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Review and Approve Expense Report in Concur Quick Reference Guide

Last Updated: 03/12/2020

Fiscal approvers review expense reports for completeness, availability and appropriate use of funding source, and
allowable expense types for travel purposes. Fiscal approvers coordinate SPS reviews, when applicable.

Jump Links: Log in to Concur, Compare Expense Report to Travel Request, Review Travel Allowance, Organize and

View Expense Types, Review for Comments, View Receipt Images, Review Allocations — Allocation Report or Expense

Detail Allocation, Approve — Send Back — Forward, Reviewing an Expense Report Sent Back to Fiscal Approver,

Reviewing Approved Expense Reports, Reviewing Reports, if Reports Tab is Available, Example Checklist for Approving

Expense Reports

Log in to Concur

Go to the OneCampus page.

Choose Travel System
(Concur) to log in to Concur.

Enter Career Account ID and
Boiler Key.

Click Login.

https://lone.purdue.edu/

Travel System (Concur) - Access to request and
approve travel for Purdus employeas.

Log in using your Purdue Career Account

Login:

Password:

——
BOILEREy I

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

When approving on behalf of
another fiscal approver, click
Profile.

Select name from drop-down, or
type name to access traveler.

Click Apply.

0 Name

f Requl

Apprg Sign Out

Administer for another user...

Cancel Apply

siness@Purdue
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PURDUE Procurement Services

AUXILIARY SERVICES _ _
Review and Approve Expense Report in

Concur
Select Required Approvals + U-', 00 UU m
from Quick Task Bar across
the top or go to My Tasks to Mew Required Authorization Available Open
view items requiring approval. Approvals Requests Expenses Reports
MY TASKS
Click Expense Reports to view Required Approvals >
all expense reports requiring
flSC&| appI’OV&| Authorization Requests 01
Expense Reports 06
Expense Report List
Reports Pending your Approval(6)
Click Report Name to open Reporteme Begins v
expense report for review. Employee Name Report Name Comments ReportDate | Date Submitted
At ahamine v R 01/08/2013 04/11/2013
@ -~ (™ PP e ah ey Testing 01/07/2013 04/11/2013
Compare Expense Report to Travel Request
Summary
Request is located under Report Summary
Request Summary. If request Report Totals
iS not |iSt6d, COI’]fiI’m travel iS Amount Due Company Amount Due Company Card Amount Due Employee
within blanket travel guidelines. $0.00 §1623.30 $180.90
All expense reports including a
common carrier (air or train) Requests (1)
must have a travel request_ % | Reguest Name Request ID Amount Approved Amount Remaining
> 33N 52.049.00 3587.75
Requests (1)
> Request Name Request ID Amount Approved Amount Remaining
v 33KV §2,049.00 $587.75
Click the Arrow 2 to view Parking $50.00 $50.00
estimated expense types and Airfare Expense 5700.00 $190.30
totals from original travel Fixed Meals 5284.00 54750
request. Hatel §720.00 $102.00
Miscellansous $95.00 $95.00
Miscellansous $100.00 3100.00
Taxi $100.00 5285
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Concur

'+ Purdue Travel Request Policy

mployee (EMP)

ut of State (Out of State)

: Development/Cultivation (Development/Cultivation)

¥ ersonal Vehicle (Personal Vehicle)
.. Adv End Residual | Univ Devek

, p t Off | Events Office
"' (22010041,/4004008000,5200001632)

. Expenses
Click the Travel Request Name
tO view Onglnal requeSt’ When Transaction Expense Entry Description Transaction Amaount *Custom 01-Number of *Custom 02-Subsistence
a |icab|e Date Type v Amount Days Amount
pp . 12/30/2012 Airfare S700.00 $700.00
Expense
12/30/2012 Horel S720.00 $720.00
12/30/2012 Fiied Mesls $284.00 SZBA00 4 S7LOD
12/30/2012 Tad S100.00 $100.00 g
12/30/2012 Mizcellzneous  personal car mileage $100.00 $100.00
12/30/2012 Parking sirport parking S50.00 $50.00
12/30/2012 Miscellzneous  Heart of Dalles Bowl Game tsilgate and wansfer  $55.00 $55.00
package
nary Receipis ~ Print *
- Report -
e —= on
Select Report Header from the Bl Car Audit Trail transact
Details button to view Expense | [=* Approval Flow fransac)
Report Header informaton. ces
5€5 Comments
- Travel Allowances :i:
1 Itineraries
Z] | Expenses & Adjustments |
[oE) UTIUZ20TS PErsonal Car Mi...
Note Travel Start and End
Dates, to compare fixed meal
eXpenseS, If appllcable- Report Name Report Date Policy Purpose of Travel
1 - 01/08/2013 w Development/Cultivation
ravel Start Date Travel End Date Employee Mame Report Ke:
If Travel Start and End Dates e e s =
are different than Ol’igina”y Report Id Report Currency Receipts Received Submit Date
req uested. add note in 02CB7B4BF7264DAFI5EA US, Doliar o ST IENE
! . . Approval Status Payment Status Comment
CO mm ent bOX Wlth explanatlony Submitted & Pending Approval Not Paid
if one is not already provided.
Employee Org Unit Campus Traveler Type Travel Type Iz
%gﬁg?gysﬁeﬁlﬁr;\voeﬁl;y West Lafayette Employee (EMF) Out of State
Note Perso n a| Travel dates_ Account Assignment If personal fravel is included, list dates
This will be important when
viewing expense types that may
. . Requests
reqUIre Some adJUStmentS’ SUCh Request Name Request ID Cancelled Request Total Amount Approved Amount Remaining
as,; fixed meals, car rental, hotel e 333V Ho 5204000 52045.00 558775

charges, etc.
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Review and Approve Expense Report in

Concur

Click here to view important
policies concerning Personal
Time with Business. Review
Cost comparison requirements
here.

Click Save when adding a
Comment or click Cancel.

To view disbursment or Report
Totals, click Totals from the
Details button.

Receipis ~ Print =

Report |

I iral

- Approval Flow —
Comments.

|— Travel Allowances LY
ltineraries _F

Expenses & Adjustments

ATUAL AT A

ST S

Any Amount Owed Company
will be processed in the next
payroll period and be listed as a
line item on their payroll check.

The Total Owed By Employee
will be processed through
Travel/Accounts Payable.
Employee will be notified when
check is deposited into the
account listed as their “direct
deposit.”

Report Totals

Expense Report

Report Total - 451 ,923.08
Less Personal Amount - « 511838

Amount Claimed : ' $1,804.20
Amount Rejected - 50.00

Amount Approved (pending): [ $1.804.20

H

Company Dlsbursemen[g .
_—

Amount Due Employee : I $180.90 “

‘Amount Due JP Morgan & .
Chase visa 1 $162330 €

E,
Total Paid By Company© & 180420

Employee Disbursements

Amount Owed Company * 50.00

Total Owed By Employee © 50.00

[
b
L
i
i
1

Select Expenses &
Adjustments from the Details
button.

Receipts v Print *

I Report u
ne
Report Header
Totals o
b
 Audit Trail o
58 trs
— Approval Flow —
& Comments

|— Travel Allowances -

| I Expenses & Adjustments | | |
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Concur

Travel Allowance built during the expense report process creates the Expenses & Adjustments tab.

v' Compare any personal dates of travel, and verify they are Excluded.
v If travel details, such as conference information, is provided as an attachment, validate the provided meals

are check marked.

Assigned Itineraries Expenses & Adjustments

Show dates from [ to @l Go

Exclude | All O Date/Location « Breakfast Provided Lunch Provided Dinner Provided Allowance
O E] éﬁ?ﬂfﬁﬁs ] ] ] $53.25
B g mowms B o o
@ B Dallas Tos B - .
B 8 oy B B :

Click Done.

Review Subsistence Policies for further information. Note that the 75% on first and last date of travel is automatically

calculated. Traveler must be in travel status for 12 or more hours, in order to receive per diem.

If traveler is not claiming full per
deim rates, and is using a
different fixed rate, their fixed
meal or subsistence could be
viewed as expense type “Fixed
Meal Expense.” This would
indicate that that traveler is
receiving less than the Conus
rates originated through Concur.
A comment must be stated,
explaining the lower fixed
amount per day.

New Expense

Expense Type
|Fixed Meal Expense

Vendor Name

Amount

|zou.uu USD |

Comment

w

4 days x 50.00 flat rate for per
diem -|

Transaction Date
10/25/2013

City

Is Required Receipt Included?

|No

Receipt Store

Business Purpose

|

Payment Type
| Cash v

D Personal Expense (do not reimburse)
w

Organize and View Expense Types

Click View located towards the
right side of Expenses, to
organize by list, detail, expense
type and/or date.

Purp...

Expenses As
List

' Detail
Group By

! Date

i @ Expense

| Mo Grouping

i Calendar

i One week

| Two weeks

| Month

HJ

rg
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Review and Approve Expense Report in

Concur

Organize in Ascending or
Descending order by clicking
the name of the column. Arrow
will indicate order.

e | Expense T}rpD V]

Airfare Expense Y
Airline Fees [

Airline Fees |

Review icons associated with Expense Type for further information.

(=) Imported from JP Morgan Chase Visa card

@ Personal Expense (not reimbursable; no receipt required)
Example: Meals purchased on Visa Travel card are marked personal because meal expenses or
“subsistence” are listed as Fixed Meals.

@ Expense item is allocated

Receipt is attached

® E-receipt is attached

Q Comment is included
Warning or exception message associated with expense type
Example: An automatic warning message appears when a JP Morgan Chase Visa charge
transaction date is greater than 60 days.

(1= (@] +] Imported from Trip Itinerary (booked through Concur)

Icons are viewable next to the
Expense Type. (Drag bar over
to see all icons)

Expenses

i

@ Expense Type: Airfa

=10

1202

Hover over the icon for more
information (to see the receipt,
comment, visa charge or
allocation.)

@ Expense Type Comment HiStOr}f

el

S®0x,

.:-
©® [ Commen]

Entered By
Hall, Danny A.

Comment Text

taxi from airport to hotel

Click the Expense (type) to open the Expense (details) on the right side.

© 2020 Purdue University

Last Updated 03/12/2020, TLBW

Page 6 of 15
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Review and Approve Expense Report in

E'}'FE‘"SES View v« || Expense | Receipt Image || Summary
Transaction Date | Expense Type « Vendor Name: Business Purp... | City Payment Type
A Expense Type Transaction Date

© Expense Type: Airfare Expense Airfare Expense 121202012

e@ 122002012 I Airfare Expense I USAIRWAYS 0... ‘West Lafayette ... JP Morgan Chy Purpose of Travel Ticket Number

Development/Cultivation 0372485968186
endor ‘Wendor Name

@ Expense Type: Airline Fees v USAIRWAYS 0372495960196

e@ D1/022013 Airline Fees USAIRWAYS 0... Dallas, Texas JP Morgan Chi| Class of Service City of Purchass

e@ 123072012 Airfine Fees USAIRWAYS 0... Greenville-Gree...  JP Morgan Chi Economy West Lafayette, Indiana

oGO 12w Airline Fees USAIRWAYS 0. Dallas, Texas JP Morgan Chi Payment Type Amount

v 509.70 v

@ Expense Type: Copying Is Required Receipt Included? [y Personal Expense (do not reimburse)

e@ 1203172012 Copying FEDEXOFFICE... Dallas, Texas JP Morgan Chi Yes

e@ 123072012 Copying FEDEXOFFICE... Dallas, Texas JP Morgan Chi Tiore Approved Amount

. = 509.70

@ Expense Type: Fixed Meals

® 010272013 Fiied Meals Dallas, Texas Cash C"mme’“ SEle

v
@ D1/01/2012 Fixed Meals Dallas, Texas Cash

Slide the bar between Expense (list) and Expense (detail) to view all the detalils.

Review for Comments

Review and/or add required comments for Expense Types; Click Expense type name to open Expense tab.
The following hotel expenses require comments;

e Phone charges
e Internet charges

Review Travel Reimbursement Quick Reference Guide and other Allowable Expenses for further information.

The following expense types require a receipt or other document:

o Airfare — Requires full Itinerary, showing name, departure/return dates/times, class of seat and total cost.
e Car Rental $75.00 or greater — Must be itemized.

¢ Hotel — Must have itemized receipt. Should be itemized in Concur. Itemized expenses have a > next to them
e Expenses $75.00 or greater — Must have receipt or missing affidavit.

Fiscal approvers can attach receipts, if receipts are missing.

Select View Receipts in new
window from Receipt drop-
down:

— Receipts Required —

[ View Receipts in new window ]

This will prowde all receipts View Receipts in current window

attached to the expense report. 9 pyach Receipt Images ter th
Scroll through the receipts, in 01; - terty
order to see them all.

pPLUOIS
Hover over receipt icon or e | .
O i , Receipt X latertn

0 view receipt at Expense Eot v

Type. —

Nse
Receipts attached by selecting B
Attach Receipt Images from Recoptimage Avatae | .
the Receipt button do not have o Picture of -
an icon associated at the line Receipt _
item. e

© 2020 Purdue University
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UNIVERSITY

Review and Approve Expense Report in

Concur
Expensel Receipt Image |Su'nn'ar','
) Total A t: 5777.72 | Itemized: 5777.72 | Remal
. Expense Type Transaction Date
Receipt Images are also Holtel 0170312013
available in the Receipt Image Purpose of Travel Vendor
tab on the EXpenSE Development/Cultivation hd
Vendor Name City
HYATT HOTELS DALLAS Dallas, Texas
Payment Type Amount
v 77772 v
Review Expense Payment Type:
v' Expenses charged to the Travel Visa Card have Payment Type JP Morgan Chase.
v' Expenses paid by the employee have Payment Type Cash.
v'  Expenses paid by a departmental card should have Payment Type Company Paid.
Expenses View v
Transaction Date | Expense Type ~ Vendor Name Business Purp... | City Payment Type Amount | Adjusted CI
@ Expense Type: Taxi
e@o 01/02/2013 Taxi YELLOW CAB Fort Worth, Tex§s JP Morgan Cha... $51.00 35
e@ 1203002012 Taxi DFW TAXI & LI.. Dsllas, Texas JP Morgan Cha... $46.05 34
@ Expense Type: Shuttle
e_ - 12M712012 Shuttle CONLIN-PURD. .. Dallas, Texas JP Morgan Cha. .. $90.00 59
@ Expense Type: Personal Car Mileage
@ D1/022013 Personal Car Mileage Cash $38.30 53

Is there something labeled as Cash or Departmental Card that looks like it could actually be a JP Morgan Chase
charge (that hasn’t been imported into this report?)

Print -

Select Purdue Allocation Purdue Fax Receipt Cover Page

Report to view Allocations

. Purdue Detailed Report
from the Print button. urdue Letatled Repo

Purdue Allocation Report old. P

The transaction date is greater than 60 days old. Pl

Checkmark Show Itemizations,

if applicable. (Located in upper [ show temizations
left-hand corner.)

Report Name : 538_AHeaddy_Dallas_12/30/12
Policy : US Expense Policy
Employee Name : Headdy, April D.
Employee ID : 0010367295
Approval Status : Submitted & Pending Approval

Report displays expense line

item and allocation. TansactonDate  Expense Type Vendor Vendor Namme iy Payment Type
01/03/2013 Hote! HYATT HOTELS DALLAS HYATT HOTELS DALLAS Dalles JP Morgan Chase Visa 586374
« 01/02/2013 Meal Expense HYATT HOTELS DALLAS HYATT HOTELS DALLAS Dallas JP Morgan Chase Visa $46.78
- 0L/02/2013 Hotel Tax HYATT HOTELS DALLAS HYATT HOTELS DALLAS Dallas JP Morgan Chase Visa §1200
Allocations : Percentage: 100.00% 1200
*Custom 02-Account Assit General Oy sting|Univ D Off|Principal Gifts (21010000,/4004008000,5200017743)
*Custom 03-SI0:
« 01/02/2013 Parking HYATT HOTELS DALLAS HYATT HOTELS DALLAS Dallas JP Morgan Chase Visa $8229
Allocations : Percentage: 100.00% 8220

© 2020 Purdue University
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Review and Approve Expense Report in

Concur

Expense || Receipt Image || Summary
Expense Type Transaction Date
Ajrfare Expense 1272002012
Purpose of Travel Ticket Number
Development/Cultivation 0372485969196
‘Vendor ‘Vendor Name
v USAIRWAYS 0372495969196
T . t . t Class of Service City of Purchase
0 view ?.CCOUI"I a‘SSIQnmen Economy ‘West Lafayette, Indiana
totals, click Allocate button
. . Payment Type Amount
within ar:j Ex;;iense Type, when - T o
viewin etalls. ' )
9 Is Required Receipt Included? [y Personal Expense (do not reimburse)
Yes
Reviewed Approved Amount
v 509.70
Comment Regquest
m Attach Receipt
Expense List Allocations Total:$546.60 546.60 (100%) 00 (0%)
Allocate Selected Expenses || Clear Selections View - - =
Select Group = O Percentage Account Assig...  SIO Code
The account or accounts the e Expense Group e O 100 (21010000/4004... 21010000/4004...
expenses are allocated tol 01/02/2013  Fixed Meals 3 $53.25
appear on the nght hand side. 0102/2013  CarRental 4 $195.21
01/02/2013 Parking 5 $54.00
01/01/2013  Fixed Meals 1 $35.00
. . 12/31/2012  Fived Meals 1 $53.00
Helpful hint: If the allocation 1231012 Copying 1 555
@ 1231/2012  Copying 1 $13.89
H H 12/30/2012  Fived Meals 1 $53.25
icon does not appear in the 12/14/2012  Airfare Exp... 1 $546.60
expense report, check mark the Lz shte 1 s30.00
12/14/2012  Airline Fees 1 52.00
bOX_ next to the aCCO-Unt 12/14/2012  Personal C.. 2 7160
assignments, and click Save, Ao
and then OK and Done_ 0102/2013  Parking 6 55229
! 0102/2013  HotelTax & 51200
0101/2013  HotelTax 6 $31.89
0101/2013  Hotel 1 5209.00
1251/2012  HotelTax 6 $31.89
1231/2012  Hotel 1 5209.00
1230/2012  HotelTax 6 $31.89
1230/2012  Hotel 7 5209.00 save TR
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Concur
] Percentage Account Assig...  SIO Code
I:‘ 100 (21010000/4004... 21010000/4004...
To view account assignments
by amounts, click Save and
then OK.
m Cancel
Select Summary from View -
button dropdown Expense List Allocations
Allocate Selected Expenses | Clear Selections View - -
Allocation Summary lists Select Group - | ¢ ViewAl  lpercentage
account assignment and ]| Date ~ Expense  Group ag ® Summay koo
amount allocated. || 01/02/2013  Fixed Meals 4 £53.25
01/02/2013 Car Rental 5 §195.21
. Allocation Summary
Fiscal Approvers cannot add . - B
e . coun Ignmen moun
addltlonal account aSSIgnmentS’ (21010000,/4004005000,/5200017749) General Ope... 51,99331
or delete the current one.

Click Approve, if expense
report is correct, and ready to
be processed.

Send Back to Employee Approve & Forward

Click Approve & Forward, for a
different Fiscal Approver to
review and approve.

Type last name, first name in
Search box.

Click appropriate name.
Add comment, if applicable.

Click Approve & Forward.

Approve & Forward Report: X

User-Added Approver:

Comment:

Approve & Forward Cancel

© 2020 Purdue University
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Review and Approve Expense Report in
Concur
User-Added Approver:
Davis
Davis, Jeffrey W. [DAVISIW@PURDUE.EDU)
Davis, Kauline 5. [CIPRIANK@PURDUE.EDU)
Davis, Peggy L. [PDAVIS@PURDUE.EDU)
Davis, Stanley W, [SWDAVIS@PURDUE.EDU)
Davis, Susan B. [SEDAVISEPURDUE.EDU)
Davisson, Vincent ), (DAVISSON@PURDUE.EDU)
Search Approvers By w
Bl
[
Send Back Report %
Comment History
Date ~ Entered By Comment Text
04/11/2013 Stetler, B G. test
Click Send Back to Employee,
if changes or edits are required.
Before sending back, review the
entire expense report and list all
edits that are required.
A delegate cannot edlt an Add a comment to explain why you are returning the report. Then click OK te return the report to the
expense report, until it is sent eployes
baCk to employee cs;;‘k:i\r‘:; traveler's delegate concerning missing travel allowance (susbstance). Returning expense reportso .«
traveler or delegate so it can be added.|
I 0K l[ Cancel
Reviewing an Expense Report Sent Back to Fiscal Approver
A travel auditor may send an Approvals
expense report back to the fiscal
approver because it is missing 01 06
X N Requests Expense
required receipts, comments, Reports
corrected subsistence or they Expense Reports
are queStioning an expense Report Name Employee Report Date Amount Due Employee Requested Amount
type. 01/08/2013 $180.90 $1,804.20
®0 T T 1 01/07/2013 $0.00 $467.60

Select Expense Report from
Expense Reports under
Approvals. View comments
travel auditor.

@ = Expense Report was returned to employee and/or fiscal approver.

O = Comment contains information
guestion

or instruction on what is missing or in

© 2020 Purdue University
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SarvERS A Review and Approve Expense Report in

Concur

Select Comments from Detail
button to view Comment

Summary Details ~| Receipts ~

Exception:  Report

Expense

Registrations..

Report Header

] Totals

Audit Trail

Approval Flow

Print ~

ansaction dat]

History. Expenses P—
Vendor
6@ Travel Allowances SURDUE
Itineraries
©¢O Expenses & Adiustments SHERAT
‘ 12/411/2012 Fixed Meals
Review Comments for
directions on what needs to be Comment History =
added, when report is sent back Date fnferedBy | Commentvext

from Travel office.

Make required changes, if
applicable. (Example -
comments and attachments can
be added by fiscal approver.)

If expense report must be edited
by traveler and/or delegate, Add
comment stating (in detail) what

04/11/2013
01/07/2013

01/07/2013

01/07/2013

Stetler, B G.

Erpiopee

=zcal Approver

=izcal Approver

test

Aed missing Tave! allowance.

sdedmiszrg e

‘ I you would like to add a comment to this report, type it in the text box below and then click Save.

IS needed. Comment -
Click Save.
Click Send Back to Employee =
or Approve, if applicable.
Audit Trail

Review Audit Trail, to view Report Level
actions taken since the last time T L Action Description
the report was viewed, if
applicable.
Select Audit Trail from Details
button, when report is returned
from traveler to Approve (again.) EntiyCevel

Date/Time ~ Updated By Action Description

Click Approve, for final
processing.

09/24/2013 03:09 PM  Hall, Danny

Receipt Reviewed

Expense Type: Hotel:
Date: Tue Dec 11 00:00:00 PST 2012
Entry receipt reviewed.

Close

© 2020 Purdue University
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UNIVERSITY

Review and Approve Expense Report in
Concur

[& concur

Select Approve Reports from My Concur | Request | Expense | Reporting  Profile
Expense tab View Reports
' Company Info New Expense Report
Welcome to Concur Travel ar View Receipt Store
To find travel processes, simuk Approve Reports her

L dai flo boface bool il m

Reports Pending your Approval (6)

. i ‘ ® Reports Pending your Approval ;V'rth

Select Reports time period. Reports you Approved this Month |
Reports you Approved last Month n_Dallas_12/3
Reports you Approved this Quarter

CIICk on report to VieW- Reports you Approved last Quarter prione
Reparts you Approved this Year -,BoslonDC,u
Reports you Approved last Year stions,
All Reports you Approved 's_Chicago_12/]

Reporting tab is avaiable to those assigned a Cognos Licences.

Reports are viewable through the Purude University folder.

Reports may provide helpful information, when auditing travel visa card charges, cash advance or travel
request/expense report.

ANENEN

My Concur | Request Travel Expense | Reporting | Profile  App Center
Public Folders - IBM Cognos Connection - Windows Internet Explorer
o (e https://reporting3.concursolutions.com/cognos/cgi-bin/cognosisapi.dii?b_action=xts.run&m=portal/ccts&gohomes=

p0026414zajd_DAVIS208@PURDUE.EDU_T040 Log Off # @v omv a -

Launch

E% | Public Folders | My Folders

Public Folders = HEEE X ? ]

Trip Search Entries: 1 -4 o
Plan your flight, car and hotel: | | Name 3 | Modified | Actions
e.g. flight from JFK ta Paris on Tuesdal @@ ConcurData Warehouse October 10, 2013 1:44:40 PM More...
[ Dashboard Metrics October 18, 2013 2:06:20 AM More...
airjRan | car || Hote || Taua || rail || -
3 Inteligence - Standard Reports October 19, 2013 3:00:47 AN More...
PLEASE MOTE: If you are booking Sod| = Purdue Uni . 0026414za] A 130 2013 10:10:41 AM T
city trips are not supported I ) urdue University (p zaid) I ugust U, - Ore...

B | Public Folders | My Folders

Public Folders = Purdue University (p0026414zajd) 2

Select Standard Reports

| | Name ¢ | Modified
|01 standard Reports | October 1
[ Templates July 10, 2
(3 Testing - Do not use August 30

The following QRCs provide guidance for Concur reporting:

© 2020 Purdue University
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Review and Approve Expense Report in

Concur

Review Visa Travel card Charges

Expense Reports Reporting

Travel Request Report

© 2020 Purdue University
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https://spa2013.itap.purdue.edu/Business/businessatpurdue/_layouts/WordViewer.aspx?id=/Business/businessatpurdue/QRCs/Review%20Visa%20Travel%20Card%20Charges%20in%20Concur%20Travel%20and%20Expense%20QRC.docx&Source=https://spa.itap.purdue.edu/Business/businessatpurdue/Pages/travelexpense.aspx&DefaultItemOpen=1
https://spa2013.itap.purdue.edu/Business/businessatpurdue/_layouts/WordViewer.aspx?id=/Business/businessatpurdue/QRCs/Expense%20Reports%20Reporting.docx&Source=https://spa.itap.purdue.edu/Business/businessatpurdue/Pages/travelexpense.aspx&DefaultItemOpen=1
https://spa2013.itap.purdue.edu/Business/businessatpurdue/_layouts/WordViewer.aspx?id=/Business/businessatpurdue/QRCs/Travel%20Request%20Report.docx&Source=https://spa.itap.purdue.edu/Business/businessatpurdue/Pages/travelexpense.aspx&DefaultItemOpen=1

PURDUE Procurement Services

AUXILIARY SERVICES _ _
Review and Approve Expense Report in

Concur

Example Checklist for Approving Expense Reports

Do expense report start and end dates match travel request start and end dates. If dates have changed,
add comment in Expense Report Header comment box.

If travel is greater than 22 days, has the RLA been processed through SuccessFactors?
Are there fixed meals for each day of travel? Review Expenses and Adjustments from Details tab.

If meals were provided at the conference, are they properly check marked/excluded under Expenses and
Adjustments?

If traveler claims hospitality for a meal, is the appropriate meal checked as provided, under Expenses
and Adjustments?

If vacation days are listed as part of travel (Expense Report header) are the dates check marked as
“excluded” under Expenses and Adjustments?

Is there transportation to and from airport; to and from hotel; to and from business location?

When transportation is not included as an expense type (because they rode with someone else to/from
airport/hotel/conference), is there a comment explaining that?

Is an itemized hotel receipt attached?

If phone or internet charges are itemized on the hotel bill, are there comments explaining the business
purpose?

If lodging is not included as an expense type (because employee stayed with friends/family, etc.) is there
a comment indicating lodging will not be included?

Does the air travel receipt clearly show class of seat purchased?

When a higher fare ticket is used, is there attached documentation or comments indicating purpose?
Review Air Travel. https://www.purdue.edu/procurement/travel/requlations/airfare.php

When traveling international, was a US flag carrier used for air travel?
Are there receipts for anything $75.00 and over?
Is the car rental receipt itemized, when applicable?

The car rental receipt should not include added insurance for domestic travel.
https://www.purdue.edu/procurement/travel/requlations/rental-car.php

Is the registration receipt attached (if it is $75.00 or over)?

Is there a receipt and a comment concerning business purpose for Membership Dues (when required for
conferences)?

Drive vs. Fly - when driving exceeds 800 miles round trip and flying could have been a lesser expensive
option - View Drive vs Fly information https://www.purdue.edu/procurement/travel/regulations/drive-fly.php

Is a Cost comparison attached for International travel when applicable? Review Cost Comparison
Requirements — https://www.purdue.edu/procurement/travel/resources/cost-comparison.php
© 2020 Purdue University

Last Updated 03/12/2020, TLBW
Page 15 of 15



http://www.purdue.edu/hr/pdf/RLA.pdf
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