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Proprietary Statement

These documents contain proprietary information and data that is the exclusive property of SAP Concur
Technologies, Inc., Bellevue, Washington, and its affiliated companies (collectively, “SAP Concur”). If you
are an active SAP Concur client, you do not need written consent to modify this document for your
internal business needs. If you are not an active SAP Concur client, no part of this document can be
used, reproduced, transmitted, stored in a retrievable system, translated into any language, or
otherwise used in any form or by any means, electronic or mechanical, for any purpose, without the
prior written consent of SAP Concur Technologies, Inc.

Information contained in these documents applies to the following products in effect at the time of this
document's publication, including but not limited to:

e Concur Travel & Expense
e Concur Invoice

e Concur Expense

e Concur Travel

e Concur Request

e Concur Locate

e SAP Concur for Mobile

The above products and the information contained in these documents are subject to change without
notice. Accordingly, SAP Concur disclaims any warranties, express or implied, with respect to the
information contained in these documents, and assumes no liability for damages incurred directly or
indirectly from any error, omission, or discrepancy between the above products and the information
contained in these documents.

© 2004 — 2020 SAP Concur. All rights reserved.

SAP Concur®is a trademark of SAP Concur Technologies, Inc. All other company and product names are
the property of their respective owners.

Published by SAP Concur Technologies, Inc.
601 108" Avenue, NE, Suite 1000
Bellevue, WA 98004

NOTE: The SAP Concur application is expressly for the use of Stony Brook
employees using State or Research Foundation funding for their travel expenses.
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Signing in to SAP Concur

To sign in to SAP Concur

1. Tosign in to SAP Concur, on the Sign In screen, enter <your 9-digit Stony Brook ID
number>@stonybrook.edu (example: 123456789@stonybrook.edu) in the field, and then click
Next.

You can select the Remember me check box to store your password, so that you don’t have to
enter it the next time you sign in to SAP Concur from this device.

SAP Concur & English (US) v

Sign In

Username, verified email address, or SSO code

\ testbooking@stonybrook edu

(:. Remember me

Forgot username?

Need support or not yet a Concur customer?

2. Select Sign in with SBU NetID Single Sign On.

testbooking@stonybrook.edu

Sign in with 5BU NetlD Single Sign On

Sign in with your password
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3. Fillin your NetID Username and NetID Password.

NOTES:

Your password is case sensitive.

If you are not unable to log in with your NetID,
please visit:

https://it.stonybrook.edu/services/netid for
assistance.

‘\\\‘ Stony Brook University

NetID Single Sign On

Login to Concur Travel and Expense

Please enter your NetID and NetID Password
Username
Password

Don't Remember Login

Protected by Duo Security Two-Step Login

Forgot Your NetID or NetID Password?

By logging in you agree to abide by the Stony Brook
University IT Policies and Terms of Service.

service.stonybrook.edu
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Exploring the SAP Concur Home Page

The SAP Concur home page contains the following sections.

NOTE: To return to the SAP Concur home page from any other page, click the SAP Concur logo on the
top left of the screen.

Section Description

Quick Task Bar This section provides Quick Tasks (links) so you can:

e Starta new expense report, travel request, cash advance, etc.
e QOpen expense reports and requests*

e Manage available expenses

* A request is an authorization for an expense made before incurring the
cost. An expense report is the summation of all expenses after the costs
are incurred.

My Tasks This section shows your available expenses, open reports, and approvals
requiring attention.

My Trips This section lists your upcoming trips.
Alerts This section displays informational alerts about Travel features.
Company Notes Content is provided by the Procurement Travel Office.

Help~

SAP C Ri sts Travel Expens App Cent

oncur@ eque rave pense pp Center Brofle = &
‘\w Stony Brook University I 06 03 03

MNew Authorization Available Open
Hello, William Requests Expenses Reports
ALERTS
MY TRIPS (1) >

[i B Stony Brook University employee, you are eligible for a free Triplt Pro subscription.
NOV Conference

01-01 ﬂYou haven't signed up to receive e-receipts.@ Sign up here

More~ €

COMPANY NOTES

Welcome to Concur Travel & Expense for Stony Brook University
Please visit the SBU Travel VWebsite for policy information.

Direct any inguiries to: sbu_travel_expense@stonybrook edu

Please Register For A Concur Training Session

Read more
MY TASKS
Open Available Open
Requests - Expenses - Reports -
09/21 City Purpose Date 10/07 JetBlue City Purpose Date
51 724 98 $125.00 54.321.26
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Updating Your Expense Profile

Use the Profile Options page to set or change your personal preferences. To avoid re-entering personal
and permanent information about yourself, complete your profile after logging onto SAP Concur for the
first time and review/update it whenever your information changes. Your profile options include:

e Approvers

e Attendees

e E-Receipts s
P William T Never
e Expense Delegates
Profile Settings Sign Out
e Expense Preferences:
To access your profile information
1. Click Profile > Profile Settings_ Profile Personal Information Change Password Syst
The Profile Options page appears. . \ .
P pageapp Your Information Proflle Optl
2. CI|Ck the approprlate Optlon from the |eft-SIde Personal Information
menu. Company Information Select one of the following
Contact Information i
.. . Personal Information
At a minimum, you should do the following: Email Addresses Personal Information
e Verify your primary email address is Request Settings E-Receipt Activation
e H ) Enable e-receipts to autom
correct and add any a.dd|t|onfall email ‘ Request Information lectronic receipts from pa
addresses that you will be using to submit Request Delegates
: Request Preferences Request Preferences
recelpts. Request ADDrovers Select the options that defi
. o N email notifications. Prompt
e Verify and update your Personal Favorite Attendees appear whan you selact a
Information. International Travel as Submit or Print.
. . . Expense Settings Change Password
e Review the information is accurate under pense > & Ch 9 vord
. Expense Information ange your passwora.
Expense Information. _
Expense Delegates
e Verify that the name of your Expense Expenscliicieences
. . Expense Approvers
Approver is correct. This person shouldbe | _ " " ° "
your supervisor and the first approver in S
your workflow. If the data is incorrect, ask Other Settings
. E-Receipt Activati
your supervisor to contact the VP S
. . . System Settings
Coordinator to resolve the issue with HRS Connected Anps
—Class & Comp Concur Connect
Change Password
Concur Mobile Registration
Delegates

If you are acting as a delegate for another employee (the delegator):

e Any changes you make on this page affect only the delegator and do not change your personal
information.
e You cannot access all profile options for your delegator.
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Assigning a Delegate

To as

1.

2
3.
4

sign a delegate

Click Profile > Profile Settings. The Profile Options page appears.

Click Expense Delegates from the left-side menu, then Add.

Locate the appropriate employee using the Search by... field, then click Add.

Select the checkboxes to set the delegate’s permissions.

Delegates | Delegate For

G o T o]

Delegates are employess who are allowed to perform work on behalf of other employees.

Search by employee name, email address, employee id or login id

Expense and Reguest share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request.

Name Can Prepare Can View Receipts Receives Emails

Approver, Concur
concurapprover@stonybrook.edu

Can Prepare enables the delegate to prepare a report/request but not submit it.

5. After selecting the appropriate checkboxes, click Save.

NOTE: Selecting Can Prepare automatically enables Can View Receipts because receipts are
integral to preparing a report.
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Acting as d Delegate Concur Approver

If you are a delegate, your delegator will define which tasks Profile Settings | Sign Out
you can complete, such as preparing reports, receiving

Concur-related notifications, etc. /2 Acting as other user @

To work as a de|egate @® Act on behalf of another user

X . Act as user in assigned group (Proxy)
1. Click Profile then Act on behalf of another user.

2. Click on the magnifying glass icon to view a list of the Search by name or 0 Q
employees that you have as their delegate. Cancel
Select the appropriate delegator's name from the list.

4. Click Start Session. :/.: Acting as other user Q

® Act on behalf of another user

Act as user in assigned group (Proxy)

Notice that the Profile menu now Never, Wiliam T Q
displays Acting as and shows the

name you just selected. Cancel

Acting as Never, WilliamT =~ &."

5. You are now officially working on behalf of that person. Complete the normal processes for
creating reports, printing, etc.

To select a different user, follow the same steps but click a different name.
6. To return to your own tasks, click Acting as,

and then select Done acting for others. Acting as Never, WiliamT &',
.' C . . ; P
-’ urrently acting as Mever, William T

Profile Settings Sign Out

/3 Acting as other user @

(® Act on behalf of another user

Act as user in assigned group (Proxy)

earch by name or ID Q

W

Cancel

LONE acung 1or oIners

10
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Creating a New Expense Report

To create a new expense report + []6
New Authorization
1. Choose: Requests
e On the SAP Concur home page, on the Quick Task Bar,
place your mouse pointer over New, and then click Start Start a Request
a Report. || Start a Report
— OR —

Enter New Reservation

e From the Expense menu, click Manage Expenses (on the Upload Receipts
Expense sub-menu), and then click the Create New
Report tile.

eligible for

REPORT LIBRARY View: Active Reports v

NOT SUBMITTED 09/21/2021

@ City Purpose Date

L+
Create New Report $1,724.98

2. Complete all of the required fields (marked with red asterisks). The fields that appear vary based
on the Policy selected: RF-Expense Policy

Create New Report

Create From an Approved Request

* Required field

Funding Source - Policy * @ Employee RF Supplier ID

*RF-Expense Policy -
Trip Name * Trip Start Date *

MM/DD/YYYY

Trip Start Time * Trip End Date *

None Selected v MM/DD/YYYY
5T A Trighou- oo €
Funding Source * @  Project-Task-Award *

Y ~ | Search by Text

Organization * Externally Sponsored *

Account Approver * Report Total

s mahogheepi

@ Yes, | want to claim Travel Allowance

Mo, | do not want to claim Travel Allowance

Next: Create report and add itinerary details for your travel allowances

Cancel Next

11
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STATE-Expense Policy
Create New Report X
A
Create From an Approved Request
* Required field
Funding Source - Policy * ﬂ Employee State N #
*STATE-Expense Policy v 12345678
Trip Mame * Trip Start Date *
MM/DD/YYYY
Trip Start Time * Trip End Date *
None Selected ~ MM/DD/YYYY
Trip End Time * @) Trip Purpose * @)
Funding Source * [2] Account *
Y ~ | Search by Text
Account Approver * Fiscal Year *
None Selected v

Report Total

Internal Comment

@® Yes, | want to claim Travel Allowance

Mo, | do not want to claim Travel Allowance

Next: Create report and add itinerary details for your travel allowances

Cancel Next

Click Next.

4. The Travel Allowances pop-up window appears. Select Yes to create Per Diem meal expenses for
each day of the trip — OR —click No to generate the report without Per Diem expenses and
proceed to step #13.

12
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5. IF you selected Yes, the Itinerary Info page opens.

[tinerary Info
tinerary Mame Selection
ltast I SBU PER DEM b

. . . . . Departure City
Departure City + Arrival City Arrival Rate Location

Mo tinerary Rows Found
Date Time

Arrival City

Date Time

Bo to Single Day tineraries Cancel

6. Complete the fields for the New PR T
omp New Itinerary Stop
Itinerary Stop based on your travel.
. Departure Ci
7. Click Save. P iy
Stony Brook, New “ork
8. Add additional New Itinerary Stops, as Date Time
needed, based on your trip and Save I 01/03/2022 I 1:00PM
hem. ) .
the Arrival City
I Hartford, Connecticut
NOTE: At a minimum, you should have Date Time
two stops, the outbound and return legs —
. I 017032022 o l 4:00 PK
of your trip.
save
9. After addingin all itinerary stops, click Next.
[tinerary Info
Htinerary Mame Selection
ltast SBU PER DIEM
A
. . . . . Departure City
Departure City 4 Arrival City Arrival Rate Location Stony Brook, New York
Stony Brook, New “ork Hartford, Connecticut HARTFORD COUNTY, US-CT, US - R
01/03/2022 01:00 PK 01/03/2022 04:00 PW Date Sl
Hartford, Connecticut Stony Brook, Mew York SUFFOLK COUNTY, US-NY, US Ex
01/07/2022 04:00 PM 01/07/2022 08:00 PM
Arrival City
Date Time
Go to Single Day ttineraries

13
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10. Click Next to assign the selected itinerary and create the Per Diem expenses.

Assigned Itneraries

Departure City Date and Time 4 Arrival City Date and Time Arrival Rate Location

© ltinerary: test

Stony Brook, New York 01/03/2022 01:00 PM Hartford, Connecticut 014

Hartford, Connecticut 01/07/2022 04:00 PK Stony Brook, New York 01/07/2022 08:00 PM SUFFOLK COUNTY, US-NY, US

0342022 04:00 PI HARTFORD COUNTY, US-CT, US

Available [tineraries
Current tineraries v

Departure City Date and Time 4 Arrival City Date and Time Arrival Rate Location

@ ltinerary: Training

New York, New York 1172242021 07:00 AM Dallas, Texas 117222021 12:00 PM DALLAS COUNTY, US-TX, US
Dallas, Texas 11/28/2021 05:00 PK New York, Hew York 11/28/2021 11:58 PM NEW ¥ORK COUNTY, US-NY' US
Departure City Date and Time & Arrival City Date and Time Arrival Rate Location

[rome [ |

11. Click on the checkboxes to exclude meals from your per diem, as necessary. For instance, if you
had breakfast at home on your first day of travel, you should select the Exclude Breakfast
checkbox for that meal because it is not included in your per diem. Similarly, if you are attending
a hosted event that provides breakfast and dinner, you should exclude both expenses from your
per diem.

NOTE: The daily Allowance amount will change to reflect your adjusted per diem.

Show dates from fm|| to Ezx]

Exclude | All Date/Location & Exclude Breakfast Exclude Dinner Allowance
01/03/2022 -
Hartford, Connecticut ] £55.00
01/04/2022 )
Hartford, Connecticut ] & 20.00
01/05/2022 ) 55,00
Hartford, Connecticut
01082022 259.00
Hartford, Connecticut $69.
01072022 |i 51200

Hartford, Connecticut

Create Expenses Cancel

12. After selecting all of the meal exclusions, click Create Expenses.

14
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Report Details w Print/Share w Manage Receipts w Travel Allowance w
ReceiptTL  Payment Type Tl Expense Type Tl Vendor Details T| Date = Requested T,
Out of Pocket/Personal Card Meals - Per Diem Hartford, Connecticut 01/07/2022 514.00
Out of Pocket/Personal Card Meals - Per Diem Hartford, Connecticut 01/06/2022 $69.00
Out of Pocket/Personal Card Meals - Per Diem Hartford, Connecticut 01/05/2022 $69.00
Out of Pocket/Personal Card Meals - Per Diem Hartford, Connecticut 01/03/2022 $55.00
$207.00

13. The Meals — Per Diem expenses now appear in your report. At this point, you will likely either:
e Add an out-of-pocket expense to your expense report

e Add University-provided credit card (NET & Travel cards) transactions to your expense
report

15
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Creating a New Expense Report from a Request

To create a new expense report from within an approved request

1. On the SAP Concur home screen, click on the Requests tab.

Travel

SAP Concur

Requests Expense

App Center

‘\\\! Stony Brook University

Hello, William

+ 03
New Authorization
Requests

2. Click on the tile of the approved request.
SAP Concur Requests Travel Expense App Center Profle
Manage Requests
Manage Requests view actie requests v
RETURNED 10/25/2021
@ Hartford Conference Jan City Purpose Date
+ 2022
Create New Request $1,045.00 $990.00
Approved Sent Back to User
3. Click on the Create Expense Report button.

O Alers 1

Hartford Conference Jan 2022 $1,045.00

Approved | Request ID: 36HG

Request Details Print/Share ~ Attachments v

EXPECTED EXPENSES

~

Create Expense Report

Expense type T, Details T, Date = AmountT]  Requested T
Lodging Hartford, Connecticut 011712022 $550.00 $550.00
Meals - Per Diem Hartford, Connecticut 01/17/2022 $345.00 $345.00
Registration/Conference Fee (Out-of-State) 011712022 $150.00 $150.00

Estimated Total: $1,045.00

16
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4. The data from your request is imported into a new expense report. The expense report opens
for editing.

Help~

SAP Concur E Requests Travel Expense App Center . .
) . v
T -

Manage Expenses View Transactions

Hartford Conference Jan 2022 $829.00 fi

Not Submitted
Report Details w Print/Share ~ Manage Receipts w Travel Allowance w
REQUEST
Approved
$1,045.00
Add Expense
ReceiptT] Payment TypeT| Expense Type TL Vendor Details T) Date = Requested T
Out of Pocket/Personal Lodging DoubleTree HEIt.E|S 01/21/2022 $5[]U. 00
Card Hartford, Connecticut temized

SUNY Conference
Committee 01/21/2022 $150.00
Hartford, Connecticut

Out of Pocket/Personal Registration/Conference Fee (Out-of-
Card State)

Out of Pocket/Personal

Card Meals - Per Diem Hartford, Connecticut 01/21/2022 $69.00
8::d°fp°°kemjers°”a' Meals - Per Diem Hartford, Connecticut 01/18/2022 $55.00
8:: d°fp°°ke“'PerS°”a' Meals - Per Diem Hartford, Connecticut 01/17/2022 $55.00

$829.00

5. Youshould now:
e Review the data in each automatically added expenses
e Address any alerts that appear on screen

e Addany necessary expenses (based on your expenditures and receipts) that were not
imported into the report

17
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Adding Card Transactions to an Expense Report

On the SAP Concur home page, you can view a list of any unassigned credit card transactions in the
Available Expenses section.

You can add card transactions to an expense report in the following ways:
e From the open expense report

e From the Available Expenses section

From the open expense report
To add card transactions within the open report

1. Click Add Expense.
2. From the Available Expenses tab, L1l EYIELEE

select the checkbox(es) for the
appropriate expenses.

Add Expense

3 +

Available Expenses Create New Expense

—] Payment Type Expense Type Vendor Details Date = Amount
Out of Pocket/Personal JetBlue
‘ Airfare Greater Rochester Intl/ Manroe 10/07/2021  §125.00

Card
County

Net Card Training Test Airfare American Airlines 08/18/2021  $478.20

New York, New York

TravelCard Traiming Test  Airfare American Airines 08/18/2021 $478.20

New York, New York

Displayed expenses: 3, Total: 3

Close Add To Report

3. Click Add To Report.

18
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From the Available Expenses section

To assign transactions to a report from the Available Expenses section

1. From the Available Expenses section, select the checkbox associated with the appropriate
expense.

TIP: Select the uppermost check box to select all transactions.
2. Click Move to.
3. Select the name of the appropriate report or select New Report.

e If you select an existing report, the report opens and the selected transactions are attached
to the report.

e If you select New Report, the Create New Report page appears. Enter the report
information as usual.

AVAILABLE EXPENSES View: Al Expenses v

-

= Receipt Payment Type Vendor Details Date = Amount
ol e JetBlue
Out of Pocket/Personal _ 10/07/2021 $125.00
Date Event Location Greater Rochester Intl / Monroe County

Date Event Location

Travel Card Training Tes el LLES 08/18/2021 $478 20

New Report New York, New York

. American Airlines
Net Card Training Test Airfare 08/18/2021 $478.20
MNew York, New York

19
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Adding an Out-of-Pocket Expense to an Expense Report

To add an out-of-pocket expense to a report

NOTE: Out-of-pocket expenses refer to expenses you Add Expense

purchased with your own money. Be advised that the Travel
Office determines which expenses can be reimbursed.

1. From the open report, click Add Expense, and then click the Create New Expense tab.

2. Search for or select the appropriate expense

type from the list. 3 +
The page refreshes, displaying the required and Available Expenses | Create New Expense
optional fields for the selected expense type.

3. Complete the required fields then select one of Search for an expense type

the following:

i ~ Recently Used
e Attach Receipt Image — To upload and ecently Use

o Parki
attach receipt images g

L. . ) “01. Travel & Transportation Expenses
e Itemizations tab — To itemize the expense

Airfare
e Save Expense — To save the out-of-pocket Airline Fees (Baggage Fees/Change Fees)
expense Bus
e Cancel - To exit without saving this expense Car Rental
Car Rental Fuel
Car Semice
Ferry
New Expense
Details ltemizations Hide Receipt [
@ Allocate
* Required field
Expense Type *
Immunizations v
Transaction Date * Trip Purpose
MM/DD/YYYY Meeting
Destination City Payment Type *
& v Out of Pocket/Personal ... v
Amount * Currency * o
000 Us, Dollar ~ .
Attach Receipt Image
Comment
A

20
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Copying an Expense
You can copy an expense and then update the expense details to quickly enter a new expense. This is
especially useful for recurring business expenses.

To copy an expense

1. With the expense report open, select the expense you want to copy.
2. Click Copy.

Meeting $84.00
Not Submitted
Report Details Print/Share Manage Receipts w Travel Allowance
-] Receipt Payment Type Expense Type Vendor Details Date = Requested
Qut of Pocket/Personal Card Meals - Per Diem “Yonkers, New “ork 10/07/2021 $74.00
Out of Pocket/Personal Card Parking 10/07/2021 $10.00
$84.00

The new expense is added to the Expenses list. Notice the following:
e The original expense date is advanced by a day.

e All allocations, attendees, expense-level comments, and value added tax (VAT) details from
the original expense are copied to the new expense.

e Credit card information, e-receipts, mobile entry information, and travel segments
(associated with travel itineraries) from the original expense are not copied to the new

expense. This type of information is generally associated with only one expense so it is not
copied to the new expense.

e If the Payment Type of the original expense is a credit card, then the Payment Type of the
new expense is editable using the dropdown list.

21
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Itemizing Nightly Lodging Expenses

A hotel bill typically contains a variety of expenses including room fees, taxes, parking, meals, valet,
telephone charges, and personal items. You must itemize these expenses so that they can be
reimbursed correctly. Lodging Itemization allows you to quickly itemize recurring room rates and taxes.
You can then itemize the remaining charges on your hotel bill, and adjust for any rate changes during
your stay
To create a lodging expense

1. With the report open, click Add Expense, and then select the Lodging expense type.

2. Complete the required fields.

A\ Alerts: 1 v
> Lodging $500.00 i
11/03/2021 Hilton Hotel
Details ltemizations Show Receipt [
@ Allocate
* Required field
Expense Type * Check-in Date * Check-out Date * Nights
Lodging v 11/01/2021 11/03/2 .. 2
Transaction Date * Trip Purpose Additional Information/Justification Vendor *
11/03/2021 Conference 7] Hilton Hotel v

Destination City *

@& ~ | Stamford, Con ...

Payment Type * Amount * Currency *
University Paid v 500.00 US, Dollar v
Comment

Click the Itemizations tab. .
> Lodging $500.00 @

4. Onthe Item!zat.lons tab, click 1170312021 Hilton Hotel
Create Itemization.

Details Itemizations

Amount ltemized

$500.00 $0.00

| Create |temization |

No Itemizations.

Create itemizations for the items on your receipt
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5. Select the Lodging expense type.
6. Select whether your hotel room rate was The Same Every Night, or Not the Same.

7. Enter the Room Rate (per night) and Room Tax (per night), as applicable.

O Aers:2 v

> | Lodging $500.00 @

11/03/2021 Hilton Hotel
Details Itemizations Show Receipt [

Amount ltemized (1] Remaining
$500.00 $0.00 $500.00

New [temization
Expense Type *

Lodging - Entry Recurring ltemization v 110172021 - 11/03/2021 (Nights
Type B B 2)
Yourhotel foom fate was
The Same Every Night Not the Same
Room Rate (per night) * Room Tax (per night) Tax 2 (per night) Tax 3 (per night)
200.00 50.00

NOTE: You can use the Additional Taxes link to enter additional taxes from your hotel bill.
Click Save Itemization.

If there is a remaining amount that needs to be itemized (other charges, for example, for
incidentals or room service), the remaining amount is displayed in the Remaining field. Continue
to itemize the amounts until the balance is $0.00.

A\ Aerts: 1 v

- Lodging $500.00 8 -
11/03/2021 Hilton Haotel
Details Itemizations Show Receipt [

Amount ltemized ° Remaining

$500.00 $500.00 $0.00
Date = Expense Type Requested
11/01/2021 Lodging Tax $50.00
11/01/2021 Lodging $200.00
11/02/2021 Lodging Tax $50.00
11/02/2021 Lodging $200.00

10. Click Save Expense.
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Adding Attendees to a Group Meal
Some expenses, such as group meal expenses, require you to add attendees.
To add attendees to a group meal

1. From the expense type screen, click Attendees.

Hide Receipt E

Additional Expense Information/As
Required

2]

Amount

102.15

Enter Vendor Mame
Belhurst
Payment Type
Travel Card Training Test

Currency

US, Dollar

. Meals-Group of Less Than 10 Attendees =
08/20/2021 Belhurst Corporate Card
Details Itemizations
& Attendees (1) @ Allocate
* Required field

Expense Type *

Meals-Group of Less Than 10 Attendees v
Transaction Date Trip Purpose

08/20/2021 Meeting

&

Attach Receipt Image

2. Inthe Attendees window, click Add.

Attendees X

Meals-Group of Less Than 10 Attendees $102.15

Attendees: 1

Attendee Name =

Institution/Company Attendee Type Attendee Count Amount

MNever, William T Faculty/Staff 1 $102.15

Cancel Save

The Add Attendees window appears.
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Add Attendees x

2
D S & 3
Recent Attendees Attendees Attendee Groups Import Attendees

Attendee Name = Institution/Company Attendee Type
Concur, Bill Alumni
MNever, William T Faculty/Staff
< >

Search All Attendee History

From here, you can add attendees in several ways:

e Recent Attendees — Select the checkbox next to the appropriate attendee who has
appeared recently in your reports.

e Attendees — Search for attendees by Attendee Type and then by their name.

2,
9 & & 2
Recent Attendees Attendees Attendee Groups Import Attendees
Attendee Type Attendee Mame
Alummni v Search by first or last name
More Search Options Can't find an attendee

To create a new attendee, click Create New Attendee, complete the required fields, and
then click Create Attendee.

e Attendee Groups — Select from your Favorites or My Team (these are configured in your
Profile settings) and then click Add to List.

® s & 3
Recent Attendees Attendees Attendee Groups Import Attendees
Favorites (8)

ABC Team (5)

Team Connecticut (2)

Add to List
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e Import Attendees — Upload an excel spreadsheet with the list attendees from the event. A
ready-to-use template is available for download as well.

Add Attendees x
S S & 3
Recent Attendees Attendees Attendee Groups Import Attendees

The attendees import feature requires Microsoft Excel

Don't have the spreadsheet template?

If you don't already have the spreadsheet template, click the
link below to download it. You'll use this template to import
attendees

o Download the template

Upload Spreadsheet

xls format only

Close

3. After adding in the appropriate attendees, click Save.
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Allocating Expenses

You can allocate expenses to multiple accounts or account approvers , which will be charged for those
expenses. You can allocate a single expense or multiple expenses. You may only allocate to the funding
source corresponding to the policy selected — State Policy or RF Policy.

To allocate your expenses
1. With the expense open, to create or edit a single expense, click Allocate.

Meals-Group of Less Than 10 Attendees -

: $102.15
10/09/2021 Belhurst Corporate Card
Details [temizations Show Receipt E
& Attendees (4) @ Allocate
* Required field
Expense Type * Transaction Date Trip Purpose
Meals-Group of Less Than 10 Attendees v 10/09/2021 Conference
Additional Expense Information/As Enter Vendor Name Payment Type
Required . ) o
7} Belhurst University Paid Training
Amount Currency

102.15 US, Dollar

Comment
A

2. With the report open, to allocate multiple expenses, select the appropriate expenses on the left
side of the page, and then click Allocate.

City Purpose Date  $4,321.26 i

Not Submitted
Report Details w Print/Share Manage Receipts w Travel Allowance w
N
@ Alerts Receipt Payment Type Expense Type Vendor Details Date = Requested
- i [ ] . &l
“ A ’ A o - e ok, .w .

. . Meals-Group of Less Than 10 Belhurst
A —+ i University Paid Training Attendees s 10/09/2021 $102.15

L 3 Geneva, New York
""" Aftendees (4)

. Meals-Group of Less Than 10 Belhurst
T elhurs o
A ‘= University Paid Training Test ~ Attendees 10/09/2021 $102.15

s : . Geneva, New York
Attendees (2)
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The Allocate window appears. The total expense Amount, the amount Allocated, and the
amount Remaining are listed.

Allocate

Expenses: 1 $102.15

Percent Amount

Amount Allocated $102.15 @ Remaining $0.00

$102.15 100% 0%

Default Allocation

Code Percent %

STATE-860760-00-100071634 100

No Allocations

This expense is assigned to your default allocation shown above. Click the allocate button to allocate part or all of this expense differently.

Cancel Save

3. From the Edit dropdown list, select Percent or Amount.
4. Click Add.

5. Add allocations (as needed) by selecting appropriate Accounts and Account Approvers, from
the New Allocation or Favorite Allocations tabs. Save each one.

+ *

MNew Allocation Favorite Allocations

* Required field
Funding Source

STATE

Account * (3]
Y ~ | (860760-00) PROCUREMENT

Account Approver * o
Y v ( )
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You can adjust the amounts and percentages. The total amount must be allocated 100%,
otherwise an audit rule will prevent you from submitting the report.

6. Click Save.

Allocate

Expenses: 1 $102.15

Percent Amount

Amount

$102.15

Default Allocation

Code

STATE-860760-00-100071634

Funding Source Account
STATE PROCUREMENT
STATE PROCUREMENT

Allocated $102.15

100%

Save as Favorite

Account Approver

Code =

STATE-860760-00-

STATE-860760-00-

@ Remaining 50.00

0%

Percent %

0

Percent %

50

50

Cancel Save

Click Save Expense. The entry for the expense now displays the Allocated link.

Attendees

Aftendees (4)

Meals-Group of Less Than 10

Belhurst

Geneva, New York

$102.15

Allocated

10/09/2021

29




SAP Concur

Converting Foreign Currency Transactions
When your travel takes you to different countries, you will need to convert foreign currency transactions
to your standard reimbursement currency.
To account for an expense incurred in another currency

1. With the report open, click Add Expense, and then Create New Expense.

2. Search for or enter the appropriate expense type.

3. Complete the required fields (indicated with a red asterisk).

Note the following:

e Select the "spend" Currency from the list to the right of the Amount field. Notice that the
Conversion Rate field appears.

e The Conversion Rate is automatically populated according to the Transaction Date and
Currency entries.

Expense calculates the Amount in your reimbursement currency.

e Currency can be converted by multiplying by a particular rate or dividing by a different rate.
To switch between multiplication of the rate to division of the rate, click Reverse next to the
Conversion Rate field.

4. Complete the remaining fields as appropriate, and then click Save Expense.

New Expense
Details ltemizations Show Reczipt [
@ Allocate
* Required field
Expense Type * Transaction Date * Trip Purpose
Taxi/Rideshare v MM/DD/YYYY Conference
Additional Expense Information/As Destination City Payment Type *
Required
‘,)q & v | NITED KINGDOM Out of Pocket/Pers... ~
Amount * Currency *
15.00 UK, Pound Sterling v
Conversion Rate * Reverse Amount in USD*
1 GBP = | 1.35976097 UsD 20.40
Comment
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Entering Personal Car Mileage

In the event that you use a personal vehicle for business purposes, you will need to track your car
mileage in order to be reimbursed.
To create a car mileage expense

1. With the expense report open, click Add Expense.

2. Select Personal Car Mileage.

3. Complete all of the required fields (indicated with a red asterisk).

New Expense Cancel

Details ltemizations Show Receipt [
2 Mileage Calculator @ Allocate
* Required field

Expense Type * Transaction Date * Trip Purpose

Personal Car Mileage v 10/05/2021 Conference
Justification * Additional Expense * From Location ® To Location *

Information/4s Required -
_Regular/inter-Offi...  ~ 7} 100 Nicolls Rd, Stony B ... 28-11 Queens Plaza N, ...
none

Payment Type

Out of Pocket/Personal ...

Comment
&
Distance * Amount Currency Reimbursement Rates
53 2968 US, Dollar 0.56 per mile

Save and Add Another Cancel

Depending on the Justification selected, you will None Selacted A
need to take additional steps and/or provide an
explanation in the Additional Expense —Regular/inter-Ofice Travel

Information/As Required field. Carr _
arrying Equipment

4. Click on the Mileage Calculator link.
Medical Need (must be documented in HRS)

¥, Mileage Calculator

Maost Cost Effective (attach result of trip calculator)

Multiple SBU Travelers (attach list of names)

Other - Must provide reason in *Additional Information’
field

Time Constraints (provide explanation in "Additional
|nfo’) v
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5. In the Mileage Calculator window, enter the start and end addresses of your trip in the

Waypoints fields.
Mileage Calculator X
Avoid Tolls Avoid Highways et New "' n
~ Peekskill yorktown Ridgefield —d ra
"".:a‘.f'pO\ﬁES Map oy Heights @@ @ La
- (s] 71 ~  Milford
@ | 100 nicols Ry, Stony Brook, Nv 11780, 1 soaml @ ~  Bridgeport
} Personal "~ Fairfield
3-11 Queens Plaza N, Long Island City, N' e, Norwalk
)] ) White Plains 512"
I Calculate Route: Make Round Tr\ol A 9
@ Stony trook
Directions Y/ U
Py 9
Suggested routes: . @ I L278] (58 —a e
Northern State Pkwy and 1-495 W 52.9 mi. About 1 hour 21 P i gl | gt @ ongisland @)
mins k257! =
Morthern State Plkwy 56.6 mi. About 1 hour 24 mins dewark QUFENs  Garden City Farmingdale  gay share
. New York =
Southern State Pkwy 62.4 mi. About 1 hour 33 mins T & e outh BaY
abeth P " Fire Island ]
9100 Nicalls Rd, Stony Brook, NY 11790, USA r
52.9mi. About 1 hour 21 mins
1 Head south 461 ) +
2. Continue onto Engineering Dr 03mi =
35 —
Deduct Commute TOTAL PERSONAL  TOTAL BUSINESS
0.0 M 52.8 M Go gll_en,‘ Foorral Keyboard shortcuts  Map data ©2021 Google  Terms of Use

I Add Mileage to Expense Cancel

You may mark certain trip legs as personal, deduct your regular (non-reimbursable) commute,
or make it a round trip by selecting the appropriate checkboxes or links.

6. After entering your Waypoints and defining the other parameters of your trip, click Calculate
Route. The system will calculate the most logical path for the trip.

7. Click Add Mileage to Expense.

Justification * Additional Expense * From Location * To Location *
] Information/As Required -
_Regular/Inter-Offi...  ~ o 100 Nicolls Rd, Stony B .. 28-11 Queens Plaza N, ...
none

Payment Type

Out of Pocket/Personal

Tt
Distance * Amount Currency Reimbursement Rates
56
53 20 68 US, Dollar 0.56 per mie

Save and Add Another Cancel

8. Notice the From Location, To Location, Distance, and Amount fields are updated. Click Save
Expense.
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Activating E-Receipts
E-receipts are an electronic version of receipt data that can be sent directly to SAP Concur to replace
imaged paper receipts. The availability and content of e-receipts vary depending on the vendor.

You must opt-in from your Profile before e-receipts activate in Expense. Some vendors require
additional paperwork before they can send e-receipt data. Contact the Procurement Travel Office for
more information.

To activate e-receipts

1. Click Profile, and then click Profile
Settings.

William T Never

2. On the Profile Options page, click E-
Receipt Activation. The E-Receipt
Activation and User Agreement
appears.

Profile Options

Select one of the following to customize your user profile.

Profile Settings Sign Out

Personal Information System Settings

Personal Information Which time zone are you in? Do you prefer to
use a 12 or 24-hour clock? When does your
workday start/end?

E-Receipt Activation

Enable e-receipts to automatically receive
electronic receipts from participating vendors. Expense Delegates

Delegates are employees who are allowed to
perform work on behalf of other employees.

Request Preferences
Select the options that define when you receive

email notifications. Prompts are pages that Expense Preferences
appear when you select a certain action, such Select the options that define when you receive
as Submit or Print. email notifications. Prompts are pages that

appear when you select a certain action, such

e as Submit or Print.

Change your password.
Concur Mobile Registration
Set up access to Concur on your mobile device

3. On the E-Receipt Activation page, click the here link.

F-Receipt Activation

Receiving e-receipts can save you fime by pre-populating your expense report. To enable e-receipts with participating
suppliers and to find out more, click here

Please note that this setting does not control all e-receipts. E-receipts delivered by a Concur App Center partner with
which you have connected your Concur account, and certain TripLink suppliers, are controlled through the App Center or
wour My Travel Network settings. For more information, contact your company's Concur account administrator.

The E-Receipt Activation agreement appears.
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4. Read through the agreement, and then click | Agree.

5.

E-Receipt Activation X

» Concur can enable the automatic collection of the electronic receipts and folio data (“e-
receipts™) generated by your transactions with participating travel suppliers (*Paricipating
i Suppliers™). Paricipating Suppliers in Concur Travel search results are designated with an “e-
' receipt enabled” label.
' By clicking “| Agree” below to turn on the e-receipts functionality, you authorize Concur and its
. corparate affiliates to receive, transfer and use e-receipts generated by your transactions with
Participating Suppliers in connection with Concur services, including air, rail, hotel, car rental,
. and other ground transportation suppliers, and you authorize such Participating Suppliers and
thew respeu:twe agents and affiliates to share such e-receipts with Cnnu:ur Tn retrieve e-receipts

= e

Receipts are successfully enabled.

If you want to disable the E-Receipt Activation setting, on the E-Receipt Activation page, click
the here link.

E-Receipt Activation

o ‘ou have successfully enabled e-receipts with participating suppliers. ¥ou may disable this functionality at any time by accessing this
page from the Profile menu.

You previously enabled Concur to obtain e-receipts for you with certain participating suppliers, but you may disable this
functionality at any time. If you disable this setting, Concur will no longer request e-receipts from such suppliers. Please
note that this setting does not control all e-receipts. E-receipts delivered by a Concur App Center partner with which you
have connected your Concur account, and certain TripLink suppliers, are controlled through the App Center or your My
Travel Network settings. For more information, contact your company's Concur account administrator.

If you wish to disable this setting, clic
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Uploading Receipts using Available Receipts

Available Receipts work with the SAP Concur Imaging Service to provide receipt images that the user can
either email or upload images to, and then use to attach images at the line item expense entry level
(only). Images in supported format are uploaded using a SAP Concur-verified email address provided by
the user during signup, and these images are then available to that user (only) for the purpose of
attaching to report expense entries.

To attach a receipt image to an expense entry using Available Receipts

1. Selectan entry to open it.

Details Itemizations Hide Receipt [
@ Allocate
* Required field

Expense Type *

Lodging v
Check-in Date * Check-out Date * Mights

11/01/2021 11/03/2021 2
Transaction Date * Trip Purpose

11/103/2021 Conference
Additional Information/Justification O Wendor * o

Hilton Hotel ~ i
Attach Receipt Image

Destination City * Payment Type *

& v | Stamford, Connecticut University Paid v
Amount * Currency *

500.00 US, Dollar v
Comment

Cance'

2. On the Details tab, click Attach Receipt Image.
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3. Select the receipt image you want to attach, and then click Attach.

Attach Receipt x
Select a receipt image or reuse one from this report
Available Receipts Receipts in Report
P
parking.png American Airlines.PNG
Uploaded: 10/12/2021 9:12 AM Uploaded: 9/21/2021 2:53 P
o i persdpt
© SupesrPaih
Upload Receipt
Image
EMB limit per file
Attach View Attach WView
Sample Receiptl.png Sample Receiptl.png Sample Test Receipt.png
Uploaded: 9/9/2021 3:49 PM Uploaded: 9/9/2021 3:23 PM Uploaded: 9/9/2021 3:16 PM
Company Mams Here Company e Here Campany Nlamq Here
° © o
Cash Receipt : Cash Receipt 2 R Cach Recript
Attach View Attach View Attach <
Close

Click Save Expense.

The receipt image is attached to the expense entry and displays on the right side of the screen.

NOTE: You can Detach or Append the image from the receipt pane.
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Printing and Submitting an Expense Report

When you complete your expense report, you can print it to save a hard copy for your records, if you
wish.

To preview and print the expense report
1. On the expense report page, click Print/Share.
2. Select Report — Detailed.

City Purpose Date $2,118.08 fi

Not Submitted

Report Details w Print/Share w anage Receipts w Travel Allowance

Add Expense Report - Detailed

Alerts Receipt Payment Type Expense Type Vendor Details Date = Requested
A 4 Uniersity Paid Lodging MEDREE] 110312021 CEL
el Stamford, Cennecticut temized

Out of Pocket/Personal Card Meals - Per Diem Stamford, Connecticut 11/03/2021 $69.00

3. Click Print. This will provide you with a document that includes all of the report-level
information as well as a summary of your expense report.

To submit your expense report

1. On the expense report page, click Submit

Copy Report Submit Report
Report. The Report Totals window appears. Py epo pe

2. Review the information for accuracy, and
then click Submit Report.

3. The Final Review window appears. Review the User Electronic Agreement, and then click Accept
& Continue.

*RF-User Electronic Agreement

By clicking on the “Accept & Submit® button, | hereby certify that:

1. This is a true and accurate accounting of expenses incurred in the perfformance of my official duties for Stony Brook
University and / or the Research Foundation for SUNY and there are no expenses claimed as reimbursable which relate to
personal or unallowable expenses.

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 another source for any portion of the expenses claimed, |
assume responsibility for repaying in full for those expenses.

Cancel Accept & Continue
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4. Review the Report Totals, then click Submit Report.
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Report Totals

@ success! You have cleared all alerts on this report.

Company Pays Employee Pays

$56.00 $0.00

Employee Company

Amount Total: Due Employee: Qwed Company:

$56.00 5566.00 50.00

Requested Amount: Total Paid By Company: Total Owed By Employee:
$56.00 $56.00 $0.00

Cancel Submit Report

5. In the Report Status window, click Close

Report Status x

@ Report Submitted

Date Event Location $56.00

Close

If you cannot successfully submit the report, a SUBMITTED 10/15/2021

message appears describing the report error or alert.
Correct the error, or if you require help to complete City Purpose Date
the task, contact the Travel Office.

$56.00

Pending External Validation
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Reviewing and Approving an Expense Report

As an approver, you will need
to review submitted reports
and approve them for
reimbursement.

On the SAP Concur home

MY TASKS

William N. | Date Event...
$275.00 — Expense

Required
Approvals

Available
Expenses

You currently have no
available expenses.

Open

Reports i

You currently have no open
reports.

page, in the My Tasks
section, you can view a list of
reports waiting for your
approval.

To review and approve an expense report

1. Onthe SAP Concur homepage, click the Approvals tab. The Approvals page appears.

Administration* | Helpw
SAP Concur Requests Travel Expense Approvals App Center .
Profile = -~
Approvals Home Requests Reports
Requests Expense
Reports
Expense Reports
Report Hame Employee Report Date Amount Due Employee Requested Amount
Date Event Location Hever, Wiliam 101472021 S275.00 S275.00
Who, what, when, where
2. Select the report you wish to review.
3. Review the report details.
Date Event Location e weam r—— JT—
Summary Details ~ Receipts + Print / Email * o Show Exceptions
Expenses Miew v & | summary
Date ¥ Expense Type Amount Approved REpCI’T Suﬂnmar)a
09/30/2021 Meals - Per Diem $66.00 $66.00 Report Totals
5
UG JCOfNeCtict Amount Due Company Amount Due Employee
9/30/202 il finvitati 5 g
09/30/2021 Agenda/Brochure/invitation ($0) $0.00 $0.00 0.00 $275.00
JiiN
08/28/2021 Meals - Per Diem $53.00 $53.00 -
Stamford, Connecticut Requests (1)
09/28/2021 Meals - Per Diem 353.00 353.00 > Request Name Request 1D Amount Approved | Amount Remaini...
Stamford, Connecticut » Date EventLocation  33CA $975.00 $725.00
> 09282021 Lodging $50.00 $50.00
Hilton Hotels, Stamford, Connecticut
0912712021 Meals - Per Diem $53.00 $53.00
Stamford, Connecticut
TOTAL AMOUNT TOTAL APPROVED
$275.00 $275.00

4. |If the reportis complete and correct, click Approve.
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Adding an Additional Review Step

As an approver, you may need to
forward an expense report to additional
approvers if, for example, you need an
additional person to review and @ show Exceptions
approve this report.
Summary
To approve and forward a report Report Summary
Report Totals
1' On the SAP Concur home page’ Amount Due Company Amount Due Employee
click the Approvals tab. The $0.00 £275.00
Approvals page appears.
. Requests (1)
2' SeleCt the report you WISh to » | Request Name Request 1D Amount Approved | Amount Remaini...
review. > Date Event Location  33CA 5975.00 5725.00
Review the report details.
4. |If the reportis correct, click
Approve & Forward.
5. Search for and select the
appropriate approver in the
User-Added Approver field.
Approve & Forward Report: Date Event Location X

User-Added Approver:

l;‘xpprnwer. Concur {concurapprover@stonyvbrook.edu)

Comment:

| Approve & Forward I Cancel

6. Click Approve & Forward to approve the expense report and then send it on to the next
approver.
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Sending Back an Expense Report

As an approver, you are required to send back an expense report to your employee for correction if you
find errors in the report or if it violates policy in some way.

To return an expense report to an employee for correction

1. On the SAP Concur home page,

click the Approvals tab. The ST

Approvals page appears.

2. Select the report you wish to s s

review. P
Review the report details. Report Summary
Report Totals
4. |If the report isincorrect or Amount Due Company Amount Due Employee
violates policy, click Send Back $0.00 5275.00
to User. :
Requests (1)
5. Inthe Send Back RepOI"t » | Request Name Request 1D Amount Approved | Amount Remaini...
WindOW enter a comment that > Date Event Location  33CA £975.00 £725.00
’

explains why the report is being
returned and the corrective
action the employee should
take before resubmitting the
report for review and approval.

Send Back Report x

Comment History

Date * Entered By Comment Text

Add a comment to explain why you are returning the report. Then click OK to return the report to the employee.

Comment
Please correct the Account Number for the Agenda expense.

6. Click OK to return the report.
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Correcting and Resubmitting an Expense Report

Your Expense approver might send a report back to you if an error is found. The approver will include a
comment explaining why the report was returned to you and the corrective actions you should take
before resubmitting the report.

To correct and resubmit an expense report

1. On the SAP Concur home page, in the Quick Task Bar, click the Open Reports task.

Help+
SAP Concur E Requests Travel Expense App Center .
Profile ~ -
n : :
‘\\\ Stony Brook University + 03 01 02
Mew Authorization Available Open
Hello, William Requests Expenses Reports

The report appears with a status of Returned in the Report Library.

2. Click on the Returned report tile to open the report.

Manage Expenses

REPORT LIBRARY View: Active Reports v

RETURNED 09/13/2021 NOT SUBMITTED 09/21/2021

City Purpose Date © City Purpose Date

4
Create New Report $975 .00 $1,724.98

Sent Back to User

3. Review your approver’s comments and make the requested changes.

4. After the reportis corrected, click Submit Report to resend the report to your approver for
review.
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