Submitting Stanford Guest House Lodging Expenses wconcu r

with On-site Lodging Authorization Form in Concur

About this guide
This guide explains how to submit Stanford Guest House lodging expenses with On-site lodging
authorization form in Concur when payment was made with a Travel Card or personal card.

Before you begin
Have the Stanford Guest House receipt and completed SLAC On-site Lodging Form ready to attach.

Step 1 - Create the Report

1. Click Create New Report.

Home ! Expense | Manage Expenses

Manage Expenses

Repon lerary e e oers . o

Step 2 - Complete the Report Header

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

| Create Expense Report
&
Create From an Approved Request
Required field * %
Policy * Report/Trip Name * Report/Trip Start Date Report/Trip End Date
*Other Reimbursement v On-Site Lodging MM/DD/YYYY B MM/DD/YYYY B
Trip Type * @
Other Reimbursement v X |:\ Local Travel?
Report Number Report Total * © Business Purpose * 0/500  Project * 1
~
z
N Activity * 2 WwBS 3  Fund 4 Og
(23010300) BSD Controllers Office
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Step 3 - Add the Expense

3. Select Add Expense, then choose the option that matches the payment method:
o Select from Available Expenses - for one or more Travel Card transactions.
e Manually Create Expense - for lodging paid with a personal card.

Not Submitted | Report Number: JXY3G7

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

Expenses View: Standard ~ 2 E -
e ‘

‘= Select from Available Expenses (2) |‘

Step 4 - Complete the Lodging Expense

Travel Card (TCard)
Open the Expense Type dropdown and select “Lodging - Stanford Guest House.”
e Complete all * required fields and attach the Stanford Guest House receipt.
e Complete the SLAC On-site Lodging Form and attach it to the expense report.

Lodging - Stanford Guest House $549.00 Save Experse | v [
Corporate Card

Details  Hemizations

Required field *

Expense Type

Lodging - Stanford Guest House v X
@ Quick Tips
Be sure to attach a completed and signed SLAC On-Site Lodging Form
Show Less
Transaction Date * Vendor
07/10r2026 ‘Stanford Guest House. v X
Enter Vendor Name Busin @
STANFORD GUEST HOUSE Menlo Perk, Califomia
Payment Type
SLAC JPMC
Amount
549.00 US, Dollar (USD)
Is lodging over per diem? *
No hd

Comment/Business Reason 115/500
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Personal Card
Open the Expense Type dropdown and select “Lodging - Stanford Guest House.”
e Complete all * required fields and attach the Stanford Guest House receipt.
e Complete the SLAC On-site Lodging Form and attach it to the expense report.

91 Add Expense to Report

a
3l 1 Create Expense from Receipt (7 Manually Create Expense = Select from Available Expenses (0)
Select an expense type for the new expense
~
Search Q Collapse All Sections = ‘ = ‘
Search by expense type, category, description
v Recently Used
~  01. Trip Expenses
Lodging - Stanford Guest House
< test lodging - SU Guest House (im] Receipt & Hide Receipt Viewer
i P
1 P
Details ltemizations i :
i H
@ Allocate Required field *

Expense Type *

Lodging - Stanford Guest House v | X
@ Quick Tips L
Be sure to attach a completed and signed SLAC On-Site Lodging Form 3 !
—_— ! '
1 s ¢
] "
Transaction Date * Vendor * ! s/ 1
| '
MMDDIYYYY By | Search for Vendor v 3 !
Business Location™ @ Payment Type ™ : i
: "
i 5 ' i
M Rersonal CardiCash ' Upload or drag-and-drop your receipts here. @ '
1 H
Amount * Currency * !
US, Dollar (USD) v X 1 1 Upload New Receipt
1
|
Is lodging over per diem? * ! [l Choose From Available Receipts
1
No v 1
—

WBusiness Reason /500

Step 5 - Submit the Report

Submit the report after confirming that all required fields and attachments are complete.

P S a—
ShmnS E oo a
< Expense Reports
test lodging - SU Guest House $183.00 .
Not Submitted Report number: S2ZH5C

Report Details v Print/Share ¥  Manage Receipts v

. __________________________________________________________________________________________|
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