Submitting an Expense Report for Disapproved Foreign Travel wconcu r

Objective: This Quick Start Guide details how to submit an expense report to reconcile a travel card airfare
transaction when the related travel request has been disapproved.

1. Click Create New Report.

Home / Expense / Manage Expenses.

Manage Expenses

RePOH lerary o |t -9

2. Inthe report header, select Other Reimbursement for Policy and Trip Type. Complete all *required
fields.

Create New Report
E]

Create From an Approved Request

* Required field
Policy * Report/Trip Name * Report/Trip Start Date Report/Trip End Date
*Other Reimbursement ~ Disapproved foreign travel XYZ 10/06/2025 By 10092025 [S]
Tip Type * @
Other Reimbursement v X
© Business Purpose * 01500
© Project * 1 Aciivity™ 2
~
4
wes 3 Fund 4 o Location
(18090200) AD Advanced Accelerator Resear Remote

(] Local Travetz @

Comment T5i500

Provide an explanation if there is any detail approval should be aware of.

3. Select Add Expense, then choose from of the following options:
e Select from Available Expense if you are reconciling a travel card transaction(s).
e  Manually Create Expense if you are claiming the airfare cost paid with your personal credit
card.

Disapproved foreign travel XYZ $0.00

Not Submitted | Report Number: JXY3G7

Report Details v Print/Share v Manage Receipts v Travel Allowance v

Expenses View: Standard v (® Add Expense v

Manually Create Expense

= Select from Available Expenses (2)
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Submitting an Expense Report for Disapproved Foreign Travel

4. Navigate to Airfare expense and click onto the expense.

Disapproved foreign travel XYZ $592.96

Not Submitted | Report Number: JXY3G7

Report Details v  Print/Share v Manage Receipts v Travel Allowance v

EICATT I Copy Report | Delete Report

View Avallable Receipts &

Expenses View: Standard v @® Add Expense v
\: Alerts]T ReceiptT Payment TypelT Expense TypelT Vendor Details T Datel¥ Requested|T
( [x] SLAC JPMC Undefined EGENFEE*214148223052 07/28/2025 $6.00
[x] 3 SLAC JPMC Undefined United Airlines 07/27/2025 $586.96
$592.96

5. Select Cancelled airfare (Foreign Travel Only) in Expense Type field, complete all *required fields, and

attach the corresponding receipt.

Details. Itemizations Receipt

(5 Allocate

* Required fljid

Expense Type *

Cancelled airfare (Foreign Travel Only) v

@ Quick Tips

Please attach the Unused Ticket Affidavit and canceled itinerary to your expense report. - -
Show Less
P T

Transaction Date * € Concur Request ID* @ - - c&\_‘\\

0712772025 N
Ticket Number Vendor

Click to upload or drag and drop files to upload a new receipt. Valid file types for
v upload are .png. .jpg. jpeg. .pd, .tif or .tift. SMB limit per file.

Enter Vendor Name € Airline Travel Service Code * Add Receipt

UNITED 01672774059176 v
City of Purchase Booking Channel
Payment Type

SLAC JPMC
Amount * Currency

586.96 US, Dollar (USD)
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Submitting an Expense Report for Disapproved Foreign Travel wconcu r

6. Navigate to Airline Fee, click on the expense, and select Airline Fees (Cancelled Airfare) and complete all
*required fields.

Details Itemizations

(B Allocate

* Required field

Expense Type *

Airline Fees (Cancelled Airfare) v X

ransaction 0618 LommenBBusmess Keason

07/28/2025

*

Airline Fee Type Code (Custom) Vendor

Booking Fee v X v

Enter Vendor Name City of Purchase

EGENFEE*214148223052 v

Payment Type

SLAC JPMC

Amount * Currency

6.00 US, Dollar (USD)

Comment to Approver 0/500

Please fill the Unused Air Ticket Affidavit and attach it to the expense report.

7. Submit the report when finished.

Disapproved foreign travel XYZ $592.96 I Copy Report | Delete Repert

Not Submitted | Report Number: JXY3G7

Report Details ~ | PrintShare ~  Manage Receipts v Travel Allowance v View Available Receipts
Expenses View Standard v (® Add Expense v
alerts]T  Receipt]T Payment TypelT Expense Type [T Vendor Details JT Datel™ Requested [T
: r'y 1 SLAC JPMC Airline Fees (Cancelled Airfare) EGENFEE*214148223052 07/28/2025 $6.00
A 1 SLAC JPMC Cancelled airfare (Foreign Travel Only) UNITED 01672774059176 0742712025 $586.96

$592.96
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