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NEW! Manage My Expenses

1 Introduction

1.1 Introduction to Concur - My Expense Reports

This module will present a brief introduction to Concur.
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Concur is an integrated travel and expense management system for

Corporate card

(T-card) e

transactions Out-of-Pocket transactions
expenses

Faculty & Staff can use Concur to

Create expense reports Submit reports for
approvals via online workflow

o

[e]

Receive reimbursements

Benefits of Concur for Claimants & Approvers

. Easily upload and attach receipts and other supporting documentation - Paperless Solution

. Automated approval workflow

. Mobile enabled - Concur app allows expense report completion/submission/approval

. Faster Reimbursement
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Benefits of Concur for Claimants & Approvers cont.

. Single sign-on platform for travel and other allowable expenses (T-card, P-card and out-of-pocket expenses)

. Simple review and reconciliation of T-card and P-card transactions

upgraded client portal (BMO SpendDynamics)

. Integrated policy compliance

Strong reporting capabilities

. New bank at GoLive for T-card & P-card with automated transaction upload to Concur and
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2 NEW! Manage My Expenses

2.1 NEW! Delete an Expense Report

This module will walk you through the steps to delete an expense report in Concur.

You can delete an entire expense report or a particular expense item from a report.

Navigate to your Open Reports on the lower right side of the page. For this exercise
we will delete the report 'Conference in Toronto'.

+ - m] X

[&] sap concur Home X

@ c @ O a https://fwww.concursolutions.com/home.asp ﬂ? @ ‘\I_/,

SAP Concur @ Expense App Centre e =

Starta Cash Upload Available Open
Claim Advance receipts Expenses Claims
MY TASKS
m Open Requests m Available Expenses - m Open Claims
You currently have no active requests. You currently have no available expenses. n Conference in Torontg
CAD 1,670.00
Conference in Toronto
CPA Annual Membership
CUPEU PD Expenses v
https://www.cancursolutions.com/expense/client/default.asp?confNum=gWmTHDdHBSs75sea3rshx ptXzNLOwEttg&reportld=30F8D49727FD45B4A273 >

n Click the Conference in Toronto hyperlink.

Navigate to the left pane where your expenses are listed for this report. We will first
delete an individual expense item.

Click the checkbox for the first item.
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C-| Expense - Conference in Toronto X + — O X
&« O @ O B https:/fwww.concursolutions.com/nuifexpense/report/S0F8D497 2TFD45B4A273 ﬁ =
Manage Expenses Cash Advances
A\ Alerts: 1 v
. s
Conference in Toronto $1,670.00 T ([l EcLl
Not Submitted
'II- v Print/Share v Manage Receipts v Travel Allowance v
2
[J AlertsT] ReceiptT] PaymentTypeT] Expense TypeTl Supplier DetailsT| Date= Requeste
] Out of Pocket 222:”5"3‘““ ::r"'vea‘, oo 08/09/2022 $1,67
$1,67
H Click the Select row check box.
2.1.1 Expense - Conference in Toronto — Mozilla Firefox
C-| Expense - Conference in Toronto X —+ — O X
&« G @ O B hitps/jwwconcursolutions.com/nuijexpense/report/50FBDA9T2TFDASBAAI TS o y =
g ol
Conference in Toronto $1,670.00
Not Submitted
Claim Details v Print/Share v Manage Receipts v Travel Allowance v
Alerts T, ReceiptT]| PaymentTypeT| Expense TypeT| Supplier DetailsT| Date= Requeste
' D Out of Pocket MRS =i 08/09/2022 $1,67
Fees Montreal, Quebec
$1,67
< >
H Click the More Actions menu button.
CONCORDIA
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Expense - Conference in Toronto X + — O X
&« O @ O B https:/fwww.concursolutions.com/nuifexpense/repart/S0FED497 27FDA5B4AZT3 i} i/' =
Conference in Toronto $1,670.00 T (Bl Bl cy
Not Submitted

Claim Details w Print/Share w Manage Receipts v Travel Allowance v

More Actions v

Alerts 1], Edit tType?, Expense Typef| Supplier Detailsf| Date= Requeste
Delete
‘ Administrative ISPI
Copy geket Fees Montreal, Quebec pas2u22 $1.67
Allocate
$1,67

ﬂ Click the Delete menu item.

Please Confirm

9 Are you sure vou want to delete this expense?

B Click the Delete from Claim button.

You can also delete the entire report by clicking on Delete Report on the upper right

side of the page.
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Expense - Conference in Toronto X + — O X

G O @ O B https:/fwww.concursolutions.com/nui/expense/report/S0F8D497 2TFDASB4AZT3 i} i’,

Conference in Toronto $0.1| &

Not Submitted

Claim Details v Print/Share w Manage Receipts v Travel Allowance v

No Expenses
Add expenses to this claim to submit for reimbursement.

H Click the Delete Claim button.

Expense - Canference in Taronto x 4+ — [m] X

O 6 https:/fwww.concursolutions.com/nui/expense/report/S0F8D497 27TFDA5B4A273

C @

Confirm Delete

& This claim will be permanently deleted.

Do Not Delete

x

Click the Delete button.

2.2 NEW! Add Attendees to an expense (meals)

This module will walk you through the steps to add attendees to a meal expense.
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2.2.1 Create a New Expense Report

@ My CU Account % [2] Expense % sl Home X + = O e

<« (&] O & https:/fwww.concursolutions.com/nuifexpense/ b 2 ©

Manage Expenses View Transactions Cash Advances Processor+

Manage Expenses

REPORT LIBRARY view: Active Reports ~

n NOT SUBMITTED NOT SUBMITTED NOT SUBMITTED 19/09/2022
Conference in Las Vegas per diems for conference @ Concordia Annual
Conference
l
Create New Report $309.37 $1.00 $1,269.78

NOT SUBMITTED 9/09/2022 NOT SUBMITTED 19/09/2022 NOT SUBMITTED 09/09/2022 NOT SUBMITTED

Conférence annuelle © Local Meeting @ September Travel A, Tcard September Report
Concordia

$0.00 $10.00 $8,178.18 $734.89

Il Click the Create New Report button.

You can either add attendees to an existing expense report that has not been sub-
mitted or create a new report.

For this exercise, we will create a new report.

Fill in all required report header fields, indicated with a red asterisk.

page 8 of 34 CONCORDIA




NEW! Manage My Expenses

| Expense x | +

&« C O & https:/fwww.concursolutions.com/nuifexpense

Cost Object Type * Cost Object ID *

Cost Center {CC) | Y v | FS: ACCOUNTS PAYABLE (114

Travel Catagnry*

General Travel ~ | ‘ Y -

Comment]

Claim Travel Allowance

Enter ltinerary if needed

O Yes. lwant to claim Travel Allowance

@ No, | do not want to claim Travel Allowance

H Click the Create Report button.

@ My CU Account % [C] Expense - uBsiness meeting wit X Home X  + = O X

O B https:/fwww.concursolutions.com/nuifexpense/report/4373CACF6033402EA102 bk 3 @ =
e i e

< ® :
:

Manage Expenses View Transactions Cash Advances Processor+

uBsiness meeting with donor $0.00 @

Not Submitted

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

H Add Expense

No Expenses
Add expenses to this report to submit for reimbursement.

H Click the Add Expense button.

Inside the expense report, navigate to the left and click Add Expense.
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@ My CU Account % [C] Expense - uBsiness meeting wit X Home X+ = O e

.concursalutions.com/nui/expense/report/4373CACF6033402EA102 f} 3 @ =

&« C O 8 ntpsy,

Add Expense

4 +

Available Expenses Create New Expense

| Search for an expense type

~ Recently Used
o
Airfare
Hotel
Parking Expenses
Alcoholic Beverages - Non Travel

~ 0. Travel Expenses

ﬂ Click the Business Meals (Attendees) list item.

Recently used expense types will appear first. Otherwise, search for an expense
type at the top.

For this exercise, click Business Meals.

@ My CU Account % [©] Expense - New Expense % sl Home X+ = O X
&« C O B https:/fwww.concursolutions.com/nuifexpense/report/437 3CACF6033402EA102/entry?expKey=01027 &expCode=COTHER f} S & B
— ) Profile + - ~
Manage Expenses View Transactions Cash Advances Processor+

New Expense Cancl
5 | p—

0 & Attendees (1) @ Allocate

* Required field

Travel Category *

‘ Fundraise v

Expense Type *

‘ Business Meals (Attendees) ‘ v |

Transaction Date * Business purpnse‘

| DDMMYYYY | | | potentiai donor |

Enter Vendor Name * City of Purchase * @'

‘ ‘ |@ . | Upload Receipt Image

Payment Type *

| Qut of Pocket v

Amount Currzncy * bt

H Click the Details tab.

Fill out all required fields indicated with a red asterisk.
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@ My CU Account % [©] Expense - New Expense % sl Home X = O e
&« C O B https:/fwww.concursolutions.com/nuifexpense/report/437 3CACF6033402EA102/entry?expKey=01027 &expCode=COTHER i} 3 & B
Details ltemizations Hide Receipt [F] ~
H O & Attendees (1) @& Allocate
* Required field
Travel Category *
‘ Fundraise v
Expense Type *
‘ Business Meals (Attendees) ‘ ~ |
Transaction Date * Business Purpose *
| 0910872022 | | | potential donor |
Enter Vendor Name * City of Purchase * E
( 1 ) Upload Receipt Image
‘ The Keg ‘ | @ w | Montreal, Quebec | =p R ge
Payment Type *
| Out of Pocket v
Amount * Currency *
| 150.00 | | canada, Dollar ‘ v |
Was Alcohol purchased'?‘ Tax Posted Amount
‘ Yes v ‘
. ) .
H Click the Attendees (1) hyperlink.
@ My CU Account % [2] Expense - Entry Details % sl Home X = O X
&« C O B https:/ concursolutions.com/nuifexpense/report/437 3CACF6033402EA102/entry/gWt0nF 1xNIgwlUP04cKOITGKruN7| i} S ® =

T

Attendees

Business Meals (Attendees) $150.00

Attendees: 1

[0 Atendee Name = Artendee Title T,

Company T}

Artendee Type T}

Artendee CountT]

Amount T,

[m]

Employee

$150.00

Click the Add button.

Cancel Save
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@ My CU Account % [©] Expense - Entry Details % sl Home X+ = O e
&« C O B https:/fwww.concursolutions.com/nui/expense/report/437 3CACFE033402EA102 fentry/gWt0nF1xNIgwlUP04cKOITGKruN7| {} S 8 =
~
Add Attendees x
9 s &

Recent Attendees Attendees Attendee Groups

Attendee Type Attendee Name

| Business Guest v ‘ ‘ Search by first or last name |

More Search Options Can't find an attendee? Create New Attendee

H Click the Attendees tab.

@ vy Cu Account % [ Expense - Entry Details % sl Home x o+ = m} b
&« @] QO 8 hitpsi/fwww.concursolutions.com/nuifexpense/repart/437 3CACFE033402EA102/entry/gWiOnF1xNIgwlUPOACKOITGKruNT! - 1 1 =
~
Add Attendees x
V)
) & &
Recent Attendees Attendees Attendee Groups
Attendee Type Attendee Name
| Business Guest - ‘ ‘ Search by first or last name |

More Search Options Can't find an atﬂl Create New Attendee |

H Click the Create New Attendee hyperlink.

If attendees are Concordia employees, you can select names in the directory by
clicking on Search by first or last name. Otherwise you need to select Create New
Attendee to add them to the system.

For this exercise, we will add new attendees.
m Click the Create Attendee button.

Enter all attendee information into the fields. For this exercise, a sample has been

filled out for you.
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Note that First Name and Title fields are not required but we recommend that you fill
out these fields.

Save your entry.

@ My CU Account % [C] Expense - Entry Details %l Home x o+ = m} X

<« C O 5 https:/fwww.concursolutions.com/nui/expense/repart/437 3CACFE033402EA 102 /entry/gWtOnF1xNIgwlUP04cKOITGKruNT| g T @ =

Create New Attendee

€ Go back

| @ Attendee added: Barbara Jones

* Required field
Attendee Type * Last Name *

‘ Business Guest v ‘ |

First Name Attendee Title

Company *

Cancel Create Attendee

m Click the 'Create New Attendee’ Close (x) button.

@ My CU Account % [2] Expense - Entry Details % sl Home X+ = O X

<~ (&] O B https:/fwww.concursolutions.com/nui/expense/report/437 3CACFE033402EA102 fentry/gWt0nF1xNIgwlUP04cKOITGKruN7| bk o @

Attendees

Business Meals (Attendees) $150.00

Attendees: 2
Add

Attendee Name = Artendee Title T, Company T} Attendee Type T, Attendee Count T} Amount T,

[m] Employee 1 §75.00

[m] Jones, Barbara Business Guest $75.00

Cancel Save

m Click the Add button.
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@ My CU Account % [©] Expense - Entry Details % sl Home X + = O e
&« C O B https:/fwww.concursolutions.com/nui/expense/report/437 3CACFE033402EA102 fentry/gWt0nF1xNIgwlUP04cKOITGKruN7| {} S 8 =
~
Add Attendees x
9 s &

Recent Attendees Attendees Attendee Groups

Attendee Type Attendee Name

| Business Guest v ‘ ‘ Search by first or last name |

More Search Options Can't find an attendee? Create New Attendee

m Click the Recent Attendees tab.

Once you save an attendee, they will remain on your list. You can search for and
add them to other meal expenses in the future.

To search for a saved attendee, click Recent Attendees tab.

@ Wy CU Account % [2] Expense - Entry Details X | wl Home x o+ = u] X

“ (@] O & https:/fwww.concursolutions.com/nuifexpense/report/437 3CACFE033402EA 102 fentry/gWi0nF 1xNIgwlUP04cKOITGKruN7| w L @

Add Attendees

3,
) ) &
Recent Attendees Attendees Attendee Groups

] Attendee Name = Attendee Title TL Company T} Attendee Type Tl

Employee

a Employee

| | Smith, Jane potential donor Business Guest

<

Search All Attendee History

m Add to List

m Click the Smith, Jane check box.

Once you've created new attendees or selected them in the Search, you need to
add them to the expense item.

Click the check box to add to the list.
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Iﬂ Click the Add to List button.
IE Click the 'Add Attendees' Close (x) button.

@ My CU Account % [2] Expense - Entry Details % sl Home X+ = O X

&« C O B https:// concursolutions.com/nuifexpense/report/437 3CACF6033402EA102/entry/gWt0nF 1xNIgwlUP04cKOITGKruN7| i} 2 @ =

Attendees

Business Meals (Attendees) $150.00

Attendees: 3

Attendee Title 7] Company T} Attendee Type T, Attendee Count T} Amount T,

Employee $50.00

Jones, Barbara Business Guest $50.00

a Smith, Jane potential donor Business Guest $50.00

Cancel Save

Click the Attendee Name check box.

You can add multiple attendees by clicking on Attendee Name check box.

@ My CU Account % [2] Expense - Entry Details % sl Home X+ = O X

&« C O B https:/f/www.concursolutions.com/nui/expense/report/4373CACF6033402EA102 fentry/gWt0nF 1xNIgwlUP04cKOITGKruN7| i} 3 &

Attendees

Business Meals (Attendees) $150.00

Attendees: 3

“ S Emp

Attendee Name = Artendee Title T) Company T} Attendee Type T, Attendee Count T} Amount T,

Employee $50.00

Jones, Barbara Business Guest $50.00

Smith, Jane potential donor Business Guest $50.00

m -

IEI Click the Save button.
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@ My CU Account % [©] Expense - Entry Details % sl Home X+ - u] 'Y
&« C O 8 nty w.concursolutions.com/nuifexpense/report/4373CACF60 F1xNIgwlUPO4cKOITGKruNTIN - ¥ B =
Administration ~ Help~ -
SAP Concur Expense  Approvals  Reporting~ App Center Y
Profile =
-
Manage Expenses View Transactions Cash Advances Processor~
O Aerts: 2 ~
@ Please itemize the alcohol expense and provide justification for this expense.
A\ You must attach a receipt image to this expense.

i i Save E
Business Meals (Attendees) $150.00 m ave Expense
09/08/2022 The Keg

Details Itemizations Hide Receipt )

& Attendees (3) @ Allocate
* Required field
Travel Calegnry*
‘ Fundraise v
Expense Type*
‘ Business Meals (Attendees) ‘ ~ |
v
m Click the Save Expense button.
@ vy Cu Account * [C] Expense - uBsiness meetingwil X s Home X + = m} b
&« C Q 8 ht w.concursolutions.com/nui/expense/report/437 3CACFG0 w o =
Administration = Help~ ~
SAP Concur Expense Appr 3 Reporting App Center .
Profile ¥
-
Manage Expenses View Transactions Cash Advances Processor=
O Aerts: 2 v
uBsiness meeting with donor $150.00 i
Not Submitted
Report Details v Print/Share v Manage Receipts v Travel Allowance v
Add Expense
[J Alers?, CommentsT. Receiptfl, PaymentTypell Expense Type Tl Vendor Details TL Date = Requested T,
Business Meals (Attendees) The Keg
(] (1] -] Out of Pocket m et 09/08/2022 $150.00
$150.00
< >
v

m Click the Attendees (3) hyperlink.

The expense item will now show a hyperlink, indicating that the meal has multiple
attendees.

Clicking on the hyperlink will take you summary screen where you can make chang-
es or add other attendees.
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@ My CU Account % [C] Expense - uBsiness meeting wit X Home X + = O e

&« C O B https:/fwww.concursolutions.com/nuifexpense/report/437 3CACF6033402EA102 bk z &

Administration~ | Help~
Expense  Approvals  Reporting ™

SAP Concur

App Center

Manage Expenses View Transactinn= Cash Advuancas

Attendees: 3 E]

Attendee Total
$150.00

Pracazzars

Average Per Person ~

O Aerts: 2

$50.00

uBsiness meeting

Attendee Type

Attendee Count

Amount Per Type

Copy Report Submit Report

Not Submitted Business Guest 1 $50.00
Report Details v Print/Share v Business Guest 1 $50.00
Add Expense ‘ Employee 1 $50.00
O AlertsT, CommentsTl View Attendees ails 1L Date = Requested T|
= Dusl 35 B (AUETOEES)] Ine Keg
o o .- [} Out of Pocket P — 09/08/2022 $150.00
$150.00

Remember that you will also need to attach a receipt for the expense.

To attach a receipt, please see Upload and Attach Available Receipts.

2.3 NEW! Create a New Expense Report

This module walks you through the steps to create a new expense report in Concur.

IMPORTANT!

Please note that you need to create separate expense reports for your Travel Card, Pro-

curement Card and Out of Pocket Expenses even if they are associated with the same event
(such as a trip).

2.3.1 Insert title

Make sure to select the appropriate Policy.

Review the table to know which policy to use.
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P-Card ("Procurement Card") T-Card ("Travel Card")
» Procurement Policy (CFO-20)and PCard guidelines » Travel and Conference policy (CFO-3)and its handbook
Governing » Policy on Hospitality, Meetings and Events (CFO-10)
Policy and its handbook
Governing | » Actrespecting contracting by public bodies (‘LCOP”) N/A
Laws
The University's P-Card is a simplified procurement channel for | The use of the new T-Card is restricted to travel,
the acquisition of low dollar value goods and/or services with a conference, hospitality related expenses as well as
Purpose of | total value of up to $5,000 (including taxes, shipping and professional memberships
card handling) per transaction, subject to the Purchase Limit and
Monthly Limit established for every P-Card account.
Any low dollar value procurement of goods and/or services Travel: Hospitality - Meetings &
made forthe sole benefit of the University, the whole with a +  Planeftrain/bus tickets | Events (fundraising,
valid business purpose. Among others, the following goodsand | «  Accommodations networking, PR,
services are disallowed on P-Card: « Carrentals recruitment, internal
«  Goods and/or services under contract (unless authorized +  Meals events/meetings, training,
by Procurement Services) +  Other transport other)
«  Goods and/or services whose value exceeds $5,000 «  Other travel related . Catering
Examples (including taxes, shipping and handling) expenses . Restaurants
of +  Goods and/or services available in SAP Ariba catalogues + Conferences/seminars | Refreshments
expenses | ° Personal expenses . Venues
«  Travel, conference, hospitality and memberships expenses | Other: . Gifts
«  Professional services of any kind «  Professional . Alcohol
« Regulated goods memberships . Other misc. ltems
+  Services performed on the University premises related to meetings &
«  Other disallowed goods and/or services as per the P-Card events
guidelines
SAP Concur Home x |+ - [u] X
<« C ww.concursolutions.com/home.asp# kg 1 Y =
Administration = Help~ (o]
SAP Concur Expense Approvals Reporting» App Center o
Profile +
-
|
CONCORDIA + 00 04 56 03
New Required Available Open Cash
Approvals Expenses Reports Advances
Start a Report
MY TASKS H MNew Cash Advance
Upload Receipts
Required Approvals > Available Expenses——————————=» Open Reports >
Great! You currently have no approvals 28/10 Bus Lines, Including Charters, T 21/09 per diems for conference
CAD 89.30
28/10 RODEWAY INNS 19/09 Concordia Annual Conference
CAD 1,783.00 CAD 1,269.78
2710 ALLSTAE RENT-A-CAR 19/08 Conférence annuelle Concordia
CAD 383.02
11/05 The Source 19/09 Local Meeting
CAD 247 46 CAD 10.00

09/09 September Travel
CAD 8,178.18

Il Click the New input field.
E Click the Start a Report menu item.
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] Expense x4 - o x

&« C O B https:/fwww.concursolutions.com/nuifexpense f}‘ 3 @ i. =

Create New Report

* Required field

Policy * Report type * Report Name *
*Travel Card & Out of Pocket expenses B None Selected

Repart Date JNone Selected

26/09/2022 BMO Travel Card charges

n Out Of Pocket

Cost Object Type * a Cost Object ID *

Travel Category *
None Selected v | ‘ Y | Search by Text ‘

Comment

H Click the Report type dropdown button.
ﬂ Click the Out Of Pocket menu item.

v.concursolutions.com/nui/expense

Create New Report

* Required field
Policy * Report type Report Name *

*Travel Card & Out of Pocket expenses | ‘ Qut Of Pocket Bl CPA Membership 2022

Report Date Business Purpose *

26/09/2022 { Professional membership ]

Travel Category * Cost Object Type * o Cost Object ID *

None Selected v | ‘ Y - ‘ Search by Text ‘

Comment

There is no standard for Report names. Enter a name which is identifiable to you.

An example has been entered below.

B Click the Travel Category dropdown button.

|  Observe the example business purpose that has been entered and continue.
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| Expense ® + - o e

&« @] (O] https://www.concursolutions.com/nui/expense ik o Y =

Create New Report

* Required field
Palicy * Report type * Report Mame *

*Travel Card & Out of Pocket expenses ‘ ‘ Qut Of Pocket v | ‘ CPA Membership 2022

Report Date Business Purpose *

26/09/2022 [ Professional membership

Travel Category * Cost Object Type * o Cost Object ID *

I‘Non Travel ‘ ‘ Y ~ | Search by Text |

Comment

H Click the *Non Travel menu item.

] Expense x| + - o x

& C O 8 hitpsy/jwww.concursolutions.com/nui/expense w 2 @ & =

Create New Report

* Required field
Policy * Report type * Report Name *

*Travel Card & Out of Pocket expenses v ‘ | Out Of Pocket v ‘ | CPA Membership 2022

Report Date Business Purpose *

26/09/2022 [ Professional membership

Travel Category * Cost Object Type * [2] Cost Object ID *

*Non Travel | Y v | Search by Text

Comment

Click the Cost Object Type input field.

IMPORTANT: When you create an expense report, you need to select a cost object

which all expenses will be allocated to by default. In the actual expense report, you
will be able to adjust the allocation for one or more of the expenses as required.
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] Expense x4 - o x

&« C O B https:/fwww.concursolutions.com/nuifexpense f}‘ 3 @ i. =

Create New Report

* Required H

Policy * Report type * Report Name *

( *Travel Card & Out of Pocket expenses v | ‘ Out Of Pocket v ‘ | CPA Membership 2022 |

Report Date Business Purpose *

26/09/2022 ‘ Professional membership

Travel Category * Cost Object Type * (3] Cost Object ID *
*Non Travel v | | ¥ v | Costcenter (cO) } | ¥ v | FS ACCOUNTS PAYABLE (114

Comment

H Click inner vertical scrollbar.

The Cost Object ID will be populated automatically based on what you entered in
the Cost Center Type field.

Select the Cost Object ID to which you will be charging the expenses.

Note: You can search for a Cost Object ID by text or by code. E.g. if you wish to
charge to your PDA, you can click Text and search for your own name.

©] Expense x|+ - o x

<« C O 5 https:/fwww.concursolutions.com/huifexpense kg 2 @ & =

Travel Category * Cost Object Type o Cost Object ID *
*Non Travel v | [ ¥ v Costenter (cC) || ¥ v | FS ACCOUNTS PAYABLE (114

Comment

Claim Travel Allowance
Enter ltinerary if needed

() Yes, | want to claim Travel Allowance

@® No, | do not want to claim Travel Allowance

H Click the Create Report button.
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IMPORTANT: You only need to select "Yes" if you are claiming per diem daily al-

lowances.
[] Expense - CPA Membership 20° X+ - (m] pe
&« C O & https:/fwww.concursolutions.com/nuifexpense/report/471EE04133D147368114 ﬁ’ 2’. @ i. =
Administration v Help= ~
SAP Concur Expense Approvals Reporting * App Center °
Profile = -
Manage Expenses View Transactions Cash Advances Processor~
: -
CPA Membership 2022 $0.00 @ Submit Report
Not Submitted
Report Details v Print/Share v Manage Receipts v Travel Allowance v
m Add Expense
No Expenses
Add expenses to this report to submit for reimbursement.
< >
v

m Click the Add Expense button.

| Expense - CPA Membership 207 X + = m} X

concursolutions.com/nuifexpense/report/471EE04133D 147368114 It 2 @ & =

& (¢} Q 8 hitps

Add Expense

o (T

Available Expenses Create New Expense

[ Payment.. T,  Expense.. T,  VendorD... Tl Amount T}

RODEWAY
INNS

BMO Travel Card Hotel 28/10/2021 $1.783.00
Victoria, British

Columbia

Bus Lines,

Including
BMO Travel Card Charters, T 281072021

Other

Transportation
Victoria, British

Columbia

ALLSTAE RENT-
A-CAR

A7IMAmAna

m Click the Create New Expense tab.
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[C] Expense - CPA Membership 20° X+ - o x

<~ (&] O B https:/fwww.concursolutions.com/nuifexpense/report/471EE04133D147368114 kg o @ L

Add Expense

4 +

Available Expenses Create New Expense

I memb|

~ 08. Membership & Subscriptions

m Professional Memberships|

m Click the Professional Memberships menu item.

< Expense - New Expense x|+ = m} *
&« @] QO 8 hitpsi/fwww.concursolutions.com/nui/expense/report/A71EE04133D147368114/entry PexpKey=01080&expCode=0T 1 2 @ L =
Administration= | Help~ ~
SAP Concur Expense Approvals Reporting~ App Center .
Praofile ~
-
Manage Expenses View Transactions Cash Advances Processor=
New Expense
Details ltemizations Hide Receipt E|

@ Allocate

* Required field
Travel Category *
‘ *Non Travel v
Expense Type *
‘ Professional Memberships ‘ v |
Enter Orgamzalmn* Transaction Date *
\ | | oomamryyry ‘ & |
Business Purpose Enter Vendor Name * @
( - ' ) Upload Receipt Image
‘ Professional membership ‘ | | P p g
City of Purchase * Payment Type *
(& | | outof Pocket v | v

2.4 NEW! Create an Expense Report with Fixed Travel Allowances

This module will walk you through the steps to create an expense report with fixed travel al-
lowances in Concur.

IMPORTANT!

Please note that you need to create separate expense reports for your Travel Card, Pro-
curement Card and Out of Pocket Expenses even if they are associated with the same event
(such as a trip).
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| Expense % @ My CUAccount % wl Home x  + = ] e

& (&] O B httpsy/fwww.concursolutions.com/nuifexpense/ bk 24 &,

Administration= | Help~

SAP Concur Expense Approvals Reporting * App Center

Manage Expenses View Transactions Cash Advances Processor~

Manage Expenses
REPORT LIBRARY view: Active Reports v

n NOT SUBMITTED 21/09/2022 NOT SUBMITTED 19/09/2022 NOT SUBMITTED 19/09/2022
per diems for conference @ Concordia Annual Conférence annuelle
+ Conference Concordia
Greate New Report $0.00 $1,269.78 50.00

NOT SUBMITTED 19/09/2022 NOT SUBMITTED 09/09/2022 NOT SUBMITTED 08/09/2022 NOT SUBMITTED 08/09/2022
@ Local Meeting © September Travel A, Teard September Report © September Travel
4o an PSP
https://www.concursolutions.com/nuifexpense/ report/C86530623AE640639C8B .18 $734.89 1 ,000.00 v

Il Click the Create New Report button.

| Expense x| + - [m] e
< C O Ej https:/fwww.concursolutions.com/nuifexpense w o o=

Travel Category * Cost Object Type * Cost Object ID *
| General Travel ~ | ¥ ~ | CostCenter (CC) | ¥ ~ | FS: ACCOUNTS PAYABLE (114 H

Comment]

Claim Travel Allowance
Enter ltinerary if needed

3 @Y&s, | want to claim Travel Allowance
@ No, | do not want to claim Travel Allowance

Cancel Create Report

E Click inner scrollbar.
Fill in all required Report Header fields.

Under the Cost Object Type you will see three options. A Cost Center is an operational unit
such as your department. A WBS is a capital project. An Internal Order is a grant or a pro-
fessional development account.The Cost Object ID refers to the ID of the actual account to
which you will be allocating the expense. Use the drop-down arrow next to the Cost Object
ID field to search for your cost object.

Note: You can search for a Cost Object ID by text or by code. E.g. if you wish to charge to
your PDA, you can click Text on the drop-down menu and search for your own name.
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Note that the cost objects you use most frequently will appear at the top of the drop-down list
so you will not be required to search for the code after the first time you select it. When you
select a Cost Object and Cost Object ID on this screen, all individual expenses you later add
to this report will be automatically allocated to the cost object by default. However, you have
the option to allocate individual expenses to other cost objects and accounts or split an ex-
pense item between multiple cost objects and accounts from inside the report. You also have
the option to change the selection for all expense items so that the re-port will default to an-
other cost object.

H Click the Yes, | want to claim Travel Allowance radio button.
ﬂ Click the Next button.
H Click the Save button.
H Click the Save button.

If you click Next before saving your record, a dialog box will remind you to save your

changes.

H Click the Next >> button.

| Concur - Travel and Expense x + - o #
= @) QO 8 hitpsy/fwww.concursolutions.com/Expense/Client/Xpressway TA.asp?RptKey = gWhZTp34TINgqcS pink TjgsgHwhot4jQ& 1 1 & =

Travel Allowances For Report: Conference in Las Vegas

) Create New Hinerary OAL'aw\ablen\nerar\Es 3) Expenses & Adjustments

Assigned Itineraries

‘ Departure City Date and Time » Arrival City Date and Time Arrival Rate Location
@ ltinerary: Conference in Las Vegas
Montreal, Qusbac 18/08/2022 09:00 AW Las Vegas, Nevada 19/08/2022 12:00 PM UNTED STATES
Las Vegas, Nevada 23/09/2022 09:00 AW lontreal, Quebec 23/09/2022 12:00 PM CANADA

Available Itineraries

| current tneraries v|
| peparture city | pate and Time » Arrival City Date and Time Arrival Rate Location

@ Itinerary: Concordia Annual Conference
Montreal, Quebec 12/09/2022 09:00 AWM Paris, FRANCE 12/09/2022 09:00 PM FRANCE
Paris, FRANCE 15/09/2022 09:00 AW lontreal, Quebec 15/09/2022 09:00 PM CANADA

H Click the Next >> button.
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| Concur - Travel and Expense X + - [m] s
< (&) O 8 https:/f/www.concursolutions.com/Expense/Client/XpresswayTA.asp?RptKey=gWhZTp34TINgqcSpinkTjgsqHwhot4]QE w 2 @8 & =
~
Travel Allowances For Report: Conference in Las Vegas 0 x
@) Create New tinerary  ({@) Availabls tineraries. oExpensas & Adjustments
Show dates from| || o] |‘
Exclude | All [ ‘ ‘ Date/Location | Meals nmel Breakfast Provided ‘ Lunch Provided Dinner Provided Allowance
19/09/2022 c c
Las Vegas, Nevada USD 54.00/ CAD 7163 ] B CAD 58.35
a 20/08/2022
{25 Viegas, Nevada USD 54.00/CAD T1.74 =] ] CADTIT
a 2110572022 USD54.00 /CADTH.85 B B CADTIES
Las Vegas, Nevada N
] 22/0/2022
Los Vegas, Nevada USD 54.00 / CAD 72.34 ] B CADT234
o 2300912022 USD 54.00 /CAD 72.84 ] cAD 35.07

Las Vegas, Nevada

v
. . v . v
H Click the first checkbox under 'Breakfast Provided'.
. "N . v
m Click the last checkbox under 'Dinner Provided'.
m Click the Create Expenses button.
| Expense - Conferencein Las Ve X + - [m] s
&« C O & https:/fwww.concursolutions.com/nuifexpense/report/54AC259A8D7DAEFOB3B5 bk 2’. S} i. =
Administration v Help~ ~
SAP Concur Expense Approvals Reporting * App Center .
Profile =
L
Manage Expenses View Transactions Cash Advances Processor~
A -
lConference in Las Vegas $309.37 |
Not Submitted
Report Details v Print/Share v Manage Receipts v Travel Allowance v
[0 Receiptfl PaymentTypeTl Expense Type T Vendor Details T, Date = Requested T|
(m] Qut of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 23/09/2022 $35.07
(m] Out of Pocket Daily Allowance (Travel Allow/ Per Diem) Las Vegas, Nevada 22/09/2022 $7234
(m] Out of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 21/09/2022 $71.86
(m] Out of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 20/09/2022 $71.74
(m] Out of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 19/09/2022 $58.36
v

If you see the error message below, it means that you have already created an ex-
pense report for travel allowances with either the same or overlapping dates. Please

check your expense reports. You can recall a submitted report if you wish to make
changes.
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Travel Allowance Error

i'-\ Adding this row would cause this itinerary to overlap with another of your itineraries.

2.5 NEW! Create Missing Receipt Affidavits in Expense Reports
This module will walk you through the steps to work with missing receipt affidavits if you have
lost an actual receipt for an expense.

Once you select the desired expense report from your dashboard, you will see all
expense items associated with the report.

A red receipt icon appears to indicate that a receipt is needed for the item.

@ My CU Account % 2] Expense - ConferenceinlasVe X = + = o ®
&« @] QO 8 hitpsi/fwww.coneursolutions.com/nuifexpense/report/54AC259AEDTDAEFOB3BS s 2 @ L =
~
. -
Conference in Las Vegas $323.04 i
Not Submitted

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

Add Expense

[] AlertsT, Receiptll Payment TypeTl Expense Type T, Vendor Details T, Date = AmountT) RequestedT)
(m] A n Out of Pocket Parking Expenses tLESt 27/09/2022 USD 10.00 $1367
L as Vegas, Nevada

(m] Qut of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 23/09/2022 $35.07 $35.07
(m} Qut of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 22/09/2022 $72.34 $72.34
a Out of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Hevada 21/08/2022 $71.86 $71.86
[m} Out of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 20/08/2022 $71.74 $71.74
(m] Out of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 19/09/2022 $58.36 $58.36

$323.04 $323.04

< > v

n Click Attach Receipt Icon.
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@ My CU Account % [C] Expense - ConferenceinlasVe X = + = O e

&« C O B nhitpsy,

w.concursolutions.com/nuifexpense/report/54AC259A8D7DAEFOB3BS

Attach Receipt

Select a receipt image or reuse one from this report: Don't have a receipt? You'll need to create a missing receipt

de

Available Receipts Receipts in Report

Parking receipt.png
Uploaded: 19/09/2022 8:27 PM

X
Upload Receipt

Image
EMB limit per file Boyal Valat Parkleg
WILL Park ke, Mew York, WY, USA
[er—
Attach View
Capture.JPG 1648647529660

Uploaded: 19/09/2022 2:06 PM Uploaded: 30/03/2022 1:38 PM

&

A\arnoft

@ vy Cu Account % [C] Expense - ConferenceinlasVe X + = o ®

&« @] QO 8 hitpsi/fwww.coneursolutions.com/nuifexpense/report/54AC259AEDTDAEFOB3BS s 2 @ L

Create Receipt Declaration

A receipt is required for this expense. If you are missing your receipt please use this missing receipt affidavit.
Cette dépense nécessite un recu détaillé. Sivous avez perdu le recu détaillé de cette dépense ou
omis de l'obtenir, veuillez utiliser I'affidavit de recu manquant.

To create a Missing Receipt Declaration, select the expense(s) below that require a receipt.

Expense Type T, Vendor T}, Date = Amount T},

Parking Expenses test 27/09/2022 UsD 10.00

© 1 declare | have lost and/or failed to obtain a detailed receipt for this expense. The amount claimed
represents the true cost associated with the receipt and there is valid business purpose for the expense.
| declare | have not been previously reimbursed or will in the future submit for reimbursement the expense
relative to this receipt nor have | used it for any personal benefit. For meal receipt, | declare that no
charges for alcohol are being claimed. Je déclare avoir perdu le recu détaillé de
cette dépense ou omis de ['obtenir. Cette dépense a un motif professionnel valable, et la somme
réclamée équivaut au colt réel indiqué sur le recu. Je déclare que la dépense liée au recu manquant ne
m'a pas déja été remboursée et que je ne la soumettrai pas ultérieurement a des fins de remboursement.
Je certifie que cette dépense ne m'a pas seni 3 obtenir un avantage personnel. Si le recu s'applique a un
repas, je déclare n'avoir réclamé aucuns frais dalcool.

Cann Accept & Create

A Missing Receipt Affidavit window will appear.

Select the expense entry that requires a receipt. For this exercise, click Parking Ex-
penses.

H Click the Parking Expenses check box.
ﬂ Click the Accept & Create button.

The missing receipt affidavit is now attached to your expense entry. You will see a

stamp icon next to the expense item.
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<« C

Not Submitted

Report Details v

Add Expense

@ my cu Account x

O B https:/,

Print/Share v

©| Expense - Conference in Las Ve X +

Manage Receipts v

Conference in Las Vegas $323.04 @

Travel Allowance v

w.concursolutions.com/nuifexpense/report/54AC259A8D7DAEFOB3BS

b

=
@
e
Il

py Report Submit Report

[] Alens?, Receipttl Payment Type Tl Expense Type TL Vendor Details T, Date = AmountT,  Requested 1L
O A Out of Pocket Parking Expenses E?Vega& tovaca 27/09/2022 USD 10.00 51367
(m] Out of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 23/09/2022 $35.07 $35.07
(m] Out of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 22/09/2022 §72.34 $72.34
(m] Out of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 21/09/2022 §71.86 $71.86
(m] Qut of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 20/09/2022 $71.74 37174
a Qut of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 19/09/2022 $68.36 $58.36
§323.04 $323.04
< > v
The next steps will demonstrate a different way for creating missing receipt affidavits.
@ My CU Account % [C] Expense - ConferenceinlasVe X = + = O e
&« C O & https:/fwww.concursolutions.com/nuifexpense/report/54AC259A8D7DAEFOB3B5 bk 2’. S} i. =
~

Not Submitted

Add Expense d

Report Details v F‘nmehH

| Manage Attachments

Conference in Las Vegas $323.04 @

Travel Allowance v

Allocate

Missing Receipt Declaration

py Report Submit Report

B AlensT  Receip| FTETT Ty pe T TRPelse Type TL Vendor Details T, Date = AmountT,  Requested 1L
a test
A Out of Pocket Parking Expenses R T 27/09/2022 UsD 10.00 $13.67
(m] Out of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 23/09/2022 $35.07 $35.07
(m] Out of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 22/09/2022 §72.34 $72.34
(m] Out of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 21/09/2022 $71.86 $71.86
(m] Qut of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 20/09/2022 $71.74 37174
a Qut of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 19/09/2022 $68.36 $58.36
§323.04 $323.04
< > hd
. .
H Click the Manage Receipts dropdown button.
. . - - . . .
H Click the Missing Receipt Declaration list item.
CONCORDIA
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@ My CU Account % [C] Expense - ConferenceinlasVe X = + = O e

<~ (&] O B https:/fwww.concursolutions.com/nui/expense/report/54AC259A8D7DAEFOB3BS kg o @ L

Create Receipt Declaration

A receipt is required for this expense. If you are missing your receipt please use this missing receipt affidavit.
Cette dépense nécessite un recu détaillé. Sivous avez perdu le recu détaillé de cette dépense ou
omis de l'obtenir, veuillez utiliser I'affidavit de recu manquant.

To create a Missing Receipt Declaration, select the expense(s) below that require a receipt.

Expense Type TL Vendor T, Date = Amount T,

Parking Expenses test 27/09/2022 uUsD 10.00

| declare | have lost and/or failed to obtain a detailed receipt for this expense. The amount claimed
represents the true cost associated with the receipt and there is valid business purpose for the expense.
| declare | have not been previously reimbursed or will in the future submit for reimbursement the expense
relative to this receipt nor have | used it for any personal benefit. For meal receipt, | declare that no
charges for alcohol are being claimed. Je déclare avoir perdu le recu détaillé de
cette dépense ou omis de 'obtenir. Cette dépense a un motif professionnel valable, et la somme
réclamée équivaut au codt réel indiqué sur le recu. Je déclare que la dépense liée au recu manguant ne
m'a pas déja été remboursée et que je ne la soumettrai pas ultérieurement & des fins de remboursement.
Je certifie que cette dépense ne m'a pas seni a obtenir un avantage personnel. Si le recu s'applique & un
repas, je déclare n'avoir réclamé aucuns frais d'alcool.

Cancel

A Missing Receipt Affidavit window will appear.

Select the expense entry that requires a receipt. For this exercise, click Parking Ex-
penses.

Click the Parking Expenses check box.
ﬂ Click the Accept & Create button.

The missing receipt affidavit is now attached to your expense entry. You will see a

stamp icon next to the expense item.
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@ My CU Account x Expense - Conference inLas Ve X + = ] e
& [¢] QO 8 hip concursolutions.com/nui/expense/report/54 w5 1 & =
Not Submitted ~
Report Details ~ Print/Share ~ Manage Receipts ~ Travel Allowance ~
-] ReceiptT, Payment TypeT) Expense Type T, Vendor Details T} Date = AmountT] Requested T
test
1097
Out of Pocket Parking Expenses e e 27/09/2022 USD 10.00 $13 67
(m] Out of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 23/09/2022 $35.07 $35.07
(m] Out of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 22/09/2022 §72.34 §72.34
[m} Qut of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 21/09/2022 $71.86 $71.86
(m] Qut of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 20/09/2022 §71.74 $71.74
(m] Out of Pocket Daily Allowance (Travel Allow./ Per Diem) Las Vegas, Nevada 19/09/2022 $58.36 $58.36
$323.04 $323.04
< >
AP Concur .

2.6 NEW! Upload and Attach Available Receipts to Expense Reports

This module will walk you through the steps to upload and attach an available receipt to your

expense reports in Concur.

SAP Concur Home X + - o *
<« C w.concursolutions.com/home.asp kg 1 R
Administration | Help~ ~
SAP Concur 1 Approvals Reporting~ App Center o
Profile ¥ -
CONCORDIA + 01 06 95 03
MNew Required Available Open Cash
Approvals Expenses Reports Advances
MY TASKS
Required Approvals - Available Expenses - Open Reports -
Stylianos P. | June 2022 10/11 AER LINGUS 19/09 Concordia Annual Conference
CAD 3,282.67 — Expense CAD B54.75 CAD 810.95
28/10 Bus Lines, Including Charters, T 19/09 Conférence annuelle Concordia
CAD 89.30
28/10 RODEWAY INNS 19/09 Local Meeting
CAD 1,783.00 CAD 10.00
27110 ALLSTAE RENT-A-CAR 09/09 September Travel
CAD 383.02 CAD 8,178.18
11/05 The Source 08/09 Tcard September Report
CAD 247 46 CAD 80.14
v
Il Click the Expense button.
CONCORDIA
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O

| Expense

.coneursolutions.com/nui/expense

« > C @ QO & hupsie
Manage Expenses Cash Advances

Manage Expenses

REPORT LIBRARY View:
D

Local Meeting

+
Create New Report $10.00

https://www.cencursolutions.cem/nui/ex pense/report/EEFE03DBIG7146FDIADS

H Click the Local Meeting button.

I Click on the expense report to open it.

| Expense - Local Mesting x|+

.concursolutions.com/nui/expense/report/AD0431293AB04DE0B5FB

Manage Expenses View Transactions Cash Advances Processor~

A\ Alerts: 1

Local Meeting $10.00

Not Submitted

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

Add Expense

Copy Report Submit Report

[0 AlertsT, Receipttl Payment Type Tl Expense Type TL Vendor Details T, Date = Requested Tl
=1 ] Parking Montreal
(m] A H Out of Pocket Other Travel Expenses P . 19/09/2022 $10.00
$10.00
>

In case you did not attach the receipt, you can attach it here.

H Click the Attach Receipt icon under 'Receipt'.

CONCORDIA
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[C] Expense - Local Meeting x|+

<« C

.concursolutions.com/nui/expense/report/AD0431293AB04D80B5FB

Attach Receipt

Available Receipts

Receipts in Report

T

Upload Receipt
Image
EMB limit per file

Parking receipt.png
Uploaded: 19/09/2022 8:28 PM

[~
- -
) Volet Parking

HIL1 Park hwe, Mew York, WY, USA
Pt

Attach View

Parking receipt.png
Uploaded: 19/09/2022 §:27 PM

1648647529660
Uploaded: 30/03/2022 1:38 PM

al Walet Parking
HLLL Park Ave, Mew ¥ork, NY, Usd
Prssreer—

Attach View

Upload your receipt from your drive (where you saved it) OR choose a receipt that
you have already uploaded from the list of available receipts and click Attach.

In this example we will upload a receipt from the computer.

ﬂ Click the Upload Receipt Image button.

@ File Upload X
- o X
A || « CONCUR » Concur Demo Receipts vlo O Search Concur Demo Receipts,
b3AB04DBOBSFB i , & B
Organize + Mew folder =~ ™ @
B30 Objects A Name Date modified Type
I Deskiop [8] Car rental receipt 12/2/2020 10:33 AM PNG File
Documents [&] Flight receipt 12/2/2020 10:09 AM IPG File
& Downloads 5] Gas receipt 12/2/2020 10:11 AM JPG File
B Music [&] Hotel receipt 12/2/2020 10:15 AM JPG File
= Pictures [s] IEEE Membership 12/2/2020 11:59 PM IPG File
B videos || Meal receipt 12/2/2020 10:10 AM PNG File 28 P
- 12/2/2020 10:11 AM PNG File
5 Windows (Ci P—
indows (C:) 5] Public transit receipt 12/2/2020 10:12 AM JPG File
= Cheque Filing f
= finserv (V\clioho
= Network K
L 4 >
File nome: | | [AnSupported Types | e
—
TpIoaded TO0SZUZ7 8727 PV || Uplaaded U072 7 38 P
[~
- -
toyal Valet Parkiog
KILE Park Ave, New York
Attach Attach View

B Click the Parking receipt list item.
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@ File Upload X
= o x
4 ||« CONCUR » Concur Demo Receipts v B 2 Search Concur Demo Receipts
B3AB04DB0BSFB
Organize + Mew folder =~ ™ @
B30 Objects A Name Date modified Type
I Deskiop [8] Car rental receipt 12/2/2020 10:33 AM PNG File
Documents [&] Flight receipt 12/2/2020 10:09 AM IPG File
4 Downloads [&] Gas receipt 12/2/2020 10:11 AM IPG File
B Music [&] Hotel receipt 12/2/2020 10:15 AM IPG File
= Pictures <] 1EEE Membership 12/2/2020 11:59 PM IPG File
B videos [&] Meal receipt 12/2/202010:10 AM PNG File 28 PM
o Windone € [&] Parking receipt 12/2/2020 10:11 AM PNG File
&= Windows (C) [5] Public transit receipt 12/2/2020 10:12 AM JPG File
= Cheque Filing_f
= finserv (Viclicho
¥ Network -
L 4 >
File name: | | AN supported Types M
g —
ploaded” TP

Eopal Valet Packisg
HLL1 Para dve, Mew York, WY, USA
e mna-gaEn

Attach View

H Click the Open button.

|| Bxpense - Local Meeting X | + - (m] pe

< (&) (OANC] https:/; concursolutions.com;/nui/ nse/report/AD0431293AB04DE0B5FB w 2 9 %

Manage Expenses View Transactions Cash Advances Processor~

Local Meeting $10.00 @

Not Submitted

Report Details Print/Share Manage Receipts v Travel Allowance v

Add Expense

Receipt 1| Payment Type T, Expense Type 1| Vendor Details 1| Date= Requested 7|
P Iy ype pel ¥pe eq
Parking Montreal
(m] Out of Pocket Other Travel Expenses e Ere 19/09/2022 $10.00
¢ $10.00

~
v

Feedback

Comment

o

The receipt now appears next to the expense payment type.
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