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Last Updated: 03/01/2021

Expense reports can be created (and should be within 30 days) when the traveler returns from the business trip. Travelers
should wait until all of the Travel Card charges (associated with this trip) are listed in Concur (in the Available Card
Charges or Expense — View Transactions. Charges are normally available within 6-10 business days) before submitting
the expense report.

If travel was canceled/altered due to COVID-19, you must add a comment in the Comment box under the Report Header
of the Expense Report: Review Report Details

Resources: Expense Report Details Needed for Travel Affected by COVID-19, Current Travel Guidelines, Return to
Campus Guidance

Jump Links: Log in to Concur, Creating the Expense Report, Calculating Travel Allowance — Building an Itinerary,
Calculating Travel Allowance — Importing Itinerary from Booked Flight, Smart Expenses — Importing Travel Card Charges,
Review and Edit Exceptions — Travel Card Charges, ATM Cash Advance — Travel Card, Meal Expenses — Travel Card,
New Expenses, Personal Car Mileage, Hotel, Fixed Meal Expense, Personal Expense, Reduction to Expenses, Receipts,
Allocations, Review Report Details, Submit Expense Report, Report Approvals

Log In To Concur

www.purdue.edu/employeeportal

Travel System
Concur

Go to the OneCampus portal.

Choose Travel System

(Concur). = o e e e
USNFIBSVEESRTSTIRTSY
LOg in using Pu rdue Career Log in using your Purdue Career Account
Account ID and BoilerKey Login:
passphrase.
Password:
Click Login.

To access the page you are requesting, a valid
Purdue University career account Username and
Password must be provided.

Support | Help ~

If creating on behalf of another
traveler, click Profile. Profile ~ .

Under Administer for another
user... select user name from

drop-down menu, or search by b
entering name.

Administer for ancther user...

Cancel
Click Apply. ’ ]
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https://www.purdue.edu/newsroom/purduetoday/releases/2020/Q1/expense-report-details-needed-for-travel-affected-by-covid-19.html
https://protect.purdue.edu/updates/travel-guidelines-for-fall-2020/
https://protect.purdue.edu/updates/update-current-return-to-campus-testing-and-after-travel-guidance-for-faculty-and-staff/
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An Expense Report can be created directly from a Travel Request or by starting a blank report if no Travel Request
was required for the trip.

From a Travel Request

Click Requests. SAP Concur Requests Travel Expense Approvals Reporting ~ App Center

Find associated travel request

from list, and click Expense in Trip from Indianapolis to Houston TEFR Approved  DSHS2015 0172202015 5562.85 $562.55 ss6285 [ Expenze |
the corresponding Action 05162015
column.

Information from the Travel Request Header is transferred to the Expense Report Header.

v' Verify the Report Header information is still correct. Make changes if necessary.

v" Add any needed travel details, including business purpose, in the Comment box. Comments from Travel
Request do not pass through to Expense Report.

v" Click the check box next to the name of the travel request for which you are preparing an expense report.

Report Header

Report Name: Report Date Policy Purpose of Travel Travel Start Date
I Trip from Indianapolis to Houstc 0112812015 l US Expense Policy I Conferences-Administral l 05/15/2015
Travel End Date Comment
I D5/16/2015

Fiscal or Campus Approver Campus Traveler Type Travel Type yp Account Assignment
West Lafayette I Employee (EMP) I (21010000/2004003000/Non

Approver Object If personal travel is included, list dates

Requests

[] RequestName Request ID Cancelled Request Total Amount Approved Amount Remaining
@ Trip from Indianapolis tc Housten TEFR. No $562 83 $562.38 $562 83

Click Next>>. Cancel

Blank Report — No Travel Request

Click Expense. CONCUR Requests Travel Expense Approvals App Center

Click Create New Report. '
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Complete all required fields on the Report Header. All required fields are noted with a heavy red bar.

Report Header

Report Mame

Travel End Date

Fiscal or Campus Approver

Approver Object

Create a New Expense Report

Report Date Palicy Purposa of Travel Travel Start Date
01252015 I US Expense Policy I I

Comment

Campus Traveler Type Travel Type Iy7 Account Assignment

West Lafayette

If personal travel is included, list dates

Report Name

Use the naming convention supplied by the business office (40 character max).

Report Date

Automatically set to current date.

Policy

Defaults to US Expense Policy.

Purpose of Travel

Select best option from down-down menu. Some selections (research related
activities) require an explanantion in the Comment section.

Travel Start Date

Type date or choose from calendar.

Travel End Date

Type date or choose from calendar.

Traveler Type

Select Employee (EMP).

Travel Type

Select In State or Out of State.

Account Assignment

Account Assignment (Required field) If personal travel is inl:ludl

Click in the Account
Assignment text box.

Type to search by: Text @ Code Either
{Code) Text

E[21010000;‘401401?000;‘8000030910] General Operating|Biomed
[21010000,/4019003000,/5000047895) General Operating|Aviatior
(51011111 ,/4019003000,/5200013572) Women's Air Race|Aviation
(21010000/4009031000/Mane) General Operating|Accts Pay & Tri
[31020000,/4019015000,/Mone) Tech Extension|Admissions
(21010000/4014027000/Mane) General Operating|Ofe Future En
(21010000/4014018005/Mane) General Operating|2020 Seed Gra
[21010000/4014013000,/3000042221) General Operating|Intrdis E b
[21020000,/4002002000/5200011464) Gen Oper C.ES.|BCC Admir

[21010000/4010014000,/Mone) General Operating|&erospace Stu
Fl 1] I

The CODE radio button

is selected by default.

e Type an asterisk (*),
followed by the
account number.

Or

Search by TEXT:
Change the radio
button to TEXT and
type an asterisk (*)
followed by the
account name.

NOTE: Use the primary and most restrictive
account assignment. If all accounts are equally
restrictive, list the account that is paying for the
majority.

Click Next >>,
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Calculating Travel Allowance [Subsistence) - Building an Itinerary

The Travel Allowances for Report, when completed, calculates subsistence for the travel event. Travel Allowance is
based on location of University business. Travel status must be 12 or more hours to request subsistence. Review
Travel Webpage — Subsistence for more information.

At minimum, two New lItinerary Stops must be created.

If subsistence is limited (below the CONUS rates) click Cancel. Enter the limited amount by following the Fixed Meal
Expense instructions in this document.

Travel Allowances For Report: Trip from Indianapolis to Houston

For a” traVeI that does nOt o Create New ltinerary 2 Available ltineraries 3) Expenses & Adjustments
include a flight, or for travel with

air tickets where the destination funerary Info

is not the place of business, the {inerary Name Setection

|t|nerary must be bU||t Trip from Indianapolis to Houstc lUSGSA

Complet e ) New Kinerary top
Omp ete. [} Departure City « Arrival City Arrival Rate Location Depart from (city)

o Departure from (city)
e Date of departure
e Time of departure

No ltinerary Rows Found

Drate

e Arrivein (city) Time
e Date of arrival
° T|me Of aI’I’Ival iﬂ«rnve in (city)

Date

NOTE: Layovers are not to be
included as itinerary stops

Time

Click Save and repeat above
steps for return travel.

Travel Allowances For Report: Trip from Indianapolis to Houston

o Edit tinerary 2 | Available ltineraries 3 Expenses & Adjustments

The two lines itinerary stops ftinerary Info
displayed to the right indicate ltinerary Name Selection
subsistence will be calculated lTri; from Indianapalis to Houstc USGSA

according to CONUS rates for

Houston, Texas for the dates e New Itinerary Stop

entered. O Departure City « Arrival City Arrival Rate Location Depart from (city)
|:| West Lafaystte, Indiana Houston, Texas HARRIS COUNTY, US-TX ... I".".'est Lafaystte, Indiana
051572015 0500 AM D5/15/2015 02:00 PM
| Houston, Texaz West Lafayette, Indiana TIFPECANOE COUNTY, U... liz
05/16/2015 05:00 FM D5/16/2015 11:00 P I

Click Next>>. Go to Single Day ltineraries | Cancel
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Add Stop Import Hinerary New Itinerary Stop
] Departure City ~ Agrival City Arrival Rate Location |Depart from (city)
H indianapolis, Indiana lewark a lew Jers ; Newark apt, New Jerse
Example of Itinerary that O DimTne IWATOSaY ssecommuswus o
includes multiple business O o™ e S oranae coum,usstus | | e
locations for subsistence: O otando flonca Miam Forica s osoe cour, use.. || [
SN iy i MARION COUKTY, LS., Us fre e
Travel Allowances For Report: Trip from Indianapolis to Houston B
1) Create New linerary oiv.rsﬂat-le Itineraries 3) Expenses & Adjustments
Assigned ltineraries
The Assigned ltinerary is EarE
displayed. Departure City Date and Time « Arrival City Date and Time Arrival Rate Location
@ Itinerary: Trip from Indianapolis to Houston
H ‘West Lafayette, Indiana D5/15/2015 02:00 AM Houston, Texas 05/15/2015 02:00 PM HARRIS COUNTY, US-TX, US
C“Ck NeXt>>' Housion, Texas 05/16/2015 D5:00 PM West Lafayette. Indiana 05M6/2015 11:00 PM TIPPECANOE COUNTY, US-IN.
**|f changes are required, click Available linerarias
the displayed Itinerary and Current anerariss Ea e
Select Ed It. Departure City Date and Time « Arrival City Date and Time Arrival Rate Location
Mo Available Itineraries Found
<= Previous Next
|
Indicate the meals that were
provided while traveling by
selecting the appropriate
checkboxes.
Travel Allowances For Report: Trip from Indianapolis to Houston B x
|f persona| trave| was inc|uded, 1) Create New ftinerary (@) Available ltineraries () Expenses & Adjustments
click the check box next to the S e o o =2
date to Exclude travel Exclude | All (] Date/Location « Breakfast Provided Lunch Provided Dinner Provided Allowance
allowance for entire day. B psEme ] ] 5] ssa2s
D EISDIJ Sg r? 1'I?e\scas i i i 5325
NOTE: Travel Allowance is
automatically calculated at 75%
for the first and last day of
travel.
Click Create Expenses.
Travel Allowance is imported to | e Cancel
Expense Report as Fixed
Meals.

Calculating Travel Allowance (Subsistencel - Importing Itinerary from Booked Flight

For travel that includes a booked flight in Concur, the itinerary can be imported. (Assuming the business location is
part of the flight itinerary.)
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Click Import Itinerary.

Travel Allowances For Report: Trip from Indianapolis to Houston

o Create Mew Hinerary 2 Available ltineraries 3 Expenses & Adjustments

ltinerary Info

ltinerary Name Selection
ITri; from Indianapolis to Houstc I USGEA
Add Stop : Import Itinerary New Itinerary Stop
| Departure City « Arrival City Arrival Rate Location Depart from (city)

Mo ltinerary Rows Found

Choose the Description and
Dates that match the trip for
which you are preparing an
expense report.

Click Import.

Select trips and charges to use to create this itinerary

| Description
- ) —
| ae Trip from Chicago to Nashville (250E58)

Start Date « End Date
12/08/2014 D&:50...  12/09/2014 11:59...

Trip from Indianapolis to Houston (YXXLXT)
O oS p p { )

| 6 Holiday Inn

| ee Trip from Indianzpolis to Houston (DNNOGK)

05/M15/2015 08:30...  DSME/2015 11:59..

05M7/201511:59.. DSME2015 11:59..

03/21/2015 08:30...  DS22/2015 11:39...

| ee, Trip from Indianapolis to Houston (TZFFFU) D7M15/2015 08:00... DTME2015 11:59..

| 6 Preferred Hotels

O7/21/2015 11:59..  D7/22/2015 11:59..

Review imported itinerary, and
edit/delete/add appropriate
itinerary stops, as needed.

Click Next.

Travel Allowances For Report: Trip from Indianapolis to Orlando

1| Edit tinerary[2] Avaiable Itineraries [3] Expenses & Adjustments

Itinerary Info

Itinerary Name Selection

[rip from Indianapois to Orlando USGSA

Add Stop Import Itinerary New Itinerary Stop
| Departure City « Arrival City Arrival Rate Location Depart from (city)
O lloleindas  chagsotelematon coo coun usi, s
O gmoeneen. omanrows | omecoumsnys || &
N . . ;. Ti

T el evesmnmtoeans o coumuse. | [
D (;24;]44'2014708:47 PMJ ; 024‘7144'20147101:33‘7:;.‘? MARION COUNTY, US-IN, US prrive in (city)

Date
1
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Travel Allowances For Report: Trip from Indianapolis to Houston B X
1) Creste New Hltinerary o.i\‘.fsust-le ltineraries 3 Expenses & Adjustments
Assigned Itineraries
The Assigned ltinerary is [ =i [ i |
diSplayEd. Departure City Date and Time + Arrival City Date and Time Arrival Rate Location
@ ltinerary: Trip from Indianapolis to Houston
1 ‘West Lafaystte, Indiana 05/15/2015 08:00 AM Houston, Texas 05/15/2015 02:00 PM HARRIS COQUNTY, US-TX, US
ClICk NeXt>> Houston, Texas 05/16/2015 05:00 PM West Lafayette, Indiana 05/16/2015 11:00 PM TIPPECANOE COUNTY, US-IN...
**|f changes are required, click Avsilable tinerares
the displayed ltinerary and Cumrent finerarics Ea e
Select Ed It Departure City Date and Time » Arrival City Date and Time Arrival Rate Location
No Avsilsble Itineraries Found
Indicate the meals that were
provided while traveling by
selecting the appropriate
checkboxes.
Travel Allowances For Report: Trip from Indianapolis to Houston o x
If persona| travel was inc|uded1 i) Creste New tinerary (@) Avsilable lineraries @) Expenses & Adjustments
click the check box next to the Show dtes fom o
date tO EXCIUde traVel Exclude | All [] Date/Location Breakfast Provided Lunch Provided Dinner Provided Allowance
allowance for entire day. B perisenis B B B ss325
- S e B o B
NOTE: Travel Allowance is
automatically calculated at 75%
for the first and last day of
travel.
Click Create Expenses.
Travel Allowance is imported to | Create Expenses Cancel
Expense Report as Fixed
Meals.
Smart Expenses - Importing Travel Card Charges
Smart Expenses (charges Smart EXDEHSES x
made to the Travel Visa Card)
are automatically imported into . .
the expense re %rt \F/)vhen The selected items have been successfully imported as
>Xp port, expenses,
applicable. These charges
Usua”y ma_tCh the booked [C] Never show this prompt again
segments in the travel request.
Click OK. m

The Expense Report will open, with the Travel Card charges already listed on the left side.
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Click Import from the top menu, to view all Travel Card charges. Check mark the box in front of the Smart Expenses
that belong with this expense report, and click Import.

:r- Details * Receipts » Print » Hide Exceptions
L.
Exceptions x
Expense Date Amount | Exception
Fixed Meals 05/15/2015 $53.25 Please go to the allocation screen for this entry and complete the allocation
Fixed Meals 05162015 $53.25 Please go to the allocation screen for this enfry and complete the allocation
Expenses 228 B8 BB vew- <« | Available Expenses &3
D Date ~ Expense Amount Requested | | | | | ‘
Adding New Expense
i |:| Expense Detail Expense Source Date « Amount
0 DS/16/2015 Fixed Meals $53.25 $53.25 - - - -
Houston, Texas [ ] U.5. Airways Indianapolis, [N Airfare Expense 6 04/08/2013 5465.20 |~
O DS/15/2015 Fixed Meals $53.25 $53.25 [] United Airlines Indianapolis, IN Airfare Expense 6 D4/1212013 5383.60 |-
Houston, Texas
|:| United Airlines Indianapoalis, IN Airfare Expense 6 04/12/2013 $452.60
[[] Southwest Airdines Middleton, Wi Airfare Expense 6 04182013 523430
|:| Americsn Airlines Chicage O'Hare Intem...  Airfare Expense 6 04/22/2013 $250.30

=[]
: Travel Card Charge @: E-Receipt : Receipt Attached O : Comment : Receipt Required

Or, another option is to “drag and drop” the charges from the right to the left side of the screen.

gl?:lrﬁiiig_s[endia 545.76 545.76 O L Courtyards Jamaica, NY Hotel
Ufﬁ.ce SL!ppliES $68.23 6523 | Cafe Monte Jamaica, NY Meal Expense
Office Warehouse
|:| Office Warehouse Jamai... Office Supplies
I:l Cafe Monte Jamaica, NY Meal Expense
|:| Office Warehouse Jamai... Office Supplies
|:| Enterprise Mew York-Joh... Car Rental
] Enterprise Mew York-Joh... Car Rental
&1 Se|eded_rgw Enterprise New York-Joh... Car Rental
1 Enterprise Mew York-loh Car Beptal

Review and Edit Exceptions - Travel Card Charges

= Travel Visa Card charge

O = E-Receipt

= Receipt attached

Each expense has a number of Q.- Comment stated about expense

icons displayed.
= Receipt Required

Exception

= Alert
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Exceptions
Items that are missing Expense Date Amount | Exception
information or that require Ajrfare Expense 040372013 34565.30 () Missing reguired field: Class of Service.
additiona| information WI" be Fieed Meals 05/15/2015 $53.25 Please go to the allocation sereen for this entry and complete the allocation.
marked with a red exception Expenses I8 B8 B view~ <« | MewExpense
s icon. Click the icon to view [] | Date~ Expense Amount Requested
what additional information is Adding New Expense Expense
needed. []  DSM6R015  Fixed Meals §53.25 §53.25
Houston, Texas
. O D5M15/2015 Iﬁi.\\:ﬂnlml'll'le_la_lai $53.25 $53.25 o Rgcenj}- N
NOTE: Expenses listed as e
Undefined must have an O 07/0972013 Car Rental $214.52 $214.52 Car Rental
. 0 Mational Car Rental, Nashville, Ter Meal Ex
expense type assigned. eal Bxpense
O D4/08/2013 Airfare Expense 3465.30 3465.30

e 1|
=

U.5. Airways, Indianapolis, Indiana

Office Supplies

All Fvpoanse T

To open details of an expense, click the Expense item, and the details will be populated on the right. Complete any

red-lined box.
E'J\'.[D-E' nses m View * & | Expense Avszilable Receipts
O Date ~ Expense Requested
E: T Ti tion Date Py of Ti |
[]  0S/M62015  Fixed Meals $53.25 §53.25 s s L BRI
Houston, Texas l Airfare Expense 04/08/2013 I Conferences-Administral
O 05A5/2015 Fixed Meals $53.25 $53.25 Ticket Number Vendor ‘Vendor Name
Houston, Texas
0370175073233 U.S. Airways U.S. Airways

O 07/08/2013 Car Rental $214.52 $214.52 X i

6 0 National Car Rental, Mashville, Ter Class of Service City of Purchase Payment Type

v Indianapolis, Indiana
04/082013 Airfare Expense 5465.20 5465.80 I ‘ - ﬁ v
a e U.5. Airways, Indianapolis, Indiana {Business ided? 1o [Z] Personal Expense (do not reimburse)
Economy

The transaction date is greater than 80 days old. Please be more timely in your First

expense submission to avoid possible tax implications. Comment REqUEsT

Please go to the allocation screen for this entry and complete the allocation I R -

Missing required field: Class of Service 051572015, $345.70 - Tn

TOTAL AMOUNT TOTAL REQUESTED
$786.82 $786.82 Save ‘ Itemize | Allocate | Aftach Receipt | | Cancel |

Helpful Hints:

e Airline —requires “Class of Service” to be completed.
e Car Rental — requires “Class of Service” to be completed.
e Hotel — vendor name may not be included, and needs completed. Select “Other” if the name is not included in

the drop-down list.

Review Hotel Expense
itemization, if applicable.

If the Hotel Expense (imported
charge) is itemized, it will
include the symbol: >.

O 05/22/2013
00S

Hotel
Hilton Hotels,

53.621.57

53.621.57

All Undefined expense types must be replaced with an appropriate expense type. Click the line item to edit the
details. Click the drop-down to select an appropriate expense type. Click the checkbox for Personal Expense (do not
reimburse) for any hotel line items that are not reimbursable. Review Lodging for more information.

© 2021 Purdue University
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The entry has Undefined expense type. You must select an expense type for the entry
before you can submit the expense report.

The transaction date is greater than 60 days old. Please be more timely in your
expense submission to avoid possible tax implications.

Please go to the allocation screen for this entry and complete the allocation.

0412972013 Undefined $5.08 §5.08

) D4/2972013 Local Phene $0.45 $0.45

D Date ~ Expense Amount Requested .
Total A t: $3,621.57 $3.621.57 | R 0.00
[~ 0e22i2013  Hotel 5362157 S362157 & S Tom 62157 o
Hilten Hotels. Seattle, Washinaton
Expense Type Transaction Date Purpose of Travel

| Dai23/2013  Hotel $136.00 $135.00 |9 lm l 04/29/2013 Conferences-Administrat

; { / -
[ D4I292013  Hotel Tax $17.00 $17.00 Airfare FEIIEL RS

Airfare Expense

N F F Ajrfare Ticket Tax =

O R p2idg S1EE0 S1000 . ded? e [7] personal Expense (do not reimburse)

Aijrline Baggage Fees
[} D4/292013 Undefined $8.45 58.45 Airin Fess

Booking Fees
D4/25/2013 Undefined 3985 3385 Chartered Airfare

PU Airplane
Cash Advance
ATM Cash Advance
Cash Advance Card Fee
Communications
Cellular Phone
Internet Fees

Local Phone

If the hotel charge was not

imported itemized, click the
hotel expense to see the details

ml Add temization || Aftach Receipt |

Cancel |

on the right and select Add

Itemization.

ATM Cash Advance - Travel Card

There are two methods for reconciling ATM Cash Advances, (1) Itemizing or (2) Marking as Personal Expense.

1. Itemize ATM Cash Advance

Import Expenses Details ~ Receipis -

From the list of Expenses, click
to select ATM Cash Advance.

| + Mew Expense | | + Quick Expenses

Expenses [ Move + 2 vew-
Date » Expense Type Amount Requested
01/03/2020 ATM Cash Advance $250.00 $250.00

Click Itemize on the ATM Cash
Advance expense type, in order
to select the Expenses the cash
was used for.

I ltemnize | Allocate | | Attach Receipt | | Cancel
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From the Expense Type drop-
down, select Cash Advance
Card Fee to list fee separately.

MNew ltemization

Expense Type

07. Registrations

Fhone

08. Cash Advance

10. Hospitality

Registrations Expense

ATM Cash Advance

Cash Advance Card Fee

09. Contra Expense
Reduction to Expenses

Heospitality Food Service-SPS

Copying

Laundry

Hospitality Meals / Refreshments (attendees)

11. Mizc Trip Expenses

Health and Immunization V)

Select appropriate expense
types for the rest of the cash,
and complete required fields.

New ltemization

Expense Type

[

Is Required Receipt Included? fyy

Transaciion Dale

[ Personal Expense (do not reimourse) C°
To/From Airport/Hotel in TX

is using Sponsored Funds? >

*Account Assignment

Payment Type.

Available Receipts

Total Amount: $250.00 | itemized: $3.00 | Remaining: $247.00

Vendor Name Gity.

Amount
[s7.00

Select the Miscellaneous
Expense Type for remaining
unused cash.

Click the Personal Expense
checkbox.

New ltemization

Expense Type
I Miscellaneous

Amount
I 80.00

Transaction Date
v I 01/03/2020

Is Required Receipt Included? L7

I Yes

Purpose of Travel

W

| Personal Expense (do not reimburse)

W

Ensure that the entire ATM
Cash Advance Amount has
been itemized and the
Remaining total is $0.00.

Total Amount: $250.00 | temized: $250.00 | Remaining: 50.00

Click Save.

m| Aftach Receipt | | Cancel |

2. Mark ATM Cash Advance as Personal Expense

From the list of Expenses, click
to select ATM Cash Advance.

|. + MNew Expense | |

+ Quick Expens

(1]
W

Expenses
v Date » Expense Type
W 010372020 ATM Cash Advance

Import Expenses

Details * Receipts »

Requested
$250.00

Amount

$250.00
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Expense
: Expense Type Transaction Date Business Purpose
Click the Personal Expense =L E
iy iy fi K=
checkbox. I ATM Cash Advance v I 01/03/2020 =)
Amount Iz Required Receipt Included? I Perzonal Expensze (do not reimburse)
[ 25000 usp |~ [ ves =

Click Save. m| Attach Receipt | | Cancel |

Follow the New Expenses EL BRI

instructions to create expenses

for the items for which the case Expense Type Transaction Date Purpose of Travel

was used. ITaxi v l 01/03/2020 |_| Business meetings e
Payment Type Amount Is Required Receipt Included? [y>

The Payment Type for these ICash - |50_Do UsD | w l“” -

expenses should be Cash.

Meal Expenses - Travel Card

Travelers can use the Travel Card to purchase meals, in order to reduce out-of-pocket expenses. Meal expenses are
marked personal, since “fixed meals” display the daily fixed amount. Review Subsistence for more information.

Expense Available Receipts
Expense Type Transaction Date Business Purpose
I Meal Expense D4/25/2013
Select Meal Expense to view N —— City Payment Type
detaI|S. Cafe Monte Indianapolis, Indiana
Amount Is Required Receipt Included? ersonal Expense (do not reimburse)
Check mark the Personal 4576 [ no
Expense box. —

Click Save (after completing | Attach Receipt | | Cancel |
each Expense Detail).

For charges made outside the
system or not associated with
the Travel Card, click New
Expense.

mport Details - Receipts » Priint
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MNew Expensze

Available Receipts

Select Expense Type by
scrolling through list, or type
Expense in Search box.

Expense

@ Recently Used Expense Types

Meal Expense
Car Rental

Personal Car Mileage
All Expense Types

Airfare
Airfare Expense
Airfare Ticket Tax
Airline Baggage Fees
Airline Fees
Booking Fees
Chartered Airfare
PU Airplane
Cash Advance
ATM Cash Advance
Cash Advance Card Fee
Communications
Cellular Phone
Internet Fees
Local Phone

below or type the expens

freld above. To edit an existing

Hotel

Internet Fees

Mileage
Personal Car Mileage
Misc Trip Expenses
Copying
Heslth and Immunization
Internaticnal Change Fees
Laundry
Materials
Meetings
Membership Dues
Miscellangcus
Office Suppliez
Passport Fees
Postage / Shipping
Seminar Fees

Payment Type defaults to
Cash, indicating the traveler
used their personal funds to pay
for this expense.

Select Company Paid, if a
departmental card was used.

Type explanation in Comment
box, if applicable

NOTE: Shuttle/Taxi/Subway -
require a comment concerning
to/from destinations.

New Expensze

Expense Type Transaction Date

Available Receipts

‘Vehicle Class

I Car Rental I 04/25/2013

Mumber of days the vehicle was rented  Purpose of Travel Vendor
Conferences-Administrati I

City Payment Type Amount

I Indianapolis, Indiana I Cash I UsD

Is Required Receipt Included? b7
I Mo

Request
I 05M5/2015, $85.18 - Trip

D Personal Expense (do not reimburse) Comment

Save | Allocate |

Aftach Receipt || Cancel |

Select Attach Receipt to attach

required receipt, if applicable.
| Allocate | Aftach Receipt | Cancel |
Click to view detailed Receipt
Requirement information.
Click Save. | Allocate || Attach Receipt || Cancel |

© 2021 Purdue University
Last Updated 03/01/2021, AB
Page 13 of 24



https://www.purdue.edu/business/travel/Transportation/receipt.html
https://www.purdue.edu/business/travel/Transportation/receipt.html

PURDUE

ERSITY

Procurement Services
AUXILIARY SERVICES

Quick Reference Guide
Creating an Expense Report

If traveler drove to several locations, s/he may have more than one Personal Car Mileage Expense. Create mileage
for all stops to ensure the most accurate mileage reimbursement.

Enter Transaction Date and
Purpose of Travel.

New Expense

View Reimbursement Rates

Expense Type Tranzaction Date

I Personal Car Mileage I 04/25/2013
From Location To Location
Distance : Amount Comment

Available Receipts

Purpose of Travel

I Conferences-Administral

Payment Type

Select appropriate Rate. IRS
Federal Rate Vehicle is default.

Select State Rate if traveling on
State funded grants.

“ehicle D Number of Passengers

I IRS Federal Rats “ehicl o

Distance to Date:

Click Mileage Calculator.

Mileage Calculator

Type addresses for A, B and/or
C Waypoints.

Select Make Round Trip, if
applicable.

Choose Suggested Route
under Directions.

Click Add Mileage to Expense.

Mileage Calculator =X
™| Avoid Tolls [~ Avoid Highways 3 \ | (13) Map T
Waypoints * PRalN @ @
i
—— v
@ | 401 5 Grant Street, Freehafer Hall — Delphi
~|Personal
@ | ingianapolis Intemational Airport, 7300 ¢ } 751 M1 @ o
~|Personal |=
@ | 401 5 Grant Street, Freehafer Hall + @)
[€D)]
@ T ®
Calculate Routs
i N 1CH) (@ Atica Tipton Elwood
Directions (D)
s E
Purdue University, 1300 Cherry Lane, West Lafayette, IN wington | e
@47907‘ USA Jin gjéero ()
N
74.1 mi-about 1 hour 13 mins ) Crawfordsville Nablesville
1. Head southeast toward Cherry Ln 479 ft - Il 155
2. Tumleft onto Cherry L 0s @) Garine
« 2 Tumleft onto Cherry Ln mi =] Zionayhe. Fortville
+ 3. Tumleft onto Northwestern Ave 0.9 mi a)
@ 4. Atthe traffic circle, take the 1st exit onto 0.2 mi Brownshurg Lawrence
Yeager Rd 7o)
. - Greenl
r* 5. Tumright onto US-52 E/Sagamore Pkwy W 3.0mi Rackville 231 Danville - Avon dianapolis i
h Grove,
+ 6. Tumleft onto Schuyler Ave 14mi Plainfield beeg
7. Turn right to merge cnto I-65 S toward 51.6mi  linton L1}
Greencastle
Indianapolis Mooresville Greenwoad G
pr 8. Take exit 123 to merge onto 1-465 S toward 10.4 mi ﬁ L Ll
Indpls. Int'L. Airport
R o ikl i i ®® A
| Deguct Commute TOTAL PERSONAL  TOTALBUSINESS . o G0 Franklin
0.0 MI 149.0 Ml wSsl= 231 Idp s 25015 Google  Terms of Use_ Report 2 map error

| Add Mileage to Expense | Cancel

Click Save.

Repeat above steps for each leg
to be reimbursed.

| Aftach Receipt || Cancel |

© 2021 Purdue University
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Creating an Expense Report
Hotel
MNew Expense Available Receipts
3 Expense Type Tranzaction Date Purpose of Travel
HOteI EXpense Type requ”es IHateI I Conferences-Administrati
Transaction Date, Vendor, endor oy eyment Type
City, Payment Type (defaults | | [casn
tO CaSh)’ TOtal Amount and Amount Is Required Receipt Included? |- Comment
Request (it is associated with, [ - [ ? ly?

when applicable).

Request
I 05/15/2015, $132.00-Th

Select Itemize.

Select Attach Receipt to attach
the required scanned hotel
receipt.

||| ltemize || Aftach Receipt || Cancel

Complete all required fields and
identify any additional charges
associated with the expense.

Review Total Amount
displayed. Remaining should
be $0.00 when completed.

Can checkmark Combine room
rate and taxes, if applicable.

Check-in Date Check-out Date
I 0aM52015 I 0562015
Recurring Charges (each night)
Room Rate Room Tax

" 42500 2356

Other Room Tax 1 Other Room Tax 2

12.83

D Combine room rate and taxes into a single entry

Additional Charges (each night)

Expensze Amount
Internet Fees 585

Expensze Amount
Meal Expense 2866

I Total Amount: $500.00 | temized: 5500.00 | Remaining: 30.00 I

Mumber of Mights
|1

Click Save Itemizations.

Save ltemizations Cancel

Fixed Meal Expense can be used when the daily fixed meal amount is less than the Conus rates calculated through

the Travel Allowance.

© 2021 Purdue University
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Creating an Expense Report

Select Fixed Meal Expense New Expense [
Compiete red-lined items Expense Type Transaction Date Business Purpose
I Fixed Meal Expense I 0552015
Type Comment explaining otlonHame =it Payment Type
limited fixed meal amount
(indicating how many days per Amount |5 Required Receipt Included? [T Personal Expense (do not reimburse)
amount.) [z [
Comment
. . Limited to 540 perday for &
Review Subsistence for more meals and incidentals. -
information.
Click Save. i Allocate i i Aftach Receipt i i Cancel i

Any expense charged to the Travel Card that was incurred as a personal expense, must be identified as such.

If the overall Expense Report must be reduced, the Reduction to Expenses may be used.

Expense Available Receipts
C“Ck Personal EXpense (dO Expense Type Transaction Date Business Purpose
not reimburse) check box to [ e Expense sararnta
mark charge as personal, when ,
. . deta|l ‘Wendor Name City Payment Type
reVlerng expense - Cafe Monte Indianapalis, Indiana
. . Amount Is Required Receipt Included? i
This reduces the reimbursement . [ro Fersonsl Brpense (do ot rEmburse)
amount to employee by the total S
amount of personal expenses.
Report Totals x
Select Totals from Details to Expense Report
view expense report totals and Benor Total S 310 4
. (=]ale] a1al - ta]
disbursement. | Less Personal Amount $45.78 |
Amount Claimed - 35,264 69
Amount Rejected : 50.00
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rm
LI

xpense: R B8 B viewr «

Date = Expense Amount Requested

NOTE: Meal expenses must be
marked as personal. Purdue
University pays per diem (Travel Adding New Expense “
Allowance or “fixed meals”) and =2
does not reimburse individual
meal expenses.

05M6/2015 Fixed Meals $53.25
Houston, Texas

0SM15/2015 Fixed Meals $53.25
@ Houston, Texas
: Expense is marked as

‘a
0425 3 = o
Personal Expense. 0412572012 Meal Expense $45.76 $0.00

6 @ Cafe Monte, Indianapolis, Indiana

Reduction to Expenses

To create a reduction, select
Reduction to Expenses to Expense Type Trangaction Date Buginess Purpose
reduce the tOtaI expense report IRﬁLction fo Expenses I 05152015

by a specific amount. This
reduces the Amount and the
Requested columns.

Vendor Mame City Payment Type

Amount Is Required Receipt Included? Personal Expense (do not reimburse)

Type the amount as a negative | [re
number. Comment

Add Comment explaining
reduction

Click Save. m| ltizmize || Allocate

| Aftach Receipt || Cancel |

Receipts are required for all expenses totaling $75.00 or more, and all lodging, airfare, and hospitality expenses.

Click expense to view details
.and click Atte,‘Ch Receipt, so it | Add temization Attach Receipt Cancel
is matched with the expense | |

type.
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Attach Receipt 2

Click Browse and select a .png, .jpg. .jpeg. .pdf, .tif or 1iff file for upload. 5 ME limit
per file,

For best results, scan images in black & white with a resolution of 300 DFI or lower.

File Selected for uploading: Browse...

Na £

e selected

Browse to find your receipt or
attach an image from the

Or choose a Receipt Store image.

. Receipt Store Images m
Receipt Store.
O
Click Attach.
Walmat 9-8- Ofﬂce NACUBO_Hotel.pd
12_conference.jpc Warehouse jpg

Expense Receipt Image Available Receipts
Expense Type Transaction Date Vehicle Class
. I Car Rental O7/08/2013 I Economy
Receipts attached at the
p MNumber of days the vehicle waz rented  Purpoze of Travel ‘Vendor
Expense Contain the icon Conferences-Administrati Mational Car Rental
y .
“endor Name City Payment Type
o Mational Car Rental I Mashville, Tennsessee
Expense detail includes I
Recei pt Im ag e tab Amount Is Required Receipt Included? - ] perscnal Expense (do not reimburse)
21452 I Ve
Comment Regquest
Thig iz fior my rental car. I OSMS/2015, $85.18 - Tri
Click Receipts - Attach ) —
Receipts + Print =

Receipt Images, to attach other
required documentation such as
the approved travel waiver for
any out-of-state travel.

Receipts Required
View Receipts in new window

View Receipts in current window

[
View Availab-d Receipts
Missing Receipt Affidavit

h Delete Receipt Images
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Creating an Expense Report

When adding additional
documentation enter a
statement in Comment Box
located in Report Header,
indicating required
documentation is attached.
(Report Header is located
under the Details button.)

Details ~ Receipts = Print =

Report

F

Totals
Audit Trail
Approval Flow
Comments
Cash Advances
Available
Assigned
Allocations
Allocations
Travel Allowances
New ltinerary
Available ltineraries

Expenses & Adjustments

Expenses must be allocated prior to submitting the expense report. All funding sources must be listed in the

allocations screen.

If different sources for funding
are being used for each
expense, allocate each expense
individually.

Select expense and click
Allocate.

Expense || Receipt Image

Expense Type
I Car Rental

Mumber of days the vehicle was rented

Vendor Name
I Mational Car Rental

Amount
21452

Comment

This is for my rental car.

Transaction Date
07/09/2013

Purpose of Travel
Conferences-Administrati

City

I Mashville, Tennesses

Is Required Receipt Included? Iy?

I es

Request

I 0S/M5/2015, 38513 - Trij

Available Receipts
‘Vehicle Class
I Economy

“endor

Mational Car Rental

Payment Type

Personal Expense (do not reimburse)

- =

Aftach Receipt || Cancel |

If all expenses are being
allocated uniformly, click check
box at the top of Expenses list
to select all of the Expenses on
the Expense Report.

Select Allocate in the right hand
box.

v Date ~ Expense Amount Requested
v DSM16/2015 Fixed Meals §53.25 $53.25
Houston, Texas
v D5M15/2015 Fixed Meals $5325 $53.25
Houston, Texas
v 07/09%/2013 Car Rental $214.52 $214.52
60 Mational Car Rental, Nashville, Ter
v > 05/22/2013 Hotel $3,621.57 $3,621.57
Hilton Hotels, Seattle, Washington
v D4/25/2013 Meal Expense 54576
e @ Cafe Monte, Indianapolis, Indiana
v D4/08/2012 Airfare Expense $465.80 5465.80

U.S. Airways, Indianapolis, Indiana

You have selected multiple expenses. What would you like to do?

i 1. Delete the selected expenses

|2 Allocate the selected expenses I

3. Edit one or more fields for the selected expenses

m

© 2021 Purdue University
Last Updated 03/01/2021, AB
Page 19 of 24




PURDUE

IVERSITY

Procurement Services
AUXILIARY SERVICES

Quick Reference Guide

Creating an Expense Report

If allocating all expenses to one

Allocations for Report: Trip from Indianapolis to Houston

Ox

E Allocations

Total:$4,408.39  Allocated:$4,408.39 (100%)  Remaining:$0.00 (0%)

for trip expenses, click Add
New Allocation and Allocate

Enter corresponding account
assignment information.

By percentage or dollar amount.

Allocate By: + Add New Allocation | | |

| ® Percentage | Account Assi... | SIO Code

l Amount

|50

| Add to Favorites

account, enter Account EEEE | K | = BT | R
Assig n ment_ [[] Percentage * Account Assi... | SIO Code
Da Expense Group Amount O [0
Fixed Meals 55325 »
If multiple accounts are paying Allocations Total:$4,408.39  Allocated:$4,408.39 (100%) Remaining:$0.00 (0%)

Review totals in upper right for
100% allocation.

Allocations Total:54,408.39  Allocated:54,408.39 (100%)

Remaining:50.00 (0%)

Click Save. Save Cancel
Success
Allocations have been saved but there is at
Click OK least one exception that may require your
’ attention.
Click Done. Done

© 2021 Purdue University
Last Updated 03/01/2021, AB
Page 20 of 24




Procurement Services
AUXILIARY SERVICES

PURDU

UNIVERSITY

Quick Reference Guide
Creating an Expense Report

To view Allocation totals, under
Details click Allocations.

n ]

Details » Receipts ~ Print *

Report
Report Header
Totals
Audit Trail
Approval Flow
Comments
Cash Advances
Awailable
Assigned

Allocations

Travel Allowances
Mew ltinerary
Available ltineraries

Expenses & Adjustments

Select Summary from the View
drop-down under the Expense
List.

Allocations for Report:

Trip from India

Expense List

|

&® VView All b
Select Group - Al
& Summary
|:| Date Expense Group
. . Allocation Summary 0
The Allocation Summary is -
. Account Assignment sio Amount
dlsplayed (21010000/2001010000Mene) General Operating|... $2,204.05
(21010000/2004032000/5200011585) General Op.. 52204 34
Once expenses are allocated,
the Allocation Icon @ is | 051512015 Fixed Meals $53.25 $53.25

viewable. Expenses marked

Houston, Texas

“Personal Expense” will not
contain the Allocation Icon.

Review Report Details

Review report to ensure that all exceptions have been cleared and that all expenses have been accounted for in the

detail.
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Select Report Header from the
Details button to review/edit
Report Header information. Add
comments, if applicable.

NOTE: If COVID-19 related,
you must include comments
in the Comment box of the
Report Header. For example,
travel went virtual due to
COVID or travel canceled due
to COVID.

Select Totals from the Details
button to review Amount due
Employee and other
Disbursement detail.

Select Expenses &
Adjustments to review Fixed
Meals (subsistence).

In the event the itinerary was
missed and no travel allowance
was generated, click Details
and select New ltinerary.

Details ~| Receipts ~| Print -

Report

Report Header
Totals

Audit Trail

Approval Flow

Comments

Allocations

Allocations 0

Travel Allowances
Mew [tinerary
Available Itineraries

Expenses & Adjustments

Once the expense report is
complete, click Submit Report.

Delete Report Submit Report

Click Accept & Submit.

Final Review

User Submit

By clicking on the "Accept & Submit’ button, | certify that:

1. This is a true and accurate accounting of expenses incurred to accomplizh official business for Purdue

University and there are no expenses claimed as reimbursable which relate to personal or unallowable

ENPENSES.

2. All required receipt images have been attached to this report.

3. | have not received, nor will | receive, reimbursement from any other source(s) for the expenses claimed.

4. In the event of overpayment or if payment is received from ancther source for any periion of the expenses

claimed | assume responsibility for repaying Purdue University in full for those expenszes.

Accept & Submit
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Report Totals are displayed,
after Accept & Submit is
clicked.

Report Totals - Trip from Indianapolis to New

York

Expense Report

Report Total $1,359.30
Less Personal Amount $4576
Amount Claimed §1,313.54
Amount Rejected £0.00
Company Disbursements
Amount Due Employee S177.50
Amount Due zNot Used-Corporate 51 135,04
Card IBCP [offsets not used) T
Total Paid By Company £1,31354
Employee Disbursements
Amount Owed Company $0.00
Amount Owed Company Card
zMot Used-Corporate Card IBCP $45.76
(offsets not used)
Total Owed By Employee $45.76

m

If the expense report is
completed by delegate on
behalf of a traveler, click Notify
Employee.

An e-mail is sent immediately to
the employee.

NOTE: The traveler must submit
his/her own original Expense
Report.

Delete Report

The traveler and their delegates
receive several “changed
status” e-mails:

e Fiscal Approval Approved

e In Accounting Review
(Central Travel Office
Approval)

e Expense Reportis
Extracted (Approved and
being prepared for
disbursements — payment
status is set to “Paid”)

Cencur

Your expense report listed below has changed status.

Changed By
Report Name
Report Date

Submit Date

Amount Approved

Approval Status Set To

Payment Status Set To

Link To Expense

Fiscal Approver
108 NewAlbany

2/19/2013
2/19/2013

3450 USD

Approved
Not Paid

https:/www purdue edu/apps/account/SAMIL Post/concur

IN 2/15/2013

Make U
your life

easier f o
with "' Y
Concur's &
mobile

solution.

This is what
smartphones were made
for. Click here to learn
more.
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Expense report statuses are
updated within the Expense
tab.

Submitted reports will contain a
description of where the report
is awaiting approval.

[@coNCUR | Requests  Expense

Manage Expenses View Transactions

Active Reports

| Create New Report | | $1,000.12

Exceptions

1 [l
H i Approved & In Accounting Review
1 1l

1 1

..............................

To view reports which have
been paid to the traveler, select
Expense tab and click Report
Library.

CONCUR Requests Travel Expense

Manage Expenses View Transactions Cash Advances ~

Active Reports

Administer for -
NEVER, William G

Report Library = |_|

The default view will only
display the last 30 days of
submitted reports.

To view all reports, click View
and select All Reports.

[ Active Reports

Al Reports
23 EET )

Unsubmitted Reports

Recent Reports P
Pending Reports

Approved Reports

Processed Reports

Paid Reports

Payment Confirmed Reports

e T
Reports for this fonth
Reports for last Month

Reports for this Quarter
Reports for last Quarter
Reports for this Year

Reports for last Year
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