Employee Reimbursement System

Concur Create an Expense Report: Detailed Guide

Overview

Creating expense reports is one of the primary functions of Concur. This Guide provides detailed
instructions on how to create and submit an expense report.

Log into Concur
1. Log into Concur:

a. Go to: http://travel.harvard.edu/concur

b. Click the link titled Click to Access Concur.

Alternate Login:

a. Go to http://fss.finance.harvard.edu/applications
b. Click the Concur link.

2. Your HarvardKey authentication page will appear. Login.
3. Concur Travel and Expense will automatically load.

Create a New Expense Report
Once you have logged into Concur, you are ready to prepare a new expense report. You have two options:

1. Click +New
e If you are also an
Approver, click +New
and then select Start
New Report

OR

2. Click Expense and then
click + Create New
Report.
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Report Header
The report header is the “title page” of your expense report.
1. Enter the appropriate information for each field (fields with red left borders are required fields)

a. Report Name — Enter a brief identifier for the report.
e Check with your Tub Finance office for any specific naming conventions

b. Report Date — Defaults to date expense report was created, but can be changed if necessary.

c. Business Purpose — Enter a brief explanation of why the expense is business-related.
Field is limited to a maximum of 64 characters; Be as concise as possible.
Include travel dates

Focus on the “why” — for example, travel to ABC conference.

Use the Comments field if you need more space.

d. Comments — useful for recording additional information about the business purpose, as well
as other notes regarding the expense report, such as:
e Used Corporate Card for the hotel rooms for myself and Jim Stewart.
o Conference fee refund resulted from being asked to present at the conference.

e. Account String Coding — Some or all of these fields may be pre-populated based on your
Concur profile, but can be changed if needed. Select the components (TUB, ORG, FUND,
ACTIVITY, SUB-ACTIVITY, and ROOT) of the account code for the expense.

e NOTE: The object code component of the account string is derived from the type of
expense you select.

Administration ~ | Help ~

CONCUR Expense Approvals App Center .

Profile ~
-

Manage Expenses View Transactions Cash Advances ~

ew Expense Report
>< Report Header

Report Mame Traveler Type Report Date Business Purpose

I | | | Facuty 032412016 |_|

Comment

TUB ORG FUND ACTMITY o
I (610) CADMCentral Aclmlnls‘ W | I (55850) CADM"Center for w.| e | I | W | I e
SUB-ACTIVITY ROOT

2. At the bottom of the screen, click the Next button.
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Expense Page Overview

Administration ~ | Help ~

CONCUR Expense Approvals App Center

Profile ~ &

Manage Expenses View Transactions Cash Advances ~

ABC Conference - San Antonio et Repor
= New Expense =+ Quick Expenses Import Expenses Details * Receipts v Print / Email =
Expenses View T & | New Expense Available Receipts
Date v Expense Type Amount Requested
= | ‘ All Expense Types rS
Adding New Expense
[] 0392016  Car Rental 568.22 568.22 01. Travel Expenses
Alamo, San Antonio, Texas Individuzl Meals
| D3/08201E Individual Meals 52487 52487 Lodging

Los Pollos Hermanos, San Antonic

O 0309206 Parking
‘Westin Hotel. San Antonio, Texas

Ledging Deposit
522.00 522.00 Rarking

02. Transportation
Airfare
Airling Fees
Car Rental
Ground Transportation
Personal Car Mileage
Rail
03. Business Meals & Entertainment
Business Mealz
Food Supplies

TOTAL AMOUNT TOTAL REQUESTED ™
Meeting Room Rentals & Leases of Space
$115.09 $115.09 . )

na

1. The left side of the screen displays a list of each expense on the report. When creating a new

report, this list will be empty. Each expense you enter and save to the report will then appear in the
list.

2. When you create a new report, the right side of the screen will show one of the following:
a. Alist of Expense Types to classify the new expense.
b. The Available Expenses list, which displays the Corporate Card transactions loaded into
Concur electronically every night. If this list does not appear by default, you can view it by
clicking the Import Expenses link, located next to the Quick Expenses button.

As you enter expenses, running totals of the amount requested and the total amount of the report are
displayed at the bottom of the left side

TOTAL AMOUNT TOTAL REQUESTED

$115.09 $115.09

Note: The Total Requested will be smaller than the Total Amount if any personal or non-
reimbursable expenses were included on a business receipt. Example: A movie rental that
appeared on the Hotel invoice.
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Enter Expenses

Below is the list of Expense Types, with major categories of Travel Expenses, Transportation, Business
Meals & Entertainment, Supplies & Materials, Communications, Other, 8450 - Expenses Ineligible for Fed
Reimbursement, Services, and Equipment, Furniture, and Fixtures..

All Expense Types

01. Travel Expenses
Individual Meals Conference Fees

Lodging Construction in Progress
Lodging Deposit Dues & Professional Memberships
Parking Fees, Permits & Licenses
Improvements & Alternations to Space, Non Capitalized
Airfare Other
Ajrline Fees Subject Payments

Car Rentsl Training & Professional Development
Ground Transportation < 07. 8450 - Expenses Ineligible for Fed ReimbursemenD
Personal Car Mileage erns
T—f Alcohol {including tax and tip)
03. Business Meals & Entertainment Celebratory Events

BT Event Expenses
Food Suppliss ifts

Meeting Room Rentals & Leases of Space
04. Supplies & Materials Catering

Animal Supplies Other Services
Clazsroom Suppliss Frofessional Services
Laboratory Supplies Publication Services
Monlibrary Books, Reprints & Subscriptions Records Storage & Protection Senvices
Office Supplies Relocstion Expenses
Other Supplies Technical Services
Page Charges Uniforms & Laundoy Senvces
Photoc opying 09. Equipment, Furniture and Fixtures
Photography & Printing Suppliss Computer Equipment
Postage & Shipping Men Computer Equip, Furniture & Fixturss <55000
Printing & Publishing Meon-Sponsered Work in Progress, Equipment =>=55000
Rentals of Equipment, Furniture & Fidures
ST Tcaions Sponsored Work in Progress, Equipment >=55000

For each expense transaction, you will select an expense type and then fill in the required fields based on
the type of expense.

Enter Corporate Card Transactions
Corporate Card transactions are loaded into Concur every night and will appear in your Available
Expenses list.

e Ifthe Available Expenses list does not automatically appear on the right side of the screen within
an expense report, click the Import Expenses link, and any Corporate Card transactions that are
not associated with an expense report will appear in the list. International transactions may take
longer to appear.

ABC Conference - San Antonio Deite Repor

[ 4 NewExpense | | = Quick Expenses Detsis *  Receipts ¥ Print/ Email ©

e
Expenses View v < Available Expenses ) X
L1 |pater

Expense Type | Amount | Requested |
Addmg New Expense D Expense Detail | Expense Type | Source Date & Amount
O 0082018 Car Rental i 563.22 $68.22 || Truck and Utility Trailer ... Car Rental e 111812015 $91.23
Alamo, San Antoni
| D3/09/2016 Individual Meals 524 87 52487 [ | Toll and Bridge Fees Sea..  Undefined e 11182015 $83.92
Los Pollos Herman
] 002G Parking $22.00 $22.00 D METROPOLE HOTELS... Lodging e 11192015 54428
‘Westin Hotel, San ,
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To add Corporate Card expenses to a report:
1. Onthe Available Expenses list, select the checkbox next to the item (or items) you want to add to

the report.
2. Click Move.
3. The item(s) are moved to the left side of the
screen. T Ve €
. Date » E: T Al it R ted
NOTE: Alternatively, you can add expenses to the O_|os — — —
. . . . Adding New Expense
report by clicking the desired items and dragging
. |:| D3/ng/2016 Car Rental $63.22 §68.22
them to the left side of the screen. Alamo, San Artonio,
|:| D3/09/2016 Individual Meals $24.87 §24.87
Los Pollos Hermanos
The Red Exclamation Point icon indicates that there is an [l owoeaote  paing 52200 52200
exception — some type of issue — with the transaction. []  omeooie  Undefined ss710 ss7.10
Often this is due to missing information for that » 05 e
transaction — such as city, expense type, or vendor. _—"
4. For each exception, click the row for the
transaction, and fix any missing/incorrect
information.
TOTAL AMOUNT TOTAL REQUESTED
. . . $172.19 $172.19
Example: This transaction came over with an

exception because the expense type was listed
as “Undefined. “

Expense Available Receipts
Expense Type Transaction Date
I Undefined | v | 030092016
'W Enter Vendor Name
| Attended ABC Conference | Dairy Products Stores
City of Purchase Payment Type -
| San Antonio, Texas | Citibank - Mastercard e |
Amount Comment
57.10 usp | v| | |

5. Use the drop down menu and select the proper expense type. Once you select a type, the fields
on the Expense tab may change.

6. Complete all required fields (indicated by the red border on the left).

7. Click Save.

8. Repeat steps 4-7 until all Exceptions on the report have been resolved.

Tip: For each Corporate Card transaction you add to a report, it is a good idea to verify that the
expense type is correct for the specific transaction.

Example: The system might incorrectly assign a meal at a restaurant that is located within in a
hotel as a hotel stay, due to the similarity in vendor name. The correct expense type might
actually be “Individual Meal” or “Business Meal with Attendees,” and you would need to select the
appropriate expense type, and then complete any required fields related to the meal.

IMPORTANT: All transactions made using the Corporate Card must be put on an expense report. This
includes personal or non-reimbursable items such as a movie rental or personal purchases made in a gift
shop and charged to your hotel room. When adding personal expenses, remember to select the Personal
Expense checkbox to ensure they are not reimbursed.
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Entering Out of Pocket Transactions
1. Click the + New Expense button. e -
2. Select the appropriate Expense Type. L &= Mewy Expensze !

3. Enter the information from your receipt,
completing all required fields.

Expense Available Receipts

Expense Type Meal Type

I Individual Meals | vl I 3. Dinner | v]

Transaction Date Business Purpose

I 03/09/2016 | jl I Attended ABC Conference l

Enter Vendor Name City

[Los Pollos Hermanes ] I San Antonio, Texas |

Payment Type Amount

IOutufPockel | V] |12.34 HUSD | VI
Comment

[] Personal Expense (do not reimburse)

l' |

Any Alcohol?
[ [~]
[ liemize ][ Allocate ][ Aftach Receipt ][ Cancel ]
4. Click Save.

5. If Exceptions appear when saving the transaction, select the transaction in the list and then
edit the appropriate fields.

IMPORTANT: The amount for the entire receipt must be entered, even if only part of it is to be
reimbursed, such as a business meal that your spouse attends. In this example, you would:

1. Click the Itemize button on the Expense tab.

2. Enter the amount of the expense that is personal.

3. Select the Personal Expense checkbox to ensure it is not reimbursed.

4. Click Save.

Attach Receipts @

Expense entries that require a receipt will display the Receipt Required icon.

Attaching a receipt to the expense will change the icon to the Receipt Received icon.

Note: The University policy states that any expense over $75 requires a receipt. These icons will not
appear if the expense is less than $75. Check your local school/unit policy about receipts requirements for
charges under $75.
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Attaching Receipts to an Expense Transaction (Line Item)
There are two options when attaching a receipt to a line item:

Option 1: Drag and Drop from Available Receipts
1. To attach a receipt to an expense entry, click the box in front of the specific expense line item.
2. Open the Available Receipts on the right side of the screen.

DO Delete
Delete Report Submit Report

¥ Show Eveeptions

l Forgilable Receipts \

N\ v A

v
3. Click on the green arrow at the top of the receipt picture
¢ The receipt will move out of Available Receipts and is
attached to the line item expense.

IMAGD093.jpg
Option 2: Manually Upload and Attach Receipts
1. Click an expense item to open it.
2. Click Attach Receipt at the bottom of the screen.
,4_‘\
ltemize Allocate Attach Receipt Cancel
B (v ) (e ([ oo ) [cocn |
3. The Attach Receipt dialog box opens.
Attach Receipt *

Click Browse and select a .png, .jpag, .jpeg, .pdf, .html, .tif or .Gff file for upload. 5 ME limit per file,
Mo Receipt? Create a missing Receipt Affidavit here,

File Selected for uploading: Browse...
No file selected
4. Click Browse.
5. Navigate to the location on your computer where you saved the receipt image file.
6. Select the file to upload, and then click Open.

e Images can be up to 5 MB in size and must be a PNG, JPG, HTML, TIFF or PDF file.
7. Click Attach.




Employee Reimbursement System

Concur Create an Expense Report: Detailed Guide

Submit Expense Report

1. Review any Exceptions that appear in the tool bar directly below the
Submit Report button. If they are not showing, click Show
Exceptions.

Delete Report Submit Report

Types of Exceptions:

. A Yellow icons: A warning message regarding a specific expense. The system will
still permit you to submit the report, but you should review all yellow exceptions and
determine whether you should make changes to the report prior to submission. For
example, you might choose to add a comment on any expense line item with a yellow
icon.

. 0 Red icons: Indicates the expense has an issue that must be resolved before the
report can be successfully submitted. Typically, this is either missing or invalid data in a
field, or the expense does not comply with university business rules or policies.

2. Click Submit Report located on the top right of the screen. The Final Review window appears.

Final Review 0O x

User Electronic Agreement

By clicking on the ‘Accept & Submit' button, | cerify that:

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

2. All required receipt images and forms have been attached to this report.

3. Any expenses to be reimbursed through sponsored funds comply with the terms and conditions of the award,
University policy, and federal regulations, if applicable.

4. | have not received, nor will | receive, reimbursement from any other source(s) for the expenses claimed.

3. In the event of overpayment or if payment is received from another source for any porfion of the expenses
claimed | assume responsibility for repaying Harvard University in full for those expenses.

6. All coding and expense allocations have been reviewed for accuraty.

Accept & Submit Cancel

3. Read the User Electronic Agreement section and verify that all required receipts are attached, and
the information on the report is accurate.

4. Click Accept & Submit. A confirmation pop up
screen appears. It details the amount of the expense
report and any disbursements that will be made to the 480 Conterence - San Artorio

individual and to the Corporate Card. Expense Report
5. Click Close at the bottom of the pop up.

Report Successfully Submitted x

Report Total $115.09

Less Personal Amount : $0.00

The expense report is now submitted and ready for approval. Amount Claimed - $115.09
Amount Rejected : $0.00

Company Disbursements

Amount Due Employee : §$115.08

Total Paid By Company : $115.08

Employee Disbursements

Amount Owed Company : $0.00
Total Owed By Employee : $0.00

|‘ Close |
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Resources

Quick Reference Guides and Online Tutorials

Quick Reference Guides provide step-by-step instructions on a number of common tasks in Concur, and
online tutorials present a video walk-through of how to perform various tasks and procedures within the
system. Both the Guides and online tutorials are available at: travel.harvard.edu/concur-training

Concur Support

24 hour support is available through the Concur Support Desk at 866-793-4040. You can also access the
Concur Support Portal within the system by clicking the Help menu, and then selecting Contact Support.



http://travel.harvard.edu/concur-training
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