Expense Report (Requesting Reimbursement)

* Login to https://ebs.msu.edu/
e Click the tile for Travel and Expense, SAP Concur

Travel and Expense
SAP Concur

;e

MNew Window Opens



* Click on AUTHORIZATION REQUESTS

SAP Concur Requests Travel Expense Approvals Acting as

Christlieb, Andrew J

G MICHIGAN STATE + 03 02 09 01

UNIVLERSITY
L New Required Authorization Available Open
Christlieb, Andrew | Approvals Requests Expenses Reports

* This will take you to a list of all of your authorized travel
Request Name v Begins With v \E

D Request Name Request ID Status Request Dates ~ Date Submitted Total | Approved ... | Remaining... Action
D & Rochseter Institue of Technology IP3a Approved 10/20/2019 10/08/2019 50.00 50.00 50.00 Expense
Learn about data science program
Comment: Accounting string validated 100222019
D & lowa State University 3cevV Approved 10M182019 082272019 $389.24 $389.24 $389.24 Expense
Give lecture at SIAM Central States
10212019

Section at lowa State University Comment: Accounting string validated

* Click on the trip you wish to be reimbursed for
* This will take you to the request you submitted for that trip
* Click on the CREATE EXPENSE REPORT button in the upper right hand
of the screen
 This will create an expense report (reimbursement request)




* Click on Report Details and then Report Header to verify information
matches the request Report Details w  Print/Share w  Manage Receipts w

Report
Report Header
Report Totals

* Complete any missing fields Report Timelins
Audit Trail
* Are there any shared expenses iked Addeons
. . Manage Requests
* Click save once all the fields are correct e

* You will be taken back to the report header

* Click on Report Details and then Manage Travel Allowance from the
drop down ssosss e

Report

Report Header
Report Totals
Report Timeline
Audit Trail

Linked Add-ons
Manage Requests

Manage Travel Allowance



* On the next screen click on the Create New Itinerary found in the
upper left hand corner

Travel Allowances For Report: lowa State University

4 Create New Hinerary a Available tineraries 3 Expenses & Adjustments

e Enter your first and last stops
* Click save found in the lower left side of the screen

New ltinerary Stop

Departure City
I Detroit, Michigan

Date Time
|1Ua'18.-'201§ G |3:E1|:
Arrival City

l Des Moines, lowa

Date Time

lwnsxzma = I::cs|:|

* Click on the Expense and Adjustments tab

Travel Allowances For Report: lowa State University

Edit tinerary || Awvailable ltineraries Expenzes & Adjustments Reimburzable Allowances Summary



* In the Expenses & Adjustments tab enter any meals that were
provided for you (i.e. the conference provided lunch).
* Next click update expenses found in the lower right hand side of the screen

tinerary
from B =l o
uuuuuuu jan 1 Lunch Provided Dinner Provided
[&] B =} B
B ] H B
[} &1 o ]
B & [} 0
* Clickon Add E
ICK ON Xxpense
Manage Expenses View Transac tions
QO Aerts: 3 v
lowa State University $0.00
Not Submitted
Report Details w  Print/Share w  Manage Receipts w
REQUEST
Approved
$389.24

Add Expense

No Expenses
Add expenses to this report to submit for reimbursement

$61.00



* A pop up window of expense that may be related to this trip will
appear Add Expense x

9 +

Available Expenses Create New Expense

“ Recently Used
Parking

~01. Travel Expenses
Additional Attachments
Agenda Attachments
Expense Reduction
Haotel
Hotel Cleaning Charge
Per Diem Reduction

# (2. Transportation

 Select all that apply and then select



New Expense Save Expense once receipt has been uploaded ¢

Details ltemizations Hide Receipt E|
@ Allocate
* Indicates required field
Expense Type * Upload receipt for each expense
|. Parking ‘ ~ ]
Transaction Date * Additional Information *
(B | 10121/2019 | | Parking at DTW |
City of Purchase * Payment Type *
| @ v | Detroit, Michigan || outof Pocket E]

Amount * Currency * o
[ 104.00 | US, Dollar ‘ . ]
Attach Receipt Image

[ Personal/MNon Reimbursable

Comment

Save and Add Another Cancel



Email Receipts

YOU MUST VERIFY YOUR EMAIL ADDRESS IN
CONCUR PRIOR TO USING THIS METHQOD.

* Email your receipt images as attachments to receipts@concur.com



Attaching Scanned Receipts

* Scan your receipts and save the files

 When adding the expense click in the Upload Receipt Image box

* A pop up will appear — click in the Upload Receipt Image

* Browse to where you saved the file and double click on the file

CLICK SAVE Expense

Manage Expenses Wiew Transactions
New Expense
Details ltemizations
Expense Type *

* Indicates required field

| Additional Attachments

Description

Save and Add Another Cancel

| D

Hide Receipt []

— +  Automatic Zoom *

Panera, LLC

v
Credit Application

Computational Mathematics, Scence and Engineering (MSU)

Contact Mame:; Meinda McEwan Jnticipated Annusl Charges (Min. $2,500) 5300000

L —— Tile:  psimnisiatn Assstant PHO0R K 507 0000154

e

ETP= ="
b

- P
i

Taxpayer |D# 385002884
ozl Sacerity

Fanara has implamanted centralized billing. Pleass indicats where invoices should be sent.
: I 2gh e edu

M imvolces need 1o be sant via USPS, 8 the address sbove e comect address? X Yos Ho



* Once all receipts have been attached and the request is ready to be
submitted click on the SUBMIT REPORT button in the upper right side
of the screen.

Need Assistance?

Contact MSU Travel
517-355-5000
travel@ctlr.msu.edu



