University of Houston Concur Instructions
Creating an Expense Report from a Travel Request (Local Funds)

Step 1: In your Concur main page, you can click on “Authorization Requests” in the header or in the My Tasks
section. Then, look for a Travel Request for which you will be creating an Expense Report.
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Select the appropriate Travel Request and click on the expense hyperlink.
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University of Houston Concur Instructions
Creating an Expense Report from a Travel Request (Local Funds)

Step 2: The system will take you to the expense report header. Select an answer for the following questions
and click on “Next”.

® Traveler is BOTH a non-employee and a foreign national
All receipts submitted within 60 days after trip or moving expense

® Is this for Department Travel Card charges? (If yes, complete the 4 digits and Request ID
number)

The information for the remaining fields is automatically copied from the corresponding Travel Request.
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Step 3: The system will display the “Travel Allowances for Report” screen. This screen only applies to state
fund travel. For local fund travel, cancel this screen by clicking on “Cancel”.

Note- if you inadvertently click "continue," the system will error at the end that you
have an incomplete travel allowance. You will need to find the Travel Allowance in
the "Details" tab and delete it from "available itineraries."
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University of Houston Concur Instructions
Creating an Expense Report from a Travel Request (Local Funds)
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Step 4: Now you are ready to record each expense.
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$000 $0.00

The right panel lists expense types. Click on the applicable expense type and enter the required
information for each expense.
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University of Houston Concur Instructions
Creating an Expense Report from a Travel Request (Local Funds)

01. Transportation
Airfare (Direct-Bdled)
Aurfare (Reimburse)
Airline Fees
Bus (Direct-Billed)
Bus (Reimburse)
Other Public Transport (Direct-Billed)
Other Public Transport (Reimburse)
Parking
Personal Car Mileage
Rental Car (Direct-Biled)
Rental Car (Reimbursed)
Rental Car Gasohne
Taxi (Dwrect-Billed)
Taxi (Reimburse)
Tolls
Train (Direct-Billed)
Train (Remburse)
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University of Houston Concur Instructions
Creating an Expense Report from a Travel Request (Local Funds)

B 02 Lodging-
Apartment/House Rental
Hotel Room Only

03. Meals
Meal for Traveler Only

04. Business Meals
Business Meal NOT with Prospect Employee
Business Meal with Prospective Employee
05. Other
Business Calls
Currency Exchange Fees
Game Expenses {Athietics)
Internet
Laundry
Meeting Msterials
Meebting Space Rental
Other Incidental Expenses
Passports/Viss Fees
Postage/Shipping
Registration for Meeting (Grant Related)
Tax Liabdity for Non-Resident Alien
Travel Agency Fee
Unaliowed Charge on UH Credit Card
Zero-Dollar Expense Report
06. Moving Expense
Airfare-Mowving (Not taxed - 1st trip onty)
Airfare-Mowving (Taxed - More than one trip)
Gasoline - Any Vehicle (Not taxed)
Househunting All Expenses (Taxed)
Lodging (Temp hotel, apt, etc ) - (Taxed)
Lodging Enroute including 1st Day Leave and Amve (Mot taxed)
Meal for Employee and Family (Taxed)
Mileage Cver IRS Limit-Moving (Taxed)
Mileage Up to IRS Limt-Mowving (Not taxed)
Moving Company - Reimburse Employee (Not taxed)
Paciong Supplies-Boxing. Tape. etc. (Not taxed)
Parking-Moving (Not taxed)
Rental Truck/\Van/Car-Moving (Not taxed)
Shipping Expenses - UPS, Fedex, USPS, etc. (Mot taxed)
Storage. Temp (including PODS) Less Than 30 Days (Not taxed)
Storage. Temp (including PODS) More Than 30 Days (Taxed)
Taxi-Moving (Not taxed)
Tolls-Mowving (Not taxed)
Train-Moving (Not taxed)
Vehicle Transport (Not taxed)
Visa Application Fee (Not taxed)

Example: Airfare (Reimburse)
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University of Houston Concur Instructions
Creating an Expense Report from a Travel Request (Local Funds)

Click on Airfre (Reimburse).
All Expense Types

01. Transportation
Airfare (Direct-Billed,
Airfare Reimburse ‘———
Airline Fees
Sus (Direct-Biied)
Bus (Rempurse)
Other Public Trenspon (Direct-Billed |
Other Publiic Transport (Remburse)
Parking

Complete the required information and click on “Save”.

Newv Expense Availgble Recetpts

Expense Type Transaction Date
I Arrfare (Remburse) - I 0440172015
Business Purpose Enter Vendor Name

City of Purchase (Required field) Payment Type

Houston, Texas Paud by Traveler
Amount [] Personal Expense (do not reimburse)
| 2.000.00 usD
Comment

themlzq’ Allocate ] ’ Attach Receipt ] LC.ar‘oeﬂ—l

Example: Hotel Room Only (itemization required)
Click on Hotel Room Only.

New Expense Available Receipts
02. Lodging A
Apartment/House Rental
Hote! Room Only =
03. Meals

Mes| for Traveler Only

04. Business Meals
Business Mea! NOT with Prospect Employee
Business Mes! with Prospective Employes

Complete the required fields and click on “Itemize”.
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University of Houston Concur Instructions
Creating an Expense Report from a Travel Request (Local Funds)

New Expense Avarlable Recespts
Expense Type Transachon Dste
| Hotel Room Only I 0403/2015
Business Purpose Vendor
I Allstar Hotels
City of Purchase Payment Type
l Pans, FRANCE Paid by Traveler
Amount ¥ Rate (USD=1EUR) =Amount in USD
l <2.100.00 EUR - I 1.08800000 | 2,286.80
["] Trave! Allowance Comment
Request

ID4ID1-’2015_ $1.200.00 - Trav |~

| itermize ‘ Attach Recespt || Cancel

Enter Check-in and Check-out dates, Room Rate, and Hotel Tax. Click on “Save
Itemizations”.

Note: If room rate and tax is not separated (foreign travel), place a checkmark for
“Combine room rate and taxes into a single entry).

Expense || Nightly Lodging Expenses Available Recetpts

Check-in Date Check-out Date w
l 04/01/2015 | 04/03/2015
Number of Nights
Recurring Charges (each night)
Room Rate Room Tax
I 28500 1500
Other Room Tax 1 Other Room Tax 2
v

E] Combine rocom rate and taxes into a single entry

3ave ltemizstions

The system lists hotel room rate and tax separately.
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University of Houston Concur Instructions

Creating an Expense Report from a Travel Request (Local Funds)

Date ~ Expense
Adding New Expense
v 04082015 Hotel Room Only

Allstar Hotels, Pans. FRANCE

04/01/2015 Hotel Room Oniy
04012015  Hotel Tex
04/0212015  Hotel Room Only
04022015  Hotel Tax
040372015  Hotel Room Only
04032015  Hotel Tsx
04042015  Hotel Room Only
04042015  Hotel Tex
04052015  Hotel Room Only
04052015  Hotel Tax
04082015  Hotel Room Only
04062015  Hotel Tax '
0410772015 Hotel Room Only

Example — Traveler Meals (itemization required for alcohol)

Click on Meal for Traveler Only”.
New Expense

03. Meals
Mea! for Traveler Onty +_
04. Business Meals
Business Meal NOT with Prospect Employee
Business Meal with Prospective Employee
05. Other
Business Calis
Currency Exchange Fees
Game Expenses (Athletics)

pe — —
||

- B _

Amount

$2.256.90
€2.100.00

$210 22:€285.00

$168.34:€15.00

$310 38/€285.00

$16.34/€15.00

$310 36/€285.00

$16.34/€15.00

$310 38/€285 00

$16.34/€15.00

$310 36/€285.00

$18.34/€15.00

$310 35/€285.00

$18.34€15.00

$310 36/€285.00
TOTAL AMOUNT

$4,286.90

Available Recepts

N

=

| View -

Requested

$2.286.00

$310.36

$16.34
521036

" s210.38
$16.34

5210.38

521038

Complete the required field. Click on “save” if no alcohol was charged. Click on” Itemize”

if alcohol was charged.
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University of Houston Concur Instructions
Creating an Expense Report from a Travel Request (Local Funds)

New Expense Available Receipts
Expense Type Transacton Date

l Meal for Traveler Only v | 04/01/2015 xE
Business Purpose Enter Vendor Name

City of Purchase Payment Type

I Paris, FRANCE I Paid by Traveler

Amount X Rate (USO=1 EUR) =Amount in USD

I 80.00 EUR |+ I 107740000 I 38.18

h

L_| Travel Allowance D Personal Expense (do not reimburse)
Comment Request

I 04/01/2015. 5300.00 - Travet

>

[ Aimt:l [ Artach Receipt | l Cancel w

To itemizing alcohol, select “Alcohol with Traveler Meal” for Expense Type. Enter the
required information and amount, then save.

New Itemizabon Availab'e Recetpts

Total Amount: €80.00 | itemized: €0.00 | Remaining: €80 00
Expense Type

Taxi (Reimburse ~
Tolls
Train (Direct-Billed
Train (Retmburse )
02. Lodging
Apartment/House Rents!
Hotel Room Oniy
Hotel Tax
03. Meals
Alcohol with Traveler Mea! ('f Allowed) (
Mes! for Traveler Only
04. Business Meals
Alcohol with Business Mea! [ Allowed
Business Meal NOT with Prospect Employee

< > BN | coe
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University of Houston Concur instructions
Creating an Expense Report from a Travel Request (Local Funds)

New ltemization Available Recerpts

Total Amount €80.00 | Itemized: €0.00 | Remaining: €80.00

Expense T_}-pe ] Transaction Date A
| Alcohol vath Traveler Meal (H l 04/01/2015

Business Purpose Enter Vendor Name

I TEST

City of Purchase Payment Type

Amount X Rate (USD=1 EUR)  =Amount in USD

l 10.00 ! !

Recept Status ] Trave!l Aowance

~

(] Personal Expense (do not reimburse) Comment

v
< > >
ﬁm ==

To itemize the meal portion, select “Meal for Traveler Only” for Expense Type. Enter the
required information and amount, then save.

03. Meals i
Alcoho! with Traveler Meal (If Alloyred)
Meal for Traveler Only ‘F . Available Recepts
| 04. Business Meals V' |0.00 | Remaining: €70.00

'§ Aleohol with Business Meal (If Allowed) |
< >

B3 o |
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University of Houston Concur Instructions

Creating an Expense Report from a Travel Request (Local Funds)

New ltemization

Total Amount: €80.00 | iternized: €10.00 | Remaining: €70.00

Available Recespts

Expense Type Transaction Date
Mes! for Traveler Only |D4 D1/2015

Business Purpose Enter Vendor Name

City of Purchase Payment Type

Amount g Rate (USD=1 EUR) =Amount in usD

I 70.00 :

< o >
Allocate ’ l Cancel ‘
The system lists meal and alcohol separately.
Date ~ Expense Amount Requested
Adding New Expense

s o 5 T XTI — s
04042015  Hotel Room Only $310.36/€285 00 sa10.38 ™
04/04/2015 Hotel Tax $16 34/€15.00 $16.34
04052015 Hotel Room Only $310 38/€285.00 5210.26
04/0572015 Hotel Tax $16.34:€15 00 $18.34
04/08/2015 Hotel Room Only $310 36/€285 00 5210.36
04/062015 Hotel Tax $16.34/15.00 $18.34
04/07/2015 Hotel Room Only $310 35/€235 .00 $210.36
04/07/2015 Hotel Tax $16.34/€15.00 $16.34

04/01/2015 Airfare (Reimburse) $2.000.00 $2.000.00
Houston, Texss
v {04/01/2015 Meal for Traveler Only $36.1 $36.10
Pans, FRANCE £30.00
041012015  Alcohol with Traveler Meal (if Allowed) ‘/’ $10.77€10.00 $10.77
v
04/01/2015 Mesl for Traveler Only & $75.42'€70.00 575 42
TOTAL AMOUNT TOTAL REQUESTED
$4,373.09 $4,373.09

Step 6: Attach a receipt, if required. Concur will tell you if a receipt is required for each expense type.

Go to “Receipts” and select “Attach Receipt Images”.

Page 11 of 13
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Creating an Expense Report from a Travel Request (Local Funds)

Traveler,L Paris 040115

+ erie |

Late = Expense

¥ W 0408015 Hotel Room
Alistar Hotels Party FRANCE

'JW'/IO'!_." Hotel Room Only
040172019 Hotel Tax

04022015 Hotel Room Oy

mport Expansec Cotais »

Select an applicable expense. Then click on “Browse”.

Receipt Upload and Attach

Cetete Pepo E
Recoqte = Prnt | Frad =
Receipts Required L
I G racests / iperse Bt ot
Auachﬂeaepl--“uge's‘ Total Amncasnt. €£2.100 00 | emized. €2 100 00 | Resain
View Availatle Receols
B Expensa Type “ransschion Date
531020238 0% sz | o I.H,c; His
R L SEEN 316 24
2i0mess s sz Butiness Pupose Verdor
r—
L1 X

According to company policy, you must provide recepts for the expenses listed below.
‘You may attach scanned images to indrvdus! expenses or to the report.

You may choose up to 10 files to attach to the request

( Expense

v Airfare (Reirnb;n'u)
Houston, Texas

Mea! for Traveler Only
Pans, FRANCE

Hote! Room Only
Allstar Hotels, Pans, FRANCE

Date » ) Amount
04012015 $2.000.00
040112015 €80.00
04/08/2015 €2.100.00

For best results. scan images in biack & white with a resolubon of 300 DF/ or lowrer

Click Browse and select a .png, .jpg, jpeg, .pdf, -htmil, tif or _tiff file for upload. 5 MB imit per ﬁle/

Files Selected for uploading:

No files selected

.il .

Select a file and click on “Upload”.

Files Selected for uploading:
1074 pdf

Upload
Remove f
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University of Houston Concur Instructions
Creating an Expense Report from a Travel Request (Local Funds)

Note: If you want to upload documents at the Expense Report Header level (not for individual expenses), then
do not select expense. Just click on “Browse”.

Examples of documents you would upload to the Expense Report Header include:
® Post-trip travel report

® Fly America Act Waiver Checklist if it was necessary to use a non-US carrier for international travel on
federal funds

* Moving expense worksheet
® Taxable Payments or Reimbusements to Employees form, if applicable

Step 7: Click on “Submit Report” to submit the Expense Report into workflow.

Traveler,L Paris 040115 e, S

+ + . - mport Expenses Dotz * Recapts v Pnnt/ Emad *
EREED o~ < oo -
g~ Expense Aot Rigueited Total Amount: €2,100.00 | Memized: €2 100.06 | Remaining: €0 00
v\ 04087015  Hotel Room Only $2.28690 $2.288.00
Allar Hotels, Pans, FRANCE ©10000 ~
Expense Type Tranaacbon Date
_G4DIZNG  Hote foom Onty SO Lok NS L) Hiotel Rogm Onty | o+onzone
04012315 Hote Ta: 31634K1200 31630
24022015 Hotel Room ey $310 364285 30 531038 Busness Pupove Venoor
" demzzars Hotel Tax $168.34412.30 31824 |“"“""""s
4032015 Hotel Rosm Onwy S31036€250 53103 firdions Payment Type
04032015 Hote Tex 318 3¢415 30 $183¢ ’,’ e Pt by Teurehr
04042018 Hote' Room Dniy 3310364285 10 $310.3¢
24082915 Hotal Tax $16.34418 30 31634 Jise UID1EVR) _cAmoun m USG
04052315 Hotel Room Oy B 3310 364285 30 Cs3103¢ 210 evm - |1 smv0co00 252
4052015 Hote Tax $1634818 0 31834 Comman
04082015 Mota Room Dty B " s3038w285%0 521026
Q400/2215 Hotel Tax 31834715 30 31034
34072015 Hotel Room Ordy 5310 364285 % s:103¢
040712915 Hotel Tax ' i 31834818 30 11834 v
armsons Aieboon iDntonba ol : ~ - f-noain €xonnas >
TOTAL AMOUNT TOTAL REQUESTED r: - - —— -
$4,373.09 $4,373.09 | -~ | ey ey
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