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Quick Reference Guide
How to Audit and Approve Expense Reports
Concur Travel and Expense

How to Approve Expense Reports

This Quick Reference Guide demonstrates how Expense Approvers access, review, and approve expense reports in

the Concur system.

From the Concur homsecreen, Reports pending approval can be found lmete places: the upper lefand right
sides of the pageand underMy Tasksat the bottom left of the page.
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Find an siporl | Select mulfiple sirports.
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Or, tell us in your words what you want to do

e.g. fight from JFK to Paris on Tuesday

[--..

S Approvals Reporting ~ App Center 'y
Profile ~
-
+ 02 00 00 02
New Required Authorization Available Open
Approvals Requests Expenses Reports

ALERTS

[i] Triplt creates instant mobile itineraries for business and personal frips.
Simply connect your Concur account to Triplt. (SRS eREsE No thanks

0@ “You haven't signed up to receive e-receipts @ Sign up here

/Admin Notice:
Microsoft ending support for Internet Explorer 8 and 9
Upgrade your company for a Following Microsoft's announcement, Concur will be discontinuing support of IE 8 and 9 on
faster web experience. February 12, 2016.
Talk with your IT department right away if your company uses IE 8 or 9.

Hide this message

MY TASKS

02 Required Approvals = m Available Expenses = m Open Reports >

KARA 8. | How to Approve Reports You currently have no available 04/16 ML April
$542.70 — Expense expenses. $1,491.43

04/15 test
$100.00

Selectone of options- this will display the available reports to approve

Approvals Home Requests Reports

Approvals
00 00

Trips Requests.

Expense Reports

Report Name

02

Expense
Reports

Employee Report Date Amount Due Employee Requested Amount

How to Approve Reports

08/31/2015 $500.00 $542.70
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1 Select and click the Report Name to begin review
2 Click on the Details drop down menu and Select Report Headeto review the trip details
3 Click Save or Cancel to exit Report Header screen

Approvals Home

Requests

Reports

How to Approve Reports sest v

12015

Report
olals 3500, 513700)

sipts + Print/ Email =

0 Auxiit Trail Boston. Massa
06112015 Approval Flow

thusatts

Comments

052012015
Q& | Allocations thuserts
psoizots  Allecations 00, 513700)
& @ UmeR TS INC. Boston

Amount
350000

§1124

51372

S17.74

View* & | Summary

Amount Due Company
5000

Requested | Report Summary
$500 00 Report Totals

1124

$1372

1774

Amount Due Company Card
$4270

Send Back to User

Amount Dus

In the Report Headeryou can review the account being chargecdind the start date and end dateof the trip.

Report header for: How to Approve Reports

Report Name
How to Approve Reports
Travel Classification

Domestic

Report Currency
US, Dollar

Payment Status
Not Paid

Amount Approved
542.70

Total Amount Claimed
542.70

Traveler Type
Staff

Report Id
3BE399D7IDAS4DCBAFD4

User Name
SECHRIST, KARA

Receipts Receivad

Yes

Report Total
542.70

Amount Due BU
0.00

Spousal Travel Included?

Comment

Report Key
1004

Start Date
06/01/2015

Submit Date
08/31/2015

Personal Expenses
0.00

Amount Due User
500.00
Cost Object
(1060130000) Travel & Expense Prc

Destination

‘ | |Umled States v|

Trip Purpose
Business Expense

End Date

0813112015
Approval Status

Subnmitted & Pending Approval
Amount Not Approved

0.00

Amount Due *US Bank
4270

Does this report charge a
grant/sponsored program?

No v

Does this trip involve multiple
destinations?

Cancel

N

Click on the Print/Email drop down menu and select BU Detailed Report

5 Review the Allocation Summarand then exit the window
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[ CONCUR Requests Travel Expense Approvals Reporting ~ App Center

Approvals Home Requests Reports

How to Approve Reports scmsr e

Summary

Expenses
Date +
> 08/012015

06/11/2015

1=}

05/2012015

05/01/2015

200

Details ~ Print / Email »

View * & | Summary

Expense S Requested REDOF[ Summar\/

Accommodations (513500, 513700) $500.00 '$500.00 Report Totals

All Suites International, Boston, Massa Amount Due Company rrrl
Taxi (513500, 513700) 51124 $1124 §0.00

UBER, Boston, Massachusetts

Taxi (513500, 513700) $13.72 $1372
UBER, Beston, Massachusetts

Business Meals (513500, 513700) $17.74 $17.74
UBER TECHNOLOGIES INC, Boston,

The first section in thdBU Detailed Reporwill be the information contained in the report bader; scroll past this
to the Allocation Summay. This is the fastest way to view each of the allocations contained in the report.

2 hitps:/A i p lient/print._ p ! REGEdti=CHC_EXP_ - Internet Explorer I
https://www. /Expense/Client/print_cpr.asp?type=1030 AR_REG&dtl=CHC_EXP_CHC_ITM&ptCode=1017&explodeEmail=y
-
Allocation Summary
*Custom1 - Cost Object Amount
1060130000 (Travel & Expense Program) $542.70
Accommodations (513500, 513700)
Transaction Expense Type Business Vendor City of Payment Amount
Date Purpose Purchase Type
Accommeodations (513200, Qutof
08/01/2015 513700) travel All Suites Intemnational Boston Pocket $500.00
Business Meals (513500, 513700)
Transaction Expense Type Business Vendor City of Payment Amount
Date Purpose Purchase Type
Business Meals (513500, UBER US Bank
05/01/2015 513700) travel TECHNOLOGIES INc  Boston CBCP $17.74
Allocations © 100.00% ($17.74) 1060130000
Taxi (513500, 513700)
Transaction Expense Type Business Vendor City of Payment Amount
Date Purpose Purchase Type
06/11/2012 Taxi (513500, 513700) travel UBER Boston ggcﬁsnk $11.24
Allocations 100.00% ($11.24) 1060130000
05202015 Taxi (513500, 513700)  travel UBER Boston gofank s1am2
Allocations 100.00% ($13.72) 1060130000
Note: The sum of allocation amounts may not exactly match the expense amount due to rounding. v

On the left hand side, click on each Expensedine item you would like to review.
Note: If there are multiple line items in tBxpensedist you can sort bipate, Expense Typeand
Amountby clicking on the corresponding column header

After reviewing the Expenseentry level information, review the Receiptimage*

b

Review attached image and repeat process for all Expense$25.00 and greater

Expand expenses by selecting the radial to the left to view itemizations
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| | Note: All accommodations expenses and meals with alcohol must be itemized |

—-—— -
xpense Amount
1. Accommodations (513500, 513700) $500 00

All Sustes Infemabional, Boslon, Massa
077292015 Accommadations (513500, 51370¢ $10000
1 07202015 Hotel Tax (513500, 513700} 52000
1 077292015 Hotel PhoneFax (513500, 513700 52000
Hotel Parking (513500, 513700) 52000
1 077302015 Accommadations (513500, 51370C $10000
077302015 Hotel Tax (513500, 513700) 52000
| 077300015 HotlPhonalFax (51960, 613700 s000
1 077302015 Hotel Parking (513500, 513700) 52000
Accommadations (513500, 513700 $10000
1 Hotel Tax (513500, 513700) 52000
| 077312015 Hotel PhoneFax (513500, 513700 52000
0773172015 Hotel Parking (513500, 513700) 52000
Laundry (513500, 513700) 52000

UBER, Boston, Massachusetls

L 080172015
L L
(= 1=}

$100.00
52000
52000
52000
$100.00
52000
52000
52000
$100.00
52000
52000
52000
520,00

057202015 Tax (513500, 513700) 51372 s1372
UBER, Boston, Massachusetts
08112015 (513500, 513700) §1774

0 e @ c UBER TECHNOLOGIES INC, Boston,

snrol

TOTAL AMOUNT

$542.70

TOTAL REQUESTED

$542.70

O g, o g,

Expense Type

on Date Business Purpase

Business Meals (513500, 513700) 05

vavel
City of Purchase Payment Type Amount

Boston, Massachusatis 1774

Approved Amaunt
17.74

Personal Expansa (do not reimburse) Comment

Spousal Travel Included?

Attendees

Attendee Name

*Receipts can be reviewed in three ways

1- Hovering over thereceipt iconto the left of the expense
2-  Selecting the individual expense and hitting théew Receiptab to the left of the Expense tab
3- Utilizing the Receiptdrop down menu to either View Receipts in a new window or the same window

[
v 08012015

Expense

Accommodations (513500, 513700)
All Sutes International, Boston, Massa

Hotel Parking (513

Accommodatons (

Hotel Tax (513500, 5137
Hotel PhonelF ax (5135

Hotel Parking

13500, 513700)
UBER. Boston, Massachusetts.

Taxi (513500 5137001 s1n2

Requested

Enter Vendor Name
UBER TEC! OGIES INC

Reviewsd
No

D Attendees: 2 | Attendee Total: $17.74 | Remaining: $0.00

Attendee Title | InstitutioniCo... | Attendee Type Amount
This User 5887
Travel Operatio Faculty/Staff sa87

$500.00

$100.00

$100.00
$20.00
$20.00
$2000
$2000
s1124

s172

$15.00 ¢

/ \q‘ ® ,,;:::?ﬁ ..

Bosto!

— T

rmovv LV /‘\}J[JI ove F\C}JUI LSO [SECHRIST, KARA]

Summary

0712912015

0712912015
0712902015
0712912015
0713002015
0713012015
0713012015

Details ¥

Receipts ¥ Print/ Email »

Receipts Required

View Receipts in new window

View Receipts in current window

$500.00

Accommodations (513500, 51370C $100.00 $100.00
Hotel Tax (513500, 513700) $20.00 $20.00
Hotel Phone/Fax (513500, 513700 $20.00 $20.00
Hotel Parking (513500, 513700) $20.00 $20.00
Accommodations (513500, 51370C $100.00 $100.00
Hotel Tax (513500, 513700) $20.00 $20.00
Hotel Pthe/F‘ax (513500, 51 3700‘ $20.00 $20.00

Base Fare

200

Expense || Receipt Image

Once you are finished reviewing the report, you will approve the report or reject it.
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As an Approveryou aralsoabl e t o make changes to a report’s Cost Cel

To do this, please refer to thelow to AllocateQuick Reference Guide

9 If Changes need to be made click Send Back to Usdiutton. Enter a detailed Send Back Commernhd
click OKbutton at bottom of screen. You have sent the report back to the creation profile for the
Submitter to make changes and resubmit.

10 | If the Expense Report passes audit but you would like to add another Approver to the workflow, hit
Approve and ForwardThe expense report will move on to another approver prior to reaching
Accounting Review.

Send Back Report

Comment History

Dato v Entored By Commant Taxt

Add a comment to explan why you are retuming the repert. Then chck OK to retun the report 1o the employee

Approve & Forward Report: How to

Approve Reports

11 | If the Expense Report passes audit click #pprove button You have how moved the report on to
Accounting Review, the finadtep before it is sent for payment



http://www.bu.edu/travelservices/files/2014/10/QRG_TM_How-to-Allocate-a-Report-to-Multiple-Accounts.pdf

