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SAP Concur Requests Travel Expense Approvals Reporting + App Center .

Profile =

Manage Expenses Processor =

Manage Expenses

REPORT LIBRARY View

N - -

Create New Report

AVAILABLE EXPENSES View: Al Expenses v

No Expenses

When expenses come in, they will be added to this list.

AVAILABLE RECEIPTS

x

Upload Receipt Image
5MB limit per file




Create New Report

Create From an Approved Request

Report Name *

Type of Expense *

“Business Purpese *

* Required field

[ Test Report

[Staﬁ

Area of Travel *

[ 1 - Not Applicable

[0 FNTFO Prof Development?

O Study Abroad?

O FCTL Funded?

FNTFO Amount @

[

[ Create itinerary & fixed meals per diem

)

[ EIO Funded?

FCTL Amount @

[

(56300) Disbursement Office

Division * College/Department * (3] Unit *
[Y ~ ‘ (D) Admin and Finance {Y ~ | (56) Finance Office ] [Y ~ | (563) Disbursement Office
Index * Fund * @  Organization *

[Y ~ ‘((356300) Disbursement Office

[Y & ‘ (10000) BR Gen Fund

v

Program *

Activity

[Y ~ ‘(662) Fiscal Operations

{Y ~ ‘ Search by Text

Comment

Fill out report head
2 l with required l -
information

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




Create New Report X

FNTFO Ameunt @

[J FNTFOQ Prof Development? [ }
Division * (2] College/Department * © unit* [ 2]
[Y ~ | (D) Admin and Finance } [Y ~ | (56) Finance Office } {Y ~ ‘ (563) Disbursement Office }
Index * (5] Fund * ©  Organization * [7]
[Y v | (G56300) Disbursement Office } [Y v | (10000) BR Gen Fund } {Y v | (56300) Disbursement Office }
Program * o ity
[ Y v | (662) Fiscal Operations } [ Y v | Search by Text }
Comment

2
Claim Travel Allowance
Do you have an overnight stay and need to claim Fixed Meals (per diem) on this expense s
report?
@ Yes, | wantto claim Travel Allowance ?
O No, | do not want to claim Travel Allowance

Next: Create report and add itinerary details for avel allowances.

Cancel Next




Travel Allowances For Report: test

@ Create New tinerary (@) Availabie Iineraries (@) Expenses & Adjustments

Itinerary Info

ltinerary Name.

.‘ =

[m] Departure Gity +

Arrival City

Arrival Rate Location

No ry Rowss Found

Add stop to complete
itinerary info for travel
home

New Itinerary Stop

Departure Gity

| |
Date. Time

| | )
Arrival City

|

o

Fill out departure city,
date, time and arrival
city, date, time.

Once all stops have been
added, save and select
next

Next>- [eEULE]




Travel Allowances For Report: test

(@ Create New tinerary  @)) Avallabie Itneraries
Assigned Itineraries

| boparure city

(@) Expenses & Adiustments

© ltinerary: test

Date and Time

Grand Rapids, Michigan
Big Rapids. Michigan

Arrival City

03/07/2022 01-00 PM
0311012022 01:00 PM

Date and Time
Big Rapids. Michigan

03/07/2022 05:00 PM
Grand Rapids, Michigan

Arrival Rate Location

03/10/2022 05:00 PM

ALL PLAGES NOT LISTED
ALL PLACES NOTLISTED

Available Itineraries
e
| peparture city

| Date and Time +
o Available ltineraries Found

Arrival City

Date and Time

Arrival Rate Location




Travel Allowances For Report: test

(@ Create New linerary (@) Availabie ttneraries  (E)) Expenses & Adjustments

e I

Big Rapids, Michigan

Exciude | A [] | | aterLocation » Breakfast Provided Lunch Provided Dinner Provided Allowance
RSN e e
R v © 0
i Rapis, Miengan @ @ s2100
010022 w00

Check the boxes for the

meals that were provided to
you during travel

Create E: Cancel




Manage Expenses Processor«

Copy Report Submit Report

test $76.00

Not Submitted

Report Details w Print/Share Manage Receipts w Travel Allowance

e @@ | )

O ReceiptT| Payment Type T| Expense Type T] Vendor Details T Date = Requested T|
O Cash Fixed Meals(Per Diem) I} Big Rapids, Michigan 03/10/2022 $30.00
O Cash Fixed Meals(Per Diem) Big Rapids, Michigan 03/09/2022 $21.00
O Cash Fixed Meals(Per Diem) Big Rapids, Michigan 03/08/2022 $7.00
O Cash Fixed Meals(Per Diem) Big Rapids, Michigan 03/07/2022 $18.00
$76.00

Concur will auto fill

the allowable Fixed
Meals(Per Diem)




Administration» | Help~

SAP Concur Requests Expense Approvals Reporting ~ App Center .

Profile =
-

Manage Expenses Processor =

teSt $000 ﬁ Submit Report
Not Submitted X

/ -_—
Report Details Print/Share Manage Receipts Travel Allowance

[ ]
Add Expense [ Manage Travel Allowance ]

No E_[xpenses
Add expenses to this report to submit for reimbursement.




Travel Allowances For Report: test

(@ Create New tinerary  ()) Availabie Itneraries (@) Expenses & Adjustments
Assigned Itineral

| boparure city

Date and Time
No Assigned ltineraries Found

Arrival City

Date and Time

Arrival Rate Location

Select Create New
Itinerary and follow

steps 5-10 from above

Available Itineraries
=

| peparture city | Date and Time + Arrival City
No Availzble lineraries Found

Date and Time

Arrival Rate Location




