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Differences between a Domestic and Foreign Expense Report
Objective: Highlight important differences between foreign and domestic expense reports.

1. When filling out the required fields marked in red on the Report Header, select Pre Approved Trip
from the Policy dropdown and Foreign for the Trip Type.

Report Header

Folicy Report/Trip Name Report/Trip Start Date ReportTrip End Date rip Type [y
I “Pre Approved Trip i | I | | ||_ | | I_H Foreign w |
Business Furpose Comment
Project Activity o WES o Fund o Org
) ~ ~ v
2. When creating expenses for purchases in other countries, Concur will automatically set up

currency conversion. Enter either the U.S. dollar amount or the foreign currency amount for the
purchase in their respective box, and Concur will automatically convert the value.

Expense Type ) Transsction Date Ticket Mumber ‘Vendor
Airfare | e | I |_| | | | > |
Airine Travel Service Code City of Purchase Payment Type
ISeIeci one | v| | cERN. swiTZERLAND | I Personsl Card/Cash v |
3 Rate (USD=1CHF} =Amountin USD({Required
|[crF | v | [ 1.00712004
ping airfare for 2 cancelled trip
3. If you travel to CERN, be sure to use the CERN — Meals and Incidentals expense for M&IE

instead of the automatically generated expense. This expense has the $75 reduced per diem built
in and automatically calculates the per diem amount after you enter the # of days and hit Save.

Expense | Available Receipts
Expense Type Transaction Date City of Purchase
I CERN - Meals and Incidental | v | l DSHM0201T |:|| | |
Payment Type # of Days Amount b7
IPersonaI Card/Cash | v| |1n | 75000 |usD |v|
Comment/Business Reason Comment to Approver
I Test | ‘ ‘
[ Allocate ] [ Aftach Receipt l [ Cancel ]
Travel @SLAC l1|Page

Last updated June 7, 2017



Differences between a Domestic CONCUR

and Foreign Expense Report

4. After itemization, the Travel Allowance checkbox that appears in the Lodging and the Lodging Tax
expenses compares the actual amount that you are claiming to the lodging per diem amounts
established for your business location.

This checkbox works differently depending on whether the business location is Foreign or
Domestic. Concur has built-in functionality to check the Travel Allowance checkbox for you as
necessary. However, it is important for you to understand the difference:

For Domestic: Travel Allowance box in Lodging is checked and unchecked in Lodging Taxes.
This is because Domestic lodging per diem rates are exclusive of taxes/fees. Therefore, taxes do
not need to be included in the comparison of actual lodging to per diem rates.

pense Type Transaction Date ‘Wendor
Lodging v I D&/232017
Business Locabon R? Payment Type Amount
| 300.00
N DS/2472017 Lodging * Travel Allowance
All Suites Internation 3 Angeles, Ca
O TPkl Lodging pense Type Transaction Date Business Location [y
L] 051232017 Lodging Tax sy Lodging Tax v | 0512312017 i
Payment Type Amount * [ Travel Allowance
l 50.00 Comment/Business Reason

For Foreign: Travel Allowance box is checked in both, Lodging and Lodging Taxes. This is
because Foreign lodging per diem rates are inclusive of taxes/fees. Therefore, taxes must be
included in the comparison of actual lodging to per diem rates.

FYpENSE TYPE Transaction Date Vendor
Lodging v | 0572472017
Business Location 7 Payment Type Amount
I 280.00
N 05/252017 Lodging
All Suites Internationaf Paris, FRANCE * UEEIR T
M| 032402017 Lodging pense Type Transaction Date Business Location [y
L] e T iy [ Lod0ina Tax | osaz0n7 EE
Payment Type Amount “ Travel Allowance
I 20.00 Comment/Business Reason
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