2 Mileage Calculator &% Allocate

B S Concus Test

268 US, Dot (USD)
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If finished entering expenses, click the Save Expense button. If more expenses need to be entered, click the Save and
Add Another button. In this example, we will add another expense to the report for Parking. Select the Save and Add
Another button.

Add a Parking Expense

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

New Expense Cancel

Show Receipt

Details Itemizations

* Required field

Expense Type *

Search for an expense type Q

Union Lunch Out Service Training

08. Other

Exception to Travel Policies

Misc Expenses

Parking

Tolls

11. Business Event Expense

Business Event Expense - Meals

2. Complete the required fields and any optional fields as needed.

3. Click in the Add Receipt 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.

New Expense Cancel
Hide Receipt [F
Detils Itemizations Receipt
@ Allocate
* Required field
Expense Type *
Parking X v

Business Furnose

3 SAP Concur Test

City of Purchase Payment Type *

'
1
v Paid by Employee ~ U
Q Amoun ™ Currency *
US, Dollar (USD) X v Click to upload or drag and drop files to upload a new receipt
. : Valid fle types for upload are png, Jpg, jpeg, pdf, tf or tift
SMB limit per file
Add Receipt

(7] Personal Expense (do not reimburse)

Comment w500

[ s e | 3o e
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3. When complete, you again have the option to click the Save Expense button or the Save and Add Another
button to continue entering expenses. In this example, we are finished entering expenses. Click the Save
Expense button.

New Expense Cancel
Hide Receipt
Details Itemizations Receipt
@ Allocate

* Required field
Expense Type *

Parking x v

05/01/2024 BJ  SAP Concur Test

City of Purchase Payment Type *
v Paid by Employee M
15.00 US, Dollar (USD) X v

[ Personal Expense (do not reimburse)

Bus 1 nd 2
Budget Period 3  CostCenter
Parking Receipt.png
Intemal Order was Remove:
Comment. o/se0

[ sae o | sac o o JOR

8|Page



View, Print, Save, or Email the Expense Report

1. On the main Expense page, click the Print/Share dropdown arrow and select *COPA — Detailed Report with
Summary Data.

SAP Concur Training $17.68 PPSMPY | ooy Repor | Detete Report

Mot Submitted | Report Number: RYG2HL

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

Expenses (¥) Add Expense
[J  ReceiptllT Payment Typell Expense TypelT Vendor Details)T Datel Requested)T
O EI Paid by Employee Parking 05/01/2024 $15.00
O Paid by Employee Vehicle Mileage 05/01/2024 $2.68
517.68

2. Click on the appropriate button to Print, Save as PDF, or Email the report.

*COPA - Detailed Report with Summary Data *

|z| Show Expenses |:| Show Iemizations

Expense Report
Report Name : 5AP Concur Training
Report Key : 6907388
Report Date : 111142024
Report Start Date : 11002024
“Report End Drate : 110082024

Employee Mame :

Employee ID :

*Business Area Description :
“HR Org Unit :

“HR Org Unit Description :
*Employee Subgroup :
*Personnel Subarea :
“Employee Expense Grouping :

- (0 D D
A
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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.

.. .
SAP Concur Training $17.68 iiagl)| Co™ RePort | Delete Report
Mot Submitted | Report Number: RYGZHL
Report Details v | Print/Share » | Manage Receipts v Travel Allowance v View Available Receipts [F
Expenses (¥) Add Expense

[J  ReceiptlT Payment Typell Expense TypelT Vendor Details T Datel™ Requested.T

O EI Paid by Employee Parking 05/01/2024 $15.00

O Paid by Employee Vehicle Mileage 05/01/2024 $268

517.68

Note: SAP Concur has been configured to meet commonwealth travel policy requirements. Alerts may appear
that need to be resolved to submit the report. Red Alerts must be cleared to submit the report. Yellow Alerts
are informational and will not prevent submission of the report. When the Alerts are resolved, a window will

appear indicating you were successful.

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

E- ¥ Concur  Expense v

Manage Expenses

Home / Expense / Manage Expenses

Manage Expenses

Repﬂnrt Lihrary View: Active Reports v e

SAP Concur Training
11/14/2024

$17.68

Due Employee:
$17.68
Submitted

Submitted & Pending Approval
Approverl Test Approver
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