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

COMMUNITY TRAINING & SOLUTIONS you d() 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:
e 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 website:
e Travel and Related Expenses
e Hospitality and Working Meal Expenses
e Alcohol and Cannabis Use Policy

Last updated December 11, 2023.

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

1.  From the landing page, click on the ‘Start SAP Concur Home ~
a Report’ button. Depending on the
language preference you’ve chosen, SAP Concur + +
‘Claim’ may be used instead of ‘Report’. Start s :
Request Repor

TIP: Some users may see a + New’ button
instead of a ‘+ Start a Report’ button. In
this case, click on the ‘+ New’ button’ and
choose ‘Start a Report’.

TIP FOR DELEGATES: If you are acting on
behalf of a claimant you must first switch
to the claimant’s SAP Concur account.
Review the ‘Switching to a Claimant’s SAP
Concur Account’ how-to sheet for more
information.




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.

TIP: Choosing the correct option
to this question:

e ‘Not Acting as Delegate’
is the default. Leave the
default if you are acting
on your own behalf.

e Choose ‘N0’ if you are
acting as a delegate for a
claimant, but you ARE
NOT the claimant’s
supervisor.

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

[

Create New Report

Create From an Approved Request

* Required field

Expense Folicy * Report Name * @ Report Date * @ Purpose * @

Carleton Expense Policy SAP Concur Conference October 01/11/2023 B Conference (Comment mand... w
Report Type * Affiliation * @@ PayBy * @ Report Number

Travel Staff Cheque/Direct Deposit - CAD v
Index (Funding Source) * @ Activity Code @ Is Delegate Submitting also Claimant's * @)  Report Total

(D498) Finance Office X v

Comments To/From Approvers/Processors

Supervisor/Approver?

Not Acting as Delegate v

124/500

SAP Concur Conference, Attended to remain current on SAP Concur updates and connect with colleagues at other universities.

L ?)

s Delegate Submitting also
Claimant's Supervisor/Approver?

Not Acting as Delegate v

MNone Selected

MNo

Mot Acting as Delegate

Yes




3a.

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 4 of
this how-to sheet.

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

Travel Allowance

Only choose "Yes,

I 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).
@I Yes, | require Travel Allowance )

| ) No, | do not require Travel Allowance

3b.

To claim a travel allowance

Click the blue ‘Next’ button.

Create New Report

Create From an Approved Request

* Required field

Expense Policy * Report Name * @ Report Date * @ Purpose * @

Carleton Expense Policy v SAP Concur Conference October 01/11/2023 =) Conference (Comment mand... v
Report Type * Affiliation * @ PayBy * @ Report Number

Travel v~ Staff v Cheque/Direct Deposit- CAD  ~
Index (Funding Source) * @ Activity Code (g g

(D498) Finance Office X v

mitting also Claimant's * @) Report Total
er?

Comments TolFrom Approvers/Processors

Not Acting as Delegate v

123/500

SAP Concur Conference. Attended to remain current on SAP Concur updates and connect with colleagues at other universities.

Travel Allowance

ional Joint Council Rate
nce’ in this system).

) Ve, I require Travel Allowance

() No, 1do not require Travel Allowance

Next: Create report and add itinerary details for y lacravel allowances




3c.

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.

New Itinerary Stop

Rate Location |-.-.- o mEl

3d.

To claim a travel allowance

Fill in the fields in the ‘New
Itinerary Stop’ for the
return trip (e.g. flight from
Seattle 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.

Itinerary Info

New Itinerary Stop

CITTED € -

3e.

To claim a travel allowance

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

o




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.

To claim a travel allowance

All travel allowances are
automatically selected for
your trip. There won’t be
any checkmarks.

Policy Note: Only claim
travel allowances for meals
not otherwise provided (e.g.
you can’t claim meals
provided as part of your
conference registration fee).

Exclude ineligible meals by
clicking on the type of meal
for a given date. Note that
the row totals in the
‘Allowance’ column will
decrease.

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.

Once you have excluded
ineligible meals, click on the
blue ‘Create Expenses’
button.

Travel Allowances For Report: SAP Concur Conference October LIVE




In the ‘Add Expense’
window that opens, search
for an expense type by
typing in the ‘Search for an
expense type’ field OR
choose an expense type
from those listed.

SAP Concu

Manage Expen

Home / Expense /

@ There are cas

SAP Co

0 +
Available Expenses Create New Expense

Search for an expense type

# Recently Used

.
I x

Submit Report

Dinner
TIP: |f you have expense Mot ed| Conference/ Registration Fees
lines in the ‘Available Re / purtare lable Receipts (]
Expensesl tab (none shown Computer Equipment/Software Supplies
in this screen capture), click Ofice Supplies
on the radio button beside () Receipt] A OF Travel Expenses Requested |
H H Accommodations
an existing expense. 0O . YA
[_] Out of Pocket Daily Allowance Seattle, Washington 101212023 Z $148.76
In the lNeW Expensel SAP Concur Expense v ® A
window that opens, enter e
. . New Expense Cancel Smm
all of the required fields. P
. . etails ftemizations Hide Receipt [E
Required fields have a red = - .
asterisk. il
x
TIP: To learn more about a . e
given field, click on the B
. . . v Seattle, Washington x
guestion mark icon beside T
the field name. v

NOTE: The required fields

may vary by ‘Expense Type’.

‘a
Canada, Dollar (CAD)

Tax Posted Amount @

St @

Receipt

EB T o

Click to upload o drag

ta upload a new receipt
Valid file types for upload are png, Jpg, JPeg. -paf, .if or i
SMB Umit per file




Attach documentation Receipt

Attach a digital copy of the
required documentation
(e.g. receipt) that
corresponds to the expense
by dragging and dropping a
file.

OR Add Receipt

Click to upload or drag and drop files to upload a new receipt.
Valid file types for upload are .png, jpg, .jpeg. .pdf, .tif or tiff.

Clle on the blue ’Add SMB limit per file.
Receipt’ button to find and
attach a file.

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

Hide Receipt :=]

Attach documentation
Attach Receipt X

Ilf you CIICk‘ed, onthe t‘)lue Available Receipts (1)
Add Recelpt bUtton n Step Attach an available receipt to the expense by selecting "Attach”. Valid file types for upload are .png, .jpg,
6a, the lAttach Rece'ptl -jpeg, .pdf, .tif or tiff.
window will open. You can
click on the blue ‘Upload
New Receipt' text to find air Canada-Germany.pdf

. Uploaded: 01/11/2023 2:32 PM
and attach a file saved on
your device.

(¥ Upload New Receipt ] Sorthy v

OR

Click on the paper icon to
attach an available receipt.

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




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

OR

Click on the blue ‘Save and
Add Another’ button if you
have another expense to
add.

SAP Concur

Manage Expens:

Expense ~ @ &

es  CashAdvances

New Expense

Details

@ Allocate

Hide Receipt B

Itemizations

Receipt

* Required field

Tyee* @
Airfare X v
Code * @ Transaction Date * @
0 - Conference, Meeting Travel - General (3) v 131002023 [S]
City of Purchase * @
Vendor v Seattle, Washington X v
Payment Type * @
Out of Pocket v
Amount * @ ency * @ ¢
) vow-z
{12001 Canada, Dollar (CAD) X v
s Amount @ ] YVZ - MUC
v Returning flight
Commen: @

)

4
air Canada-Germany.pdf

Remove

[ savepense | save ananaaanoner IS

This step is ONLY for those
acting as delegates:

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

7

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.

t/Share v  Manage Receipts W iravel Allowance w
'[ Manage Attachments ]
View Receipts in Mew Window
Missing Receipt Declaration
ayment Type.,, Expense TypelT

ut of Pocket Nailv Allowance




Click the blue ‘Submit
Report’ button to submit
the report for approval.

Tip: Depending on the
language preference you

SAP Concur

Manage Expenses

SAP Concur Conference October 2023 $1,837.22

Not Submitted | Report Number: GBFLCC

Expense +

Gash Advances

e e | o epn | s e |

Report Details v PriniShare v Manage Receipts v Travel Allowance v View Avai,

O meceiptlt  payment Typelt Expense Typelf Vendor Details |t Datel® t
have chosen, ‘Claim’ may be  © o
used instead of ‘Report’. o :
o Out of Pocket Daity Allowance 1211012023 s127.08
] Out of Pocket Daily Allowance Sesttle, Washingion 114102023 $127.01
0 out of Pocket Daily Allowance 1012023 127.08
[m] Out of Pocket Daily Allowance Seatie, Washington 09/10/2023 785
10. Read the ‘User Electronic User Electronic Agreement ¢

Agreement.

Click the blue ‘Accept &
Continue’ button to certify
that the text in the ‘User
Electronic Agreement’
window is true.

By clicking on the ‘Accept & Submit’ button, | certify that:
1 This is a true and accurate accounting of expenses incurred to accomplish official business for the University
and there are no expenses claimed as reimbursable which relate to personal or unallowable expenses
All required receipt images have been attached to this report.
| have not received, nor will | receive, reimbursement from any other source(s) for the expenses claimed.
In the event of overpayment or if payment is received from another source for any portion of the expenses
laimed | assume responsibility for repaying the University in full for those expenses
All expenses charged to a research fund must comply with the following four basic principles.

Expenses contribute to the direct cost of the research for which funds were awarded

Expenses must not be normally provided by the University to research personnel

Expenses must be effective and economical

Expenses must not result in personal gain for members of the research team

2
3
4
c

Cancel Accept & Continue

11.

In the ‘Report Totals’
window, the ‘Company
Pays’ total is the amount
that will be paid to the
claimant.

TIP: Click on the blue
‘Cancel’ text to return to the
report.

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

Report Totals *

Company Payments
$1,837.22

Employee

Employee Payments
$0.00

Company

Owed Company:

Requested Amount:
51,837.22

Total Paid By Company: Total Owed By Empl
$1,837.22 50.00

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.




