Creating an Expense Report wconcu r

Objective: How to create an expense report in detail

1. Here are three options on how to get started with creating an expense report:
a. In the Concur home page, click Create + and select Start a Report.
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b. OR Click on the 3 lines at the top left of the screen, select Expense then “Manage Expenses”.
This will take you to a screen with your active expense reports shown. You can then click Create
New Report in order to create a new report.
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c. OR you can also create a new expense report through your request form. Click on the 3 lines at
the top left of the screen, select Request then “Manage Request” and locate your approved
request. Then select the approved request and click Create Report.

= FCOFICUI’ Home / Requests / Manage Requests
/ © Home Manage Requests
¥ Requests ~ Requests View: appoved v Search: | Enter request ID Q | @ Create New Request
Manage Requests Request Name [T status [T  Request Dates|® Requested|T Approved|[T
= Expense s Foreign Workflow Approved 08/01/2025

08/27/2025
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c1. Click whether you would like the header information to match the header
information on the request. If yes, click Update.

@ Update Other ltems?

Linking a request will modify the following fields:

+ Request/Trip Name

+ Request/Trip Start Date
* Request/Trip End Date
s *Trip Type

« Business Purpose

+ *Project

s “Activity

« *WBS

+« *Fund

* *Personal Travel?

+ *Local Travel

Do you want to also update your expenses, itemizations, and
allocations in this report with the same changes?

Do Not Update

2. You will now be on the Create a New Expense Report page. Complete all the fields.

Create New Report
4
Create From an Approved Request
* Required field
Policy * Report/Trip Name * Report/Trip Start Date Report/Trip End Date
*Pre Approved Trip v MM/DD/YYYY (=) MM/DD/YYYY B
Trip Type * @
w
Business Purpose * 0/500
Report Total * Project ® 1 Activity ™ 2
v
_________________________________________ & e e e e i i
WBS 3 Fund 4 oOrg Location
(10047030) BSD Controllers Office Remote
[ Local Travel? @ B
Create Report [eERTL
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Required fields are marked in red (*). A summary of the fields is as follows:

i. Policy: Required. This is where you select whether your trip was pre-approved or not.

a. Select Pre Approved Trip policy if you have a domestic, a foreign, or a combined trip. The
Pre Approved Trip policy would require you to have submitted a request prior to creating
an expense report.

iii. Report/Trip Name: The title of your trip. You can name your trip however you like. You can
also use the same name that you used for the request.

iiii. Report/Trip Start and End Date: The dates when you started and ended your travel. These
dates should coincide with the dates of the corresponding approved request.

iv. Trip Type: State whether your trip was domestic or foreign. Keep in mind that any trip that
requires leaving the country is considered foreign. Trip types of Relocation, Visitor, and Other
Reimbursement should not be selected under the Pre Approved Trip policy.

V. Business Purpose/Comment: Any additional information you think is important.

vi. Project, activity, WBS, and Fund: Fill in your project number and then proceed with the rest

of the dropdowns. Concur will help narrow down the selections for the remaining

dropdowns.
vii. Location and org: These fields will be pre-populated for you.
viii. Travel Allowance: A popup will appear that will ask if Travel Allowance
you will be claiming Meals/Lodging. Will you be claiming Meals and/or Lodging?

a. Choose the appropriate response to continue. .
() Yes, | require Travel Allowance

IZ:._:] No, | do not require Travel Allowance

The Travel Allowances page is where you will enter
= the itinerary for your trip.

3. |If you claim meals/lodging, you will be taken to create your itinerary. Enter your trip segment
details and click Save. Usually, you will need two itinerary stops, departure and arrival.

For the itinerary, enter your business destination in the Arrival City field. This will determine
=] which per diems will be used in your expense report, so it is important to keep this in mind.

Travel Allowances For Report: Testing Workflow

Create New Itinerary (2 ) Available Itineraries (3 ) Expenses & Adjustments

itinerary Info
Hinerary Name Setection
| resting workitow I USGSA Employee ~

New Itinerary Stoj
o

() ‘ Departure Cityfe Arrival City Arrival Rate Location ‘ I

No Itinerary Rows Found
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https://travel.slac.stanford.edu/sites/default/files/2025-12/HowtoCreateTravelItineraryandClaimM%26IE.pdf
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Avadilable Itineraries is used if you have a saved itinerary from a previous trip that you want to
reuse instead of creating a new one. To add an existing itinerary, select it from the Available
Itineraries section, click the Assign button and Next at the bottom of the page to continue.

Date and Timets Armival Ciry Date and Time: | Arrival Rate Lacation

Arrival Itinerary example: Departure Example:
Mew ltinerary Stop Edit Itinerary Stop
Departure City Departure City
I SLAC Mational Accelerator Laboratary, Califarnia IF\NL- Argonne Mational Laboratory | lllinois
Date Time Date Time
| 10/01/2025 ] | 9:00 AM | 10/05/2025 ] I 09:00 AM
Arrival City Arrival City
I ANL - Argonne National Laboratory , Illinois SLAC Mational Accelerator Laboratory, California
Date Time Date Time
l 10/01/2025 = | 5:00 PM 10/05/2025 ] |05:00 PM

4. Click Next and make any applicable adjustment to your meals such as excluding days or meals if
meals were provided to you. Or if travel was greater than 30 days.
Adjust by checking on the appropriate boxes. Once done, click Create Expenses.

Travel Allowances For Report: Testing Workflow £l

1) Create New ltinerary (2 ) Available ttineraries Expenses & Adjustments

Show dates from M to [=] m

Exclude [All [ | ‘ Datell iont= ‘ ided Lunch Provided Dinner Provided Over 30 days Allowance
CUAe Hamanal Acceloat.. B a B A $69.00

: SR Rt .. o B B n o200

N A .. B B B E 200

- She otanat Accelerat.. a a O & $92.00

- SthC Hatanal Accelerat.. a8 a a & $69.00

| Create Expenses I Cancel
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=¥ Concur

5. Now you can add your travel expenses by
clicking Add Expense. Then choose either
Manually Create Expense or Select from
Available Expenses.

e For T-Card expenses use select from
Available Expenses.

e For expenses incurred by you, select
Manually Create.

@ Add Expense

2~ Manually Create Expense

‘= Select from Available Expenses (0)

Scroll or search for a specific expense type using the search filter at the top of the tab. This will

narrow down the available expenses to only show those that match your search.

Add Expense to Report

V Manually Create ExpensE) := Select from Available Expenses (0)

Select an expense type for the new expense

Search Q

Search by expense type, category, description

~ Recently Used

Manual Adjustment

~  0L1. Trip Expenses

CERN - Meals and Incidentals

Only use this expense type when claiming meals for CERN travel

Laundry (domestic only)

Lodging

Collapse All Sections

-3

Cancel

6. For each expense selected, complete all the required fields marked with a red asterisk (*).

Expense Type *

* Required field

Car Rental v X
Transaction Date * Vendor *
MM/DDIYYYY (=] Search for Vendor v
City of Purchase Booking Channel *
v v
Payment Type *
Personal Card/Cash hd
Amount * Currency *
US, Dollar (USD) v X
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7. The following expense types require additional steps such as itemization, allocation or have
additional fields that need to be filled out:

a. Lodging: Requires itemization and special attention to the Travel Allowance checkbox.
Refer to the /temizing Lodging Expense Quick Guide for detailed steps on how to itemize

your lodging and learn more about the Travel Allowance checkbox.

b. Airfare:

i. Check the Ticket Re-Used from Cancelled Trip checkbox when you use a credit
for a previously cancelled flight to purchase airfare. You will be asked to attach
the itinerary for the original airfare as well as proof of payment.

ii. Referto Claiming Cancelled Airfare for a cancelled trip.

c. Training/Registration: Requires itemization and allocation of fees going to STAP funds to
the correct Project Activity Code. Refer to the Itemizing and Allocating Registration
Fees to STAP PA Quick Guide for detailed steps on how to itemize and allocate your
registration fees.

d. Personal Car Mileage: Concur has a Mileage Calculator tool to automatically calculate
the amount to claim for your personal miles. Refer to the Entering Personal Car Mileage
Quick Guide for detailed steps on how to use this tool.

For any expense over $75, you must attach a receipt to submit your report. You can attach your
= receipts as you add your expenses or wait until you finish adding all the expenses to see which
ones require a receipt.

8. To add a receipt to your expense, select the

Receipt
expense related to your receipt and click the Add
Receipt button at the right of the page. You will
then be given the option to either upload a file
from your computer or to select a previously
uploaded receipt.
|
Attach Receipt » - T D
)
Attach an available receipt to the expense by selecting "Attach”. Valid file
types for upload are .png, .jpg, .jpeg, .pdf, .tif or .tiff. ik to upload or drag and drop files to upload a new receipt. Valid
ypes for upload are .png, .jpg. jpeg. -pdf, tif or tiff. SMB limit per
file.
T Upload New Receiptl gs | IT I
Add Receipt
|

SLAC TRAVEL 6

V091625


https://travel.slac.stanford.edu/sites/default/files/2023-08/Itemizing-Lodging-Expenses.pdf
https://travel.slac.stanford.edu/sites/default/files/2025-03/ClaimingCancelledAirfare.pdf
https://travel.slac.stanford.edu/sites/default/files/2024-07/ItemizingandAllocatingRegistrationFeetoSTAPPA.pdf
https://travel.slac.stanford.edu/sites/default/files/2024-07/ItemizingandAllocatingRegistrationFeetoSTAPPA.pdf
https://travel.slac.stanford.edu/sites/default/files/2025-03/EnteringPersonalCarMileage.pdf
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9. Once your receipt is
uploaded, click save. Your
expense will appear now on .
the expense report.

= NS Ll | Delete Expense | Cancel

10. Repeat step 5 to step 9 until all expenses are entered.

11. Click Submit Report on the top
right of the page to submit. =T N | Copy Report | Delete Report

12. Click Submit Report after reviewing the report totals.

Report Totals

As Alerts: 1 ~

Company Payments
$111.00 Employee

Employee Payments
$0.00 Company

Amount Total: Due Employee: Owed Company:

$111.00 $111.00 $0.00

Requested Amount: Total Paid By Company: Total Owed By Employee:
5111.00 $111.00 $0.00

13. Read over the agreement and then click Accept & Continue

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 SLAC 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. I 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 ancther source for any portion of the expenses claimed | assume
responsibility for repaying SLAC in full for those expenses.

Accept & Continue e
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