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Purpose: Entering multiple expenses in 1 Expense Report.

Scope/Key Stakeholders: SWE
Applicable Forms: None
Definitions: None
Tools/Equipment/Software:

Procedure:

The below SOP is just a reminder of how often you should be submitting expense reports and how
to include multiple expenses in 1 report.

1) To begin, you need to click on the text that says Click here as shown on the picture below.

Manage Expenses  View Transactions Process Reports

[ + New Ex + Quick Expenses Import Expenses  Details + Recsipts Print / Email +

Expenses View* & | New Expense
Date v Expense Type Amount Requested

Adding New Expense Expense Type ||

Click here

07. Other
Click here

TOTAL AMOUNT TOTAL REQUESTED

2) The following dialogue box below should appear and only fill out all the fields that are
highlighted in yellow.

| + New Expen: + Quick Expenses Import Expenses Details * Recaipts * Print / Email *
Expenses Viewr € | New Expense Available Recoipts.
Date v Expense Type Amount Requested
N Expense Type Transaction Date Business Purpose
Adding New Expense . - — EE—
Click here ~ F Travel
Vendor Description Payment Type Amount
Southwest Elan Corp Card v l 5.00 USD | w
Program Service Department
~ ~ ~
Group Type Volunteer Group Expense Type Code Title
v v
Employee Group Expense Type Comment Personal Expense (do not reimburse)

(5325-60) Conference Manageme §?
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3) If you are not an employee of SWE, then please fill out the Volunteer Group Expense Type and
Code Title accordingly. You can then leave the Employee Group Expense Type blank.

New Expense: | Available Receipts
Expense Type Transaction Date Business Purpose
= Click here m v | I || I |
Vender Descripfion City Payment Type
| | | | | outorpocket |v]
Amount Program Service
| oo [v] | ] | ]
Department Group Type Volunteer Group Expense Type
| I~ AR 1 [Voiuricer @ioner |v]
Code Title Employee Group Expense Type Type tO search by
] | |
® Text Code
(Code) Text
|_| Personal Expenze (do not reimburze) Board of Directors
ky? Board of Trustees
(Leadership Coaching Commitee) LCC
Senate
Volunteer (all other)
T

a. The Volunteer Group Expense type that you select is what will determine the Code Titles that
appear as options.

& | New Expense | Avi
Expense Type Transaction Date Business Purpose

= ICIick here = | v I || I |
Vendor Descripfion City Payment Type
| [ | | I Out of Pocket | v |
Amount Program Service
I ||usn|v| | |v| | |v|
Department Group Type Volunieer Group Expense Type
| | w | | | w | n Wolunteer (all other) | ~ |
Code Title Employee Group Expense Type Comment

] | | |

| Type to search by:
7 ® Text Code

| (Code) Text
(9232-01) Strategic Planning- Committee Support
(5252-73) Strategic Planning- Fees
(5252-33) Strategic Planning- Food & Beverage
(5252-30) Strategic Planning- Hotel
(9252-99) Strategic Planning- Meeting Support
(5252-60) Strategic Planning- Travel
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4) Once all the required fields are filled in, and you have attached the receipts that you need
(please refer to the video for further details), make sure you click on save.

Test oot
E S * & | NewExpense
Guier | ey amowt] Mg
Bus
Adding New Expense - =
e -
i
~IR o |9
Department
Group Typ ode T
- Sy P S st
;
TOTAL AMOUNT TOTAL REQUESTED o e | e I evverer— e—
$0.00 $0.00 | I T R

5) When you do, you will see the expense you just created on the left of your screen as shown

below.

Manage Expenses View Transactions Process Reports

Test

| 4+ Mew Expens | | 4+ Quick Expenses Import Expenses Details - Receaipts = Print / Email =

View * € | New Expense

EXpenses
Date Expense Type Amount Requested
Adding New Expense Expense Type
100E2018 Click here $5.00 $5.00 fi " 8 Naw Sxparee
tesi1 ik fhe expe
@ Recently U £ nse TvDe
Click here
All Expense Types
07. Other

Click here
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6) To continue to add additional expenses to your expense report, make sure you click on the Click
here button that under the 07.0ther text.

Manage Expenses View Transactions Process Reports

[ 4+ MNew Expense ] [ <+ Quick Expenses ] Import Expenses Details » Receipts = Print / Email ~
Expenses View * & | New Expense
Date v Expense Type Amount Requested
. Adding New Expense i Expense Type
10/08/2018 Click here $5.00 $5.00
test1
@ Recently Used Expense Types
Click here
All Expense Types
07. Other
Click here

7) If you ever have any transactions for which you don’t have a receipt for, click on the expense
with the missing receipt, click on the receipts drop down menu and then select missing receipt
affidavit to create a receipt.

NOTE: You can only create missing receipts for transactions under $75.00.

5/712019-6/5/2019

| + Mew Expense | | + Cuick Expenses | Import Expenses Details - Receipts » Print / Email »
Receipts Required L
Expenses [ Move d . o . |
View Receipts in new window
| Date » | Expense Type | Amuunt| y R P
iew Receipts in current window
05172019 Click here $29.25 P L
6 AMAZON.COM=MM1FB2XF2 A, Attach Receipt |mages I
View Available Receipts bn
Ed

Missing Receipt Affidavit
Delate Receipt Images
[ 12835 USD
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8) To see all expenses that you currently have pending and have not submitted, simply click on
Manage Expenses.

SAP Concur Travel Expense Invoice Approvals Reporting ~

Manage Expenses View Transactions Process Reports

4+ MNew Expense ] [ <+ Quick Expenses ] Import Expenses Details » Receipts = Print / Email =
Xpenses View * & | New Expense
Date v Expense Type Amount Requested N
Adding New Expense i Expense Type ||
10/08/2018 Click here $5.00 $5.00

test1

9) This takes you back to the Expense tab and shows all your current Expenses. Each expense is

labeled and should tell you that status of the report. This lets you know what report you still
haven’t submitted.

View Transactions Process Reports

Manage Expenses
ACTIVE REPORTS

September Expenses Test
(09/01/2018) 10/08/2018
+]
Create New Report $874.03 $5.00

B3 as we discussed - all in one monthly
report for credit card payments

NOTE: Please submit 1 Expense Report per month. This helps keep track of all your expenses
made during that period.
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**All transactions that show on your credit card statement should match the ones in your

expense report that you submit in Concur. (this is for SWE employees only)

Transactions

Purchases and Other Debits

Post
Date

10/09
10/12
10/18
10/18
10/19
10/22
10/22
10/23

Trans
Date Ref# Transaction Description Amount
10/08 8881 USPS.COM MOVER'S GUIDE 800-238-3150 TN §1.00
10/11 0015  JPS GRAPHICS CORPORATI 972-3850085 TX $572.62
1017 3754 UBER TRIP OXCHG HELP.UBER.COM CA $5.00
10117 3939 UBER TRIP OXCHG HELP.UBER.COM CA $24.32
10117 4418  GOLD COAST DOGS TRIANG CHICAGO 1L §11.12
10/21 7426 UBER TRIP POHHL HELP.UBER.COM CA $5.00
10/21 7401 UBER TRIP POHHL HELP.UBER.COM CA $29.52
10/21 7812 CARIBOU COFFEE CO #129 MINNEAPOLIS MN $4.84
TOTAL THIS PERIOD $653.42
2018 Totals Year-to-Date
Total Fees Charged in 2018 $0.00
Total Interest Charged in 2018 $0.00

*Please contact Concur Administration Support for additional questions/help: 1-877-901-4960

Notation

Expenses
Date »
1072172018
00
102172018
00
1072172018
o0
10f17/2018
o0
10f17/20138
=)
1011772018
o0
10/11/2018
00

10/06/2018

000

Expense Type
Click here
UBER TRIP POHHL HELP.UBER.CC

Click here
UBER TRIP POHHL HELF.UBER.CC

Click here
CARIBOU COFFEE CO #129 MINMNE

Click here
UBER TRIP OXCHG HELP.UBER.C(

Click here
UBER TRIP OXCHG HELP.UBER.CC

Click here
GOLD COAST DOGS TRIANG CHIC

Click here
JPS GRAPHICS CORPORATI XXX-»

Click here
USPS.COM MOVER'S GUIDE XX¥-:

Amount
$29.52

55.00

54.64

524 32

35.00

31.00

View ~

Approved

$29.52

55.00

54.64

524 32

$5.00

$1.00

%«



