SAP CONCUR How-To Sheets
fa Ct Submitting an expense report when
FINANCIAL ADMINISTRATION

COMMUNITY TRAINING & SOLUTIONS you dO not already ha\[e an
outstanding cash advance request

This how-to sheet outlines the steps required to:
e Submit an expense report for reimbursement.

Important note:
¢ If you have an outstanding request linked to this report (i.e. you received a cash advance request), you
should be using a different how-to sheet from carleton.ca/facts/travel.
e Retain paper receipts until you have received payment.

What is the SAP Concur Travel and Expense Reimbursement system used for?

e Requesting reimbursement for expenses (i.e. either travel or non-travel) that you have paid out of pocket
(i.e. using your own personal money).

Governing Policies can be found on the University Secretariat’s site:
e Travel and Related Expenses
e Hospitality and Working Meal Expenses
e Alcohol and Cannabis Use Policy

THESE INSTRUCTIONS ASSUME YOU ARE WORKING FROM A DESKTOP COMPUTER/ LAPTOP

1. From the landing page, click on _
the ‘+ New’ button and choose
‘Start a Report’ from the drop- + 06
down menu.
New Authorizati
Requests

This Tip is ONLY for those acting

as delegates: If you are acting on

behalf of a claimant you must Start a Request
first switch to the claimant’s SAP
Concur account. Review the Enter New Reservation
‘Switching to a Claimant’s SAP O v ; y live e-
Concur Account’ how-to sheet for Upload Receipts

more information.

Start a Report




Begin by filling in the required

fields. Required fields are
identified with a red asterisk.

Tip: Click on the question mark
icons above fields for more
information.

Glaim Travel Allowance

3.  Choosing the correct option to
this question:

‘Not Acting as Delegate’
is the default. Leave the
default if you are acting
on your own behalf.
Choose ‘No’ if you are
acting as a delegate for a
claimant, but you ARE
NOT the claimant’s
supervisor.

Choose ‘Yes’ if you are
acting as a delegate for a
claimant and YOU ARE
ALSO their supervisor.
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4a.

To claim a travel allowance

Click on the radio button
beside ‘Yes, | want to claim a
Travel Allowance’ if you will
be claiming a travel
allowance (commonly known
as a per diems).

Note: If you choose ‘Yes, |
want to claim Travel
Allowance’ you will be
required to complete an
itinerary.

If you choose ‘No, | do not
want to claim Travel
Allowance’ skip to Step 5 of
this how-to sheet.

Tip: A travel allowance can
only be used when you travel
(i.e. Travel ‘Report Type’).

Claim Travel Allowance

Only choose “Yes, | want to claim Travel Allowance’ if you want to claim per diems
at the National Joint Council Rate (per diems are called ‘travel allowance’ in this

system).

#® Yes, | want to claim Travel Allowance

O No, | do not want to claim Travel Allowance

4b.

To claim a travel allowance

Click the blue ‘Next’ button.




4c.

To claim a travel allowance

Fill in the fields in the ‘New
Itinerary Stop’ window for
the first stop of your trip
(e.g. flight from Ottawa to
Toronto).

Click the blue ‘Save’ button.
Tip: A layover during a flight

does not require a line item
in the itinerary.

Travel Allowances For Report: Screen Captures June 15 2020
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4d.

To claim a travel allowance

Fill in the fields in the ‘New
Itinerary Stop’ for the
return trip (e.g. flight from
Vancouver to Ottawa).

OR

Add additional stops for
your trip before you add the
final return trip.

Click the blue ‘Save’ button
to save each stop.

de.

To claim a travel allowance

Once you have added a line
for each stop, click the blue
‘Next’ button.

Go to Single Day tineraries Cancel




4f,

To claim a travel allowance

If everything looks ok, click
the blue ‘Next’ button.

Tip: You can use the blue
‘Previous’ button to return
to your itinerary.

4g.

To claim a travel allowance

All travel allowances
(commonly called per
diems) are automatically
selected for your trip (note:
there won’t be any
checkmarks).

Policy Note: Only claim
travel allowances for meals

not otherwise provided (e.g.

you can’t claim breakfasts
provided as part of your

conference registration fee).

Documentation Required:
In this example, a
conference itinerary would
support your travel
allowance request. The
conference itinerary should
be attached to the
conference registration fee
expense line item.

Exclude ineligible meals by
clicking on the type of meal
for a given date (e.g. in this
example, the conference
provided breakfast on 6
days). Note that the row
totals in the ‘Allowance’
column will decrease.

Once you have excluded
ineligible meals, click on the
blue ‘Create Expenses’
button.
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Add additional expenses by
clicking the blue ‘Add
Expenses’ button.

In the ‘Add Expense’
window that opens, choose
an expense by searching for
it in the ‘Search for an
expense type’ field or
choose from the listed
options.

Click on the name of the
expense you want to add
(e.g. Airfare).

Available Expenses

Add Expense

+
Create New Expense

rch for an expense type

~ Recently Used

Taxi/Shutile

Accommodations

‘Conference/ Registration Fees
Dinner

Airfare

~ 01. Travel Expenses

‘Accommedations
Incidentals - Canada/Us
Incidentals - Ouiside Canada/Us

In the ‘New Expense’
window that opens, enter
all of the required fields.

Note: The required fields
may vary by ‘Expense Type’.

Manage Expenses

Details

& Allocate

Expense Type = @

Cash Advances

New Expense

Itemizations,

Reporting=  App Center

Hide Receipt [

* Required field ‘

| Airfare

|"‘

AccountCode * @

Transaction Date * @

‘ 719100 - Conference, Meeting Travel - v| | MM/DDAYYYY | l?l‘

Vendor* @ City of Purchase * @

‘5‘.3':h:."-“.n1.' ‘ v | |%v‘ ‘

Payment Type * @

| Out of Pocket ~|

Amount* Currency * @

‘ | | Canada, Dollar | > ‘
Receipt Status * @

Calculate Tax | Receipt \1“

Comment @

©

Attach Receipt Image

Save and Add Another Cancel




7a.

Attach documentation

Attach a digital copy of the
required documentation
(e.g. receipt) that
corresponds to the expense
by clicking on the ‘Attach
Receipt Image’ window.

Accepted file types: PNG,
JPG, JPEG, PDF, TIF, TIFF.

[+

Attach Receipt Image

7b.

Attach documentation

Use the ‘Upload Receipt
Image’ to find and attach a
file saved on your device.

OR

Click the blue ‘Attach’ text
on an available receipt icon.

Tip: There are many ways to
get receipts into Concur. To
learn more, choose a
related how-to sheet from
carleton.ca/facts/travel.

Note: If you lost your
receipt, choose a related
how-to sheet from
carleton.ca/facts/travel.

Attach Receipt

Select a receipt image or reuse one from this claim:

Available Receipts Receipts in Claim

Uploaded: Uploaded:

16 July 2020 04:03 PM 15 July 2020 10:58 AM
Upload Receipt
Image
5MB limit per file

Attach w Attach

Uploaded: Uploaded: Uploaded:
14 July 2020 11:41 AM 23 June 2020 10:10 AM 23 June 2020 10:10 AM

Attach View Attach Attach View

Close




To save the expense, click
on the blue ‘Save Expense’
button.

Wanage Epenses Casn AnEnces

OR New Expense
Details ltemizations
Click on the blue ‘Save and @ Allocate
. * Required fisld
Add Another’ button if you STt @
have another expense to Airfare v
add At Coke* @ Transzotn D * @
718100 - Conference, Meeting Tre ™ 08/15/2020 =
wendor ¥ g CRyofPurcnzze * i@
Air Canada = & » | Ottawa, Cntaric
Pament Tipe* @
Ot of Podket ~
Amourt * Currency * @
1,200.22 Canada, Dollar -
Recslpt Sas * g
Callculate T Receipt o
Comment g

Return airfare

m Save and Add Another el
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Software
Not Submitted

This step is ONLY for those
acting as delegates:

Report Details w

Add Expense

To attach the ‘Claimant
Declaration Form’ click on
the blue ‘Manage Receipts’
text, then choose ‘Manage
Attachments’.

Follow the prompts to
attach or append the
completed and signed
‘Claimant Declaration Form’.

Tip: The form can be found
on
carleton.ca/financialservices
/forms.

August 2020 $0.0!

Print/Share w Manage Receipts w  Travel Allowance w

Manage Attachments

Submit Report




10. Click the orange ‘Submit SAPConcur [E] | Reuess Tl | Epemse  Approvab  App Cenlre
Report’ button to submit
the report for approval.

Manage Expenses Cash Advances

0 There are cash advances available to add to this claim. view

x
Tip: Depending on the Toronto January 2021 $1,025.70 @
language preference you Not Submitted

have Chosen, ’Claim’ may be Claim Detalls v  PriniShare v Manage Receipls w  Travel Allowance ¥

used instead of ‘Report’.

O Alerts  Receipt Payment Type Expense Type Supplier Details Date > Requested
o Qut of Pocket Daily Allowance Toronto, Ontang 0142472021 572.13
o Qut of Pocket Daily Allowance Toronto, Ontang 0142372021 572.13
a Qut of Pocket Daily Allowance Toronto, Ontang 0142272021 572.13
a Out of Pocket Daily Allowance Toronto, Ontano 012172021 57215
a Out of Pocket Daily Allowance Toronto, Ontano 01/20/2021 57215
a Out of Pocket Daily Allowance Toronto, Ontano 0141972021 57215
a Out of Pocket Daily Allowance Toronto, Ontano 01/18/2021 592 80
o & Out of Pocket Airfare A Canada 0782020 550000

$1,025.70

11. Read the ‘User Electronic

User Electronic Agreement

Agreement.
By clicking on the "Accept & Submit button, | certify that:
1. This is a true and accurate accounting of incumed to accomplish official business for the University and
. ¢ there are no expenses claimed as reimbursable which relste to personal or unallowable expenses
Click the blue ‘Accept & 2. Allrecuined recept images ave been atached fo tis reper
- » b -f 3. | have not received. nor will | receive. reimbursement from any other source(s) for the expenses claimed.
Continue utton to certi Y 4 Inthe event of overpayment or if peyment is received from snother source for sny portion of the expenses claimed |
. A assume responsibility for repaying the Univessity in full for those expenses
that the text in the ‘User All expenses charged to a research fund must comply with the following four basic principles
. 7 - Expenses contribute to the direct cost of the research for which funds were awarded
EleCt rO n |C Agreement - Expenses must not be normally provided by the University to resesrch personnel
. . +  Expenses must be effective and sconomical
WIndOW is true. +  Expenses must not result in personal gain for members of the research team

Accept & Confinue

12.  Inthe ‘Report Totals’
window, the ‘Company

Report Totals

Pays’ total is the amount Company Pays Employee Pays
: : $1,821.77 50.00
that will be paid to the S e

claimant.

Ameunt Total: Due Employee: Owed Company:
51,821.77 $1,821.77 50.00

Click on the black ‘Cancel’
text to return to the report Requested Amount: Total Paid By Company: Total Owed By Empl

§1,821.77 §1,821.77 §0.00

Cancel Submit Report

If the total looks good, click
on the blue ‘Submit Report’
button.

What next?
e Visit the carleton.ca/facts/travel to find more how-to sheets.
e Questions about the system? Email financial.systems@carleton.ca.




