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SAP Concur : Travel & Expense

What is New?

REQUESTS EXPENSE REPORTS

How to Access Concur Creating/Submitting Expense Reports
Updating Your Travel Profile Expense Report Approval Process

Student Travel

Creating/Submitting Travel Requests
Monthly Mileage Reports

Travel Request Review/Approval Process Reviewing/Approving Expense Reports

Booking Travel

Delete, Cancel, Recall or Copy Request and Report




What is New?

« SAP Concur has a new look!
« Segments tab not available in the Request side
« Airfare and hotel reservation group budget allocation.

D.%)p down menus added to Request and Report
_ibrary

Reports show segments and expenses
* Reports can be emailed
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How to Access Concur




egAplps Portal - Single Sign-On (SSO)
orta
https://myapplications.microsoft.co
m

 College/District Email Address =
FirstName.LastName@norcocollege.edu

» Password is the same as your Network and Email
(Office365) password
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Updating Your Travel Profile
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Updating Your
Travel Profile

O Accessing Profile Options

SAP Concur

Helio, Willian New Authorization Purchase Avallable
FREto, Willlam Requests Requests ____Fxpences

TRIP SEARCH ALERTS
pdating You on \
+ = 0 &l detalls In one place, aceess
Phone
UpdatingTravelSettings [ |t Seafch riplt
Round Trp
L7]

COMPANY NOTES

A e A of M §
Welcome to Concur
m Welcome to Concur !
Shvow More

Thank you for your participation

eeeeeeeee

Or, talus n yout words what you want 1o 6o
s e (G MY TASKS
Required Available Open
MY TRIPS (6) > Bl Avprovals 2 Expenses > Reports E
- Yoo cupoo » 10/23 SpringHill Suites Business Trip v

Revised: Feb 21, 2018
To access your Travel profile, click Profile.

UPDATING YOUR TRAVEL PROFILE

PROFILE > PROFILE
SETTINGS

Before you enter a travel

request

* Enter your personal and
company information

« Enter Travel
preferences, and
frequent-traveler
program information.



NORCQ sar Concur [C]

UPDATING YOUR TRAVEL PROFILE

PROFILE > PROFILE
SAP Concur [C] =~ Requests  Travel  Expense  Reportingw App Center S ETT' NG S

Profile Personal Information Change Password System Settings Concur Mobile Registration

Your Information Profile Options Profile options may

Personal Information

Company Information Select one of the following to customize your user profile. l_OO k d iffe re nt d ue tO

Contact Information

Personal Information System Se .
Email Addresses Your home address and emergency contact information. Which time . access p rOVI ded
Emergency Contac _ clock? Whe
Credit Cards Company Information
Your company name and business address or your remote Contact In
: -
Travel Se ngs location address. How can we
Travel Preferences Credit Card Information E-Receipt
e e You can store your credit card information here so you don't have Enable e-re
to re-enter it each time you purchase an item or service. participating

Frequent-Traveler Programs

Traval Prafila Mntinne Traval War



UPDATING YOUR TRAVEL PROFILE

All [Required] fields need to be filled out!

A\ Important Note

Your Name and Airport Security: Please make certain that the first, middle, and last names shown below are identical to those on the photo ide
the airport. Due to increased airport security, you may be turned away at the gate if the name on your identification does not match the name on y

Title First Name Middle Name[Required] Nickname Last Na
William Lenny

Mo Middle Name

Verify your Personal Information. Make certain that the first, middle,
and last names shown are identical to those on the photo ID that you
will be presenting at the airport. If it is incorrect, contact your local

Concur administrator, Lenny Riley, if it needs to be updated.

SAP Concur NORCO
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UPDATING YOUR TRAVEL PROFILE
The next section is your Company

Information and should also
already be pre-populated with your  Empioyee D
Employee ID and the name of your

Manager. \Manager Org. Unit/Division Employee Position/Title

Verify that the information is
correct. If you notice any errors,
contact your local Concur
administrator.

SAP Concur E‘Q BECGOE



UPDATING YOUR TRAVEL PROFILE

Wark Address to top

« Verify your Work and Home Address,
and your Contact Information.

— T ' + Fields marked [Required] and
[Required™*] must be completed to
save your profile.

e

SAP Concur !?'o? BECGQE




UPDATING YOUR TRAVEL PROFILE
» The work address section automatically

Company Nare _ Assigned Locatin populates the company name of Riverside
Norco CA (Norco, CA) . . .

Sreel e o g o Community College District.
United States of America - CA

2001 Third Street Corona CA (Corona, CA) » assigned location

Jurupa Valley (Jurupa Valley, CA)
IMoreno Valley (Moreno Valley, CA)

iy « Under "Assigned Location,” select from
Noreo Buny Avene (Ruersie. CA the drop-down menu the company

Postal Code Country/R  Iagnolia Avenue (Riverside, CA) .

worumes Monlomm ey location of where you work.

SAP Concur NORCO
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UPDATING YOUR TRAVEL PROFILE

In the Emalil Addresses section, you can add and
verify your email address.

Email Addresses
Email Address Verification Status Verify Contact?

- lecnard.fley@norcocollege.edu i Disable Yes
Please add at least one email address. e . @ verified Veriiication

p How do | add an email address?

p Travel Arrangers / Delegates

p Why should | verify my email address?

p How do | verify my email address?

SAP Concur NORCO
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UPDATING YOUR TRAVEL PROFILE

When you verity your email address, Concur can associate information
forwarded from that email address to your account.

With your verified email address, you can:

+ Forward travel plans to plans@concur.com to have reservations added to your
trips.

« Forward your receipt images to receipts@concur.com to have your receipts
uploaded into your Available Receipts. Please note: Itemized receipts are
required.

Note: \When you use the AmEx Go credit card, the credit card statement for a

particular transaction will be automatically uploaded to Concur. You still need tg

upload itemized receipts.

] NORCO
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UPDATING YOUR TRAVEL PROFILE
Complete the Emergency Contact fields, as

needed.

tttttt
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UPDATING YOUR TRAVEL PROFILE

In the Travel Preferences section, you can select your discount travel rates and
fare classes...

Travel Preferences

Eligible for the following discount travel rates/fare classes

¥ BAANCAR (Ovemment Military SenorAARE

.specify Air Travel Preferences..

Air Travel Preferences @

N

[y

Seat Seat Section Special Meals Ticket Delivery

Preferred Departure Airport @@ Other Alr Travel Preferences Medical Alerts

SAP Concur E‘Q BECGOE




UPDATING YOUR TRAVEL PROFILE

.specify Hotel and Car Rental Preferences..

Hotel Preferences

Room Type Smoking Preference Message to Hotel Vendor @
Non-smoking v Foam pillows Roilaway bed Crib

| prefer hotel that has:
v agym ¥ apool ¢ arestaurant ¢ room service ! Early Check-in

Accessibility Needs
&, [/Wheelichair access || Blind accessible

Car Rental Preferences

State of California does not reimburse for Navigational systems (GPS)
Car Type Smoking Preference Car Transmission
Economy Car v || Non-smoking v Automatic v | ¥ In-car GPS system Ski rack

Message to Car Rental Vendor @

SAP Concur n !:lo(? BEGOE




UPDATING YOUR TRAVEL PROFILE

.and add Frequent-Traveler and Advantage Programs...

Add Travel Programs

Frequent-Traveler Programs Please enter programs EXACTLY as they appear on your card, excluding spaces and dashes. Do not add any additional

. characters. Do not include the carrier code. If you enter a program incorrectly, you will get a profile error from the
Your Frequent Traveler, Driver, and Hotel Guest Programs reservation system. ’ !

For example, if your card is printed "A&12345" or "John Doef12345", your program number is "12345"

4 American Alrtines Yy American Airlines AA Advantage
. H Y T Hvatt (HY) World of Hyatt The page allows you to enter up to 5 advantage programs at a time. Select the name of the company followed
= YALT, e g by the program number and the card expiration date.
1 airRail Carrier Advantage Program Advantage Program Number Expiration Date
Amitrak v | | AAA v "
2 Air/Rail Carrier Advantage Program Advantage Program Number Expiration Date
Select a carrier v v [i551

SAP Concur n E‘Q BECGOE




UPDATING YOUR TRAVEL PROFILE

If you have pending Southwest Airlines ticket credits from before creating your
Concur profile, you can enter them, under Unused Tickets and Southwest Ticket

Credits, by clicking the "Add Ticket Credit’ link. Enter the information and click
"Add Ticket Credit’ to save.

Add Ticket Credit X

Unused Tickets

Southwest Record Locator: Walid Until:

Southwest Ticket Credits Ticket Amount: IJ\\STicka‘_ Currency

€ Add Ticket Credit

SAP Concur E‘Q BECGOE




UPDATING YOUR TRAVEL PROFILE

TSA requires entry of gender and date of birth in the TSA Secure Flight section.
You can also enter a Redress Number or your TSA PreCheck Known Traveler

Number if you have one. Click on the Quick Help icon for additional information
about these options.

TSA Secure Flight

The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided, you may be
subject to additional screening or denied transport or authorization. TSA may share information you provide with law enforcement or intelligence agencies or others

under its records notice. For more on TSA privacy policies or to view the records notice and the privacy impact assessment, see the TSA's web site at
WWW.TSA.GOV.

Gender [Required] Date of Birth (mm/dd/yyyy)[Required] DHS Redress No.@ TSA Pr@q‘f' Known Traveler Number@)
Male ) Female =y

SAP Concur NORCO
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UPDATING YOUR TRAVEL PROFILE

On the Credit Cards section, It is recommended not to add anything at this time!
NOTE: The AmEx Go Card assigned to the traveler by the District, is used by the traveler to pay when

booking outside of Concur and for meals and incidentals.

When using segments - 01. Book Online- Concur Travel:
« The flight will be paid with the District credit card ( Citi Card)
* Hotel can be reserved in segments with District CC.
* Notice: After booRing is complete in Concur, please contact the hotel and request a Credit Card
Authorization (CCA) Form, If they require one.
« Complete their form using your AmEx Go Card information and forward the CCA form back to
the hotel.
When using the expense tab - 02. Book with Agent-Cal Travel Store, OR
03. Book Outside of Concur and Cal Travel Store:
* You will need to use your AmEx Go card for all your expenses.
«  When you check in/out of the hotel, make sure your Amex Go card.is-charg

SAP Concur E‘Q BECGOE




UPDATING YOUR TRAVEL PROFILE

Enter your passport or visa information in the International Travel: Passports and
Visas section. NOTE: This is not required information for domestic travel.

International Travel: Passports and Visas Go to top

Adding your passport information to your profile will allow us to include it in your reservations. Having this information in your reservation can make international
travel a little easier.

Passports @ Add a Passport

I do not have a passport

International Visas © Add a Visa

SAP Concur !?{9 BECGOE




UPDATING YOUR TRAVEL PROFILE

Once your entire profile has been completed, click any of the "Save’ buttons
visible. If any errors occur, a pop-up message will inform you of any corrections
that are needed. Correct the errors and click “Save” again. Once the profile has
been saved a "Profile Saved” message will appear in the upper right hand portion

of the screen.

Profile Saved

e

SAP Concur !?'o? BECGQE




Creating/Submitting Travel
Requests




CREATING/SUBMITTING TRAVEL REQUESTS
BEFORE YOU START A TRAVEL REQUEST

1. Get an agenda and estimate cost of the conference.

. Are flying or driving?

. How much is the conference registration?

. Is breakfast lunch and dinner included in the

conference? If not, make sure to include it in the
cost of meals.

. How much is the hotel reservation?
What about rental car, or Uber/Lift services?
Will parking and toll roads cost be incurred?
Mileage reimbursement?

SAP Concur E‘Q BECGOE



CREATING/SUBMITTING TRAVEL REQUESTS
BEFORE YOU START A TRAVEL REQUEST

2. Does this request include Out of State Travel?
Please check the states where travel is prohibited

3. Is this a group conference? Use the Event Request
feature

4. How are you booking your travel?

SAP Concur E‘Q BECGOE




CREATING/SUBMITTING TRAVEL REQUESTS
How will you book your travel? SUMMARY

01. Book Online with Concur Segments (Via Travel Store)
Air Ticket

Hotel Reservation
Car Rental

02. Book with Agent -Cal Travel Store -Group Travel -Air tickets, Hotel Reservation and
Car Rental. (Student travel)

-Multiple Stops and other complicated variations

-Personal travel dates

03. Book Outside of Concur and Travel Store All travel arrangements Outside of Concur.
(Conferences where Group rates have been
previously arranged)

SAP Concur NORCO

COLLEGE




!?loq BECGQE SAP Concur. e ——
CREATING/SUBMITTING TRAVEL REQUESTS

To create a travel request, click on Requests from the Concur home page.
Then, click New Request from underneath Manage Requests..

SAP Concur [C] Requests

Manage Requests FProcess Heguesis

Manage Requests

REQUEST LIBRARY View Active Reguesis

equests
Mot Submitted NOT SUBMITTED 09012022
en Approva

Approve d O 2022 FALL @) Conference Test
—+ Cancelled FERENCE
Closed — _
Create New Request . 1 R 7
: All Reguests O't’" $ pt 2 __..6 !
‘ Approved

Note: The request library is located in the front page and you have options to search
travel requests from the dropdown menu. -



CREATING/SUBMITTING TRAVEL REQUESTS

« Make sure you enter your travel request on the Request tab; the
Travel tab is used for obtaining estimated costs. (NOTE: Do not book
travel at this point.)

« If you can't spell out the entire conference name in the
Request/Trip Name field, make sure to spell it out in the Additional
Information and/or the Comment field

« Make sure the budget information on the Request Header tab is
correct, including the budget string provided by the
area/department funding the request

SAP Concur E‘Q BECGOE




CREATING/SUBMITTING TRAVEL REQUESTS

Click New Request, a blank request will appear on the screen. Enter information in all fields
with a red border on the left side (those fields are required).

) [ If you are using a
different budget
other than the
- “ default budget,

ase update it

here. Please note:

. the expense will
be encumbered

in Galaxy in this

. T - GL account

San Joaquin Delta College

Click Create Report >>>>>>> B

SAP Concur NORCO
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Add Expected Expense in the Next Screen NOTE: SEGMENTS TAB NO LONGER
EXIST IN THE NEW Ul

Add Expected Expense X When using the
Segments:
_ segments expected . Air Ticket
. . ) . Hotel
L e . online with concur), Reservation
Parking your Request Printed
R t will show th  Car Rental
Railway Ticket epor WILL SNOW e
_ segments
Train
03. Mileage
04. Meals
RCCD Request Printed Report x
w 05 Fees

Conference Regisiration Fees/Agenda

Segments
06. Other Travel Expenses

Wair Ticket

w 08. Non-Employee {5tudent, Guest) Expenses

MD“-E"“'FH'{EE Airfare 100% ($400.00) EDB-6720-0000-11-1000-0
Mon-Employee Charter Bus
Amount : $400.00

Mon-Employee Lodging

Mon-Employee Meals

Maon-Employee Other Travel Expanses

SAP Concur

COLLEGE




CREATING/SUBMITTING TRAVEL REQUESTS

Book with Concur Book Outside of Concur- Expense type

Administration * Help*
SAP Concur Requests Travel Expense Approvals R | p

SAP Concur @ Requests ~ Travel Expense Approvals  Reporting ™ App Genter .

Profle ¥ “

Manage Requests Procass Requests

New Expense: Air Ticket o - |
Round Trip | One Way | Multi City . e .
R Tip | On iy ot iy New Expense: Airfare = -
Qutbound
@ Allocate
) RequestTrip Start Date RequestTrip End Date
& w | John Wayne (Airport - SNA), Santa Ana, California
MMDDYYYY | B | | Departure time v| | hh:mm A @ Paid for by an outside entty? ™ Descrigtion
None Selected
b
Retu g
i =
= 1 t*  Cumeng v Commen 1t
MMDDYYYY | B | | Departure time hihzmm @ US, Dallar
A

- i
nnnnnn

Expense Type:
« Airfare

m + Hotel
e Car Rental

Segments: - Mileage

« Air Ticket * Fees
« Hotel Reservation « Other Travel Expenses

 Car Rental

SAP Concur



CREATING/SUBMITTING TRAVEL REQUESTS

« Please attach agenda! And adjust allocated budget if necessary before
submitting.

Be advise, the red exclamation sign ! is a You can add, delete and allocate
hard stop and it won't let you submit until budget using the blue buttons

the issue is fixed.

Document Upload and Attach

THE AIR TICKET
AND HOTEL
RESERVATION
SHOULD HAVE a
GROUP BUDGET
ALLOCATION

SAP Concur



CREATING/SUBMITTING TRAVEL REQUESTS

If you are using a different budget other than the default budget, please
update it on the request header AND in each expense type individually.

Add Allocation

*
Favorite Allocations

Allocate
New Allocation

Expenses: 1 $50.00

* Required field

Percent Amount (7 ~ | (11) 11 - UNRESTRICTED GENERAL FUND
2Choo
Amount Alcated 350.00
Y - | (EDB)BUSINESS OPERATIONS - NORCO
$30.00 100% | | —

Resource ™

Default Allocation

Code

11-EDB-1000-0-6729-0000

|0

You can create favorites to easily use the same allocation for
future expenses.

SAP Concur EIOC?B&OE




CREATING/SUBMITTING TRAVEL REQUESTS

* Note the dropdown menu on Request Details, Print Share and Attachments.
« Click Submit Request to send the travel request for approval from your
supervisor

Marnasge Reguests FProcess Regus A Alerts: 3
Ay Alers: 3
A Alerts: 3 Management Essentials $"] ,06( Maﬂagement Essentials $‘1 ,DBD

Submitted & Pending Approval | Request ID: 3GGV R L T

M a r1 ag e I I I e n t ESSE Request Details Print/Share ~ —'.'_:3:“"&'1'.5@ R —_—— FOLUBEIETS 3 g == 56 hd
Submitted & Pending Approval | EXPECTED E}[ S Ere o= EXPECTED EXPENSES iew Documents

ed Report

Alerts T|  Expe{ RCCD Request Frinted Report with Flow /Trai Alerts T|  Expense type T] =
Reguest Details -~ Print/Share s Air Ticket Air Ticket s
CPENSES .
Request A Hotel Reservation s Hotel Reservation S
FRegu=s=st Heasder 1se type T'_L
FRegusast Timeline 04, Meals 04. Meals
Awdit Trai cket
Allocation Summary A Conference Registration Fees/Agenda A SIEEOER Frg SN (Fesmie friF
L Hotel Reservation
06. Other Travel Expenses 06. Other Travel Expenses L

04 Meals

SAP Concur E‘Q BECGOE



CREATING/SUBMITTING TRAVEL REQUESTS

* Note the dropdown menu on Request Details> Request Timeline, allows to
add approvers
« Click Request Timeline> Edit> +Add Step

Edit Approval Flow

O nierts: 1

~ | Collins, Michasl T.

$0.00 @

Mot Submitted | Request ID: 3GHR

tails W Frint'Share ~w Attachms

[PENSES +Add Step
Linked Add-ons +Add Step

NORCO

COLLEGE



CREATING/SUBMITTING TRAVEL REQUESTS

Once you've added all Expected Expenses, review your alerts and correct any
Issues. You can expand the ribbon to read them all .

Administration* | Help 7|

Expense Approvals Reporting = App Center ®

Profile = -

Manage Requests Process Requests
Mznage Requests  Process Requests

-

A Alerts: 3

Management Essentials $1,060.00 @ Alerts 3 2

Not Submitted | Request ID: 3GGY

REQUEST
Request Details v PrintiShare v Attachments w
A NOTICE: Please email Purchasingtravel@rced edu to request a new AMEX Go Card or o request funds added to your AMEX, Go Card. Please include Traveler name, Cell phone
EXPECTED EXPENSES [roo—m 4 grae e ! e ’
number, & approved travel request ID £. View
EXPENSE Hotel Reservation 1202022 $400.00
Alerts T|,  Expense type T| Details T, Date Amount T,  Requested T
A NOTICE: After booking is completed in Concur, please contact the Hotel and request & Credit Card Authorization (CCA) Form - IF they require one. Complete their form using your
Air Ticket Santa Ana (SNA) - Sacramento (MCC) : Round Trip 10/20/2022 £400.00 $400.00 AmEx Go Card Infarmation and farward the CCA form back to the hotel View
Ay Hotel Reservation San Joaquin, California 10/20/2022 £400.00 $400.00 EXPENSE  Conference Registration Feesifgenda  10/2002022  §150.00
04. Meals 10/20/2022 $50.00 $50.00 A NOTICE: If your Confirence vendor does not accept American Express as a fom of payment, please email Conference Registration payment processing instructions to
purchasingtravel@reed edu View
A Conference Registration Fees/Agenda 10/20/2022 $150.00 $150.00
formersrerererererrrer S
06. Other Travel Expenses Uber or taxi 10/20/2022 $60.00 $60.00

$1,060.00

SAP Concur n E‘Q BECGOE




CREATING/SUBMITTING TRAVEL REQUESTS

* Print Share > RCCD Request Printed report with Flow/Trail

RCCD Request Printed Report with Flow /Trai »

L0y 20203232 O6. Other Travel Expenses

Allocatkons ¢

Printed on 09/01/2022 8:03 PFM

Approval Flow

Action Approver
1 Direct Supervisor Approval Caollins, Michasl T.
= Budget Approwval

thiz =tep may be shipped

Iy or s P Report can be printed,

Audit Trail d d 'l d
saved and emaiteaq.
DatedTime Updated By Action Description
OG'01/2022 8:02 PM Absar, Field Edit The field "Receiptlmagefvail” was changed from "N to ™™
fERe= Esmeralds : * e 3 = 3
Ab Confrnnation
OV01/Z02Z 8:02 PM -E;H::a ia Agresment ~RCCO-User Agreement
Acoceptance
OV01/Z022Z 8:02 PM Abeajar, Approval Status Status changed from Mot Submitted to Submitted
Esmerald=a Change Conmment:
MOTICE: Please email Purchasingtravel@reed. edu fo request a new
[ Abejar, - AMEX Go Card or to request funds added to your AMEX Go Card.
T BT B ! =
0&/01/2022 8:02 PM Ezmeralds Bsaceptsan Please include Travelar name, Cell phone numiber, & approved
travel request ID #
MOTICE: After booking is completed in Concur, please contact the
ONCAZ022 802 PM Abejar, Esonention Hotel and request a Credit Card Authorization (CCA) Form &ndash;

Esmerald=a F they require one. Complete their form wsing your AmEx Go Card
nfneonatinn and foneeed the CIC8 form hack o the haotal

m

AP Concur . !:‘o? BECGOE




CREATING/SUBMITTING TRAVEL REQUESTS

Travel Arrangers Trip Library Templates

You can use the Travel section on the Concur B = =] o
ribbon to get estimates that you will enter on your
requestl starting October 2020.

Click here for mare information on REAL ID.

(NOTE: DO NOT click BOOK from the Travel section.) Mixed FllghtTrain Seareh

Round Trip One Way Multi City
From &)
OMNT - Ontario Airport - Los Angeles, CA
Find an airport | Select multiple airports
To @
SAP Concur Requests Travel Expense Reporting [_—_. T | S s

= depart ¥ || 09:00am ¥ |[[£3 ¥ h

Return &)
| depart ¥ || 03:00pm ¥ [|[£3 ¥ e

Pick-up/Drop-off car at airport

NORCO
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~ Travel Request
Review/Approval Process




TRAVEL REQUEST REVIEWING/APPROVAL PROCESS

. Travelers have the option to add additional approvers, such as Direct Supervisor
and or Budget Approver.
. The added budget approver needs to be done before the TR is submitted for

approval.
. Submit TR for approval.
. Previewer will look for agenda, supervisor approval and budget approval
. The TR routes to: Area VP > VP of Business Services.

. NOTE: TR can still be approved by the Area VP, if necessary, even if the previewer
has not reviewed.

. Once the TR is approved, the traveler is notified (via email) and can book the travel
by clicking the "Book Travel" link.

SAP Concur E‘Q BECGOE




Booking Travel




BOOKING TRAVEL

Book Travel - There is no time limit on booking once a request has been approved and is in
the "Ready to Book" status. However, it is recommended that booking is done immediately
since prices for flights, hotel reservations and conference registration tend to increase
rapidly)

[
Auctive Requaests  ~—

L8 ACBO 2022 FALL L2 Management Essentials [T ]
CONFEREMNCE
= = 2 ale T i W=l e A W

NOTE: Make sure the booking is done through the “Book Travel” link and not from the Travel
section. Concur will generate Itinerary and confirmation when booking is completed.

Administration - 1 Help -~

Profile ™ &

SAP Concur Reguests Trawel Expense Approvals

Manags Requests Frocess Requests

A Alerts: 3

.

Management Essentials $1,060.00

Pending on-line Booking Request ID: 3GGEW

FReguast Detzils FrinttfSharse F-.'.'.a:l""nartse —
EXPECTED EXPENSES
Alerts T,

Expense type T

Amount Tl Reguested T,

SAP Concur

ORCO
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Creating/Submitting
Expense Reports




CREATING/SUBMITTING EXPENSE REPORTS
Things to consider when creating your expense reports

1. Have all the receipts for the travel such as flight, car rental, hotel folio,
conference registration, parking, meals, transportation expenses etc.,
uploaded to concur.

2. Upload agenda to concur.

3. When calculating mileage reimbursement use the mileage calculator.

» Click the deduct commute box if traveler started the trip from home,
(Please note: the District does not reimburse for home to work mileage.

SAP Concur E‘Q BECGOE




CREATING/SUBMITTING EXPENSE REPORTS
Things to consider when creating your expense reports

4. Verify the travel request amount is greater than the actual expenses for the
trip.
 |f actual total expenses exceeded the approved amount by more than 10%
or more than $200 then an additional TR for the amount exceeded is
required.
5. Don't forget to link the TRs to the expense report.
6. Select the appropriate payment type when preparing your expense report.
« Forflights and car rentals, choose Citibank. (if Segments were used)
« For hotel and conference registration, meals, etc., choose AMEX Go
« For expenses paid by the traveler, choose Out of Pocket
« For expenses paid by Accounts Payable, choose other entity

SAP Concur E‘Q BECGOE




CREATING/SUBMITTING EXPENSE REPORTS

Create From an Approved Request

Manage Expenses

Create New Report
RERPORT LIBRARY Wi Active Reports
ReportTrip Busi @ Rer
WA Report/Trip Purpose *
—+ Con None Selected
Create Mew Report =
I‘ N lected v None Selected None Selected
FRead:
Displayed reports: 1, Total: 1
AMVAILABLE EXPENSES  wiews: Al Expens: Y'v Search by T
[1] Froject Year
Y h by Text None Selected
AvAallLABLE RECEIPTS

Upload Receipt
S B Ly P

Receipts can also be uploaded here.

SAP Concur NORCO

COLLEGE



CREATING/SUBMITTING EXPENSE REPORTS

1. Click Requests, Manage Requests,
2. Select desired TR for Expense Report to be submitted.
3.  Click Create Expense Report.
This process automatically links the TR with the Expense Report.(recommended)

Ay Alerts: 4 v

IE/DRC Annual Planning Retreat $250.00

Approved | Request |D: 3FTS

Request Details w Print/Share w F-.'.'.E‘ﬂ"‘l'la".f.e e
REPORTS: 1
Amount Remaining
54895 $201.05

EXPECTED EXPENSES

Alerts T, Expense type T| Details T, Date Amourn t Tl Requested T,

Conference Registration Fees/Agenda 0B/28/2022 $0.00 $0.00

SAP Concur E‘Q BECGOE
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CREATING/SUBMITTING EXPENSE REPORTS

SAP Concur Requests | Expense

Add Expense

Manzage Expenses \fiew Transactions

0 +

Available Expenses Create New Expenss

Wheelhouse Leadership Summit $0.00 @

Not Submitted Check the
approved amount is
greater than the
actual expenses.

Search for an expense type

# Recently Used

Repor Details w Print/Share w Manage Receipts

Miscellaneous

Mon-Employese Other Travel Expenses

REQUEST

Hotel

Approved Remaining
$2,400.00 $1,150.14

Add Expense

# 01. Travel Expenses

Airfars

No Expenses

Add expenses to this report to submit for reimbursement.

4. Click on Add Expense.

SAP Concur ﬂ E‘Q BECGOE




CREATING/SUBMITTING EXPENSE REPORTS

Make sure you add all expenses related to the
conference/travel not only the ones claimed as personal

New Expense 1. When uploading AmEx Go activity
statement, most of the information will be
- automatically filled out.
. 2. If claiming out of pocket expenses, please
: fill out the information completely.
3. All fields with red asterisks are required to

&  Allocate

MM/DDYYYY = Conference Attendas

B be completed
- B 4. Add notes to clarify purchase
(35,00 5. Make sure you Add Itemized Receipts

SAP Concur NORCO

COLLEGE




CREATING/SUBMITTING EXPENSE REPORTS

5. Add Receipts to each expense, use the Manage Receipts > Manage attachments

» Delete existing documents
* Append new receipts and
* Open existing documents

SAP Concur EOQBEC(PE




CREATING/SUBMITTING EXPENSE REPORTS

SAP Concur

Manage Expenses

REPORT LIBRARY view: Actve Reports

—+

Create NMew Report

Displayed reports: 2, Total: 2

AVAILABLE EXPENSES wisw:

AVAILABLE RECEIPTS

A

Upload Receipt Image
SMB limit per file

@ September mileag

R _I-_) I-J

AmEx Go Card - XOHR

Before Expense Report is submitted,

1. Review the Expense Tab

2. Check Available Expenses; AmEx Go and all
credit card transactions will be displayed
here.

3. Ensure all CC transactions for a given

request have been linked.

If not, select the available expense and

Click Moved to and select the expense

report from the drop down menu to move

the transaction.

o A

SAP Concur E‘Q BECGOE




CREATING/SUBMITTING EXPENSE REPORTS

Support | Help=
SAP Concur Requests Expense

Acting as Deasis, Mark] a;

Manage Expenses ‘Wiew Transactions

M Alerts: 2

WAVES Annual Training Conference $632.96 i If the remaining

amount is not
Ready For Review close to zero,

you might be
Report Details w Print’Share W Manage Receipis missing an
< expense typein
REQUEST h the expense
Approved Remaining report
52,416.35 $1,019.13
N Alerts T Comments Tl ReceiptT, Payment Type Tl Expense Type T Vendor Details Tl Date = Requested T
Southwest Airlines

] f'i\ w Ot of Pocket Airfare 0472712022 5532.08

Morce, California

$632.98

SAP Concur NORCO

COLLEGE




CREATING/SUBMITTING EXPENSE REPORTS

The Current Norco College expense report approval process
follows School-Goal-Function

Approver Type ~ Approver Ty - Approver Hame ~|lLevel - Is Acl ~ |Group ~ Schoo -7 Goal ~ SPP ~|i
Report Cost Object CO_REPORT Lee, Virgil James 1 Yesg ACADEMIC SENATE - NORCO-6015-6000 - CALIFORNIA TEACHERS' ASSOCIATION EAG 6015 a000|r
Report Cost Object CO_REPORT Lee, Samuel T 2 Yes ACADEMIC SENATE - NORCO-6015-6000 - CALIFORNIA TEACHERS' ASSOCIATION EAG 6015 a0oojr
Report Cost Object CO_REPORT  Romero-Tang, Maria F 3 Yes ACADEMIC SENATE - NORCO-6015-6000 - CALIFORNIA TEACHERS' ASSOCIATION EAG 6015 aooa|r
Report Cost Object  CO_REPORT Abejar, Esmeralda 4 Yes ACADEMIC SENATE - NORCO-6015-6000 - CALIFORNIA TEACHERS' ASSOCIATION EAG 6015 G000y’

SAP Concur




EXPENSE REPORT APPROVAL PROCESS

Traveler to use SAP
Concur app to upload
receipts during
conference or e-mail
receipts to
receipts@concur.com
with the traveler e-
mail address on the
subject line.

Traveler/Delegate Program/Area Area VP where
Reviews expenses. Budget Director funding resides
Please note: Only — For expense For expense
traveler can submit approval approval

expense report.
Travel Auditor
N O RCQ Financial and
Technical Analyst &
COLLEGE Accounting

Services Clerk

District A/P
For final audit and
iIssuance of final
reimbursement
payment to traveler

SAP Concur

E—

Director, College
Business Services
For final review and

approval
NORCO

COLLEGE
56

——



mailto:receipts@concur.com
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STUDENT TRAVEL

1. Create New Request.
2. How will you book your Travel? - Select 02. Book with Agent-Cal Travel Store
3. Traveler Type- Select Non-Employee (Guest/Chaperone)

Edit Request Header

ASNC Travel Requesi ID. 3GHR

Request/Trip Name * How will you baok your fravel? *

ASNC Travel | 02. Book with Agent - Cal Travel Store v 09/26/2022

Request/Trip Purpose

UNITED STATES (US)

NORCO

COLLEGE

they are claiming expenses



STUDENT TRAVEL

4. When Adding Student Related Expected Expenses select ONLY from:
09. Non-Employee (Student, Guest) Expenses list

Add Expected Expense

Search for an expense type

L
Parking
Raihar=y Tickeat
Train

03, Mileage

04, Meals

05. Fees

Conference Regisiration Fees/Agends

06. Other Travel Expenses
~ 8. Non-Employees | Student, Guest) Expenses
MNMom-Employese Airfare

MNMonm-Employee Charter Bus

Mom-Employee Lodging

MNMom-Employese Maals

MNMom-Employese Other Travel Expanses

Counselors, Advisors and
Directors can enter student
travel as Chaperones.

Students Do not have a profile
set up in Galaxy, therefore,
individual Student Travel can
not be submitted in Concur.

e ——




STUDENT TRAVEL

ASNC Student Travel, Required steps

1. Traveler/delegate must update the request header budget string and each
individual expense to reflect GL account 11-EZK-1000-0-6960-0501

2. Add a Comment referencing the AS Budget or Trust Account charging the
travel.

3. Add the approval workflows
For ASNC Budget accounts, follow the requisition procedure.
For Trust Accounts refer to the approvals listed on the Trust.

Please note: It is not recommended to intermingle the general
budget with an ASNC account, they have different workflows and it
will be difficult to reconcile



STU D E NT TRAVE L ‘Send the list of names of students traveling and the

TR number to Controller for AmEx Go
reconciliation purposes

When TR is fully approve, please call
CalTravelStore at 877-454-8785 to

Make sure you select an approved vendor from the
book airfare for all attendees. ureyou pproved v

approved vendor list for bus transportation.

SAP Concur @ Requests Travel Expense Approvals Reparting* App Genter

Mznage Requasts Process Requests
— . - Manage Requasts Process Requests
New Expense: Non-Employee Airfare $5,000.00 o - |
New Expense: Non-Employee Charter Bus
R @ Allocate
ReguesillipSiarDale LI A E R © RequestTrip Start Date RequastTrp End Date
081262022 0912812022
Faid for by an outside enity? * Description Paid for by an outside entity? * Description
No v Mone Selected ~
y P
cumency®  Comment Amount®  Cumency E
US, Dollar ~ Mone Selected -
500000 US, Dolar vl .
y Comment Mone Selected
ALLIANGE BUS LINES, INC.
CALIFORNIA BUS SERVIGE (Shalimar Inc.)
Cance

Make sure you add the student names to the i
TR.
Have the students names and last names

Upload quote from Bus Company
ready

Add as much information as possible about the travel in the
comment box. (destination, departure and return date, etc.)

Have students birth dates ready when calling
CalTravelStore.

Student Roster is needed for Expense Report C O L L E G E

purposes.



mailto:john.geraghty@rccd.edu

Monthly Mileage Reports




MONTHLY MILEAGE REPORTS

To create a Monthly Mileage

Report:
Manage Expenses
1. Click Expense from the SAP
Concur ribbon at the top of
the screen WaVE
+ Confe
Create New Report 63

2.  Under Manage Expenses,
click Create New Report

RRRRR

AVAILABLE EXPENSES wview  alExpense

SAP Concur |C: n E‘Q BECGOE



MONTHLY MILEAGE REPORTS

3. Fill out the required fields, using the beginning and end of the month for
the Report/Trip Business Start Date and Report/Trip Business End
Date fields and funding source.

September Mileage

Report Tota




MONTHLY MILEAGE REPORTS

5. Click Add Expense and under 03. Mileage”

4.Click the Create Report Button at the click Monthly Mileage Report

bottom of the page

Add Expense

0

Available Expenseas

Monthly Mileage Report

SAP Concur EIOC?BSGOE



MONTHLY MILEAGE REPORTS

o. Fill out the required fields
7. Click Mileage Calculator to add actual mileage

SAP Concur E‘Q BECGOE




MONTHLY MILEAGE REPORTS

Using the Mileage Calculator, Enter FROM and TO locations,

Map

e @ @ & ; 5
s| (8] [8] B2 | %
i

Dedwct Round Trip

DDDDD _ TOTAL F'ERSDI‘\#-LE TOTAL BUSINESS '-'-I'_l_a_
S 3.5 Ml 20.8 Ml ‘GoTgle

‘DEDUCT COMMUTE APPLIES
WHEN TRAVELING DURING
SCHEDULED WORK DAYS.

The Mileage Calculator will auto-populate
the waypoints based on the locations you
entered.

Click Make Round Trip to include mileage
back from the meeting.

Click Deduct Commute if the trip started
from home.

Click Deduct Round Trip If the trip started
from home and you returned home at the
end of the conference (You did not gg
work site at all

SAP Concur E‘Q BECGOE




MONTHLY MILEAGE REPORTS

Mileage Calculator 0%

{&0) Belltown i A
Avoid Tolls Avoid Highways

Map -

@;:u:;id St, Norco, A 92860, USA } Jurupa Valley ¢ r“'gf'$ = 8 ' C l-i C k Add M i leag e to
e \ : ¥V © @ U of

01 Market Street. Riverside, CA 9250 L Riverside < Expe n se a fte r
o @ e
Calculate Route  Make Round Trip Sycamore rev | e\X/ | n g th e

Miracrinne Canyon
Lirections Eastvale Wilderness

e mileage calculations.

w
=5}

a

CA-91 E 17.2 mi. About 23 mins
I-15 N and CA-60 E 20.8 mi. About 27 mins
Hamner Ave and CA-60 E 20.4 mi. About 36 mins Norco g

?2001 Third St, Norco, CA 92860, USA O

7.2 mi. About 23 mins ¢ Castle P;_lrk@

1. Head northeast toward Mustang Cir 89 ft e
r* 2. Tumright onto Rodeo Rd 0.1 mi Rilgreid® @
r* 3. Tumright onto College Way 285 ft g
4 4 Tum left onto Mustang Cir 486 ft Ufoinig g7 pypress LM (=) - Woodcrest
* 5. Turn left onto Third St 05m Cﬂ%na & Home Gardens
r* 6. Tumn right onto Hamner Ave 05m +
4 7. Tum left onto Second St 486t

TOTALPERSONAL | TOTAL BUSINESS -
Peduct Commee 0.0M i 17.1 MI GO gle ﬁ Map data ©2019  Terms of Use  Report a map error

Add Mileage to Expense Cancel

SAP Concur n L"o? BECGOE



MONTHLY MILEAGE REPORTS

9. Verify the mileage in the
Distance: Amount field

. - 10. Click Save Expense to add
o) = mit Report ' '
September Milege Report $0.00 the trip as a mileage expense
Mot Submitted
leport Details w Print/Share w Manage Receipts 11 C[ICk Save and Add Another
to add additional trips to the
Commen ts Tl ReceiptTl Payment Type T] Expense Type T Vendor Details T) Date = Requested T} Monthl.y Mlleage Report
m Ot of Pochet Maonthly Mileage Report oa/2r20z2 50.00

12. Verify the information in each
w0 expense

13. Click Submit Report

SAP Concur E‘Q BECGOE




Reviewing/Approving
Expense Reports




REVIEWING/APPROVING EXPENSE REPORTS

Confirm agenda, hotel folio, parking and food recelpts etc,,
are included.

Make sure the amount approved is enough to cover all
expenses.

Make sure all expenses are categorized properly.
Double check your budget.

SAP Concur NORCO

COLLEGE



DELETE, CANCEL, RECALL OR COPY
REQUEST OR EXPENSE REPORT

SAP Concur E‘Q BECGOE



DELETE, CANCEL, RECALL OR COPY REQUEST

Delete
* A Request can only be deleted if it has never been submitted,

Cancel

A user can cancel a Request once it's been submitted

« |If cancelled before approval, you will not see the Expense link

« If Request is cancelled after approval but before booking, the Request will be cancelled
« If Request is cancelled after booking, the Request and the Booking will be cancelled

Recall

* A user can recall a request, make changes and resubmit.

Copy

« This feature is helpful when the same event information is utilized.

SAP Concur E‘Q BECGOE



DELETE, CANCEL, RECALL OR COPY EXPENSE

Delete
* An Expense Report can only be deleted if it has never been submitted.

Recall and Resubmit
Traveler can recall Reports to add/delete additional expenses, review and resubmit.

Copy Report

This feature can be used if additional expenses need to be added, report can be copied,
adjusted, reviewed and submitted.

SAP Concur NORCO

COLLEGE




SAP Concur

QUESTIONS?

Please email the Norco College Concur Team
Esmeralda, Maria, Ana or Lenny




SAP Concur

www.norcocollege.edu/concurtraining




