Expense Report Cheat Sheet

Yeah!! Your travel has been completed, now comes the fun part.

Any travel needs to have a travel reimbursement prepared. This is how the credit card company gets paid, the travel is
charged to your funding, and you get any reimbursements due you.

You will need to wait 10-14 days to start the travel reimbursement request. Time is needed for all the charges on your
travel card to be uploaded and available in Concur. Once all the charges have appeared in Concur, then a travel expense
report needs to be completed.

To start a reimbursement request, log into Concur, click on the Requests in the gray bar, and it should return the
following screen.

Help ~

CONCUR Requests Travel Expense Administerfor _
Patel, Monal U

Manage Requests New Request Quick Search

Active Requests (3) |

0 Request Name RequestiD | Status Request Dates v Date Submitted | Approve.. | Remaini. Action
0O OIRAE/Pateli4i1g- TDPW Approved 041192015 0310612015 30.00 3000  Expense <
211E/Phoenie/UIA Meet
Comment: stiend UlA Mesting in Phoenix AZ. no registration fes. Costs will be reimbursed 041212015
by the provost office st a later dste
[E OIRAE(Pstel/Evanston IL/4/12- 77D4 Appraved 041122015 02/0412015 50.00 5000  Expense
16M5/AAUDE
Comment: stiend AAUDE {Assocation of American Universitie Dats Exchange) annusl 041152015
meeting in Evanston IL. Registration will be paid via check voucher.
= OIRAE/Patelindianapolis/ic- 7708 Approved 3052015 2042015 s0.00 S000  Expense
BASANAIR

Comment: attend INAIR (Indiana Association for Instituions| Research) conferense in 031082015
Indianspolis. Registration fee paid on travel card.

Find the travel request for this trip. On the right side of the screen, there is a column called Action, and has a blue
hyperlink called expense. Click on that hyperlink and that will start an expense report. It is easier and much quicker if
you use this link.

All the data you filled in from the travel request (name, purpose of travel, etc) will carryover with the exception of the
information you typed in the comments box. If there are any boxes with a red line on the left that are not completed,
you will have to fill in the requested information. The comments do not carry over —you will need to enter the
comments again. The travel center relies on the comment box when auditing your travel. If they cannot figure out how
you got to/from the airport, if there was a registration fee, why you are not claiming lodging, etc., they will send the
report back to you to clarify. Itis best to type all the notes in the beginning, your travel reimbursement will travel
through the system more efficiently. ©



The following screen will appear:
(NOTE: The account assignment information was removed for privacy purposes in this sample)

= o b 4
G hitps:/ /vy concursolutions.com, Eupensa /Client dataultasp ~ @ & search. o~

Expence Center

File Edit View Favorites Tools Help X SHeonvert = Esee
o &P Adminsstrative Information . £ AIMS Links 8 Change Passward [ Concur website status B T Solutions website 8 Kaplan University

Help -

SAP Concur Requests Travel Expense Approvals Reparting = App Center

Profile = [
-

Manage Expenses

Create a New Expense Report

Report Header

Report Name Report Date Policy. Purpose of Travel Reseanch Beneit 1o Poue o Travel Stan Date Travet End Date
[ TEST 122002018 = | LIS Expanss Policy w | Conferences. Acanemic w | 12202 E M= l 120272018 =
Comment
Fiscal or Campus Appeover Campus Trawveler Type Trawved Type o Account Assignment Approver Ooject
West Lalayete | Emgiaryee: (EMP} - | 4. Out of State (Out of State) |~
Did thiz trip Include Personal Trawel? List dates of personad iraved and attach a
COSt COMPanson
No -
Fequests
Requast Name Request ID Cancellea Request Taeal Amount Approved Ameunt Remaining
TEST FYa) Mo $0.00 50,00 $0.00

o > Cancel
Click Next>>
Answer the question “Was your trip more than 12 hours?”, if it was, the following screen will appear:
= [n} b4
G hitps:/ /vy concursolutions.com, Eupensa /Client dataultasp ~ @ & search. o~ =

Expence Center

File Edit View Favorites Tools Help

& & Administrative Information &1 AIMS Links §F Change Password [ Concur website status I [T Solutions website 8P Kaplan University

Travel Allowances For Report: TEST 3 x

@ create New itinerary (8D Avallabic Ibneraries () Expenses & Adusiments
Itinerary Info

Itmerary Hame Seleclion

I TEST l USGSA v

e :
New ey Scp
Duparis Ony + Arrrval City Armval Rate Locatien Crpatture: City

NG llinerary Rows Foundg

Date. Time:
| = |
AaTival City

Date Time

| B |

Goto S Doy oeraes | N> RN

You will need to complete this screen two times. One with times/information for your departure from Purdue to
business location, and one with times/information for your departure from the business location back to Purdue.



Departure City: West Lafayette

Date: Date you left West Lafayette

Time: Time you left West Lafayette, not your flight time

Arrival City: Final destination, no need to include plane connection cities
Click Save

Departure City — Will auto populate to your Arrival City (If you visited more than 1 location, you will need to add an
Itinerary Stop for each location.)

Date: Date you departed

Time: Time you left the business location

Arrival City: West Lafayette

Date: Date you arrived in West Lafayette

Time you arrived in West Lafayette

Save

NEXT>>
Review the Itinerary, if corrections are needed, you can select edit. If all is correct select NEXT>> at bottom of page.

The following screen appears:

1) Creste Mew ltinerary 2) nvaisble tinersries () Expenses & Adjustments
e 2 =
Exclude | Al [] Date/lLocation « Breakfast Provided Lunch Provided Dinner Provided Allowance
Fniﬂi;;;fs Indiana 7] [ ' 33079
[l 03/06/2015 = i 53575

Indianapolis. Indiana

This page is for you to record any meals that were provided to you while on business travel. If a meal was offered
(whether you partook or not), you need to tick the boxes. If you had personal time, check the exclude box to the left of
the personal day. This is how your subsistence is calculated. When the appropriate boxes are checked, click the create
expenses button. This will take you to the expense screen:

Avsilable Expenses Details Recaipts * Print *

Expenses 228 B8 B v~ <« | Available Expenses %
02/06/2015  Fixed Meals $35.76 535.76
ndiapanalicday [] Expense Detail Expense Source Date « Amount
L (LS Ered el e SaterD Fnb [T PAYPAL *INDIANAASSO 402-835-7723, CA  Undefined 017212015 $134.00
Indisnapalis, Indiar
[] Marriott Hotels INDIANAPOLIS, IN Hotel =) 03/0512015 $20.53
[] KILROY'S BAR & GRILL INDIANAPOLIS. IN  Undefined =) 0310512015 $28.98
[] LOVES TRAVEL SD0004568 WHITESTOW... Undefined o 03/08/2015 58.88
[[] Marriott Hotels INDIANAPOLIS, IN Hatel e 0307/2015 $167.73



Expenses:

All expenses put on your travel card must be imported. Sometimes expenses auto import, sometimes not. If so, great, if
not, you will have to import expense(s). Click on the available expenses button on the expense page. The expenses that
have hit the card will appear on the right side of the screen. Click all the expenses that pertain to this trip. If you have
multiple trips going and have paid airfare, registration, etc., all your expenses will be in the list.

Click on the move button. In the drop down, there will be an option to Import. Click import. This should move all the
expenses over to the Expenses section on the left side of the screen. You should already see all the subsistence line
items (called fixed meals). Those were added when you clicked the create expense button on the expenses and
adjustments page.

To reconcile the charges:

Most of the expenses will come over as “undefined”. You will need to assign a category for each type of expense. To
assign an expense type, click the down arrow beside the box under expense type.

Most commonly used expenses:

Meals expenses you incurred — those are “personal items”. The expense type will be “meal expense”. Click on the box
beside “personal expense, do not reimburse”. This is all you need to do for meals you put on your travel card. Do this
for all meals. No receipt is necessary. Your meals will be reimbursed to you using the fixed meal allowance that you
created in the expenses and adjustments screen.

Exceptions x
Expense Date Amount | Exception
Dndhe 8 e el E il S R ————— -
Hote! 02/05/2015 52852 () temizations are required for this entry. B
Undefined 03/05/2015 52202 () The entry has Undefined expense fype. You must select an expense type for m%w before you can submit the expense report -
Expenzes = View * & | Expense Available Receipts
Date v Expense Amount Requested
i z = Expense Type Transaction Date Business Purpose
02072015 Hotel S107.73 $167.72
© ()  MARRIOTT JWINDIANAPL2554 Meal Expense 03/0512015
02/06/2015 Fixed Meals 336.75 $35.76 Vender Name City Payment Type
Indianspalis. Indizna KILROV'S BAR & GRILL Indisnapolis, Indians
030082015 Undefined 32.35 s2.28 =
LOVES TRAVEL 500004585, Whit Amount = Required Receipt Included? {#} Personal Expense (do not reimburse)
2808 No
02052015 Fixed Meals 530.75 53075
Indianspolis. Indiana Comarent
02052015 Hotel 520.52 520.52
(Y= JW HIGH VELOCITY 2684, Indian

7 03/05/2015 Undefined 528.88 s28.08
KILRO'Y'S BAR & GRILL. Indiansp

The entry has Undefined expense type. You must select an expense type for the entry
before you can submit the expense repart.

01/21/2015 Registrations Expense 313400 313400
000 PAYPAL *INDIANAASSO, West Lt

$465.60 $465.60

Hotel expenses — once the hotel charge is imported, the expense part should be auto filled. On the “is required receipt
included”, you will need to check “yes” and attach the receipt. Also, you must break out the nightly expenses for hotel
charges (hotel charge, various taxes, etc). Click on the “nightly lodging expenses” tab. From the receipt, fill in the room
rate, and room taxes fields. It doesn’t matter what order you put the room taxes in. Do not click “combine room rate
and taxes into single entry”. You will get the request back to redo this section if you do that. If you were charged
different rates per night for the hotel stay, go ahead and complete with the rate and taxes that most nights were
charged. Once that is saved, you can click the » by the hotel line, that will open up all the lines. Select the night(s) that
were charged different rates and go in and adjust all those night and tax lines.



! Awvailsble Expenses Datails + Receipts * Print * /

Expenses EEES 7] view- « | Expense | Migntly Lodging Expenses | Recsipt Image Avsilsble Recsipts

[ Date ~ Expense Amount Requested
L 2 = L () Total Amount: 515773 | emized: 5157.73 | Remaining: 50.00
¥ v 030772015 Hotel $197.72 $197.73
00 MARRIOTT JW INDIANAPL2554,
- Expense Type Transsction Date Purpose of Travel
E 03/05/2015 Hotel $160.00 $180.00 . 5
= - - . — Hotel 03072015 Conferences-Administration
[} 03/05/2015 Hotel Tax 528.73 528.73
[ 02062015 FixedMeals 33578 53576 Vender Vendor Name ity
Indianzpalis, Indiana Mariott Hotels MARRIOTT JW INDIANAPL2554 | Indignapolis. Indians
[0 oamez015 Meal Expense $8.86 50.00
20 LOVES TRAVEL S00004698, Whil Payment Type Amount Is Required Reoeipt Inciuded? [y
§ 5 . 187.73 . | Yes
O 02/05/2015 Fixed Meals 23075 $30.75
Indisnapolis. Indiana Coniiant
[ oamsz015 Meal Expense 520.53 50.00 hotel aceomadations
o0 JW HIGH VELOCITY 2654, Indisn
= 02/05/2015 Meal Expense 528.98 $0.00
e @ KILROY'S BAR & GRILL. Indianap
[ 01212015 Registrations Expense 513400 $134.00
PAYPAL *INDIANAASSO, West Lt
Exceptions .
Expense Date Amount | Exception
Hotel 03/07/2015 $197.72 () ltemizations are required for this entry.

xpenses [Move - Boelete] View = & | Expense | Nightly Lodging Expenses || Receipt image Available Recaipts

Date~ Expense Amount Requested ey

RO m

Check-out Date Number of Nights.
03072016 Hotel 31e7.78 $107.72 | 021052015 0a/m7i201s 2
OO @  MARRIOTT IWINDIANAPL25SS, |
Recurring Charges (each night)
‘ Itemizations are required for this entry. | Room Rate Room Tax
- =i 169.00 11.83
[] 03062015 Fixed Meals 53675 ss575 |
Indiapdoalisdadiena | Other Room Tax 1 Other Room Tex 2
03082015 Meal Expense sa.86 $0.00 v
e Q LOVES TRAVEL S00004608, Whit
O 0amsEnis Fixed Meals 53075 33078 | [C] Combine raom rate and taxes inio a single entry
inckanapol s lndans _ | Additional Charges {each night)
[] 02052015 Meal Expense s20.53 000 | Epanse PRI
20 JW HIGH VELOGITY 2854, Indian |
Ghoose an expense type
[] 03052015  Meal Expense s28.08 $0.00
e 0 KILROY'S BAR & GRILL, Indianap Expense Amount
= Chaos: bensa b
0 012172015 Registrations Expense 3124.00 $134.00 SOSELEen=S TES.

2000 PAYPAL *INDIANAASSO, West Lt

Airline fees — You can book airline fees through Altour, or from Expedia or other service providers. If you booked
through Altour, the airline expense will come over, as will the e-receipt. You will need to open up the airline charge. The
ticket number and vendor /vendor name will be prefilled. You will need to select the class of service (should be
economy). Go ahead and click “yes’ for required receipt included section.

If you booked through Altour, there will also be a $2.00 fee. You will have to reconcile that charge as well.

If you booked outside of Concur, and put the expense on your travel card (which is an acceptable way to reserve airfare),
the charge will still come over. Either way, the class of service should be purchased and categorized as economy. You
will need to attach your receipt if you didn’t book through Altour.

Avsilsble Expsnses  Details * Recsipts * Print +

Expenses 250 BZF8 B view - « | NewExpense Availsble Receipis
[} Date ~ Expense Amount Regquested
; . Expense Type Transaction Dte Pumpose of Travel
AgdmgNewEweense | | e e as2a2018 Confarencas-Asministatan
[ > 03072015  Hotel 316773 $167.72
O © @ () MARRIOTT 1w INDIANAPL2SSS Ticket Number Vender GClass of Service
: | Southwest Airlines Economy
[ 02062015  Fixed Meals 52575 53575
Indianapolis. Indiana City of Purchase Payment Type Amount
— West Laf tte, Ind Ci y P 500.00 uso
O 0aMEZD15 Meal Expense 38,85 $0.00 et mamyerendiens ompamiER I
LOVES TRAVEL 50000458, Whit
[=1h} v ! Is Required Receipt Included? [y ["] Persons Expense (o not reimburse) Comment
[ 02052015  Fixed Meals 530.75 53075 | Yes sirfare lo conference
Indianspolis. Indiana
[} 03/05/2015 Meal Expense 52053 $0.00
JW HIGH VELOCITY 2584, Indian
[ 03052015  Meal Expense 523,08 50.00
o0 KILROY'S BAR & GRILL. Indianap
0 01/21/2015 Registrations Expense 5134.00 $134.00

QO © @ Q PAYPAL INDIANAASSO, WastLs



Other fees that you may incur in your travels: Please see screen shots below as examples. Select the options you need

from the menu below. The items you’ve recently used are listed,
an item, it will take you to the screen to complete the appropri

Available Expenses  Details + Receipts +

Expenses View &
| Date ~ Expense Amount Requested
Adading New Expense
[] > 03072015  Hotel $I87.73 $187.73
MARRIOTT JW INDIANAPL2E54,
0205/2015  Fixed Meals 53575 535.75
Indisnapolis, Indians
I: 02/06/2015 Meal Expense $8.86 30.00
LOVES TRAVEL 500004585, Whit
I: 03/06/2015 Fixed Meals $2075 $30.75
Indianepolis, Indiena
[ oz052015  Meal Expense 52053 so.00
W HIGH VELOCITY 2554, Indian
[ 02052015  Meal Expense 32888 s0.00
=1r) KILRO'Y'S BAR & GRILL. Indianap
[]  0uz1z015  Registrations Expense $124.00 $134.00

Q © @ Q PAYPALINDIANAASSO, West Lt

New Expense

e information.

Print

s well as all the options available. Once you click on

Avsilable Receipts

Expense ” | |

To create & new expense, click f
expense an the left side of ihe pal

(ppropriste expense type below or type the expenss type in the field sbove. To edif an existing expense,

ciick the

@ Recently Used Expense Types

Hotel Mesl Expense

Registrafions Expense Personsl Car Milesge

Airfare Expense
All Expense Types
Airfare Mileage
Airfare Expense Personal Car Milesge
Airfare Ticket Tax Misc Trip Expenses
Airline Baggage Fees Copying
Airine Fees Health and Immunizstion
Baooking Faes

Chartered Airfsre

Internationsl Change Fees

Laundry
PU Airplane Msterials
Cash Advance Mestings

ATM Cash Advance Membership Dues

Cash Advance Card Fee Miscellsneous.

Communications Office Supplies

Cellulsr Phone Passport Fees
Internet Fees Postaga { Shipping

Seminar Fees

Lacal Phone
Long Distance Team Medical Expenses
Pager uPs

Visa Fees

Contra Expense

L e Other Transportation

m

Ground Transportation Ferry
TOTAL AMOUNT TOTAL REQUESTED Bus Tolis
$465.60 $398.23 Car Rental Registrations -
Auailable Expenses  Details + Recsipts = Print *
Expenses & | New Expense Avsilable Receipts
O Date~ Expense Amount Requested
£ : d Expense Type _ Trenssction Date Business Purpose
i A e [ | [parana v 31232015 | sttand conterence
[0 » oamwezots tel 5197.72 $197.72 o
& @ () MARRIOTT JW INDIANAPL 2554, jiendaitn e (2L BRI
indy parking Indisnapolis, Indiana fol Compsny Paid ~
= 03/06/2015 Fixed Meals $35.75 §35.75 -
Indianspalis, Indizna Amount Is Required Receipt Included? [T] Personal Expense (do not reimburse)
[ 03082015 Meal Expense $8.86 50.00 I o s |~ T 2
e @ LOVES TRAVEL S00004508, Whit
Comment
[J  oam&ems Fixed Meals 830.75 $30.75 park car for conference
Indianapolis, Indiana
[0  oamseois Meal Expense 52053 50.00
e @ JW HIGH VELOCITY 2664, Indian
[] 03052015  Meal Expense $23.98 50.00
o0 KILROY'S BAR & GRILL. Indianzp
O oi=e01s Registrations Expense 513400 $134.00
e @ O PAYPAL *INDIANAASSO, West Lt
+ Quick Expenses | Avsisble Expenses  Detsils © Recsipts © Print +
Expenses View * & | New Expense Available Receipts
(=] Date » Expense Amount Requested
f : View Reimbursement Rates
. Adding New Expense
i i Expense Type N Transaction Date Purpose of Travel i
[] » oziorrzo1s otel 3107.73 $167.73 [Parsuns\ CarMilzage ~| I 03/23/2015 Conferences-Adminisration | + |
@) () MARRIOTT W INDIANAPLESES, . - e 1
From Location To Location Payment Type
[0  o3erz01s Fixed Meals 33575 $35.75 - o
Indianapolis, Indiana West Lafaystie IN I Indisnapolis IN o
O 030812015 Meal Expense $8.56 50.00 BELTE T 2 g ooy
=Yr LOVES TRAVEL SD0004588. Whil £ | |personal car to siport
[] 02052015  Fixed Meals 330.75 $30.75
Indianapolis, Indians
[0  o3ios201s Meal Expense 52953 50.00 3
WY HIGH VELOCITY 2854, Indian Vehicle ID  Humberof Passengers Distance to Date:
IRS Federal Rate Vehicle v o | [
O 03/05/2015 Meal Expense 32882 5000 S - -
o0 KILROY'S BAR & GRILL. Indiansp
»
(] 01/21/2015 Registrations Expense $134.00 $134.00

© @ PAYPAL INDIANAASSO. West Lt

Mileage Calculator

Personal car mileage — Please enter the “From” and “To” locations, and then click on the mileage calculator link. On the
next screen, enter the exact addresses for the From and To locations. You can enter as many destinations on one screen



as you need. For example, from Campus to Airport to Campus. Click Calculate Route then select Add Mileage to

Expense button at the bottom right of the screen.

Avsilsble Receipts

Purpose of Travel

| Conterences-Administration | v
Payment Type

Cash v

[C] Personal Expense (do not reimburse)

Mileage Calculator =%
TR =
O avoidTois T Avoid Highways ERE] Wonticallo Togansport Fen 5
= Map - - ®
Waypoints = L (€3] Grissom
laz) Joint Air
Reserve Base
@ | west Lafayetie, 1, UsA Fowler
B84.9MI 3 Delphi Galveston Converse
[“]Personal b Flora N
@ | naanapois, m, usa (5]
ge2M | el oxferd
=
. [FIPersonal |= = Kakomo “Greentown
@ | west Lafayetie, 1, USA Pine village
o (31 Ft
@ Shadeland an}
Calculate Route
D Frankfort Tipton twood
Directions
)
Linden ] =
?2037215 Northwestern Ave, West Lafayette, IN 47906, USA | on @ [ED]
Veedersburg —— 1 a3 And
65.1 mi. About 1 hour 12 mins il
Crawfordsville Noblesville
1. Head southeast on Northwestern Ave toward 39 ft :
T Pendleto
North St ) carmel 635
- Zionsville
2. Tum left onto North St 0.1 mi e "
2 % @ ®
* 3. Tum left onto N Salisbury St 302 ft @ A
- hcd
4 Tum right onto Wiggins St 03 mi i
* o
36 . . Greenfield
5. Continue onto Old U.S. 231 05mi () Rochvile— ] & e polis
6. Continue onto Union St 0.7 mi
Plainfield _
7. Tum right onto N 18th St 0.5mi Mansfield &
. i
Greencastle focy
) 8. Tum left onto South St 29mi G A
9. Tum right onto the ramp ta Indianapolis 03mi -3 & Monrovia
[ Deduct Commte TOTAL PERSDNALE TOTAL BUSINESS ’D&, ﬁzﬂ Brazil Lo \
0.0MI: 1331 MI (zocgle Wap data ©2016 Google?) Terma Sfse _ Reportamapemor
Add Mileage to Expense  JRSUEC]
| Ausisble Expenses  Detais - Recsipts = Print «
Expenses & | New Expense
(| Date v Expense Amount Requested
Expense Type Transaction Date
AR LS Taxi v 03123/2015
[ » oamwezots Hotel 319773 310772 &
OO @ Q VARRIOTT JWINDIANARLZ3SS Vendor Name City
4-Star Taxi Ingianspolis, indiana
[ 0382015  Fixed Meals 53575 $35.75 ?
Indianapolis. Indisna Amount ) Is Required Receipt Included? o
[ —
O 03/08/2016 Meal Expense 3386 s0.00 2000 Jluse ¥ I o |3
LOVES TRAVEL 500004598, Whil
Comment
[ 03052015  Fixed Meals £30.75 $30.75
@ Indisnapolis. Indisna
[ 0ams2ois  Meal Expense $20.52 $0.00
JW HIGH VELOCITY 2854, Indian
[]  03m52015  Meal Expense $23.08 s0.00
o0 KILROY'S BAR & GRILL. Indiansp
[] 01212015  Registrations Expense $134.00 $134.00
O & @ (Q PAYPAL “NDIANAASSO, West Le
TOTAL AMOUNT TOTAL REQUESTED
$465.60 $308.23

B2 [ | (oo | [ mece | [ oot |

Receipts for taxi, shuttle and parking under $75.00 do not have to be attached. Make sure you put in the comment

section an explanation for the expense such as “taxi from hotel to airport” or “taxi from airport to hote

office and travel office know what the transportation was for.

III

so the business



Once all your expenses have been imported, and you have entered any other expenses (ie: personal car mileage,), you
will need to allocate all the charges. This will charge them to the funding source.

Click on the box under expenses, this will tick all the boxes so all the charges can be allocated.
Click allocate (option 2) in the box beside all the charges.

i Available Expenses Detsils » Receipts * Print ©

Expenses D 8 ) view- <
B |- s Pt e You have selected multiple expenses. What would you like to do?
= 1. Del the I d
¥ > 03072015 Hotel 318773 $107.72 e e sl Expenses
=) MARRIOTT JW INDIANAPL2554. 2. Allocate the selacted axpenses
= - 3. Edit one or more fields for the selectad expenses
V| 0ameEis  Fixed Meals 326.75 s36.75
Indianapolis, Indiana
7] 03082015 Meal Expense sa.g6 so.0n
a0 LOVES TRAVEL 500004588, Whil
| 03052016 Fixed Meals 53075 s530.75
Indianapalis. Indiana
/| 03052015 Meal Expense s20.53 so.on
o0 JW HIGH VELOGITY 2654, Indian
¥] 03052015 MealExpense s28.08 so.on
e @ KILROY'S BAR & GRILL. Indianap
/| 0U212015  Registrations Expense $134.00 $134.00

000 PAYPAL *INDIANAASSO, West Ls

This will take you to this screen:

m

Xpense

List Allocations Total:$398.23 Allocated:$398.23 (100%) Remaining:$0.00 (0%)
Z| Percentage * Account Assi... | 510 Code

¥] | 100 Gensral Oparsting | 21010000/4008...

¢ Date~ Expense Group Amount
03/08/2015 Fixed Mesls $35.75 Type to Sear’Ch by
Fixed Meals 330.75 =) Text @ Code (8 Either
71 D1/21/2015  Registratio... $124.00 (Code) Text i
& Hote (21010000/4008040000/Mone) General Operating|OIRAE
= (21010000/4001003000/None) General Operating|Ofc Institutionl R
/| 03/05/2015 Hotel Tax $22.73
4 [ ] »

/! 03/05/2015 Hotel $160.00

tancel

Put your cursor in the account assignment box. Enter the account number to which your expenses are to be charged.



Symbols on the entries:
You can float over the symbols and the system will let you know what they are.

In the sample below — the symbols are as follows:
03/

Qi
(=]

- indicates this is a charge that has been imported

- receipt icon — indicates you have attached a receipt

@— indicates that this charge has been allocated (FYI — any items you have indicated as personal will NOT have an
allocation icon beside them since they are $0.00 dollar line items)

o - indicates you have made a comment about this charge

Expenses View * &
Date = Expense Amount Requeste
» 03072015 Hotel 5197.73 5197.7
Oe@o MARRIOTT JW INDIAMAPL2554, Indiz
03/06/2015 Fixed Meals 535.75 $35.7
@ Indianapolis, Indiana
03/06/2015 Meal Expense 3285 0.0
e @ LOVES TRAVEL 500004528, Whitestc
02/05/2015 Fixed Meals 530.75 $30.7
@ Indianapolis, Indiana
03/D5F2015 Meal Expense 520.53 300
e @ JW HIGH WELOCITY 2554, Indianapo
03/D5F2015 Meal Expense 522.85 3.0
e @ KILROY™S BAR & GRILL, Indianapolis,
01/21F2015 Registrations Expense 51234.00 §124.0

9 e @ O PAYPAL *INDIAMAASSD, West Lafaye

Once you have completed all of these steps, your travel should be ready to submit.

. Submit B .
Click the icon.

Click on the orange submit request button. You will get popups starting you are submitting this report. One popup box
will disclose the report totals box. This will let you know the expenses you’ve processed, any amount due you (for
subsistence, personal car mileage, or anything that you have paid out of your pocket except meals), and how much will
be paid to JP Morgan Chase.

Revised 12/21/2018



