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Travel Expense Report

These instructions will cover how to create and submit Travel Expense Reports.

Requirements:
A Travel Expense Report will be required if the traveler goes on a University business trip.
You must identify all travel expenses that was incurred throughout the trip.

At the end of the instructions, there are reminders on what to check on your Travel Expense
Report.
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Creating Expense Report

NOTE:

There are 4 different ways you can create or edit your Expense Report:
e Creating a report by your Active Requests

e Creating a new report from scratch

e Creating a report with your Available Expenses

e Editing an Expense Report

1. Creating a report by your Active Requests (recommended)

Recommended method if you have an approved Travel Request in Concur

If you have an approved Travel Request in Concur, proceed to Step 1.

2. Creating a new report from scratch

Recommended method if you have an approved paper Travel Request

If you have an approved paper Travel Request, proceed to Step 2.

3. Creating a report with your Available Expenses

If you have used your P-Card to make purchases during your travel, proceed to Step 3.

4. Editing an Expense Report

If you already created an Expense Report and would like to make changes before submitting,

proceed to Step 4.
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Processing Step

Screen Shots

Step 1:

Log into Concur using the CSUF
Portal. You will see your Concur
dashboard.

If you have an approved Travel
Request in Concur, click on the

Requests tab.

Travel

SAP Concur @

Requests

FULLERTON

Hello, Hayden

Expense

App Center

Step 1a:
On the right-hand side of your
Active Requests, you will see an

Expense link under Action.

Click on Expense to create a report
header for the desired Travel

Request.

Proceed to Report Header

Requirements section.

Active Requests (5)

Date Submitted Total | Approved a... | Remaining ... Action
01182018 51,135.00 £1,135.00 F183.00 Expense
12/1472017 $53.00 353.00

V.1
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Creating Expense Report from Scratch

Processing Step

Screen Shots

Step 2:
Log into Concur using the CSUF

Portal. You will see your
Concur dashboard.

Click on Expense.

SAP Concur [C]  Requests

d FULLERTON

Hello, Hayden

App Center

Step 2a:
Click on Create New Report.

This step will create the
Expense Report first, and then
allow you to choose which

expenses to add.

Proceed to Report Header

Requirements section.

Manage Expenses

Manage Expenses
ACTIVE REPORTS

LAILARIE EXDENCES

Blanket Travel NOV 2017
12017

Create New Report 582.10

A\ Exceptions

Report Library -

V.1
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Creating Expense Report with your Available Expenses
Processing Step Screen Shots

Step 3:
Log into Concur using the CSUF
Portal. You will see your
Concur dashboard.

SAP Concur @ Requests Travel Expense App Center

Click on Expense.

4 FULLERTON

Hello, Hayden

Step 3a:
In your Manage Expenses

page, scroll down until you see

Available Expenses. Manage EXp@ﬂS@S
ACTIVE REPORTS Report Library —
JUL 2017 P-Card JUL 2017 P-Card Blanket Travel DEC
021232018 2017
(+] 121182017
Create New $193.45 £0.00 $13.38
Report

/& Exceptions
® TR176000

AVAILABLE EXPENSES

| All Cards v |

[0 Expense Detail Expense Type Source Date « Amount

[] Toll and Bridge Fees Fullerion Undefined Q 06/11/2017 $74.82

—
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Processing Step Screen Shots
Step 3b:
. AVAILABLE EXPENSES
Select your travel expenses in
the Available Expenses
[] Expense Detail Expense Type Source
SeCtlon . | AMAZON MKTPLACE PMTS AMZN.C IT Software/Services
7| BOULDER CHOPHOUSE Boulder, Col . Actual Per Day Meal Expens @
1 Southwest Airlines Airline Fees (Baggage; Wifi @
[] AMAZON MKTPLACE PMTS AMZN.C.. IT Software/Services
Step 3c:
) AVAILABLE EXPENSES
Click on the Move button to
Create the rEport’ or send to an [] Expense Detail Expense Type Source Date » ‘ ‘T blew Repost V unt
— AUG 2017 Santa Barbara, CA
existing report. [ AMAZON MKTPLACE PMTS AMZN.C...  IT Software/Services 1012012 NOV 2017 Bouider, CO 62
v/ BOULDER CHOPHQOUSE Boulder, Col. .  Actual Per Day Meal Expens 11/13/2017 $20.89
|f VOLI SeIECted TO NeW Report; [] Southwest Airlines Airline Fees (Baggage, Wifi @ 11/16/2017 $354.96
proceed to Report Header [ AMAZON MKTPLACE PMTS AMZN.C.. T Software/Services 1211212017 §32.31
Requirements section.

If you selected a pre-existing

expense report, confirm the

expense items by reviewing the m Delete

Meal Expense section and To New Report
Exceptions section. unt

AUG 2017 Santa Barbara, CA
MOV 2017 Boulder, CO 62
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Editing Expense Report

Processing Step Screen Shots

Step 4:
Log into Concur using the CSUF
Portal. You will see your

SAP Concur @ Requests Travel Expense App Center

Concur dashboard.

d FULLERTON

Hello, Hayden

Click on Expense.

Step 4a:
If you have already created an Manage Expenses
Expense Report, select on the ACTIVE REPORTS Report Library -
Expense Report you would like
to edit. Blanket Travel NOV 2017
]

To submit an Expense Report, Create New Report $82.10
procced to How to Submit 4 Exceptions
Expense Report section.

VAN
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Report Header Requirements

P In a Travel Expense Report, all required fields must be completed in the Report Header in order to

NOTE: proceed. Each field will have a certain requirement. The following fields are:

Required Fields

e Policy- Confirm it is correctly selected as ‘State Travel.’
e Report/Trip Name- Required to have a correct naming convention.
— Naming Convention: [Month] [Year] [Destination]
— Example: SEP 2017 San Diego, CA
e Report Date- Leave as is, since this is the date you are creating the expense report.
e Report/Trip Start Date- Must match the start date you requested in your Travel Request.
e  Start Time- Required to enter in AM/PM format.
— Example: 8:00 AM
e  Report/Trip End Date- Must match the end date you requested in your Travel Request.
e End Time- Require to enter in AM/PM format.
—  Example: 5:00 PM
e  Trip Type- Confirm it is the correct type.
e Main Destination City- Main Destination City must match exactly with your Travel Request, including
format.
— Example: Fullerton, California
e  Report/Trip Purpose- Select the appropriate trip purpose of your trip.
e Division- Automatically populated by Payroll. Confirm it is the correct division.
e Department ID- Automatically populated by Payroll. Confirm it is the correct department.

e  Fund- Confirm with budget coordinator or your approver on the fund code.

Recommended Fields
e Event Name/Business Purpose- Describe the business purpose of your trip.

e Mailing Address Current- Check the box if your residential address is current in Payroll.
e Additional Cities Traveled To- List the additional cities you traveled to during your trip.
e Does this trip contain personal travel?- Confirm if you will be including personal travel.
e Personal Dates and Locations- Make sure to fill in the details (dates, city, state) of your personal
travel.
e Comment- Make sure to fill in the comment section if you have an approved paper Travel Request.
— Example: TR123456
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Processing Step Screen Shots

Step 5:
After you Create a New

Report, you will be required to
fill out the Report Header.

Fill in the fields by using the
Report Header Requirements

as a checklist.

Create a New Expense Report

Report Header
Note:

Policy
If you created a new report [rst s e -

ReportiTrip Name Repori Dale Report/Trip Start Date Start Time [y ReportiTrip End Dale
from ScratCh or by you r IJLIv 2017 Fullerton, NE 120182017 = IDS.‘E4."ZD1T = IS'DDAM IDEJEB.‘?M" =

. End Time 7 Trip Type Main Destination Gity > ReporlTrip Purpose Event Name/Business Purpose
available expenses, your I 5.00 PM l Out-of-Siate v Fullerton, Nebraska l Conference v Altending Goncur conference
Report Header will be M | Miaiing Adéress Cument? 7 Does this irip contain persenal fravel?  Comment
No ~

Divison Department ID Fund lyz Class Programs
If you created your report by lmnz&a;-vp Administration & | v ||1040?; Admin & Finance - D | v lTHEFu CSU Operating Fund (TH
your approved Travel Request e
in Concur, specific information

will be automatically populated

into your Report Header.
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Processing Step

Screen Shots

Step 6:
At the bottom of the Report

Header, you can add additional
travel requests that are a part

of the same trip.

Click on the Add button, select
the appropriate Travel
Request, and then select the
Add button again.

Requests

Request Hame Request ID Cancelled Request Total Amount Approved Amount Remaining
Available Requests x
':' Request Name Request 1D | cancelled Request Total Amount Approv... Amount Remai...

Blanket Travel F...  36CD No 5103.00 5103 00 5103.00
Travel F.. 36FC Mo 553.00 553.00 553.00

3GCA fes 5103.00 5103.00 $103.00

Jan 2! 36GK Yes §935.00 §935.00 $935.00

[ ] Jan2018 LasV.. 36KW $153.00

Mo 51.135.00 51.135.00

m ancel

Step 7:
Once you finish filling out your

Report Header and added the
appropriate Travel Request,

click on the Next button.

Create a New Expense

Report Header

Report

Palicy
ITast State Travel

Report/Trip Name Report Date ReportTrip Start Date Start Time yp Report/Trip End Date
IJLL 2017 Fullerion, NE 124182017 =5 IDSFZ4:201? = Isoo A |nss:wnw 55
End Time y7 Trip Type Main Destination City Lyp ReportTrip Purpose Event Name/Business Purpose
I 5:00 PM | Oul-of State v Fullerion, Hebraska Conference - Aftending Concur conference
) Maling Address Current? by Does this Irip contain personal fravel?  Comment

No v
Divison Depariment ID Fund 7 Class Programs

l (10238) VP Administration & | v

Requests

[] Request Name
Az Fateen, N

| (10407} Admin & Finance - D | v

Request ID
s

ITHEFD CSU Cperating Fund (TH

Imported Request ID

Add
Request Total Amousnt AP Amount Remaining
i _ _ L

Cancelled
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Meal Expense

Processing Step Screen Shots
This expense is one example of other expenses that may be included in a Travel Expense Report. Please refer
»
to the following Quick Guides for more detailed information on adding other expenses:
NOTE: . Personal Mileage
. Hotel Itemization

You are responsible for adhering to the Meal policy as noted on the Travel website. For more information regarding the meal

policy, please review the Travel Operations website at http://finance.fullerton.edu/controller/travel.

Step 8: New Expense

Available Receipts

To add a meal expense, click on
Expense Type

Actual Per Day Meal Expense(s).

To creale a new expense, click the appropriate expense type below or type the expense type in the field above. To edit an existing
expense, click the expense on the left side of the page

@ Recently Used Expense Types

Lodging Personal Car Mileage

Parking Airfare

Actual Per Day Meal Expense(s) @

All Expense Types

01. Travel Expenses als
Actual Incidentals/Up to $7 Per Day Fatulty Recruiting Meals
Hotel Advance Deposit Group Meals/Entertainment <10 Attendees
Hotel Fees Group Meals/Entertainment 10+ Attendees
| odaing Sdmbacs
Step 9:
Choose which type of meal it was, New Expense Available Receipts
and indicate the meal cost. Expense Type |y TETEEmEs Type of Meal 1y
I Actual Per Day Meal Expense | v | 06/04/2018 I Dinner v
Then click on the Save buton. Report/Trip Purpose Business Purpose
Conference v Attend CSUF Conference
Repeat Step 9 for all meals. l
City Payment Type 7 Amount
I Sacramento, California I Cash/Personal Credit Card v I32.4O USD |w
Note: If you need to allocate an Comment Request ID
XXX5

expense, refer to the Allocating
Expenses Travel Expense

Instructions for more information.

I | ltemize ‘ ‘ Allocate H Attach Receipt H Cancel ]
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Step 10:

Before submitting your Expense
Report, make sure that all of your
exceptions have been looked over
and revised.

The (1] exception shows that
there is an issue that needs to be

resolved before submitting.

The & exception shows a
potential problem, but does not
restrict you from submitting.

Exceptions

Expense Type | Date
Lugny [T Y
Lodging 1200872017
Lodging 1200972017

ﬁmount| Exception
FIVUWUY 1y ITE EXPENSE AMOUNT IS MOME Nal e feqUEesTED amoLnt.

Z100.00 0 Please select the correct payment type.
$100.00 & The expense amount is more that the requested amount.

V.1

Page 12 of 16




NVIT
|| r_; —

g® CALIFORNIA STATE UNIVERSITY, FULLERTON

Division of Administration and Finance
Administration of Finance Information Technology e 657-278-3737 e Fax 657-278-5599
Concur e concur@fullerton.edu e 657-278-7777

How to Submit Expense Report

Processing Step Screen Shots

Step 11:
Once you have added all of

your travel expenses and
corrected your exception(s),
submit your Travel Expense
Report by clicking on the
Submit Report button.

Delete Report Submit Report

Step 12:
A Final Review window wiill

pop-up asking you to certify Final Review O x

that you have read the

agreement. PCard User Agreement

By clicking on the ‘Accept & Submit’ button:
If you have forgOtten to attach I HEREBY CERTIFY that | have reviewed my transactions for the appropriate billing cycle. | have attached a receipt
a receipt’ it will show in the and/or other required form/authorization number for every transaction included in this expense report. (Forms
. include: Lost/Missing Receipt, Disputed/Fraud Affidavit, or Directive 11. Authorization numbers include: Q# , IT
window and allow you to o
Authorization number.)
attach one before submitting.
I understand the Procurement Card should NEVER be used to make personal purchases. If an inadvertent mistake
occurred, | verify that it has been properly documented and reimbursement has been made to the appropriate fund.
Refer to Concur Attachments
| attest that all transactions are within established policy and procedures fgr the Procurement Card Program.

Accept & Submit I Cancel

Quick Guide on how to

complete Lost/Missing Recept

Verification Form (if

applicable).

Select Accept & Submit.
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Step 13:
. . . Report Successfully Submitted x
A window will pop-up showing
you a breakdown of your Aopiover L angadort \Waiam ~ ; .
Tell us how we are doing (optional)
Travel Expense Report. Expense Report
Overall satisfaction with Concur: * * * * *
Report Total : $22410
Less Persom?l $0.00 Ci ts and suggesti (Max_ 1000
Click Close. Amount
Amount Claimed : $22410
Amount Rejected : $0.00
Company Disbursements
Amount Due ["] sign me up to participate in future research studies.
Employee : 2410
Amount Due P-Card
Paid Travel by/for $200.00
Others :
Total Paid By
Company : $224.10
Employee Disbursements v
| close |
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Travel Expense Report

Reminders: A Travel Expense Report will be required if the traveler goes on a University
business trip. You must identify all travel expenses that was incurred throughout the trip.

Checklist

[ Attach Approved Paper Travel Request (if applicable)

[0 Concur Travel Request must be linked to the Expense Report (if applicable)

[0 Reviewed Report Header

— Appropriate options were selected on the following fields:
» Policy— selected State Travel
» Report/Trip Name— correct naming convention
e [Month] [Year] [Destination]
e Example: SEP 2017 San Diego, CA
Report/Trip Start Date
Start Time
Report/Trip End Date
End Time
Trip Type
Main Destination City
Additional Cities Traveled To
Report/Trip Purpose
Event Name/Business Purpose
Mailing Address Current?
Does this trip contain personal travel?
Personal Dates and Locations
Comment— included personal travel details or paper TR# (if applicable)
Division
Department ID
Fund
[0 Attached receipts on certain expenses— required receipts attached
[0 Reviewed Expenses
— Travel expense amount was selected appropriately and within department’s
budget

VVVVVVVVVVVVVVYYVYY
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Ensure these travel expenses have been added (if applicable to the traveler’s trip) and
reviewed:

[0 Airfare / Airline Fees (Baggage, Wifi, etc.)
Lodging
— Nightly rates and taxes have been itemized (required for domestic travel)
Car Rental / Car Rental Gas
Personal Car Mileage
Actual Per Day Meal Expense
Actual Incidentals Per Day
Registration Fee / Workshop
Agenda, Program, Flyer must be attached
— If unavailable, provide completed Statement of Purpose form, which can be
found on:
http://finance.fullerton.edu/documents/controller/accountspayable/forms/S
tmtOfPurpose ext.pdf
— Note: Download the form to fill out the required fields
Parking Fee
Taxi/Shuttle

oooOooo 0Od

OO
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