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Expense reports can be created (and should be within 30 days) when the traveler returns from the business trip. Travelers
should wait until all the Travel Card charges (associated with this trip) are listed in Concur (in the Available Card
Charges or Expense — View Transactions. Charges are normally available within 6-10 business days) before submitting
the expense report.

Resources: Current Travel Guidelines

Jump Links: Log in to Concur, Creating the Expense Report, Calculating Travel Allowance — Building an ltinerary,
Calculating Travel Allowance — Importing ltinerary from Booked Flight, Expenses — Importing Travel Card Charges,
Review and Edit Alerts — Travel Card Charges, ATM Cash Advance — Travel Card, Meal Expenses — Travel Card, Add
Expense, Personal Car Mileage, Hotel, Fixed Meal Expense, Personal Expense, Reduction to Expenses, Receipts,
Allocations, Review Report Details, Submit Expense Report, Report Approvals

Log In To Concur

http://one.purdue.edu/

Travel System

Concur

Go to the OneCampus Portal. Purdue Login

Choose Travel System Career Account Username
(Concur) to log in to Concur.

Log in using your Purdue
Career Account Username Password
and Password.

Click Log in.
e

Mote: Unauthorized access or misuse of computer resources or disclosure
of senGitive information may resualt in disciplinary or legal action. Read

FPurdue's Acceptable Use Policy
®| &
If creating on behalf of another
. -\': Act as Another User v
traveler, click Profile. ~
[@3 Profile Settings
(_IJ Sign Out
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Click Act as Another User.

:\: Act as Another User

i§3 Profile Settings

(D Sign Out

Select A Delegate for another
user who has granted you
this permission.

:\: Act as Another User

ActAs @

() Myself

you this permission

@) A Delegate for another user who has granted

'ﬁ:_ _:Z' An Administrator (Proxy) for other users

Q. Search by name or ID

W

[@3 Profile Settings

(D Sign Qut

Select user name from drop-
down menu, or search by
entering name.

:C Act as Another User

Act As 0

L ) Myself

(@) A Delegate for another user who has granted

you this permission

7' An Administrator (Proxy) for other users

Q | Search by name or ID

W

[§3 Profile Settings

(_I) Sign Out
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® A
:\z Act as Another User ~
ActAs @
'jl Myself
Clle SWitCh 'Z:”l A Delegate for another user who has granted

you this permission

' ' An Administrator (Proxy) for other users

a - | CE
[:6:3 Profile Settings

(D Sign Out

An Expense Report can be created directly from a Travel Request or by starting a blank report if no Travel Request was
submitted prior to travel.

From a Travel Request

SAP Concur

| Home

From the Concur home page, 5 APPLICATIONS
click Home.

Requests

Click Requests.

Travel
Expense
Reporting

Intelligence

App Center

Manage Requests

REQUEST LIBRARY View Active Requests v

A\ Trip from Indianapolis A\ Trip from Indianapolis A Trip from Indianapolis
+ to Fort Myers to Dallas to San Francisco
Create New Request $508.49 $760.29 $881.02
Find associated travel request
from list and click to select. forere Roproes i

APPROVED 08/11/2022

A\ Trip from Indianapolis
to Dallas

$864.16

Approved

Click Create Expense Report.
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Report Details

Print/Share

Click Report Details, then click
Report Header.

Report
l Report Header I
Report Totals

Report Timeline
Audit Trail

Linked Add-ons
Manage Requests

Manage Cash Advances

Information from the Travel Request Header is transferred to the Expense Report Header.

v' Verify the Report Header information is still correct. Make changes if necessary.

v" Add any needed travel details, including business purpose, in the Comment box. Comments from Travel Request

do not pass through to Expense Report.

Report Header
Trip from Indianapolis to Dallas $0.00

Report Name *

Trip from Indianapolis to Dallas

Purpose of Travel *

Business meetings

Travel End Date *

08/12/2022

Fiscal or Campus Approver
Travel Type * €

Y v | 4 Outof State (Out of State)

Did this trip include Personal Travel? *

No

Created by Purdue Travel

Comment

Report Date

08/10/2022

Research Benefit to Purdue @

Report Currency
E US, Dollar

Campus

West Lafayette

©  Account Assignment *

Y ~ | (21010000/1050000000/3200002209) General Operating|Colle ..

List dates of persanal travel and attach a cost comparison

Policy *

US Expense Policy

Travel Start Date *

08/11/2022

Approval Status
Not Submitted

Traveler Type *
Y v | Employee (EMP)

Approver Object
Y v | Search by Text

* Required field

Click the No, | do not want to

claim Travel Allowance radio
button if travel did not exceed

12 hours or you do not want to
claim travel allowance.

Click Save.

Claim Travel Allowance

Was your trip more than 12 hours?

Yes, | want to claim Travel Allowance

I @. Mo, | do not want to claim Travel Allowance

Cancel
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Click Yes, | want to claim
Travel Allowance if travel
exceeded 12 hours and you
want to claim travel allowance.

Click Save.

Claim Travel Allowance

Was your trip more than 12 hours?

@ Yes, | want to claim Travel Allowance

No, I do not want to claim Travel Allowance

Next: Create report and add itinerary details for your travel allowances

caneet

Blank Report - No Travel Request

From the Concur home page,
click Home.

Click Expense.

ET7 Concur ||

Home

5] APPLICATIONS

Requests

Travel

Expense

Reporting
Intelligence

App Center

Click Create New Report.

| (¥} Create New Report

Complete all required fields on the Report Header. All required fields are noted with a red asterisk.

Create New Report

Create From an Approved Request

Report Name *

Purpose of Travel *

None Selected

Travel End Date *

MM/DD/YYYY

Traveler Type *
Y ~ | Employee (EMP)

Approver Object

Y ~ | Search by Text

Did this trip include Personal Travel? *

None Selected

Created by Purdue Travel

* Required field

Report Date Palicy *
08/10/2022 US Expense Policy v
Research Benefit to Purdue @ Travel Start Date *
v MM/DDFYYYY

Campus

Fiscal or Campus Approver
West Lafayette

©  Travel Type*@ ®  Account Assignment *

Y ~ | Search by Text Y ~ | Search by Code

List dates of personal travel and attach a cest comparison

Report Name Use the naming convention supplied by the business office. (40 character max).
Report Date Automatically set to current date.
Policy Defaults to US Expense Policy.

Purpose of Travel

Select best option from down-down menu.

© 2024 Purdue University
Last Updated 09/03/2024 AB
Page 5 of 29




@ PURDUE | st peraions

UNIVERSITY

Creating an Expense Report

NOTE: When option related to research is selected, the business purpose is required
in the Comment box.

Research Benefit to Purdue

NOTE: When option related to research is selected, the benefit of research is required
in the Research Benefit to Purdue box.

Travel Start Date

Type date or choose from calendar.

Travel End Date

Type date or choose from calendar.

Traveler Type

Select Employee (EMP).

Travel Type

Select One: In State, International, International - Under Warning, Out of State.

NOTE: If travel type is International or International — Under Warning, list all cities and
countries that will be visited in the Comment box.

For a list of countries with travel warnings, visit the Department of State website at:
http://travel.state.gov/travel/cis_pa_tw/tw/tw_1764.html.

Risk Management provides insurance for all international travel.

Account Assighment

Account Assignment [Required field) If personal travel is inl:lu:ll

Click in the Account
Assignment text box.
Type to search by: Text @ Code Either
. {Code) Text
The CODE radio button - (21010000/4014017000/8000030910) General Operating|Biomed
is selected by default. (21010000/4019003000,8000047695) General Operating|Aviatior
e Type an asterisk (*), (51011111,/4019003000/5200013572) Women's Air Race|Aviation
followed by the (21010000,/4009031000/None] General Operating|Accts Pay & Tri
account number. (31020000,4019015000/None} Tech Extension|Admissions
Or (21010000,/4014027000/None] General Operating|Ofc Future En
Search by TEXT: (21010000/4014018005/None) General Operating|2020 Seed Gra
e Change the radio [21010000/4014013000/5000042221) General Operating|Intrdis E
button to TEXT and [21020000,/4002009000/5200011464) Gen Oper C.E.5|BCC Admir
type an asterisk (*) (21010000/4010014000/None) General Operating|Aerospace 5tu
followed by the 4 in r

account name.

NOTE: Use the primary and most restrictive
account assignment. If all accounts are equally
restrictive, list the account that is paying for the
majority.

Personal Travel

List any dates to be used as personal time.
Domestic Travel — Airfare reimbursement is capped at $550.
International Travel — Must submit a Cost Comparison.

Comment

Enter any comments relevant to this request.

NOTE: When Purpose of Travel is related to research, the business purpose is
required in the Comment box.

Claim Travel Allowance

Select Yes or No.
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Claim Travel Allowance

Was your trip more than 12 hours?

Click the No, | do not want to
claim Travel Allowance radio Ves_lwant 1o claim Travel Allowance
button if travel did not exceed [ @ 1.1 o not want o claim Travel Allowance
12 hours or you do not want to
claim travel allowance.

Click Save. Cancel

Claim Travel Allowance

Was your trip more than 12 hours?

Click Yes, | want to claim

@ Yes, | want to claim Travel Allowance

Travel Allowance if travel e, Tdo not want ta claim Travel Allowance

exceeded 12 hours and you

want to Claim traVel a”OWance_ Next: Create report and add itinerary details for your travel allowances
Cance

Click Save.

Calculating Travel Allowance (Subsistencel - Building an Itinerary

The Travel Allowances for Report, when completed, calculates subsistence for the travel event. Travel Allowance is
based on location of University business. Travel status must be 12 or more hours to request subsistence. Review Travel
Webpage — Subsistence for more information.

At minimum, two New Itinerary Stops must be created.

If subsistence is limited (below the CONUS rates) click Cancel. Enter the limited amount by following the Fixed Meal
Expense instructions in this document.

Travel Allowance w

Click Travel Allowance, then
click Manage Travel Allowance.

Manage Travel Allowance

Travel Allowances For Report: Trip from Indianapelis to Houston

Click Create New ltinerary.
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Travel Allowances For Report: Trip from Indianapolis to Houston

For a" traVel that doeS nOt inC|Ude o Create Mew Itinerary 2 Available ltineraries
a flight, or for travel with air

3 Expenses & Adjustments

tickets where the destination is funerary info
not the place of business, the ttinrary Name selection
|t|nerary muSt be bUIlt lTri;fmmIr:ianspolis to Houstc IUSGEA
Comolet = New finerary top
omplete:
p [} Departure City « Arrival City Arrival Rate Location Depart from (city)

e Departure from (city)

Mo ltinerary Rows Found

e Date of departure e

e Time of departure |

e Arrive in (city) Time

e Date of arrival l

e Time of arrival e n Gt
NOTE: Layovers are not to be |D =
included as itinerary stops —_—

Click Save and repeat above
steps for return travel.

Travel Allowances For Report: Trip from Indianapolis to Houston

o Edit Itinerary 2 | Available Itineraries 3 ) Expenses & Adjustments

The two lines itinerary stops Itinerary Info
displayed to the right indicate ltinerary Name Selection
subsistence will be calculated |Tri;fmn1 Indianapolis to Houste USGEA

according to CONUS rates for

Houston, Texas for the dates [ otaiz s | New Itinerary Stop

entered . |:| Departure City = Arrival City Arrival Rate Location Depart from (city)
|:| ‘West Lafayette, Indiana Houston, Texas HARRIS COUNTY, US-Tx ... | ‘West Lafayette, Indiana
05/15/2015 D&:00 AM 051572015 02:00 PM
O Houston, Texas West Lafayette, Indiana TIPPECANOE COUNTY, U... di=
D5/16/2015 05:00 P D5/16/2015 11:00 FM |
Add Step Import Itinerary New Itinerary Stop
O Departure City ~ Arrival City Arrival Rate Location |Depart fram (city)
; " Newark apt, New Jersey
H H L] Indianapolis, Indiana Mewark apt, New Jersey .
Example of Itlnerary that includes 11/19/2012 10:54 AM 11/19/2012 12:53 PM ESSEXCOUNTIUS: S Date
multiple business locations for B e e ORANGE COUNY, Us 71, Us o
i . ) Orlando, Florid: Miami, Florid. s Z ]
SUbSIStence' il ur'azg_'ztéunz?zoaml u‘i?-‘zafz"s:?s PM MEMEDADE COUNTYED:RE =
B inaapoisiene  wmoncou usiyus | peen (o)

Click Next>>. Go to Single Day ltineraries | Cancel
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The Assigned Itinerary is
displayed.

Click Next>>.
**If changes are required, click

the displayed Itinerary and select
Edit.

Travel Allowances For Report: Trip from Indianapolis to Houston

1) Create New Itinerary

Assigned Itineraries

0 =N

Departure City Date and Time «

@ ltinerary: Trip from Indianapolis to Houston

e Available ltineraries 3 Expenses & Adjustments

Arrival City Date and Time

Arrival Rate Location

D5/15/2015 06:00 AM
0S/16/2015 05:00 PM

West Lafayette. Indiana
Houston, Texas

Avallable ltineraries
Current ltineraries

[ oas | o |

Departure City Date and Time »

No Availsble fineraries Found

Houston, Texas 05/15/2015 02:00 PM

‘West Lafayette, Indiana 05/16/2015 11:00 PM

Arrival City Date and Time

HARRIS COUNTY, US-TX, US
TIPPECANOE COUNTY, US-IN..

Arrival Rate Location

Indicate the meals that were
provided while traveling by
selecting the appropriate

checkboxes. Travel Allowances For Report: Trip from Indianapolis to Houston B
. 4) Create New ltinerary 2) Awsilable ltineraries eE«;Er‘sesauzle[mEvts
If personal travel was included,
click the check box next to the S ?
xclude Date/Location « Breakfast Provided Lunch Provided Dinner Provided Allowance
date to Exclude travel allowance Smselu )] [ o
: Houston, Texas ] ] 553.25
for entire day. =
E«E:u}sﬁgr? 1TSexas [ = 55325
NOTE: Travel Allowance is
automatically calculated at 75%
for the first and last day of travel.
Click Create Expenses.
| Create Expenzes Cancel
Travel Allowance is imported to

Expense Report as Fixed Meals.

Calculating Travel Allowance (Subsistence) - Importing Itinerary from Booked Flight

For travel that includes a booked flight in Concur, the itinerary can be imported. (Assuming the business location is part of

the flight itinerary.)

Click Import Itinerary.

Travel Allowances For Report: Trip from Indianapolis to Houston

o Create New Htinerary

[tinerary Info

2 Available Itineraries

3 Expenses & Adjustments

ltinerary Name

Trip from Indianapolis to Houstc

Selection
I USGSA

Add Stop : Import Itinerary

O Departure City «

Arrival City

Mo ltinerary Rows Found

Arrival Rate Location

New ltinerary Stop

Depart from (city)
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Select trips and charges to use to create this itinerary ~ *

Description Start Date « End Date
€)@  Trin from Chicago to Nashville (250E5P) 12/08/2014 08:50...  12/09/2014 11:58...
Choose the Descri ption and @@ Trip from Indianapolis to Houston (VXXLKT) DS/5/2015 DE-30...  DS/16/2015 11:59...

Dates that match the trip for
which you are preparing an
expense report.

05M7/201511:58..  DSM&8/2015 11:59..

6 Holiday Inn

@@ Trip from Indianapaolis to Houston (DNNOGK)

1=

6 Preferred Hotels

03/21/2015 08:30...  DL/22/2015 11:58...

Trip from Indianapolis to Houston (TZFFFU) 07/M15/2015 D5:00... O7ME/2015 11:59..

| o |

07/21/201511:58..  O7/22/2015 11:59..

Click Import.

Travel Allowances For Report: Trip from Indianapolis to Orlando =i
1] Edit Ttinerary[2] Available Ttineraries (3] Expenses & Adjustments
Itinerary Info
Itinerary Name Selection
Review im po rted iti nerary and [ip from Indianapalis to Crlanda USGSA
,
edit/delete/add appropriate padsiop re——— New Itinerary Stop
|t|nerary sto pS , as need ed . = Departure City « Arrival Gity Arrival Rate Location Depart from (city)
= Indianapolis, Indiana Chicago 0'Hare Internation...
a 02/03/2014 08:35 AM 02/03/2014 08:52 AM COOK COUNTY, USAL, US o
i = Chicago O'Hare Internation...  Orlando, Florida
Click Next. = 02/03/2014 10:36 AM 02/03/2014 02:11 PM ORANGECOUNTHUSEELS | 8
— Orlando, Florida Philadelphia, Pennsylvania Tpme
o 02/04/2014 03:00 PM 02/04/2014 05:23 PM FRNLADELELIA COUNTYUS Ex. |
= Phil It Y i is, Indiana
U 02/04/2014 08:47 PM 02/04/2014 10:49 PM MARIOH UMY, USINUS Ay (o)
Date
1 =
Travel Allowances For Report: Trip from Indianapolis to Houston = x
1) Creste New tinerary (] Available ltinsrariss 3) Expenses & Adjustments
Assigned Itineraries
The Assigned ltinerary is B
d |Sp|ayed . Departure City Date and Time « Arrival City Date and Time Arrival Rate Location

Click Next>>.

**If changes are required, click
the displayed lItinerary and select
Edit.

@ lItinerary: Trip from Indianapalis to Houston

West Lafayette. Indiana 05/15/2015 0800 AM

Houston, Texas

Houston, Texas

05/16/2015 05:00 PM ‘West Lafayette, Indiana

Available Itineraries

Current Itineraries

Departure City

2 EEn

Date and Time « Arrival City

Mo Available Itineraries Found

05/15/2015 D2:00 PM
05/16/2015 11:00 PM

Date and Time

HARRIS GOUNTY, US-TX, US
TIPPECANOE COUNTY, US-IN.

Arrival Rate Location

Indicate the meals that were
provided while traveling by
selecting the appropriate
checkboxes.

If personal travel was included,
click the check box next to the
date to Exclude travel allowance

for entire day.

Travel Allowances For Report: Trip from Indianapolis to Houston =%
4) Create New ltinerary 2\ Availabls ltinsrariss () Expenses & Adjustments
Show dates from fo m
Exclude | All D Date/l ocation « Breakfast Provided Lunch Provided Dinner Provided Allowance
- e e B = =
B o s o B B
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NOTE: Travel Allowance is
automatically calculated at 75%
for the first and last day of travel.

Click Create Expenses.

Travel Allowance is imported to
Expense Report as Fixed Meals.

Cancel

Expenses - Importing Travel Card Charges

Click Expense.

7 Concur [Fome +]

Home

F APPLICATIONS
Requests

Travel

'

Find associated Expense from list
and click to select.

Manage Expenses

REPORT LIBRARY View Active Reporis

NOT SUBMITTED 08/11/2022

@ Trip from Indianapolis to
Dallas

+

Create New Report $1,264.08

NOT SUBMITTED 08/11/2022

@ Trip from Indianapolis to
Fort Myers

NOT SUBMITTED 08/11/2022

@ Trip from Indianapolis to
Dallas

$1,332.68 $484.43

The Expense Report will open.

Expenses (charges made to the
Travel Visa Card) are
automatically imported into the
expense report, when applicable.
These charges usually match the
booked segments in the travel
request.

@ Alerts: 27

Trip_from Indianapolis to Dallas $1,411.57 | @

Not Submitted

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

Approved

$0.00

Add Expense

Copy Report | Submit Report

View: Standard v

[J AlertsT, Receiptfl Payment TypeT} Expense Type 1L Vendor Details T} Date = Requested T|

0o o 2ZNot Used-Corporate Card IBCP (offsets not used) Car Rental Indianapois, Indiana 08/11/2022 334579

0 e B , 3419.13
o o ZNot Used-Corporate Card IBCP (offsets not used) Hotel Inving, Texas 08/11/2022

ltemized

. Airfare Expense American Airlines e
[ ) 2ZNot Used-Corporate Card IBCP (offsets not used) - nereen 08/1012022 $646.50
Reservation Indianapolis, Indiana
$1,411.57

For travel card charges that were
not automatically imported, click
Add Expense.

Add Expense
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Add Expense X

99. -

Available Expenses Create New Expense

zMot Used- Armerican o
SRR e 08/11/2022 $319.15

IBCP (offsets not Indianapolis

From the Available Expenses used) Indiana
tab, scroll and select (by marking
zMot Used-
the checkbox) the charges to be o
. . rporate Card aa s
assigned to this report. 80P ofsetenot | CAF Rental 08/11/2022 $410.97

used)
Click Add to Report.
zMot Used-
PILCE T Hotel Ining, Texas 08/11/2022 $317.84
IBCP (offsets not

used)

Close Add To Report

Review and Edit Alerts - Travel Card Charges

0

ltems that are missing information or that require additional information will be marked with a red exception icon. Click

the icon to view what additional information is needed.

@ Alerts: 27 ~

EXPENSE Hotel 08/11/2022 $419.18

@ Missing required field: Vendor. Vendor Name. View

@ This expense has itemizations with missing required fields. View

@ This itemized enfry has sub-entries with one or more exceptions. View
Ay Youmust attach a receipt image to this expense. View

ITEMIZATION Undefined 08/10/2022 $2.57

@ The entry has Undefined expense type. You must select an expense type for the entry before you can submit the expense report. View -

Trip from Indianapolis to Dallas $1,411.57 @

ot Submitted

Report Details »»  PrinuShare ~  Manage Receipts v

REQUEST
Approved
$0.00
Add Expense View:  Standard v
O Alerts?L Receipt?l PaymentType T Expense Type 1L Vendor Details 1| Date Requested 1|
[} 0 ZNot Used-Corporate Card IBCP (offsets not used) Car Rental Indianapolis, indiana 08/11/2022 $34579
ol @ 2Not Used-Corporate Card IBCP (offsets not used) Hotel Iving, Texas 08/1112022 el
Hemized
. . Airfare Expense American Aifines .
o| @ 2ZNot Used-Corporate Card IBCP (offsets not used) - 08/10/2022 564660
Resenvation Indianapolis. Indiana
$1,411.57

NOTE: Expenses listed as Undefined must have an expense type assigned.
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@ Aleris: 27

EXPENSE Hotel 08/11/2022 $419.18

TO Open details Of an eXpense, (1] Missing required field: Vendor, Vendor Name
click the View button under

Alerts, and the details will open.

@ This expense has itemizations with missing required fields  View
© This itemized entry has sub-entries with one or more exceptions. View

A\ You must attach a receipt image to this expense. View

ltemizations

* Required field

Expense Type *

Complete all required fields on

Hotel ~
the on the Details tab. All
I’eqUII’ed fle|dS are noted W|th a Check-in Date Check-out Date Nights:
red asterisk 08/08/2022 ) 08/11/2022 E 3
Transaction Date Purpose of Travel
08/11/2022 Business meetings ~
Helpful Hints: Voo * iy
. i « 'endor City
o A|rlme"— requires “Class of Hampton Inns s ® ~ | Iving, Toxes
Service” to be completed.
Payment Type

e Car Rental - requires “Class

Of Service" to be Completed zNot Used-Corporate Card IBCP (offs...

¢ Hotel — vendor name may Amount Curreney
not be included, and needs 419.18 US, Dollar
Completed " SE|eCt “Other” If Is Required Receipt Included? * @ *Account Assignment *

the name is not included in No
the drop-down list.

~ Y ~ | (21010000/1050000000/3200

Comment

08/11/2022 Hampton Inns Corporate Card

Review Hotel Expense Details

itemization, if applicable.

Amount ltemized ] Remaining

$419.18 $419.18 $0.00

08/11/2022 Hampten Inns Corporate Card

If the hotel charge was not

X L X K Details ltemizations

imported itemized, click the hotel

expense to see the details on the Amount ltemized @ Rremaining
right and select Create $419.18 $419.18 $0.00

Itemization.

Create [temization
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ATM Cash Advance - Travel Card

There are two methods for reconciling ATM Cash Advances, (1) ltemizing or (2) Marking as Personal Expense.

1. Itemize ATM Cash Advance

Report Details w Print/

o e T T

Report Totals

Report Timeline

Click Report Details. Audit Trail i
. Allocation Summary
Click Manage Cash Advances. :
Linked Add-ons

Manage Requests

a
Manage Cash
Advances
W
L1 Ca
Manage Expenses View Transactions Cash Advances Budget Insight Central Reconciliation = Processor-

0 There are cash advances available to add to this repol X
. )
Trip to Canada $0.00 @ S
Not Submitted
The Cash Advances page
Repert Details w Manage Receipts w
appears.
Report
Report Header
Report Totals Expense Type Vendor Details Date Requested
Report Timeline
Either: Audt Trail Cash Advances )
Report Payments Available: 1
Linked Add-ons )
1. Use a cash advance that Manage Cash Advancas
appears on the page.
Cash Advance Name Foreign Amount Exchange Rate Amount Balance
Or
No Cash Advances Linked
. . Add cash advances to this report to submit for reimbursement
2. Click Add. The Available
Cash Advances page ‘
appears Available Cash Advances x
e Select the desired cash
advance [0 cash Advance Name = Date Issued Foreign Amount Exchange Rate Amount Balance
. ClICk Add tO Report [0 Cashto Tripto Canada 12/10/2018 CAD 100.00 $0.75071693 §75.07 $75.07
Cancel
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2. Mark ATM Cash Advance as Personal Expense

Click Add Expense. Add Expense

Add Expense bt

99. +

Avallable Expenses Create New Expense

From the Create New Expense
tab, click ATM Cash Advance.

Cash Advance Card Fee

~ 09. Contra Expense
Reduction to Expenses
~10. Hospitality

Hospitality Food Service-5PS ™

New Expense
Details ltemizations

@ Allocate

* Required field

Expanss Type *

ATM Cash Advance ~
Transaction Date * Businass Purposa
08/11/2022 = Tips
Click the Personal Expense Vendar Namsa City
checkbox. % ~ | Indianapolis, Indiana

Payment Type *

Cash ~

2 * ey

Amount urrency

20.00 US, Dollar ~

|s Required Receipt Included? *

I Personal Expense (do not reimburse) I

Not Required

Ame

“Acocount A ::ig nment

Y ~ | (10010000/9904070000/2000...
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Click Save Expense.

Save and Add Another Cance

Follow the New Expenses
instructions to create expenses

for the items for which the case
was used.

The Payment Type for these
expenses should be Cash.

Payment Type ©

Cash

Meal Expenses - Travel Card

Travelers can use the Travel Card to purchase meals, in order to reduce out-of-pocket expenses. Meal expenses are
marked personal, since “fixed meals” display the daily fixed amount. Review Subsistence for more information.

Click the Meal Expense from
the report.

& zMot Used-Corporate Card IBCP (offsets not used)

_ Cafe Monts . _
Mezl Expensze - - 08/1372021 545.78
'ampa, Florida

Enter expense details and
check mark the Personal
Expense box.

Personal Expense (do not reimburse)

Click Save Expense.

Save and Add Another Cance

For charges made outside the
system or not associated with
the Travel Card, click Add

Expense.

Trip from Indianapolis to Dallas $1,411.57

Not Submitted

Report Details w Print/Share ~ Manage Receipts v
REQUEST

Approved

$0.00

Add Expense

Travel Allowance w
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Click the Create New Expense
tab.

Select Expense Type by
scrolling through list, or type in
Search box.

Click expense type to select.

Add Expense x

99. +

Available Expenses Create New Expense

Search for an expense type

# Recently Used
Meal Expense

Payment Type defaults to
Cash, indicating the traveler
used their personal funds to
pay for this expense.

Select Company Paid, if a
departmental card was used.

Type explanation in Comment
box, if applicable

NOTE: Shuttle/Taxi/Subway -
require a comment concerning
to/from destinations.

New Expense

Details ltemizations

& Allocate
* Requirsd field

Expense Type *

Parking v
Transaction Date ™ Purpose of Travel

081372021 Conferences-Administration -
endar * City

Search for Vendor ~ & ~ | Tampa, Florida
Payment Type *

Cash ~
Amount * Currency

U5, Daollar v

Iz Required Receipt Included? ™ 6

Mo ~

Personal Expense (do not reimburse)

“Account Assignment *
Y ~ | (10010000/9304070000/2000

Comment

© 2024 Purdue University
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Cancel Save Expense

Hide Receipt E

Select Upload Receipt Image
to attach required receipt, if
applicable.

Click to view detailed Receipt £
Requirement information.

Upload Receipt Image

Click Save Expense. Save and Add Another Cance

If traveler drove to several locations, they may have more than one Personal Car Mileage Expense. Create mileage for
all stops to ensure the most accurate mileage reimbursement.

Add Expense

99. +

Avalilable Expenses Create New Expense

Search for an expense type
Taxi
Tolls
Train

~ 05, Mileage

~ 06. Communications

Internet
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New Expense

Details ltemizations Show Receipt E
2. Mileage Calculator @ Allocate
* Required field
Expense Type * Transaction Date * Purpose of Travel *
Personal Car Mileage ~ MM/DD/YYYY Business meetings ~
From Location * To Location * Payment Type “Account Assignment *
Cash Y ~ | (21010000/105000000.
H C
Enter Transaction Date and oot
Purpose of Travel. )
Vehicle ID * Distance to Date Distance * Number of Passengers
4542341156 ~ 0 0 0
Amount Currency Reimbursement Rates
0.00 US, Dollar
Details ltemizations
Click Mileage Calculator.
v [ Mileage Calculalor] @ Allocate
Mileage Calculator B
I Avoid Tolls [~ Avoid Highways 3 \ | (13) Map S
e TN~ g @
e WO
v
@ | 401 5 Grant Street, Freehafer Hall T2om Délphi
" |Personal
@ Indianapolis Intemational Airport, 7800 ¢ } mam | Lﬁj inerit
|Personal |
Type ad d resses fO r A’ B andlor @ | 401 S Grant Strect, Frechater Hall + @ @
H &) [€)] 1
C Waypoints. @ @
Calculate Rout
ndind NIc) (3| e Frankfort Tipton Elwood
Select Make Round Trip, if Directions I @
app“cable Qi’%%tfggxersny‘ 1300 Cherry Lane, West Lafayette, IN wington | i Gilsrg )
N
74.1 mi-about 1 hour 13 mins = | Crawfordsville Nablesville
(32)
Choose S uggested Route 1. Head southeast toward Cherry Ln 4791t = B B ool
[ armel
und er Di rections_ 4 2. Tumleft onto Cherry Ln 0.5 mi &) 7 Zionsville i
+ 3. Tumleft onto Northwestern Ave 0.9 mi B)
Q@ 4. Atthe traffic circle, take the 1st exit onto 0.2 mi Brownshuirg N avirence
Click Add Mileage to reaser e LT e
E r 5 Tumright onto US-52 E/Sagamore Pkwy W 3.0 mi Rockville Danville  Avon dianapolis
xpense + 6. Tum left onto Schuyler Ave 1.4 mi Plainfield BeLhiCIoNe
7. Turmnright to merge onto 1-65 S toward 516mi  inten L uf
" - Greencastle
Indianapolis Mooresville Greenwooad e
f* 8 Take exit 123 to merge onto I-465 § toward 10.4 mi L UL
Indpls. IntL. Airport 3 . 704 [}
D Tl i AR D £ ledemekede PO Aicbode 70 OO i Brazif @&
| Deduct Commuts TOTAL PERSONAL | TOTALBUSINESS |\, o (6] Franklin
0.0MI 149.0 MI s Mdp Bt @505 Google Terms of Use Report a map erar
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Click Save Expense.

Repeat above steps for each
leg to be reimbursed.

Save and Add Another Cancel

Hide Receipt D

Complete all required fields.

New ftemization
Expense Type *

Hotel

Entry Type:  Recurring Itemization v

Your hotel room rate was:

The Same Every Night

08/11/2022 - 08/12/2022 (Nights: 1)

Not the Same

Room Rate (per night) *

425.00

Room Tax {per night) Tax 2 (per night) Tax 3 (per night)

75.00

{Amaunts in USD)

Details Iltemizations
* Required field
Expense Type *
Hotel v
Check-in Date * Check-out Date * Nights
08/11/2022 = 08/12/2022 ] 1
Enter required fields. .
Transaction Date Purpose of Travel
08/12/2022 = Business meetings v
Payment Type defaults to . -
Cash. Allstar Hotels v @ v | Houston, Texas E
. Payment Type * Upload Receipt Image
Select Upload Receipt Image - .
to attach the required scanned
hotel recei t Amount * Currency *
pt. 500.00 US, Dollar v
s Required Receipt Included? * @ *Account Assignment *
No v YT ~ | (21010000/1050000000/3200
Comment
4
Select Itemizations. Details ltemizations
Click Create Itemization. Create ltemization
Details ltemizations
Amount Itemized O Rremaining
$500.00 $0.00 $500.00

© 2024 Purdue University
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Click Save Itemizations. Save ltemizations

Fixed Meal Expense can be used when the daily fixed meal amount is less than the Conus rates calculated through the
Travel Allowance.

Add Expense

99. +
Available Expenses Create New Expense
Search for an expense type

Click Create New Expense. Atare Tickel Tax
Airline Fees
Click Fixed Meal Expense. Booking Fees

~ 02. Subsistence

Hall of Music

Meszl Expenze

Details Itemizations

@ Allocate
* Required field

Expense Type ™

Fixed Meal Expense hd
Transaction Date * Business Purpose
08/12/2022 5]
Complete all required fields.
Vendor Name City

Type Comment explaining & v | Houston, Texas

limited fixed meal amount Payment Type
(indicating how many days per cash .
amount.) _
Amount * Currency *
Review Meals for more 8000 45, Dollar h
info rmation_ 5 Reguired Receipt Included? *
] Personal Expense (do not reimburse)
No v
*Account Assignment
Y ~ | (21010000/1050000000/3200..
Comment

( Limited to $40 per day for meals and mcmentalsl

© 2024 Purdue University
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Any expense charged to the Travel Card that was incurred as a personal expense, must be identified as such.

If the overall Expense Report must be reduced, the Reduction to Expenses may be used.

Details Itemizations

@ Allocate
* Required field
Expense Type *

Meal Expense v
Transaction Date * Business Purpose
Click Personal Expense (dO 08/12/2022 =
not reimburse) check box to Vencor Name oy

mark charge as personal, when
reviewing expense detail.

@ ~ | Houston, Texas

Payment Type ™
Cash ~
This reduces the . .
. Amount Currency
reimbursement amount to P S Dot "

employee by the total amount
of personal expenses.

s Reguired Receipt Included? *

N Personal Expense (do not reimburse)
o

*Account Assignment

Y ~ | (21010000/1050000000/3200

Comment

Click Save Expense_ Save and Add Another Cancel

Expense Type TL Vendor Details T, Date = AmountT. RequestedTl
Fixed Meal
I;’:Een::a Houston, Texas 08122022 $80.00 ‘ $80.00
NOTE: Meal expenses must be i =
ma_rked.as personal. _Purdue ot Allstar Hotels o5/1212022 S500.00 %500.00
UanerS|ty payS per dle.m Houston, Texas ' ! ' l ltemized
(Travel Allowance or “fixed s
” H - Far -
.me.alfs ) and does not reimburse F'f sonal Ca e e e
individual meal expenses. Mileage l
Car Rental “;f"' Grla' 08/12/2022 §235.76 P57
reing, fexas
Meal Expense Cafe Monte 08/1172022 $45.76 ' $0.00
Houston, Texas
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Details ltemizations
@ Allocate
* Required field

Expense Type *
To create a reduction, select 7
Reduction to Expenses to Transaction Date * Business Purpose
reduce the total expense report oonrz0zz &
by a specific amount. This vendor Name ci
reduces the Amount and the ® v | Houston, Texas
Requested columns. Paymen Tye

Cash ~
Type the amount as a negative Amourt Curency

number US, Dollar A

= Required Receipt Included? *

N ) Personal Expense (do not reimburse)
0 ~

Add Comment explaining
reduction

*Account Assignment

Y ~ | (21010000/1050000000/3200

Comment

Click Save Expense. SIBETIAETLTRIET | Caee

Receipts are required for all expenses totaling $75.00 or more, and all lodging, airfare, and hospitality expenses.

Click expense to view details
and click Upload Receipt
Image, so it is matched with the
expense type.
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Browse to find your receipt or
attach an image from the
Receipt Store.

Click Attach.

Aftach Receipt

e

Upload Receipt
Image
SME limit per file

Receipt.pdf
Uploaded: 0812/2022 G:48 PM

View

Ivy Tech 2.jpeg
Uploaded: 0812/2022 6:35 PM
T FIE 3. 4

- ¥ creaT.echediu

Courses | o Taking
o L e e

Attach View

Expenses must be allocated prior to submitting the expense report. All funding sources must be listed in the allocations

screen.

Assign Allocations

View. Standard v

= Alerts T, CommentsT, ReceiptTl. Payment Type Tl Expense Type TL Vendor Details 7, Date = AmountT,  Requested T,
If different sources for fundmg O -] Cash Efssniea‘ Houston, Texas 081272022 $80.00 80,00
are being used for each
Allstar Hotels o - $500.00
expense, allocate each O A Cesn Hote fremee | Sead  EO
expense IndIVIdua"y' O Cash f_?';:;;'ca' 081272022 $7301 §7301
v
Select expense and click o 0 i ZNot Used-Corporate Card IBCP (offsefs not used)  Car Renta atonal 05122022 523676 523575
p a s not used) ring, Texas '
Allocate. oM
0 2Not Used-Corporate Card IBCP (offsets not used)  Meal Expense Cate Monte 081172022 54576 $0.00
Houston, Texas
0 #Not Used-Corporate Card IBCP (offsets not used) ~ Car Rental nisnspolis ngns 0R/11/2022  $34579 534579
Allocate
Expenses: 1 $210.27
Percent Amount
. Amount
If allocating all expenses to one $210.27

account, click the Add button.

Default Allocation

Code

21010000/1050000000/3200002209
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Add Allocation x
+ *

New Allocation Favorite Allocations
Select the Account * Required field
A . t Account Assignment *

SSl g nment. Y ~ | (21010000/1050000000/3200002209) General Operating|College of Engineeri|Co

o

C||Ck Save Y ~ | Search by Text

Cancel Save

If multiple accounts are paying —
for trip expenses, click Percent
or Amount.

[ Percent Amount

100% 0%

000D3200002208 0

Account Assignment 1, sio1 Code Pescent %

Click Add.

Enter corresponding account
assignment information.

03200003698 50

Click Save.
(1] zMNot Used-Corporate Card IBCP (offsets not used) Car Rental 12/07/2022 %
Allocated
Click the Allocated button to s
. Allocated x
review the totals for 100%
allocation. S
Code = Percent
21010000/1050000000/3200002209 50
21010000/1050000000/3200003698 50

View Allocation

Print'Shar|

Report

Report Header

. . Report Totals
To view Allocation totals, under P

. . . Report Timelineg
Details click Allocations. P

Audit Trail
Allocation Summary I n
Linked Add-ons

Manage Requests =

o
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The Allocation Summary is
displayed.

Purdue Allocation Report

Report Name : Trip from Indianapolis to Fort Myers
Policy : US Expense Policy
Employee Name : NEVER, William
Employee ID: Traveler194
Approval Status : Not Submitted

Transaction Expense Vendor
Date Type

Vendor Name city

12/07/2022  Hotel

12/07/12022  Car Rental

Allocations:  percentage: 50%

*Account Assignment: General Operating|College of Engineeri|College of Engr & Scien (21

*SIO:

Percentage: 50%

*Account General Operating|Collegs

Payment Type

zNot Used-Carporate Card IBCP (offs

Mot Used-Corporate Card IBCP (offg

*SI10:

Reserve (2101

v
>

Review report to ensure that all exceptions have been cleared and that all expenses have been accounted for in the detail.

Select Report Header from the
Report Details button to
review/edit Report Header
information. Add comments, if
applicable.

Select Report Totals from the
Details button to review
Amount due Employee and
other Disbursement detail.

Report Details w Print"5h3

Report

Feport Totals
Feport Timeline
Audit Trail
Allocation Summary ﬂ
Linked Add-ons

Manage Reguests

S

Once the expense report is

complete, click Submit Report.

Delete Report Submit Report
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User Submit X

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 Purdue University and
there are no expenses claimed as reimbursable which relate fo personal or unallowable expenses.

2 Al required receipt images have been attached to this report.

. . 3. | have not received, nor will | receive, reimbursement from any other source(s) for the expenses claimed.
Click Accept & Submit.
4. In the event of overpayment or if payment is received from another source for any portion of the expenses claimed |
assume responsibility for repaying Purdue University in full for those expenses.

Cancel Accept & Continue

Report Totals x

Company Pays

556.00 $1,067.67
Employee Card (zMot Used-Corporate Card IBCP [offsets not
used))

Employee Pays

, *0.00 $26.05
Report TOtals are d |Sp|ayed, Company Card (zMot Used-Corporate Card IBCF (offsets not
after Accept & Submit is ==
clicked.
Amount Total: Due Employee: Owed Company:
Click Submit Report, $1.149.72 $56.00 50.00
ersonal Amount: Amount Due {zMNot Used- Amount Owed (zMot Used-
Corporate Card IBCP (offsets Corporate Card IBCP (offsets
not used)): not used)):
$1,087.67 $26.05
Requested Amount: Total Paid By Company: Total Owed By Employee:
$1,123.67 $1,123.67 $26.05

-

Cancel Submit Report

Report Status E]

) / i
A confirmation that the report QF\epart Submitted

has been submitted is Trip from Indianapolis to Tampa $1.123.67
displayed.
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If the expense report is
completed by delegate on
behalf of a traveler, click Notify
Employee.

An e-mail is sent immediately to Delete Report Motify Employes

the employee.

NOTE: The traveler must submit
his/her own original Expense

Report.

Cencur
Your expense report listed below has changed status.
The traveler and their delegates Changed By Fiscal Approver
receive several “‘changed status” Report Name 108 NewAlbany IN 21152013
e-mails: Report Date 21192013
Submit Date 2/19/2013

e Fiscal Approval Approved

. In Accountlng ReVIew Amount Approved 3450 USD
(Central TraVeI Offlce Approval Status Set To Approved
ApprOVaI) A Payment Status Set To Not Paid
e Expense Report is
Extracted (Approved and Link To Expense Make o IR
being prepared for https:/www purdue.edu/apps/account/SAMI Post/concur )e{asier ‘;‘. b o
. with Y
dlsburs_ements - pgyment Concur's &=
status is set to “Paid”) [Hile
solution.
This is what

smartphones were made
for. Click here to learn
more.

CONCUR | Requests  Expense
Manage Expenses View Transactions

Expense report statuses are

updated within the Expense tab. Active Reports

Submitted reports will contain a ; :
description of where the report +
is awaiting approval. $1.000.12

Exceptions

Approved & In Accounting Review

..............................
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Active Reports appear by
default. To view other reports,
select Active Reports from the
Expense tab.

Manage Expenses

REPORT LIBRARY  view

days) | OR/152022 HOT SUBMITTED 0B/15/2022 HOT SUBMITTED 08/11/2022

anapolis to Indianapolis to Houston © Trip from Indianapolis to

Fort Myers

$483.00 $484.43
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