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

COMMUNITY TRAINING & SOLUTIONS When returning an Outstanding
cash advance

This how-to sheet outlines the steps required to:

Submit an expense report when you have received a cash advance, but have not used all of it and therefore
must return the unused funds to the university.

Last updated February 20, 2024.

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

1. From the landing page, click on SAP Concur Home ~
the ‘Start a Report’ button at the
top of the screen. SAP Concur " n
TIP: Depending on the language s P

preference you’ve chosen, ‘Claim’
may be used instead of ‘Report’.

2. Click on the blue ‘Create From an || create e Reper |
Approved Request’ text. | oo From an porovc o '

o1 B None Selected

Click on the blue ‘Create From an
Approved Request’ button.

Creating an expense report from an approved request will
discard any information you have already entered in the cur-
rent window. Are you sure you want to continue?

Create From an Approved Request
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Click on the radio button for the
cash advance request that you
are returning all or a portion of.

I ible Requests X

Request Namell Request D) Start Datel® EndDatell Cancelledl] RequestTotalll Approved]lT Remaining

Click on the blue ‘Create Report, Z’::f;:::i:' 3NX3 04/09/2023  08/09/2023 No $2,299.51 $229951  $2,29951
button. ) "
|
NOTE: Because the expense
report has been created from a SAP Coneur [C] - Expense ~ ® a
request, the header and expense LB St
‘ A Alerts: 2 v |

lines have been pulled over.

SAP Concur Conference $2,299.51

Not Submitted | Report Number: 3AN16A

Delete Report | Copy Report | Submit Report

REQUEST CASH ADVANCE: 1
Approved Amount Remaining
$2,299.51 $2,299.51 $0.00

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

Add Expense

O Alerts|f Commentlt Receiptlf Payment Typelf Expense Type T Vendor Details T Datel® Requested [T

O A Out of Pocket Conference/ Registration Fees SAP Coneur 04/09/2023 $500.00
Seatte, Washingion

O a @ Out of Pocket Airfare Air Canada 04/09/2023 $1,799.51

Ottawa, Ontario

$2,299.51




Either delete or adjust expense
lines as needed.

Option 1:

If you are returning the FULL
amount of the advance, click on
the box at the top of the list of
expenses to highlight ALL of the
expenses that were pulled
forward from the request. Click
on the blue ‘Delete’ button.

Option 2:

To return an expense line, click on
the box beside the expense line/s
you will no longer be claiming.
Click on the blue ‘Delete’ button.

Option 3:

To adjust the amount of an
expense line, click on a given
expense line.

In the window that opens, modify
the ‘Amount’ field. When you
modify the amount, remember to
explain why in the ‘Comment’
field comment.

Click on the blue ‘Save Expense’
button.

Option 1
DO D e O

(@) AlenslT Commentl] Receiptl] Payment Typell Expense TypelT Vendor DetailsT Datel? RequestedlT

a 1! ouwofPocket P SHE oans
F'y 5] 1! OutofPocket Airfare o408 1,799 51
$2.299.51

oo cm
(] Alertslt Commentlt Receiptll Payment Typel? Expense Typell Vendor Details LT Datel? Requested.
® a T outofPocket Conferencel Registration Fees SAP Coneur 0410812023 $500.00
a 5] T outofPocker o41e $1,799.51
$2,299.51
*_ Conference/ Registration Fees $500.00 Ll occ oo | s cxperec |
i

® Allocate

Receipt




Attach required documentation to
each of the remaining expense
lines.

Click on the blue ‘Upload Receipt
Image’ button.

In the ‘Attach Receipt’ window
that opens, drag and drop files

8 You are currently logged in es a test user Attach Receipt

1

SAP Concur Expense -
Don't have a receipt? Yol
Manage Expenses Cash Advances.
Drag Ant o e 0 oA A
O Aens: 2

SAP Concur Conference $2

lot Submitted | Report Number: 3AN16A

casH

Amaunt

52,2

REQUEST
po—
$2,299.51

Report Details v PriniShare v Manage Receipts v Travg

UL need to create & missing

=cein Vaiid £

eclaration. Missing Receipt Declaraton

il

You have no available receipts

[ Unload A= ooz ine e o it or fitt

@ Unioad New Beceipt |

from your device (i.e. you saved
the images to your device when B =] Qi e Bt |
you created the related request). - T

O a [ Out of Packet.

[ oo B

Add the line for your ‘Cash
Advance Return’ by clicking the mmm 1

SAP Concur |C Expense - | |
blue ‘Add Expenses’ button. - 2

M CashAchzncss Available Expenses Create N
In the ‘Add Expense’ window that SAP Concur Conference $2,299, -

opens, click on the ‘Create New
Expense’ tab. In the window that
opens, type ‘Cash Advance Return
in the ‘Search for an expense
type’ field.

’

Click on ‘Cash Advance Return’.

‘ot Submitted | Report Number: 3AN16A

r ‘
]
¢

Rep. &%  PrinuShare¥  Manage Receipts ¥ Travel Allonance

() commemlT Receiptll Payment Typell

o =l

(CASH ADVANCE: 1

Aemauat
$2,299.51

Out of Pocket

~ 11. Cash Advance

Cash Advance Retum

In the ‘New Expense’ window that
opens, enter today’s date in the
‘Date’ field and the amount that
you will be returning to Carleton
University in the ‘Amount’ field.

In the ‘Description’ field, enter
any related information about the
payment. For example, if you are
sending the money back by
electronic payment.

SAP Concur

Manage Expenses

Expense -

Cash Advances

New Expense

temizations

@ Allocate
Expense Type *

Cash Advance Return » v
Date Des

04/09/2023 =]
Amoun

How

‘Save and Add Ancther V=L




9. If there is something you want to o e
attach, drag and drop files in the New Expense
‘Receipt’ window. o | -

@ Allocate Receln
A . * Requied et N
NOTE: No back up is required for .
returning an advance.
. [ e
Accepted file types: PNG, JPG,
JPEG, PDF, TIF, TIFF. o
To save the expense, click on the
blue ‘Save Expense’ button.
§ J

10. Before submitting your report, SAP Concur Expense ~ ® &
C|ICk on the drOp-dOWh arrow Manage Expenses Cash Advances
beside ‘Print/Share’ and choose
%

CU- Cash Advance Return- SAP Concur Conference $2,299.51
v
Report from the drop'dOWn Not Submitted | Report Number: 3AN16A
menu.
REQUEST CASH ADVANCE: 1
Approved Amount Remaining
$2,299.51 $2,299.51 $0.00
Report Details v Print/Share v Manage Receipts v Travel Allowance v View Available Receipts
[ *CU Detailed Report ]
L= e *CU Detailed-Itemized Report
*CU-Report - Row Entries and Taxes
O Commen +CU- Cash Advance Return- Report ase TypelT Vendor Details [T Datel™ Amount!|T Requested[T

11.  When the “*CU- Cash Advance C— a)
Return- Report’ window appears, i :
click on the blue ‘Email’ button. {

) Emall this report to I

NOTE: If you plan to send in a
cheque for your payment, also
choose ‘Print” and attach a copy of
the printed report to your cheque
when mailing it to 301 Robertson
Hall. If you don’t have access to a
printer, write the ‘Report Number’
on the cheque.

Receipt_Accounting@Cunet.Carleton.Ca and arrange to
| make your payment to return your remaining Cash
Advance.

Expense fepent

Repart Name - SAP Concur Contersnce

Aumoritanon Requeit
Report id - BISCATIOFTROMFCARACE

Canh Advence

Caun Advance lame | SAP Concus Canterence

User Naere | #
User 105 101213619
Emal Address - Pranci

= S e
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12.

When the ‘Send Through Email’
window appears, enter
‘Receipt_Accounting@Cunet.Carl
eton.Ca’ in the ‘Recipient(s)’ field.

In the comment field, indicate if
you will be sending a cheque or
ask for details about how you can
make an electronic payment.

Click on the blue ‘Send’ button.

mApTaE -

*CU-Cash Advance Return-Report

Send Through Email

Recipients *

Receipt_Accounting@Cunet.Carleton.Ca

13.

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

TIP: Depending on the language
preference you’ve chosen, ‘Claim’
may be used instead of ‘Report’.

Comment

Ey.
SAP Concur Expense v ® a
Manage Expenses Cash Advances

SAP Concur Conference $2,299.51

Not Submitted | Report Number: 3AN16A

REQUEST CASH ADVANCE: 1
Approved Amount Remaining
$2,299.51 $2,299.51 $0.00

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

View Available Receipts

14.

Read the ‘User Electronic
Agreement’.

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

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

User Electronic Agreement

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

2. Allrequired receipt images have been attached to this report.

Expenses must be effective and economical

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.

3 | 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 I

4
claimed | assume responsibility for repaying the University in full for those expenses.
L

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 not result in personal gain for members of the research team

Cancel Accept & Continue
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15. Inthe center of this window, the
‘Employee Payments’ is the amount
you will have to return to the
university.

Click on the blue ‘Submit Report’
button.

TIP: Depending on the language
preference you’ve chosen, ‘Claim’
may be used instead of ‘Report’.

Report Totals

Company Payments
$300.00

Employee

Employee Payments

$300.00

Company

Amount Total: Due Employee Owed Company:
$2,599.51 $300.00 $300.00

Less Cash Advance Returns Cash Advance Utilized

$300.00 $1,999.51

Requested Amount: Total Paid By Company: Total Owed By F~
$2,299.51 $2,209.51 $300.00

cancel [l ]

o

What next?

e Visit carleton.ca/facts/travel to find more how-to sheets.

e Questions about the system? Email financial.systems@carleton.ca.




