Submitting a Prepared Expense Report wconcur

Objective: This guide is for travelers who need to submit an expense report prepared by an admin. Admins
can only create and prepare expense reports; only the traveler receiving reimbursement can submit the
report.

1. Click ‘Expense’.
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2. Select the expense report that you would like to submit.

Manage Expenses

Report Library vew Active Reports ve ( (® Create New Report ]
PPE Domestic over 30 days utah erroneous charge owed
02/13/2025 02/13/2025 01/10/2025 11/12/2024 11/11/2024
$188.00 $0.00 $200.00 $61.64 $0.00
Not Submitted Not Submitted Not Submitted Not Submitted Not Submitted
liverpool Germany golden Germany Fort Collins >30 Days Test
10/30/2024 10/21/2024 09/23/2024 09/17/2024 09/10/2024
$838.27 $946.00 $476.54 $311.70 $3,514.19
Not Submitted Not Submitted Not Submitted Not Submitted Not Submitted
—
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3. Review each expenses, receipts, and the total amount requested and click ‘Submit Report’.

Germa“y $946 .oo Copy Report | Delete Report
Not Submitted | Report Number: R41AL6
Report Details v Print/Share v Manage Receipts v Travel Allowance v View Available Receipts
Expenses | View: Standard v

() Receiptlt Payment Typelf Expense Typelt Vendor Details T Datel? Requested [T

@] Personal Card/Cash Meals and Incidentals (M&IE) Villigen, SWITZERLAND 1071972024 $129.00

O Personal Card/Cash Meals and Incidentals (M&IE) Villigen, SWITZERLAND 10/18/2024 $172.00 o

O Personal Card/Cash Meals and Incidentals (M&IE) Villigen, SWITZERLAND 10/17/2024 $172.00

D Personal Card/Cash Meals and Incidentals (M&IE) Villigen, SWITZERLAND 10/16/2024 $172.00

4. Read ‘User Electronic Agreement’ and click ‘Accept & Continue’.

User Electronic Agreement

By clicking on the 'Accept & Submit’ button, | certify that:

1. Thisis 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. Allrequired 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. Inthe event of overpayment or if payment is received from another source for any portion of the expenses
claimed | assume responsibility for repaying SLAC in full for those expenses.

(o=, | Accept & Continue

Accepting the agreement counts as the traveler signature for the expense report.
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