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Quick Guide to Concur 2.0 — 2015 Upgrade

MIT’s newly upgraded travel system, Concur 2.0, features an improved user
interface and capabilities requested by MIT travelers and administrators.

This Quick Guide includes easy-to-follow tutorials to help guide you through many
of the new enhancements. Please use this guide as a supplement to the in-person

training sessions being offered by VPF Travel staff.

Click on the menu item below to view the tutorial.

Expense Delegate Setup Instructions

Acting as a Delegate

Using the Itemization Wizard

Itemizing Business Class Airfare

Using the Mileage Calculator Tool

Attaching a Missing Receipt Affidavit to an Expense

How to Mark an Itemization as Personal

How to Manually Add an Additional Approver to Workflow

How to Create a Report Using a Guest Profile

For assistance:
Travel Services, Office of the Vice President for Finance

travelsupport@mit.edu

617-253-8366


mailto:travelsupport@mit.edu

Expense Delegate Setup Instructions

To give someone access to your profile to submit and view expense reports on your behalf, you will
need to add them as an expense delegate. To do so, follow these steps from the Concur home page:

R Home [+l o [ ] = |
€ @ hitps//implementation.concursolutions.com/ho 1< P A B-
Administration | Help ~ =
Home Expense Approvals Reporting App Center
[ concur £+ 00 0
Starta Upload Required Available
He”O, Kathleen Report Receipts Approvals Expenses
1. Click
COMPANY NOTES
Profile.
Important Notice
Before booking international travel, please review the MIT Travel Risk Policy to ensure that your
travel destination is not included on list of high risk destinations.
* MIT Travel Risk Policy - http://informit.mit.edu/epr/3.1travel_risk.html
« High risk travel forms - hitp://vpf.mit.edu/travel/forms
Read more |
MY TASKS
Required Approvals 2> Available Expenses 2> 07 Open Reports >
09/08 New Orleans Conference- Hotel
Great! You currently have no approvals. You currently have no available expenses. $1,000.00
09/04 Denver Conference- APS
$265.36
08/14 tesr
[T ~LaWaT~3 A
Pretor @rome L] Lo & Jlmesal
€ ) @ hipsy/mplementation concursalutons.com/homesp | [$8- Gongi » & @

Administration | Help ~ o

Home Expense Approvals Reporting App Center .
Profile ~ -~

CONCUR + 4 Kathleen McGrath

Start a Upl .
Hello, Kathleen Report Recd Profile Settingg D Sign Out

/ Administer for another user.

COMPANY NOTE 2- C||Ck PrOf"e Enter a name

Settings. Carce

i

Important Notice

Before booking international travel, please review the MIT Travel Risk Policy to ensure that your
travel destination is not included on list of high risk destinations.

* MIT Travel Risk Policy - http:/informit.mit.edu/epr/3.1travel_risk.html
« High risk travel forms - http://vpf.mit.edu/travel/forms

Read more W

MY TASKS



| [ & Profile Options

gFONCUR

3. Click

Expense ormation
| Information
Delegates. | information
|nformation
Email Addréssgs
Emergency Conta
Credit Cards

Travel Settings

Travel Preferences
International Travel

Frequent-Traveler
Programs

Assistants/Arrangers

Expense Settings

Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Other Settings

System Settings
Connected Apps
Concur Connect

€ | @ hitpsy//implementation.concursolutions.com/profile/profile_user.asp

[+]

o |[@ | =]

C | |29~ Google

Administration | Help ~

S

Expense Approvals Reporting App Center

Profile ~

Profile Options

Select one of the following to customize your user profile.

Personal Information

Expense Delegates

Détegates-= ployees who are allowed to perform work on
behalf of other employees.

System Settings
Which time zone are you in? Do you prefer to use a 12 or
24-hour clock? When does your workday start/end?

Expense Preferences

Select the options that define when you receive email
notifications. Prompts are pages that appear when you select
a certain action, such as Submit or Print.

Al A B~

I

EEESAN| (2 ecpense Detegates

£ Qi lac

4, Click Add.

Your Informatio

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel

Frequent-Traveler
Programs

Assistants/Arrangers

Expense Settings

Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Other Settings

System Settings
Connected Apps
Concur Connect

[+]

expense/profile/delegates.as C | |29~ Google

Administration Help ~

Expense Approvals Reporting App Center

Profile ~

Expense Delegates

Delegates Delegate For

Delegates are employees who are allowed to perform work on behalf of other employees.

Can Submit
Reports

Can
Approve

Receives
Emails

Can View
Receipts

Can
Prepare

Can Approve
Temporary

Receives Approval

' Name Emails

No records found.




| [ & Expense Delegates | + ‘

o |[@ | =]

€ | @ hitpsy//implementation.concursolutions.com/expense/profile/delegates.as

[ concur

Expense Approvals Reporting

s loformation =

5. Search by name, email, or cnse DE|egate5

Kerberos ID, then, click Add.

Delegate For

Emergency Contact
Credit Cards

Add

Delegates are erhployees who are allow
Travel Settings

™

o4 nafme, eMall auuress®
Travel Preferences Mead-Ward, Devin
International Travel
Frequent-Traveler
Programs

Can
Prepare

Can Submit
Reports

Can View

Name Receipts

Assistants/Arrangers

Expense Settings

App Center

thta_perform work on behalf of other employees.

Receives
Emails

No records found.

Can
Approve

C | |29~ Google

Al A B~

Help ~ 3

S

Administration |

Profile ~

I

Can Approve
Temporary

Receives Approval
Emails

Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Other Settings

System Settings
Connected Apps
Concur Connect

| (@ Expense Delegates |+]

€ @ https//implementation.concursolutions.com/expense/profile/delegates.asp

CONCUR Expense Approvals

Reporting

App Center

Your Information

Expense Delegates

Delegates

Personal Information
Company Information Delegate For
Contact Information
Email Addresses

Emergency Contact

Credit Cards

Delete

Travel Settings

legates are employees who are allowed to perform work on behalf of other employe

Administration | Help ~

Profile ~ -

6. Click Can Submit Reports
and Receives Emails.

Can Can Submit Can Vie Receives n Can Approve Receives Approval F
Teferences Name Prepare Reports S Emails pprove Temporary Emails
7. Click Save. ftional Travel +  Mead-Ward, Devin
* Y DEVINMW@MITEDU @ @ 8
nt-Traveler
Programs

Assistants/Arrangers

Expense Settings

Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Other Settings

System Settings
Connected Apps
Concur Connect

All set! The person you have added is now your expense delegate and is
able to submit, edit, and view expense reports on your behalf.




Acting as a Delegate B — B3

If you need to submit a Concur report for another individual, you must first go into their profile to act as
their delegate. To do so, follow these steps from the Concur home page:

| [@Home |+] o @ | = |
€ @ hitps//implementation.concursolutions.com/home.asp C || 29~ Google P A B-
-
Home Expense Approvals Reporting App Center
CONCUR £+ 00 00 0
Starta Upload Required Available Open 1, C||ck on
Hello, Kathleen Report Receipts Approvals Expenses Report:
Profile.
COMPANY NOTES ’
Important Notice
Before booking international travel, please review the MIT Travel Risk Policy to ensure that your
travel destination is not included on list of high risk destinations.
* MIT Travel Risk Policy - http:/informit.mit.edu/epr/3.1travel_risk.html
« High risk travel forms - hitp://vpf.mit.edu/travel/forms
Read more |
MY TASKS
Required Approvals . ] Available Expenses - 07 Open Reports 4
09/08 New Orleans Conference- Hotel
Great! You currently have no approvals. You currently have no available expenses. $1.000.00
09/04 Denver Conference- APS
$265.36
08/14 tesr
[T ~LaWaT~3 =
| [@ Home | + ‘ BElEIES
(,- @ https://implementation.concursolutions.com/home.asp a8 le 2l A B-
-
Home Expense Approvals Reporting Administration App Center
Kathleen McGrath
CONCUR  + + 00
Start a Upload Requi ) ; ;
) Profile Settings | Sign Out
Hello, Kathleen Report Receipts Appro 9 g .

Administer for another user...
Mead-Ward, Devin

2. Search by last
name, Kerberos ID,

COMPANY NOTES

Important Notice

or email address.

Before booking international travel, please review the MIT Travel Risk Policy to ensure that your
travel destination is not included on list of high risk destinations.
o MIT Travel Risk Policy - http://informit.mit.edu/epr/3.1travel_risk.html
o High risk travel forms - http://vpf.mit.edu/travel/forms
Read more
MY TASKS
Required Approvals 2> Available Expenses 2> 07 Open Reports 2>
09/08 New Orleans Conference- Hotel
Great! You currently have no approvals. You currently have no available expenses. $1,000.00




| @ Home |+ ]
€ | @ hitpsy//implementation.concursolutions.com/home.asp

Administration

Home Expense Approvals

CONCUR

Reporting App Center

+ + 00
Start a Upload Requi
Hello, Kathleen Report Receipts Appro

COMPANY NOTES

Important Notice

Before booking international travel, please review the MIT Travel Risk Policy to ensure that your

(= [ =]

Al A B~

3. Choose the person
Kathleen McG for whom you are
administering

and click Apply.

Administer for anotheV
Mead-Ward, Devin

Profile Sq

Cancel

travel destination is not included on list of high risk destinations.

e MIT Travel Risk Policy - http://informit.mit.edu/epr/3.1travel_risk.html
o High risk travel forms - http://vpf.mit.edu/travel/forms

MY TASKS

Required Approvals Available Expenses

Great! You currently have no approvals. You currently have no available expenses.

i

| @ Home

[+]

Read more

07 Open Reports

09/08 New Orleans Conference- Hotel
$1,000.00

€ @ hitps://implementation.concursolutions.com/home.asp

Home Expense

[ concur

COMPANY NOTES

Important Notice

Before booking international travel, please review the MIT Travel Risk Policy to ensure that your
travel destination is not included on list of high risk destinations.

* MIT Travel Risk Policy - http://informit.mit.edu/epr/3.1travel_risk_html
« High risk travel forms - http://vpf.mit.edu/travel/forms

TASKS

Available Expenses Open Reports

User currently has no available expenses.

+ 00 N1
Starta Upload Availabl
Hello, Kathleen Report Receipts Expense 4. You are now

C || 29~ Google

Administer for -
Mead-Ward, Devin

administering for the
other person and can
submit and view
expense reports on
their behalf.

Read more

08/23 Test- Devin
$1,446.72




5. To stop administering
for that person, click End
admin session.

[+]

€ @ hitps/implementation.concursolutions.com/home.asp

Home

Expense Administer for N ).
Mead-Ward, Devin g

o) Logged to administer for
CONCUR 4 & ,
Mead-Ward, Devin
Sta
Hello, Kathleen Req Profile Settings |

n

COMPANY NOTES

Important Notice

Before booking international travel, please review the MIT Travel Risk Policy to ensure that your
travel destination is not included on list of high risk destinations.

* MIT Travel Risk Policy - http:/informit.mit.edu/epr/3.1travel_risk.html
« High risk travel forms - http://vpf.mit.edu/travel/forms

Read more
TASKS
Available Expenses 2> Open Reports >
08/23 Test- Devin
User currently has no available expenses. $1.446.72




Using the Itemization Wizard

Itemizing within Concur refers to breaking an expense up into two or more sub-expense types. In this
example below, we will break a meals expense up into meals and alcohol.

Within the body of your Concur report, in the expense list, click into the Expense you need to itemize.
This will open the Expense Detail window.

o |[@ | =]

T
| [ Expense Center
€ | @ hitpsy//implementation.concursolutions.com/expense/client/default.asp C || 89~ Google Pl A B~

Administration | Help ~

Profile ~ &

CONCUR Expense Approvals Reporting App Center

enses Process Reports

1. Click into
the Expense to [ Conference- APS DekteReport [EEETD

bring up the i | © QuickExpenses | Defails v Receipts v Print v Expense
Expense Detail Detail
te Amount Exception
win d OW, 12712014 $60.00 € You must itemize this expense and separate out the alcohol portion of the charge. (Note: Alcohol can not be charged to a WBS Account.) Wi n d ow

Expenses View (€] | Expense || meais | Receipt Store

[?]  Datev Expense Amount Requested Total Amount: $60.00 | |xemﬂ: $60.00 | ining: $0.00 ‘
14 Meals (Breakfast/Lunch/Dinner) $60.00 00
0 Denver, Colorado Expense Type Alcohol yz Transaction Dat

IMeaIs (Breakfast/Lunch/Dit| ¥ ly = )

You must itemize this expense and separate out the alcohol portion of the charge. (Note:

Alcohol can not be charged to a WBS Account ) City Payment Type
Denver, Colorado | Out of Pocket % usb v
Vendor Name Number of Meals fy> Personal Expense (do not reimburse)

Comment

TOTAL AMOUNT TOTAL REQUESTED
$60.00 $60.00 Siave ’ Attach Receipt H Cancel ]
= 4

2. Click Itemize at the bottom-right of the Expense Detail window.
The itemization wizard will appear.




o | @ espense center |+]

o |[@ | =]

€ | @ hitpsy//implementation.concursolutions.com/expense/client

CONCUR Expense Approvals

Reporting

App Center

Manage Expenses Process Reports

Al A B~

Administration | Help ~

Profile ~

) New Expense Details v Receipts v Print v Hide Exceptions
Exceptions .
Expense Date Amount Exception
Meals (Breakfa... 08/27/2014 $60.00 QYou must itemize this expense and separate out the alcohol portion of the charge. (Note: Alcohol can not be charged to a WBS Account.) |te mi Zat on

Wizard

Expenses View v [« | Expense ‘ Meals ‘

[v]  Dater Expense Amount Requested Total Amount#$60.00 | Itemized: $0.00 | $60.00 ‘

08/27/2014 Meals (Breakfast/Lunch/Dinner) $60.00 $60.00 Amount Personal Expense (do not reimiflirse) ol
Denver, Colorado o
Meals (Breakfast/Lunch | o
v [Dinner)
You must itemize this expense and separate out the alcohol portion of the charge. (Note:
Alcohol can not be charged to a WBS Account ) Aconal _
cohol la]

TOTAL AMOUNT

$60.00

TOTAL REQUESTED
$60.00

You can optionally enter amounts for these expenses,

Dependent Care

Non Recoverable
Expenses

Spousal and Family Travel

Expense Center |+]

o |[@ | =]

€ | @ hitpsy//implementation.concursolutions.com/expense/clie

CONCUR

Expense

Approvals Reporting App Center

sla B
Help ~

Administration |

Profile ~

Manage Expenses Process Reports

Denver Conference- APS

3. Add itemizations

until Remaining

Details v Receipts ¥ Print v eq uals SOOO
Exceptions
Expense Date Amount Exception
Meals (Breakfa... 08/27/2014 $60.00 QYou must itemize this expense and separate out the alcohol portion of the charge. (Note: Alcohol can not be charged to a WBS Account.)
Expenses View~ () | Expense || meaks | Recep
[?]  Datev Expense Amount Requested ( Total Amount: $60.00 | Itemized: $60.00 | ining: $0.00 ‘
08/27/2014 Meals (Breakfast/Lunch/Dinner) $60.00 $60.00 AT Personal Expense (do ot u
Denver, Colorado . ‘ J
Meals (BreakfastLunch | 40.00 @
Ld IDinner)
You must itemize this expense and separate out the alcohol portion of the charge. (Note:
Alcohol can not be charged to a WBS Account ) Aconol| 20.00 . 4, Once yOu have
cohol ]

TOTAL AMOUNT
$60.00

TOTAL REQUESTED
$60.00

You can optionally enter amounts for these expenses, too.

Dependent Care

Non Recoverable
Expenses

Spousal and Family Travel

entered all your
itemizations, click
Save Itemizations.




Enter the amount for each itemization to reach the expense total. In this example, the two itemizations
are Meals, $40.00, and Alcohol, $20.00. The itemization wizard will show the most common itemization
expense types at the top (and less frequently used options below).

Note the totals at the top of the itemization window: Total, Itemized, and Remaining. You will need to
add itemizations and amounts until Remaining equals zero.

Once you have entered expense types and amounts, click Save Itemizations.

A new icon (arrow) will appear on the left-hand side of the Expense line item within the Expenses list.
Click on the icon to show or hide the Itemization Detail.

Administration | Help ~
CONCUR Expense Approvals Reporting App Center .
Profile ~ -
Manage Expenses Process Reports
Denyer Conference- APS oeite v [ ETERERRN
@ Newfxpense || @ QuickExpenses | Detals v  Receipts v Print v
Expenpes B viewr [« | Expense l Receipt Store
[]_fpate~ Expense Amount Requested Total Amount: $60.00 | Itemized: $60.00 | ining: $0.00
(; 3/27/2014 Meals (Breakfast/Lunch/Dinner) $60.00 $60.00
v Denver, Colorado Expense Type Alcohol 7
08/27/2014 Meals (Breakfast/Lunch/Dinner) $40.00 $40.00 |Meals (Breakfast/Lunch/Dit ¥ IY v
08/27/2014  Alcohol $20.00 $20.00 . ciy
|08/27/2014 ] Denver, Colorado
Payment Type Amount
. . . |Oulof Pocket v |sn 00 UsD v
This arrow indicates an
Vendor Name Number of Meals Iy
itemized expense. Click
Comment
on it to show or hide
the itemizations.
TOTAL AMOUNT TOTAL REQUESTED
$60.00 $60.00 [ Add ltemization ][ Attach Receipt ][ Cancel ]
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Instructions for documenting and itemizing the lowest coach fare and airfare
difference when business class is flown:

Business class airfare (or first class if business isn’t available on that flight) is only reimbursable when a
flight has an in-air flying time of 6 hours or more or when a round-trip ticket has legs over 6 hours. The
difference between the lowest equivalent coach fare and the actual business class ticket must be
itemized as expense type “airfare difference” and allocated to a non-sponsored cost object. This is
necessary since the difference between coach and business needs to map to the unallowable GL
(general ledger) account.

To document and itemize the lowest coach fare and airfare difference, and allocate if needed, follow
these steps:

1. If you have booked your business class tickets through our preferred travel agency, Travel
Collaborative, the agent should provide the lowest coach fare on the itinerary:

Ticket Information

Lowest coach

airfare quote USD  *5601.90

usD *34.00

SubTotal USD 5,635.90
Net Credit CardBilling " USD 5,635.90

Total Amount Due usD 0.00

[ U3D1430.10 - LOWEST AVAILABLE ECONOMY CLASS FARE ]

Your travel arranger provides the information containedin this document. If you have any questions about the content, please contact your travel
arranger. For Credit Card Service fees, please see eTicket receipt for total charges.

If the lowest coach quote has been provided, make sure it’s attached with the receipts and then skip
to step 6 (itemizing a business class airfare expense).

If the lowest coach quote has not been provided, start with Step 1 (next page).
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Documenting an equivalent lowest coach fare when it is not provided by a travel agent:

If you booked the airfare on your own, please use Expedia or an equivalent travel booking
website to look up a trip between the same departure and destination airports, for the same
days of the week, 4-5 weeks in the future, avoiding major holidays. In this example, we will look
up a coach fare for a business class trip to Edinburgh:

TE: Sun, Jun 07 . . . .

DATE San; Jdow 1. This business class ticket is

Flight: DELTA AIR LINES INC .

e~ SRR = = from Boston to Edinburgh,

To PARIS DE GAULLE, Arrives 8:35am UK, round trip, |eaving
FRANCE

Departure Terminal A Artival Terminel 2€ Sunday, June 7, and returning

Duration 0&hr{s) :56min(s) Class Business

e 7eW Mes! Ditnar Sunday, June 14.

Stop(s) Non Stop

Seal(s) Details Saeal(s) - 06A

DATE: Mon, Jun 08
Flight: DELTA AIR LINES INC

From PARIS DE GAULLE s 10:06am
FRANCE

To EDINBURGH, UNITED Arrives 11:05am
KINGDOM

Departure Terminal 2E

Duration 02hr(s) .00min(s) Class Business

Type RJ85-REGIONAL JET 85 Neeal

Stop(s) Non Stop

Seat(s) Details Seat(s) - 024

DATE: Sun, Jun 14
Flight: DELTA AIR LINES INC

From EDINBURGH, UNITED Departs 11:45am
KINGDOM
To PARIS DE GAULLE, Arrives 2:50pm
FRANCE
Arrival Terminal 2E
Durstion 02hr(s) :05Smin(s) Class Business
Type RJBS-REGIONAL JET 85 Mes!
Stop(s) Nen Stop
Seat(s) Detalls Seal(s) - 03F

DATE: Sun, Jun 14
Flight: DELTA AIR LINES INC _ Operated by: AIR FRANCE

From PARIS DE GAULLE, Departs 4:45pm
FRANCE

To BOSTON. MA Arrives 6:25pm

Departure Terminal 2E Arrival Terminal E

Duration 07hr(s) :40min{s) Class Business

Type BOEING 744 JET Meal Dinner

Stop(s) Non Stop

Seat(s) Details Seat(s) - 051

Ticket Information

Ticket Number
usp *7,249.10

2. So, to find an equivalent lowest coach fare we will look up a round trip from Boston to
Edinburgh, 4-5 weeks in the future, from a Sunday to the next Sunday.
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@ Expedia

3. Expedia search, Boston-
aExpedia

Edinburgh, same days of the week,

FOINEN Vacation Packages Hotels Cars Flights Cruises Thingsto Do Deals Rewards Mobile

4-5 weeks in the future

X Flights © Roundtrip @ One way @ Multiple destinations

Flying from Flying to

Boston, MA, United States (BOS-Logan Intl.) Edinburgh, Scotland, UK (EDI) -

fa Package Deals Departing Returning Adults (18+) ~ Children (0-17)

Fligigly: Hotel 10/05/2014 [ 101122014

Flight+ Hotel + Car
Flight + Car

Hotel + Car Sep 2014

B Addahotel @ Adda

@ Cars
# Cruises

Things to Do , BEST PRICE

GUARANTEE

Account v My Scratchpad a v My Trips Support v

Home Vacation Packages Hotels Cars QF¢Jicll Cruises Thingsto Do Deals Rewards Mobile

Boston, MA (BOS-All Airports) Edinburgh, Scotland, UK (EDI) 10/05/2014 10/12/2014 m

Nearby airports

1 Traveler, All Airlines

Nearby airports

Economy / Coach Show options ¥

Select your departure to Edinburgh sun, oct5

Filter your results by

Stops
[E1 1 Stop (25)
[E12+ Stops (5)

Arrlines

B K (1)

[0 Air France (1)

[0 Delta (4)

[E1 Virgin Atlantic (2)
[E] British Airways (9)
Show all
Departure time

[[1 5:00a - 11:59a
[[112:00p - 5:59p
[©1 6:00p - 11:59p
Arrival time
[F15:00a - 11:59a
[E112:00p - 5:59p

® Youcantumon your search notes in your Scratchpad. x
Sort by Departure & Arrival % Duration & Price & 4' LOWESt eq ulva Ient
- coach fare
5931 Save $203* on average when you book your Flight and Hotel together.
Shop Flight + Hotel - v
From virginatlantic
$910
$911 Cheapest
21 7:24p 10:25a 10h 1m, 1 stop $909
$924 BOS EDI AMS er persg
$955 Boston Edinburgh Arrives next day Not your
) everyday
Ko flight to
Show Flight Details ¥ Select LO[:IdOn.
u Daily.
Fantastic fares
8:45p 4:50p 15h 5m, 1 stop $910 "° to London.
BOS EDI CDG t
Boston Edinburgh Arrives next day Book now >
AIRFRANCE 4/

[16:00p - 11:59p

Show Flight Details ¥ Select

expense.

5. Once you have a lowest coach quote, attach an image of the quote with the receipts in your
Concur report (Receipts>Attach receipt images). Then, you will need to itemize the airfare
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How to itemize a business class airfare expense:

| @ Expense Center x | €805 to EDI Flights | Expedia

[+]

€ @ hitps//implementation concursolutions.com/ Expense/ Client/default. asp

CONCUR

Expense Approvals

Manage Expenses Process Reports

Edinburgh trip

New Expense

Reporting App Center

Administration |

Profile ~

S

Quick Expenses Details v Receipts ¥ Print v
_ 6. Once you have
Expenses [Delete ] | View » [« | New Expense ‘ * Y
(| Date v Expense Amount Requested crea te d or
Adding New Ex Expense Type Transaction Date
ing New Expense Airf v 06/03/2014 G :
[t I imported your
Business Purpose Ticket Number (or PNR Numpér)
airfare expense,
‘Vendor
[oeta A Lines v change the class of
City Payment Type . .
[outotocto .| service to business
Amount Personal Expense (do not reim| an d C I | Ck Ite m iZe .
|7‘249 10 usD v
Comment
TOTAL AMOUNT TOTAL REQUESTED
$0 00 $0 00 Itemize Attach Receipt Cancel
| [& Expense Center x |°BOSRDEDlleghts|Exped\a | + \

€ | @ https;//imple

ntation.concursolutions.com/ Expense/Client/defauit.asp

CONCUR

Expense Approvals

Manage Expenses Process Reports

Edinburgh trip

New Expense

Reporting

App Center

7. Within the
SWE  |temization Wizard,
Enter the lowest
coach amount as
Airfare and the

remaining amount

Quick Expenses Details v Receipts v Print v .
as Airfare
Expenses View v [« | Expense | Airfare Difference
V| Date v Expense Amount Requested TMmount: $7,249.10 | Itemi; )
S 06/03/2014 Airfare $7,249.10 $7,249.10 A Personal
Delta Air Lines
i Lowest coach
Airfare leferenc e
e — Remaining amount.
First)
Upgrade Fee a
8. Click Save
You can optionally enter amounts for these expenses, too. H 2
phenaly e Itemizations.
Dependent Care
Non Recoverable
Expenses
Spousal and a il
TOTAL AMOUNT TOTAL REQUESTED =
$7,249.10 $7,249.10 A D= |
i . ’ .

9. If you entered a non-sponsored cost object in the report header, you are all set.

If you entered a sponsored cost object in the report header, please allocate the Airfare Difference
itemization to a non-sponsored cost object (see following steps).




How to allocate an airfare difference itemization to a non-sponsored cost object:

x | €805 to EDI Flights | Expedia 1 +]

)
@
E

I‘ﬁmm Center

ursolutions.com/Expense/ Client/default.asp

1. Click on the
itemization arrow so

o]\ [ed¥] ] Expense Reporting

Approvals

it's pointing down Process Reports

e Expenses

and shows the detail

App Center

Administration |

Profile ~

g h tr| p Delete Report [Tt
below.
&’ Quick Expenses Details v Receipts ¥ Print v
Expenses (BT (ZE8 @) View~ [« | New Expense Receipt Store
[_' Date v Expense Amount Requested e
Adding New Expense Expense
/032014 Airfare $7,249.10 $7.249.10 To create a new expense, click the appropriate expense type below or type the expense type in the field
Delta Air Lines o o above. To edit an existing expense, click the expense on the left side of the page. L
[ 06/032014 Airfare Difference (ex: Coach vs $6,330.70 $6,330.70 @ Recently Used Expense Types
|| 06/03/2014 Airfare $909.40 $909.40
Airfare Meals (Breakfast/Lunch/Dinner) Ly
Business Meeting/Meal (attendees) Hotel/Motel/B&B
Non Recoverable Expenses
All Expense Types
A.Transportation ...E.Communications
Agency Fee Long Distance
Airfare F.Per Diem
Airline Change Fee Domestic Per Diem
Baggage Fee International Per Diem
TOTAL AMOUNT TOTAL REQUESTED Bus G.Business Promotions
$7,2491 0 $7,2491 0 Car Rental Misc. Promotional Expense v
| [@ Expense Center x |ososmzmrhgms|axpema | + j o[ @ | =]
€ | @ httpsy//implementation.concursolutions.com/ Expense/ Client/defauit.asp c Al A B-

CONCUR Expense Approvals Reporting

2. Click the check
box on the Airfare

Process Reports

age Expenses

Difference

reh trip

itemization Iine || @ QuickExpenses | Details v  Receipts v+  Print v

item. DD ED Ve «

. Amount Requested

06/03/2014 Airfare $7,249.10 $7,249.10

Owv o Delta Air Lines

l} [v] ) 06/03/2014 Airfare Difference (ex: Coach vs $6,339.70 $6,339.70

[ 06/03/2014 Airfare $909.40 $909.40
TOTAL AMOUNT TOTAL REQUESTED
$7,249.10 $7,249.10

Itemization ‘

App Center

Administration

Help ~

S

Profile ~

Delete Report Submit Report

Total Amount: $7,249.10 | Itemized: $7,249.10 | Remaining: $0.00

Expense Type
|A\rfare Difference (ex: Coa ¥

Business Purpose
City
Amount

| 6,339.70

Comment

Transaction Date

l 06/03/2014 |
Vendor Name

Delta Air Lines

Payment Type

Out of Pocket A

[ personal Expense (do not reimburse)

3. Then click
Allocate.

Cancel
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This will bring up the Allocation Window. ¢

I
p -y
A~

AY

@

(IEEES | (3 ecpense Center

x | @BostoEDiFiights [Expedia  \ | + |

[= e ][]

€ | @ https;//implementation.concursolutions.com/Expense/Client/default.asp

Allocations for Report: Edinburgh tkip

Expense List

Allocate Selected Expenses Clear Selections
Select Group v

Date ~ Expense Group Amount

@ Airfare

Allokations

Allocate By: v

Total:$6,339.70 All

Add New Allocation Delete Selected Allscations |

* Cost Object Code

06/03/2014 Airfare $909.40
v| 06/03/2014 Airfare Diffe. $6,339.70

TRAVELHQ Jv 1633540

Type to search by:

C | |28~ Google Ll A B~

4. Type the non-

sponsored cost object you

want to use into the cost
object field and select it
from the drop-down
menu.

© Text © Code
(Code) Text

(1633500) VPF-M&S

(1633540) TRAVEL/HQ
(1000000) TTEST
(1030400) MIDDLE INCOME LOAN FUND

(1000000) TTEST
(1000001) TEST COST CENTER AUTHORIZATIONS

5. Click Save.

‘ i

Firefox v

6. Success! Your airfare

difference itemization has
been allocated . Click OK
and then Done.

e

Allocations have been $a

C | |29~ Google
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o |[@ | =]

b | x | €805 to EDI Flights | Expedia | +]
Al A B~

Administration | Help ~

CONCUR Expense Approvals Reporting App Center [ )
Profile ~ -~

Manage Expenses Process Reports

7. Hover over the allocation pie
chart icon to confirm the cost  peerepor

object(s) you’ve allocated to.

€ New Expense € Quick Expenses Details v Receipts v Print v
Expenses [Movo V=Y emization |
O sty Expense equested Total Amount: $7,249.10 | Itemized: $7,249.10 | Remaining: $0.00

[ 06/03/2014 Airfare $7,249.10 Expense Type TrersesinBa
v Delta Air Lines
@ @ |A\rfare Difference (ex: Coa ¥ I06/03/2014 3
[ 06/03/2014 Airfare $909.40 $909.40
- Business Purpose Vendor Name
06/03/2014 Airfare Difference (ex: Coach vs $6,339.70 $6,339.70
[v] Delta Air Lines
City Payment Type
A[|Ocat|ons 8/ Out of Pocket e
Amount [0 personal Expense (do not reimburse)
Percentage Cost Object Code | 6,339.70 Ush v
100 (1633540) TRA... 1633540 T

TOTAL AMOUNT TOTAL REQUESTED save

$7,249.10 $7,249.10

Remember, when business class airfare is being claimed from MIT, make sure to
document the lowest coach fare, itemize the airfare and airfare difference and
then allocate the difference to a non-sponsored account if needed.

Document Itemize Allocate

17



Using the Mileage Calculator Tool

1. Click New

Expen se . Manage Expenses Process Reports
: € New Expense : Quick Expenses | Details v Receipts v Print v
Expenses [Move ~ JDelete J Copy IR
O Date v Expense Amount Requested
Adding New Expense
08/27/2014 Meals (Breakfast/Lunch/Dinner) 0.00 0.00
O $6 $6
Denver, Colorado
TOTAL AMOUNT TOTAL REQUESTED
$60.00 $60.00

New Expense ‘

+ | @ Expense Center [ +] EEIE
€ | @ hitpsy//implementation.concursolutions.com/expense/client/d: sp 2l A B~
Administration | Help ~
CONCUR Expense Approvals Reporting App Center B .
rofile ~ -

Delete Report

Submit Report

Expise perso
To create a nem Jpropriate expense type below or type the expense type in the field

expense, click the expense on the left side of the page.

@ Recently Used Expense Types

Meals (Breakfast/Lunch/Dinner) Bus

Personal Car Mileage

All Expense Types

A.Transportation

Personal Car Mileage

Business Meeting/)4

2. Enter the
expense type
Personal Car

Mileage.

Car Service

a(attendees)

18




B [ Expense Center L+ B

€ @ hitps://implementation.concursolutions.com/expense/client/default.asp || 3~ Google 2l A B~

Administration | Help ~

Expense Approvals Reporting App Center

Profile ~ .

3. Enter the date o

of travel in the

Process Reports

Transaction Date
field.

onference- APS

Quick Expenses | Details v  Receipts v Print v

Expenses [0 @) view~ [« | New Expense ‘ s
’ 4. Click on the
O Date v Expense Amoum\mted
Adding New Expense iew Reimbursement Rates -
& = Expense Type ansaetorrb Purpose of the Tr| M I I eage
O 08/27/2014 gleals (?:relakf;stlLunchIDinner) $60.00 $60.00 Ipersnna‘ Car Mileage Iﬂg/z]/zo‘A
enver, Colorado
Calculator.
Distance : Amount Comment
IO 20.00 UsSD ¥
leage Calculator
TOTAL AMOUNT TOTAL REQUESTED
$60.00 $60.00 [ Alocate H Attach Receipt ][ Cancel ]
. [ Expense Center |+] [o ][]
€ at implementation.concursolutions.com/expense/client/default.asp C | |29~ Google P A B-

Mileage Calculator
Iceland has

[T Avoid Tolls ] Avoid Highways . Map -
way
Way

United
Kingdom
Poland

Emml‘ny Ukraine Kazakhstan v
\ France " ) long:
ms“mﬁﬂ T span 1Y Turkey 7o :
- North > .
Calculate Route Atlantic Afghanistan o
* Ocean Faq " yran
"' Mgeri | Lpya BB N Pakistan
pse Arabia India Wl
i Mali | Niger » Sudan U]
5. This will open a [ o g < e norts
Colombia | - v
T e % {4KeNyl fammmnmnnmmnnmm -
. - DR Congo'
link to Google O Ea
ery Angola.
Maps. Enter your R ambi Indian
Cind Atlantic
start and end - ocean s
P
points.

TOTAL PERSONAL . TQ
hern

0.0 MI Note: For greater accuracy e
enter exact street addresses. Cancel
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[ T——— [E3] [o]e]x]

€ @ hitps://implementation.concursolutions.com/expense/client/default.asp C || 29~ Google P A B-

Mileage Calculator

71 Avoid Tolls [Z Avoid Highways

Waypoints

@ 600 Technology Square, Massachusetts | ¢
Ukraine |
Kazakhstan

. Columbia University
CL_ North

Calculate Route Atlantic Afghanistan
A ;

Ocean Pakistan

India
Mali | Niger Sudan
{ Chad

6. Once you have ) , O e’ e

entered your C {rsezana

Angola ™

waypoints, click » couh sy’ | Matsgasca ndian
Atlantic

South
Ocean Abiea:

Calculate Route.

TOTAL PERSONAL = TOTAL BUSINESS
Southern

0.0 MI 0.0 Ml Claoule Ocean Terms of Use

(I CT——— [+ [EEEE |
| |

€ @ hitps//implementation.concursolutions.com/expense/client/default.asp

7. If the system calculates
the correct route, click Add

Mileage Calculator

71 Avoid Tolls [Z Avoid Highways

Mileage to Expense.

Queensbury
; B PN 2 ) =
Waypoints Tel< > Glens Falls @ pam
D v Saratoga,_
@ 600 Technology Square, Massachusetts | ~wcad Springs O o
206.4 MI ok Green Mountaii Amesbury
FlPersonal |- Schenectadys National Fort Na%hua
@  Columbia University, 116th St, New York, b NDW@ & Albanyd
y - = 1 a s ACht S
@ + Jneonta @, o Boston
Calculate Route  Make Round Trip — a roestey Quﬁwy
Jingham fon Springfieldo
Kingston Py
o Providence,
Directions sStorrs o

Pougleepsie - Hartford

s Barngtable

R New
Suggested routes: Lcut | Warwickl 9gedforg
1-90 W and CT-15 S 207 mi - about 3 hours 25 mins U
1-90 W 207 mi - about 3 hours 31 mins Barre 7
1-84 217 mi - about 3 hours 33 mins

. Wakefield s
55

'593619 Main Street, Institute of 2 {
Cambridge, MA 02139, USA Allergo_ Newarko ONew York
O,
207 mi - about 3 hours 25 mins Edison@Staten Rhiode*ls|la
ng Island
1. Head east on Main St toward Albany St 3121t Trenton
Q
. 5 Brick
2. Take the 1st right onto Albany St 0.3 mi Phuladoelphla i
A = a e . i o1
TOTAL PERSONAL  TOTAL BUSINESS iz‘p‘ Toms River
0.0 MI 206.4 MI tonal; aSicklerville
- - I i Map data ©2014 Google Terms of Use _Report a map error
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| @ Expense Center (BN

o [ =]

€ @ hitps://implementation.concursolutions.com/expense/client/d

Expense

[ concur

Manage Expenses Process Reports

Approvals

Denver Conference-

Reporting App Center

APS

Denver, Colorado

Details ¥ Receipts v Print ¥
Expenses [Move + J Delete J Copy JRVEURINER
O Date v Expense Amount Requested
Adding New Expense
O 08/27/2014 Meals (Breakfast/Lunch/Dinner) $60.00 $60.00

8. Concur will calculate the
dollar amount based on
distance and the mileage

rate on the transaction date.

TOTAL AMOUNT

$60.00

TOTAL REQUESTED
$60.00

New Expense ‘

Al A B~
Administration | Help ~

Profile ~

Receipt Store

View Reimbursement Rates

Expense Type Transaction Date
Personal Car Mileage A I 08/27/2014 |
From Locatioj To Location

echnology Square, Massa lColumbla University, 116th St, N

mount Comment
/< 206 |/ 11536 A

Purpose of the Trip

Payment Type

Mileage Calculator

9. Click Save.

llocate Attach Receipt Cancel
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Attaching a Missing Receipt Affidavit to an Expense

In the event that a receipt is required but is not available and a reprint cannot be obtained from the
vendor, a Missing Receipt Affidavit can be created in place of a receipt to confirm that the expense is a
valid business expense.

Please note that the Missing Receipt Affidavit is a last resort when no receipt can be obtained and
should only be used after attempts are made to recover a receipt. The expense needs to be classified
as “non recoverable expenses” and allocated to a non-sponsored account.

To create a Missing Receipt Affidavit, click into the expense line item that is missing a receipt to bring up
the expense detail window and follow the steps below.

(IEEESN| [ ecpense enter [+ o @ 2]

I
€ @ https://implementation.concursolutions.com/expense/client/default.asp C || 2§~ Google

Administration | Help ~
Profile ~ &

CONCUR Expense Approvals Reporting App Center

1. Change the
expense type to
Non Recoverable

penses Process Reports

nference_ APS Delete Report

Expenses‘ Quick Expenses Details » Receipts v Print v
Expenses View » [« | Expense || Receipt Image Receipt Store
[ Date Expense Amount ¥ Requested
08/27/2014  Personal Car Mileage $115.36 Epeeelvee Alcohol y?
[ non v I N v
08/27/2014 Meals (Breakfast/Lunch/Dinner) $90.00 2 3.
v
0 Non Recoverable Expenses
08/27/2014 Meals (Breakfast/Lunch/Dinner) $60.00 $60.00
Denver, Colorado Payment Type Amount
lOut of Pocket N4 l 90.00 usb v
Vendor Name Number of Meals R?

[ personal Expense (do not reimburse) Comment
2. Click
Save.
TOTAL AMOUNT TOTAL REQUESTED
$265.36 $265.36 e | [ Atocato | [ Atacn Recopt | [ cancel |
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EEESA| [ ecpense Center
€ ) @ nips

[o][@ [

CONCUR

Expense

Approvals Reporting App Center

Administration

- 9
Profile -~

2 & B-

| Help ~

Manage Expenses

i @ NewExpense !

€ Quick Expenses g

Process Reports

Denver Conference- APS

Details » Receipts v Print v

Delete Report Submit Report

Expenses View » [« | Expense H Receipt Image Receipt Store
[:] Date Expense Amount v Requested
08/27/2014  Personal Car Mileage $115.36 $115.36 EXpensolType Tiansacion Dele)
O |N0n Recoverable Expense ¥ | 08/27/2014 |
(327/2014 Non Recoverable Expenses $90.00 $90.00 Business Purpose e ame
08/27/2014 Meals (Breakfast/Lunch/Dinner) $60.00 $60.00 ’
O Denver, Colorado City Payment Type
| Out of Pocket N
Amount [ personal Expense (do not reimburse) .
|90v00 usD v 3. Click
Comment
Attach
.
Receipt.
TOTAL AMOUNT TOTAL REQUESTED
$265 36 $265 36 Itemize [ AllocaQ Attach Receipt [bncel ]
LCCR | @ bxpense Center [+ BEE
; = | [$8- Google Ala B

Attach Receipt

Click Browse and select a .png, .jpg, -ipeg, .pdf, .html, .tif or .tiff file for

No Receipt? Create a missing Receipt Affi@

File Selected for uploading:

No file selected
Or choose a Receipt Store image.

Receipt Store Images

Uue Ue

DOC (8).pdf DOC (8).pdf

‘ Cancel ‘

4. Click Create a
missing Receipt
Affidavit here.
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[ T——— 1+] (=@ =]
€ a Jexpense/cent/defaultasp (8- Googie 2 4 B

5. Click the
check box next

to the expense
that is missing
a receipt.

Missing Receipt Affidavit

Use the Missing Receipt Affidavit feature to indicate that do not have a receipt for a valid
business related transaction.

6. Click
Accept &
Create.

To create an affidavit, choose from the Expense(s) below that require a Receipt

Expense Date Amount
08/27/2014 $90.00

Non Recoverable Expenses

By using the Missing Receipt Affidavit feature I certify that I do not have a receipt, but this
transaction is a valid business transaction that conforms to MIT's travel and expense policy.
Expenses must be classified as a Nonrecoverable expense type and cannot be charged to a

sponsored account.
‘ Accept & Create ' ancel

Expense Center Il\ [o]l@ ][ =
€ ) @ ntps fexpense/client/d asp C | |29~ Google Pl A B-

Administration |

7. A receipt CONCUR Expense Approvals Reporting App Center o
rofile ~

image icon will

ge Expenses Process Reports

appear on the

Conference- APS

expense line

|tem . \ @ Quick Expenses | Details v Receipts v Print v
Expenses View v |« | Expense H Receipt Image Receipt Store
Date Expense Amount ¥ Requested
08/27/2014  Personal Car Mileage $115.36 $115.36 EXpeneiType lansaclon Deto)
D Non Recoverable Expense ¥ |08/27/2014 |
é (:%27/2014 Non Recoverable Expenses $90.00 $90.00 Business Purpose Vendor Name
08/27/2014 Meals (Breakfast/Lunch/Dinner) $60.00 $60.00 ’
D Denver, Colorado City Payment Type
| Out of Pocket N7
Amount [0 personal Expense (do not reimburse)
| 90.00 usb v
Comment
TOTAL AMOUNT TOTAL REQUESTED
$265 36 $265 36 [ Itemize ] [ Allocate ] [ Attach Receipt ] [ Cancel ]
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8. Hover over the receipt image icon or click Receipts>View receipts in new window to view the
Missing Receipt Affidavit you’ve created.

AN

(@ re69D5C7ES011C "9FA28D1C: “ "1D72E636C3870 icati Object) - Moxilla Firefox
‘ﬂ psi//i file 33 FEEQESUESQllCISSGQD737AS701A¢DETNJCQFMSDICJ)AJSHSQZCQSESL ASOE1SFBCEG7EASGEBAQETEN77BIB2FFASB21 BEOBEA4AS524DF77HSD7F24B28EA2E0D3BACL D72E636C3870

|Missing Receipt Rffidavit - Non Recoverable Expenses

Date of Expense:  08/27/2014
Amount. $90.00

By using the Missing Receipt Affidavit feature I certify that] do not have a receipt, but this transaction is a
valid business transaction that conforms to MIT's travel and expense policy. Expenses must be classified as
aNonrecoverable expense type and cannot be charged to a sponsored account.

Kathleen McGrath

09/05/2014

8:27 PM Greenwich Mean Time

Please make sure that the expense is being charged to a non-sponsored cost object. If you entered a
sponsored cost object into the report header then you will need to allocate the expense that is missing a
receipt to a non-sponsored cost object (see allocation quick card for allocation instructions).
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How to Mark an Itemization as Personal

When the MIT Travel Card is used for a non-reimbursable expense, that amount needs to be itemized as
personal. If the personal expense amount is greater than the out-of-pocket amount, the traveler will
need to reimburse MIT.

Marking an itemization as personal will subtract that amount from the total claimed. Concur will net any
personal amount against the out-of-pocket total for the report. If the itemization marked personal is
within a Travel Card charge, and the personal expense total is greater than the traveler’s out-of-pocket
expenses, then the traveler will owe MIT. If the personal expense total is less than the out-of-pocket
expense amount, the traveler will not owe anything (but the personal amount will be subtracted from
their reimbursement).

Instructions for itemizing a portion of an expense as personal:

| @ Expense Center | +] (o @] =]
€ | @ hitpsy//implementation.concursolutions.com/Expense/client/default.asp® || 98~ Google Ll A B~
Administration Help ~
CONCUR Expense Approvals Reporting App Center [
Profile ~
-
Manage Expenses Process Reports
i TR
Clickthe o Conference- APS
expe nse II ne nse Quick Expenses Details » Receipts v Print v
item to bring u
g p View ¥ [« | Expense || Meals Receipt Store
the Expen se Expense Amount~ Requested Total Amount: $60.00 | Itemized: $60.00 | Remaining: $0.00
14 Personal Car Mileage $115.36 $115.36
Deta il Expense Type Alcohol y2
' 14 NonRecoverable Expenses $90.00 $9000 | [ meats (BreaitastLunchvDi v I~ v
hd T ) Date city
7 08/27/2014 Meals (Breakfast/Lunch/Dinner) $60.00 $60.00 |08127/2014 g Denver, Colorado
= Denver, Colorado
Payment Type Amount
Out of Pocket N4 l 60.00 usb v .
Click
Vendor Name Number of Meals [y2
Itemize.
[J Personal Expense (do not reimburse) Comment
TOTAL AMOUNT TOTAL REQUESTED
$265 36 $265 36 Wtem!ze J locate J [ Attach Receipt ] [ Cancel J
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o | @ espense center |+]

o |[@ | =]

€ | @ hitpsy//implementation.concursolutions.com/expense/client

CONCUR Expense Approvals

Manage Expenses Process Reports

Enter
enver Conference- APS

Receipts v

expense

Details v

types and

Reporting

App Center

Print v

Al A B~

Administration | Help ~

Profile ~

Click the

eptions

amounts.

ense Date Amount Exception

Breakfa... 08/27/2014 $60.00 QYou must itemize this expense and separate out the alcohol portion of the charge. (Note: Alcohol can not be charged to a WBS Account.)

Personal
Expense check

Expense ‘ Meals ‘

box to mark an

Alcohol can not be charged to a WBS Account)

You must itemize this expense and separate out the alcohol portion of the charge. (Note:

Expenses View v [«
@ Date v Expense Amount ested T ount: $60.00 | ltemized:
08/27/2014 Meals (Breakfast/Lunch/Dinner) $60. AT e
Denver, Colorado
Meals (Breakfasf | 40.00
v \Zﬂer)

ohol | 20.00

Dependent Care

Non Recoverable
Expenses

Spousal and Family Travel

TOTAL AMOUNT
$60.00

TOTAL REQUESTED
$60.00

You can optionally enter amounts for these expenses, too.

itemization as
personal.

o @ =]

ons.com/expens

To verify the
amount due to
MIT or to the
traveler, click
Details = Totals.

Expense

Approvals

Process Reports

Reporting

ference- APS

App Center

Al A B~

Administration | Help ~

S

Profile ~

Delete Report ‘Submit Report

Hide Exceptions

TOTAL AMOUNT
$60.00

k Expenses | Details v Receipts v Print v
£ . Report =
xceptions
P Report Header
Expense Date Amounf
Meals (Breakfa 08/27/2014 $60.00 Audit Trail nse and separate out the alcohol portion of the charge. (Note: Alcohol can not be charged to a WBS Account.)
udit Trai
\pp! | Flow
Expenses Comments View v [« | Expense ‘ Meals ‘ Receipt Store
[?]  Datev Expense N nt Requested Total Amount: $60.00 | Itemized: $60.00 | $0.00
08/27/2014 Meals (BreakfastiLunc 00 $60.00 Amount Personal Expense (do not reimburse; =
Teos broric Allocations Pe P (¢ )
Meals (Breakfast/Lunch | 40.00
v - [Dinner)
You must itemize this expense and separate out the alcohol portion of the charge. (Note:
Alcohol can not be charged to a WBS Account.) -
Alcohol | 20.00 =
You can optionally enter amounts for these expenses, too. I

Dependent Care

Non Recoverable
Expenses

Spousal and Family Travel

TOTAL REQUESTED
$60.00
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EEESA| [ ecpense Center | +] [o]l@ ][ =
I—‘ s 2 & B

asp |28~ Google

If the traveler will
receive a
reimbursement,

that amount will Report Totals - Denver
Conference- APS

show up under
Expense Report
Amount Due
Report Total :
Em ployee Less Personal Amount :
) Amount Claimed :

Amount Rejected

Company Disbursame

Amount Due Employee $60.00

Total Paid By Company :

If the traveler

owes MIT fOf Employee Disbursements
personal expenses Amount Owed Company

Total Owed By Employee : $0.00

on the Travel Card,

that amount will
show up under
Amount Owed
Company.

If an amount shows up under Amount Owed Company, the traveler will need to
write a check to MIT for that amount. Please obtain a check payable to MIT for
the amount due, print out the MIT Detailed Report (under print/email), clip the
check to the printout and mail to VPF Travel Services, NE49-4037.

Also add a comment (Details 2 Comments) confirming that the check is being
mailed to VPF Travel Services before submitting the report.

Note: If an entire Travel Card charge should be marked as personal, simply click
into the expense to bring up the expense detail, then click the Personal check box
within the expense detail and click Save.
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How to Manually Add an Additional Approver to Workflow

When a Concur report is submitted it will automatically route to the approver(s) for the cost object(s)
used. However, there are a few scenarios where you will need to manually add an additional approver.

Scenarios for Additional Approver:

* If you happen to be the cost object approver as well as the traveler on a given report. You will
need a second person in your area to review your expenses.

¢ Ifyou arein a department that requires an additional approver as part of their workflow
process.

¢ If your department or the VPF Travel office has requested that you add a second approver for
any audit/ workflow reason.

If you need to manually add an approver for any of these reasons, follow these four steps:

| @ Expense Center [+l

€ @ https//imp

ntation.concursolutions.com/expens

CONCUR Expense Approvals Reporting Administration App Center

Manage Expenses Process Reports

1. Within the body of your
expense report, click —

Denver Conference- APS )
Details = Approval Flow.

New Expense Quick Expenses Details v Receipts v Print v
Report
Expenses Rebort Head Z View v [«] | Ne pense ‘ Receipt Store
epo eader A
| Date Expense Requeste:
Totals
Adding New Expense . . Expense
Audit Trail " ]
08/27/2014 Personal Car Mileage $115.36 To create a new expense, click the appropriate expense type below or type the
Approval Flow expense type in the field above. To edit an existing expense, click the expense on
the left side of the page.
08272014 NonRecoverable Expe  Comments $90.00
0® Allocations @ Recently Used Expense Types
[]y 082712014 Meals (Breakfast/Lunc Allocations $60.00 Airfare
Denver, Colorado
Meals (Breakfast/Lunch/Dinner)
Business Meeting/Meal (attendees)
Hotel/Motel/B&B
Non Recoverable Expenses
All Expense Types
TOTAL AMOUNT TOTAL REQUESTED P yp
$2 65.36 $265 .36 A.Transportation 5
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et
EEEN [ Expense Center [ +] BEE |
1

€ ) @ ntps Jexpense/client/ asp SR

2. Within the Approval
Flow window, click the UP

icon that indicates add a
step before this step.

Cost Object Approval:

Submit Report Save Workflow Cancel

3. The User-Added Approver
field will appear above the cost

object approval field. Search
using the approver’s last name

and click on their name in the
Approval Flow for Report: Denver Conference|  grop-down menu to choose

them.

User-Added Approver:

o'toole

0'Toole, Gerard (GOTOOLE@MIT.EDU) )

Search Approvers By

Submit Report Save Workflow Cancel
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4. You can then either click Submit
Report to submit the report now
or click Save Workflow to

continue working on your report

and submit later. If you click Save
Workflow then the added

approver will see the report once

you finish and click Submit.

Approval Flow for Report:

User-Added Approver:
O'Toole, Gerard (GOTOOLE@MIT.EDU)

Cost Object Approval:

‘ Submit Report Il save Workflow ' Cancel
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How to Create a Report Using a Guest Profile

Within Concur, you can use a guest profile to reimburse non-MIT visitors, anyone who is not set up in
the HR/Payroll system, or anyone you need to, with a paper check. The guest profile is also where you
will go to expense your department card charges if you have a department travel card.

On the Concur home page, in the Trip Search window, make sure that you never
use the Book for a Guest option. If you do this, you won’t be able to reimburse

that guest for any out-of-pocket expenses because expenses submitted under
your own profile will reimburse you.

concursolutions.com/t

=8|
P || e oa
[ Home x |_|

Fie Edit View Favortes Tools Help
x @Hconvert - Eselect

5 {7 PeoplefiuentRMS 5 A Atlas - Navigating Your MIT ... |1 MIT - Massachusetts Institu... || MIT - people directory |1 MrT 2) || MIT (3) || MIT Game Lab explores the ... |!] MIT (s Process Reports - Kathleen ... £ Roles DB Web Page

Administration | Help +
Approvals Reporting App Center

Home  Travel  Expense

Profile ~ o

«
- -
Mii Please do + + + 00 00 00
Starta Enter Upload Required Available Open
| . Report Reservation Receipts Approvals Expenses Reports
Rl not use this
TRIP SEARC option. ALERTS
& Booking for mysel Bg,q-. "‘« @ You're almost there! Please check your email inbox for the Triplt verification email
_ - @ You haven't signed up to receive e-receipts.@ Sign up here
48 = = & 8 O

Note: When booking reservations to LGA (New York) and

DCA (Washington DC) please check off the REFUNDABLE

BOX on the search page. This will allow the system to show
you MIT REFUNDABLE FARES ON USAIRWAYS.

< D AYS “This seems cleaner, easier to navigate ”
) . —Concur customer
Departure City @ remain until
Frdar o T SSRGS the Enhanced Ul.
Ariival City @

Preview Settings

Welcome back, Administrator.

T —
Departure @

sl [emm]<2] v COMPANY NOTES
Retumn @

If you apply for a Department Travel Card, a guest profile will be set up for you as part
of that process. If you don’t have a Department Travel Card but need to reimburse non-
MIT visitors, you can request a guest profile by emailing travelsupport@mit.edu.
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/@ Home x OF

€ | @ https//implementation.concursolutions.com/home.asp

To use your guest profile, click the
Administer for another user icon, type
in the name or email linked to that
guest profile, then select it from the

drop-down menu and click Apply.

+

Upload
Receipts

Important Notice

Before booking international travel, please review the MIT Travel Risk Policy to ensure that yq

travel destination is not included on list of high risk destinations.

e MIT Travel Risk Policy - http://informit.mit.edu/epr/3.1travel_risk.html
o High risk travel forms - http://vpf.mit.edu/travel/forms

Home Expense Approvals Administration App Center

01

Requi
Appro

Devin Mead-Ward

Profile Settings | Sign Out

Administer for another user...
® | am a delegate or travel assistant

| am a proxy

Seledgpame———————__¥

GUEST, TRAINING_
kmcgrath@mit.edu (Email)

[ McGratA:

KMCGRATH@MIT.EDU (Email)

Sechrist, Kara B
SECHRIST@MIT.EDU (Email)

>

Read more
MY TASKS
Required Approvals -> 99.'. Available Expenses - Open Reports -
Kathleen M. | New Test Report 09/22 MEHAK INDIAN CUISINE Denver Conference- APS 1
$3.028.00 — Expense $27.22 $388.73 | |
Once you are in your guest profile, click Expense = New Expense
Report. This will bring you to the report header.
| @ Expense center |+] o @ | 2]
(7 @ https;//implementation.concursolutions.com/Expense/client/default.asp Make sure that Guest Name iS P A B-

CONCUR Expense

Manage Expenses

When creating a new
report under a guest

profile, extra fields will Reportalo

09/10/2014 j
appear in the report Gost Object
header. Everything from Guest Name

Guest Name onward is

Guest State

exactly what will print on
a paper check.

W Expense Report

Report Name

Trip Start Date

Guest Address

Postal (ZIP) Code

mailed to.
Report Key Guest Traveler Type
v
Trip End Date Destination
s
Guest Address 2 Guest City
Comment

the payee’s legal name and that

the address fields list the
address you want the check

Once you have filled out all the fields in the Report Header, click Next
to import any Department Travel Card charges from this trip and then
enter the guest’s out-of-pocket expenses. For details on this process,
see the Submitter Training Outline quick card.
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