Concur Overview
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SECTION 1: LOGGING IN TO CONCUR

1.1 Login to Concur via Desktop
1. Go to: https://my.sbcc.edu/dashboard in the browser of your choice.
2. Log into your Pipeline Account.

. ™
Username sB
éc

« Eind Account
« Need help? ¢Necesita ayuda?

« Terms and Conditions

_—
(. )

3. Choose Employee Resources.

I

Employee Resources


https://my.sbcc.edu/dashboard

4. Choose Resources and the following screen will open. Click Concur Travel and
Expense Reporting to open up the app.

.3
All Pages > Employee Menu > Employee Resources

Employee Resources

Employee Resources:

)
Ar

5. Once you are in the app, the screen will look like this:

ET7 Concur  Home v @ &

SECTION 2: DISTRICT CREDIT CARDS and REIMBURSEMENTS

2.1 Creating the Expense Report
1. From the Home Page, click on Expense Reports.

ET7concur  Home v ® A

Available Expenses 0 [ Expense Reports 4




2. Click Create New Report.
ET7 concur  Expense v ® &

Manage Expenses  Process Reports

Home / Expenss e Expenses

Manage Expenses

Report Library viw: Active Reports v | @ Create New Report

3. Click on the Policy dropdown menu and then if you are working on a Credit Card or
Reimbursement report click on SBCC-Credit Card or Reimbursement Policy. If
you are working on a Travel and Conference report for your own travel only it will
default to the correct policy.

Lo
Create New Report

Create From an Approved Request

Policy *

SBCC-Credit Card or Reimbursement ... w

*SBCC-Travel & Conference Expense Policy |

SBCC-Credit Card or Reimbursement Policy H Report/Tr
MM/D.

4. Give your report a unique name, for example, August 2018 Credit Card.

5. Fill in Report/Trip Start Date and Report/Trip End Date. (This should be the first
and last days of the month, for example, 08/01/18 and 08/31/18).



6. On the same screen, click on the Employee Type dropdown menu. If you are
working on a credit card or reimbursement report, choose Credit Card or
Reimbursement. If you are working on a Travel report, click on the appropriate
reason.

Report/Trip Purpose *

None Selected v

H None Selected

Conference Attendee
Conference Participant
Credit Card or Reimbursement

Development

7. On the same screen, click on the Employee Type dropdown menu. If you are
working on a credit card or reimbursement report, choose Credit Card or
Reimbursement. If you are working on a travel report then click your employee

type.

%Emptoyee Type *

None Selected v

None Selected

Classified Management/Staff
Credit Card or Reimbursement

Faculty/Educational Administrator

School of Extended Learning




8. For travel reports only Select your Trip Type and then answer Does this trip

includes personal travel? If it includes personal travel state the number of

personal days included.

L}Repon Header

Sample Travel $3,334.00
Policy *
*SBCC-Travel & Conference Expense ... v

Report/Trip Name *

Report/Trip Start Date *

Report/Trip End Date *

Report/Trip Purpose *

* Required field

Sample Travel 12/15/2024 [} 12/20/2024 B Conference Attendee v
Employee Type * irip Type * Does this trip include personal travel? * Number of personal days
Classified Management/Staff v In-State v  No v

9. Next, click on the Chart dropdown menu.

Choose (1) SBCC Chart.

Chart

| w

Fund

Lot Type to search by:

|_ Text (@) Code
—{ (Code) Text

{1} SBCC Chart

Reauests

10. Click on the Fund dropdown menu. Scroll and pick the appropriate Fund code.

Fund Crg

| 2

Type to search by:
Text ® Code

—{(Code) Text

(11000} General Fund - Unresiricted

(12002) ESTEEM Enhance Success in Transfer

(12003) Veteran Resource Cenfer

(12005) Title V iPath To Success Year 3

(12007} Scheinfeld Program

(12010} Adult Basic ED ESL Grant

_[ (12011) IEPI-Insfuiutional Effectiveness

(12013) Guided Pathways

(12014) Faculty Inguiry Network (FIN)

L(12015) Wellness Proaram SB Countv CH19313

&

11. Do the same with the Org and Program. This will create the Header for the

expense report.

NOTE: Activity and Location are only used in certain situations. If you need one or both,
choose your Activity and/or Location the same way you choose your Fund, Org, and Program.



) Org : Program
N [ v]
Type to search by:

Text ® Code
(Code) Text

(0206) Accounting Education
(0212) Businegs Administraticn

(0218) Business Division Gomputer Lab
(0224) Computer Information System
(0230 Computer Applicafion & Office Mamt

Program |  Activity
| \ w >

I

Type to sé?arch by:

Text ® Cpde
—— (Code) Text |

(191400) Geologh

12. When done, click CREATE REPORT.

Location

None Selected v

Cancel Create Report

13. Click the Add Expense button

(®) Add Expense

14. The Add expense to Report screen will appear. Click on Available Expenses to
add your credit card charges or New Expense to add items you paid for out of
pocket. For a New Expense click on the category, also called the Expense Type.
(Credit card charges will do this later.) For a credit card charge, click the box by the
charge or charges you want to add and click Add to Report

Add Expense to Report x

Avallable Expenses (0)  New

Select an expense type for the ne

Q Collapse Al Sections

Hotel and Lodging 560165

Travel & Conference Classified 522000

A 02 Transpors

Personal Car Mileage



Available Expenses (1) New Expense

©)  PaymentTypelf Expense Source Expense Type T Vendor Details)t Datel® Amount{t

TRADER JOE'S
@ OutofPocket Expenselt Lunch $54.00
= Goleta, Catfomia

15. Your screen will change and you will now be able to review and categorize each
specific expense.

Expenses | View: Standard ~

[  AlertslT Receiptll Payment Typell Expense TypelT Vendor Details [T Datel= Requested|T

test
Out of Pocket Non Instructional Supplies 451000 » 01/30/2025 $1.00
Santa Barbara, California

O a

5$1.00



16. Click on the first expense on the left side. Next, click on the Expense Type
dropdown list if this is a credit card charge, it will already be populated if it is out of
pocket. Check that both your Employee Type and Report/Trip Purpose are Credit
Card or Reimbursement. Add your Transaction Date if it does not populate. Add
your Vendor Name if it does not populate. Add the City of Purchase if it does not
populate. Check to make sure your Payment Type is correct. Add your Amount if it
does not populate. Add any Comments that are needed to explain the purchase you
made.

NOTE FOR TRAVEL REPORTS: The expense type hotel will require you to do an
itemization. Please review the Itemization section for this.

Details Itemizations Receipt

(B Allocate
* Required field
Expense Type *
Non Instructional Supplies 451000 X v
Employee Type * Transaction Date *
Credit Card or Reimbursement ~ MM/DD/YYYY B -
[
Report/Trip Purpose * Additional Information == =
Credit Card or Reimbursement ~ '{P‘,
| )
Enter Veendor Name, City of Purchase
- Click to upload or drag and drop files tr pload a new receipt
Valid file types for upload are .png g, Jpeg, .pdf, .tif or tif.
. SME limit p .ue.
Payment Type
Out of Pocket v Add Receipt
Amount * Currency *
US, Dollar (USD) X v
wwwwwwwww /500

p———— ..

2.2 Attaching the Receipts
1. Then click on Attach Receipt.

2. The box pictured below will pop up. Click on Upload New Receipt to upload and
attach a receipt from your computer/device.



NOTE: Ifyou have already saved the receipt in the Concur app without assigning to an
expense, you can Attach the receipt from the Available Receipts area.

S
Attach Receipt x

zzzzzzzzzzzzzzzzzzzzz

Locate your receipt on your computer (if you are using a Mac your screen will look
different). Click on Open to upload the receipt. This will attach the receipt to the
line item in your report. Then click Save Expense.

Mo fle slacter
o1
/ 4 B > ThisPC > Desktop ~ & | SearchDesktop »
Organize ¥ New folder =~ M@ @
A Name Date modified Type A
s Quick access
. = 2018 €A 587 Adobe A
£ Documents =
s ACCOUNTING JOB OUTPUT (bfs0) - Shor.. Shortcut
¥ Downlaads i ARGOS Internet §
&=/ Pictures 7 Banner PROD Lagin Internet ¢
Audit 6-30-18 5 EJ0D CB Correct Over and Under 5,000 Ac... Microsof,
I Desktop = Emergency Grant Request 201708 Adobe A
Testing A5 FAto CT Wire Microsof.
User Manusls M8 Facebook Gameroom Shorteut
&) FUPLOAD Template M Microsof
4@ OneDrive 7 GROUP (P) - Shortcut M Shortcut
5 ¢
I This pC 2] Intellecheck Internet ¢
2 Internet Explorer M Shortcut
J 30 Objects ]
2 Payroll Direct Deposit Files Shorteut
B AppleiPhone P r—— -
- 3 2
File name: | 2018 CA 587 | Al Files v
Cancel

If you did not receive a receipt or it has been lost, you will need to create a Missing
Receipt Affidavit by clicking on Manage Receipts and then Missing Receipt

Declaration.

10




Not Submitted | Report Number: 553175

Report Details »  Print/Share % Manage R .ceipts v

[ Manage Attachments ]

Expenses \View: Standar

Missing Receipt Declaration
D Aleris.],T RECEith.T .\"F'-','I'II'“I'I_I','PW|—';

5. When creating a Missing Receipt Affidavit, you will need to choose the expenses you
are missing a receipt for.

Missing Receipt Affidavit x

Adequate documentation must be submitted to substantiate reimbursable University expenses in
accordance with IRS rules & regulations. Original receipts must be submitied when available and are
considered acceptable suppert for Santa Barbara Community College’s expenzes. When the original
receipt has been lost or is otherwise not available from the vendor, the following documentary
evidence must be submitted before expenses will be considerad for reimbursement.

To create an affidavit, choose from the Expense(s) below that require a Receipt

|:| | Expense Type Date & Amount

O 'D Field Trips 08/04/2018 579.14
SIERRA SUNMDAMCE WHOLE FOO, Mammoth Lal

|:| @ Undefined 08/04/2018 $32.00
S0 MAMMOTH MOUNTAL Mammeoth Lakes, Cali

O @ Undefined 08/04/2018 5119.68
SQ *MAMMOTH MOUNTAL Mammoth Lakes, Cali

O 'D Undefined 08/04/2018 53273
DY HOME CENTER #01 MA, Mammoth Lakes, C:

O .'D. Undefined 08/04/2018 $27.96
S0 *EASTERM SIERRA

D 'D Undefined 08/04/2018 5592

EXXONMOEIL 96899851

6. Once you have chosen the appropriate expenses for the Missing Receipt Affidavit,
read the statements and click Accept & Create.

[ @ Undefined 08/04/2018 $32.73
O HOME CENTER #01 MA, K Lakes, Ci

O @ Undefined 08/04/2018 527.96
S0 *EASTERMN SIERRA

[ @ Undefined 08/04/2018 55.92
EXXONMOEIL 96899851

| acknowledge that this exp report tains legitimate Uni i (] incurred by me on
behalf of Santa Barbara Community College’s benefit, and are allowable expenses as defined by
Santa Barbara Community College Travel Policy. | further certify that one or more of the related

receipts applicable to this expense report are no longer available.

Cancel

11



When you have attached a receipt, the receipt icon will turn blue and the Receipt
Image tab will appear. You can see your receipt by hovering over the icon or clicking
on the tab.

e P — e

: 0 ED 3 -+ [ g

e + aptrree Type — [rr——

BRI, ik Trigs {5 X1 fi R T B

o ) GiEREA SUNDANCE WOLE F I' -
= b

DAOATE Undefinsd nre il Rupan

0 W B0 RARMSTTH ROUNTAL M I' :

LEOAT0IR Urdefingd snnss e .

Click on the next expense and repeat the steps you used for the first expense until
you have completed the information for all the expenses.

FOR TRAVEL REPORTS ONLY: Add the following Expense Types using the Payment
Type “Out of Pocket” and Amount $0.00:

Approved Travel and Conference Form
Conference Agenda

Use your Approved Travel and Conference Form and your conference agenda as the
receipt for each corresponding Expense Type

sample T&c $15-°° TN ERE | Copy Report | Delete Report
Not Submitted |Report Number: RFEALF
Report Details v Print/Share v Manage Receipts v View Available Receipts
Use "Out of Pocket"
Expenses View: Standard v @ Add Expense v
D Comment/T Receipt{T Payment TypelT Expense TypeT Vendor Details)f Datel™ Requested T
D Out of Pocket Dinner test AR B O (0 $15.00
Expense Types
O 5] D Out of Pocket Conference Agenda 08/03/2025 $0.00
D 5] Qut of Pocket Approved Travel & Conference From 08/03/2025 $0.00

2.3 Itemizing Expenses to Different Expense Codes of Same Fund/Org/Program
Concur gives you the ability to itemize (split) expenses (e.g. adding a tip amount that was
paid via cash) via the Itemize feature. Please note [temization of Hotel is different, if you
need to do this please go to step 5.

Expenses can only be itemized if they are in the same Fund/Org/Program (please see
Section 2.4 Allocating Expenses if you need expenses to be split into different Funds,

Orgs, or Programs). The steps below are for itemizing expenses.

1. Open the expense. Then click on Itemizations. And then click on Create
Itemization

12



Details Itemizations

Amount Itemized Remaining
$1.00 $0.00 $1.00

2. This will take you to a new screen (see below). Click on the Expense Type
dropdown list. And choose your Expense Type.

Defails Itemizations
Amount Itemized Remaining
$1.00 $0.00 $1.00
New Itemization

* Required field
Expense Type *
[Lses or an expense type Q

Recently Used
Non Instructional Supplies 451000
Personal Car Mileage

Travel & Conference Classified 522000
Hotel and Lodging 560165

01 Travel Expenses

Hotel Tax

02. Transportation

3. Fill in the amount for the first expense type (you will have at least two) and click
Save.

& Details ltemizations

Remaining

$1.00

Itemized

$0.00

Amount

$1.00

New ltemization
{5 Allocate
* Required field
Expense Type *

Non Instructional Supplies 451000 X v

Employee Type * Transaction Date *

Credit Card or Reimbursement v 0L/30/2025 B

Report/Trip Purpose * Additional Information

Credit Card or Reimbursement v

Enter Vendor Name City of Purchase

test Santa Barbara, California

Amount * Currency

US, Dollar (USD)

4. Repeat until all the expense types are done and the subtotal adds up to the whole
expense amount. If there is any amount in Remaining then you are not done or your
amounts need correcting. Then click Save. Your screen will now include the
itemized amounts and update totals accordingly.

13



Non Instructional Supplies 451000 $1.00

01/30/2025 test

Details Itemizations
Amount Itemized © Remaining
$1.00 $0.50 $0.50
[0 Datet= Expense Typelt Requested|T
O  owsorz0zs Non Instructional Supplies 451000 $0.50
A 1.00
C] @,ﬂ H T H Out of Pocket Non Instructional Supplies 451000 rest 01/30/2025 <

= Santa Barbara, Califomia ltemized

5. Itemization of Hotel Make sure your Date Range is set correctly.

Details Itemizations

* Required field
Expense Type *

Hotel X v
Employee Type * Date Range * Nights:
Classified Management/Staff v 12/15/2024 - 12/20/2024 B 5
- IR e - *

Click Itemizations. Then click on Expense Type Hotel. Then select your
Recurrence Same daily amount or Different daily amount. If it is the same just fill in
the first line of rates and taxes. If you only have room charges on your hotel bill,
click Save Itemizations. If you have parking or meals on your hotel bill you will
need to Save and Add Another. Then add your additional items.

D@ls ltemizations

Amount Itemized © Remaining
$1,800.00 $0.00 $1,800.00
New Itemization
* Required field
Expense Type
Hotel X v
Recurrence * @
Same daily amount ~
B Nights: 5
Date Room Rate* Room Tax Tax 2 Tax 3

121182024

121162024

121172024

121182024

121192024

(Amounts in USD)

p— ...

Add Tax Fields

14



2.4 Allocating Expenses to Different Funds, Orgs, Programs, and/or Activities

If you need to split expenses between two different funds, organizations, or programs, you
will need to allocate expenses using the Allocate feature. The steps below will help guide
you through the process:

1. First open the expense. Then click on Allocate.

5

(=) Non Instructional Supplies 451000 $1.00

01/30/2025 test

Details Itemizations

{ Allocate

2. The Allocation screen will open up. Click on either Percent or Amount and then
click Add

‘‘‘‘‘‘‘

Credit Card or Reimbursement-1-11000-4212-672000 5100

Allocations (0) \ @ s

3. Complete each separate line for each Chart/Fund/Org/Program combination where
your expense needs to go (new lines will be created accordingly as you allocate the

amounts). Click on Save when you are done allocating.
SAdd Allocation X

4+ New Allocation ¥ Favorite Allocations

(1) SBCC Chart X v oo,

Fund * 2
(11000) General Fund - Unrestricted X v

org* 3
(4212) Fiscal Services X v

Program * 4
(672000) Fiscal Operations X v

Activity

Cancel a

15



6. This will close the popup screen. When you are done allocating, click Save.

2.5 Approving an Expense Report
1. From the Welcome Screen, click on Approvals.

COMPANY NOTES

3284 10 Travel

SAP Concur |

woE [
MY TASKS
Krwim M. | T8 Tast for Iminuctions

Appvai

00 00

Experses Repaoits

Wipu Cusvantly have o e nlalle Snpanies Yioun trarbsently Pired oon s Popis

1. Your screen will open up new options. Choose Expense Reports.

SAP Concur E

Approvals Home
Approvals
0

Expense Rapors

Heporl Mame

Resuests. Tra

Requesti  Repoits

] Expenss Approi Raporing - App Cienier

Report Duix Amoust Due bmpdoyes Heguevid Amount

16



2. Click on a report to review.

Approvals

00 0

sty

Expense Reports
Errpiopen Bsipar] Dt Amaard Dur Emplogre Hrguaaied A ourd
i i Rpgtl AT S53.00 HEH

3. Your screen will open up new options. Click on the Details menu to get a dropdown

list.

Appeovals Home Requasls  Feports

Test ReqUEST ma e =

Enparns Trpe | Date dmount Eaurpbon
wa 3, P prvca comlerence sqer g pon ot Bl W 57 Fs roRaonn Drperern i nesct 1o oy 30 apReE by SLperemcr and @ deemes of pericral aee el rof be
rebueed
1
Vewr € | Summary
Travssinen Duse | Experis Tape | Esbes Vonton ... | hodasagiinl., | Ciry of Perghise | Puymans e [T frr—— Report Summary
> 0 aanageis e [reEe—— knghea Caly  Outof Foctsl 5580 00 Prspeor Totsh
5 aaTeIN [ Arngbews Caa Ol of Frckel 53000 3400 e T
B BR36 i
Heguesis

Eagueel.. Regaat.. Amouni ... Awosnt .
po ] 1, BN B 5585 00

17



4. In the Details dropdown list, choose Report Header.

o upeprn o

Te St Req U ESJ[ [Test, Traveler2]

Summary

Details v

[RIETSTRITIAE

Receipts »

Exceptions
Expense Type
(I

Repo

Report Header

Totals

v

Print / Email =

Pnt | Exception
& Please provide conference

Audit Trail reimbursed.
Approval Flow
Comments
Allocations pense Type Enter Vendor N...
\ el Best Western In...
Allocations
TSI 2ZUTE Hotel Best Western In...
0EM02018 Hotel Best Western In...
08/08/2018 Dinner

5. Review the Report Header for accuracy. Then click Save.

Report header for: Test Request

Repoari Tag Mame
Tawl Ragusst

Empicyee Typs

Facuity BEducabonal Admmeadr slior

ARSI A

Rapa i
CHELANTASERECASN AT

Racepts Recaivnd

feepodt Total
5346 DX

amouml Cadepe Pasd
020

Torla Aimdagiil O aeivesd
234 O

RegartTrg Szan Dass
DEOQINIE

Trig: Types
In-Stale

[ ]

Funs
(MO00) Geneial Fund - Undealficied

Lo il

Rlasgart Kay
2198

St Datw
BRGADTILE
Persisal Expenses
0.0

Astapunl et College
0.0

ReporyTrip IEnd Clane
BArLME

Chawey fhis g inciue persanal el

L

g

(00 | Actouning Edecsbion

Unar Mo

Taai Travslerd
Approval Statum

Wgantey Bl U R 2 Py
Euvrzuid Ml Agevsed

200

Auitvaund Due User
36 00

RpisiTap Piapiss
Confererce ~ASnnden

r— T
o

Program
(DSE200) Atturtng

Rapar Cumsncy
S, Dot
Faymact Status
el Padd
Amounl Apgeeed
536 00

Amouni Due Cobope Cara
000
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6. Go through and review each of the expenses in the Report for accuracy.
Test Request rw [ S Bk o e |

Samr ey Dby + Heoeph - Vrwd [ gl -

Engpene Types e Arvimard Enbpjdens ¢ ",

e y
B, e prote orferencs sgereistegmihor recept Bl i ary e eciann Sxperann s bt b e ind approvl by Fasanmor and 4 deered of parscsal niyrn s reof be
Y
‘.I
Expanses vends & | Eapessa | Deiectivegs | Seveasn
Tranuscion Cute | [xpssas Tpps | Enter Verdor M. | "Addiional Inf... | City of Purchass  Paymant Type Amour | Agesied Ciglm

[ Aktri]l] ks Eaal eriem in Aasnan Caidy Ol of Pacind 00 |I

Y
Pl Rwwzumrl !HNIM:M:M*

Exparma Troe 1
1

o |

'ﬁ [ e L Holed Banl Werdem In Anshar Calla O of Pocket 3290 b #SE-OICI
| i

& [ ylor ) L] Holail Bl Werhem In Ambpr Tl Dl of Potiinl 120 525800 e 1

| ¥ |
ERN218 [ saster Gadta . Ol of Packel e 53400 Ervpiyen Troe
| ¥ 3oy e 2B sl Arwiriinsies |

Trasaacton Dk
AT

AeiantTrg Fugoss
Cardeierca Alerces I
1 AIGEAS IPARTTILE |

Versdor

ity of Pascrune !
U U I

Payrend Trpn rd

x__“\ /

COST CRIECT APEROVED AMCLURT 5 o - 2
& $536.00 e m Afsch Reosgd |

7. Next, review each receipt (or affidavit) to ensure expenses are substantiated
accordingly.

Test Request e rawea

Summary Details * Receipls Print { Email = Hide Exceplions
Exceptions x
Expense Type | Date Amounl‘ Exception |
MiA

& Please provide conference agendafregistration receipt that shows any meal inclusions. Expenses are subject to review and approval by Supervisor, and if deemed of personal nature, will not be

reimbursed. /\

ya
Expenses View * & | Expense/| Receiptimage || Summary
| ‘ Transaction Date | Expense Type | Enter Vendor N... | *Additional Inf... | City of Purchase | Payment Type Amount | Adjusted Claim... ‘ : X
Totg//Amount: $500.00 | ltemized: $500.00 | Remainikg: $
v 08/11/2018 Hotel Best Western In... Anaheim, Califo...  Out of Pocket 3500.00

a 08/09/2018 Hotel Best Western In Anaheim, Califo Out of Pocket $250.00 $250.00
a 08/10/2018 Hotel Best Western In.. Anaheim, Califo. Qut of Pocket 5$250.00 $250.00
a 08/09/2018 Dinner Anaheim, Califo Qut of Pocket $36.00 $36.00

COST OBJECT APPROVED AMOUNT

& $536.00

8. Follow the steps above and review each additional expense. If a correction is
needed, click on the Send Back to User button in the top right of the screen.

19



0.

Apgrovah Foma  Fopasis  Rsgorh

Test ReqUesT mw e

=

T, Cowisiy » Ascagn » Pyt | Bl » i [ acapliora
L =
Luparas Frer Dl Ayt Lecwnlion
LT ﬁ"u—,—'— o > wgd Bl vhoes By e e mciepots [epecaay e saleect B reem e B IS By Jepaneee e 4 deprmsd of parsany mehae el ool be

it il
sanes Wen et € | g | Sy
Trihamn Cuts  Fagadas Ty P Vel B i .. | Doy of Peichal | Papme Bps Bl Al L6 o e e %
W .3 o ok Eaw® Fawinir Srarwrs Dok D o iPraciid S . i
& ez [ [ —— s, Gty Oyl ol it pM e [ '::"""
_ﬂ Lo AL ok e Forverr A, ity o Pl 1500 i
Errcirias Tips
&5 ST Pty derprgrs oy Ol ol Paci e e Fioiniluilvsolnl Aduinilciie
Tt Cady
(L2 L ]
LTSS —
Coreancd AReroed

Aridsren b

When sending back a report, please state the reasons for the return in the

Comment box and click on OK.

Send Back Report

Comment Hiiior}"
Date * | Entered By Comment Text

Agd 3 comment to explain why you are retuming the report. Then click OK to return the reper to the employse.

20
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10. If or when everything is correct, click on the Approve button in the upper right of
the screen.

Test Request mw s

Sy [ty = [=25F Prind | Pl 0

Enpevviar Sppr et Rovsimard | Eadwpbin

&mmmmnnm:mmmmmim Expras a0 et o revew and approed by Tuperer and 1 deerned of prieassl ndlens ol not e
il

Vaw ot & | Bemiebon || Ssowmary

Trarmaction e | [opeass Typs Troer Vender M. | “Addmioral Inf. Ciyof Purchass  Papre Typs l.l'ihll. Acjening Claim.. - | F—— ’!
v D LT Ficksil Bt Wamlern i Araheire, Cola . D of Poched 5530 00 |
& [ okl Bl erbnn e Brabere, Custy ot s Poched 82560 00 eww | TeeaTm
ol
5 LSl ] Haow Bl Wipber i Arghaere, Cuily Qo ol Posiar B5H b AR
Erpicpee Trow
S5 (21T o Argheie, Cula Dt of Pockst 53 00 M Paradiat sl A )
Temmacson Dnss
BT
et Trs Prpeiie
Cortmurce &fesden
Apdiboral inbwrrabon
‘wansm

11. To confirm your approval, read the agreement and click Accept.

Final Confirmation

Approver Electronic Agreement

By clicking "Accepl’ | cedify that the expense report and its accompanying receipls have been reviewed and are in
compliance with Cellege policy.

—

o
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2.6 Reviewing Expense Reports that you have Approved
1. On the left side of the screen click on the Approvals Avatar.

Y concur

® zﬁpproufals

>
8’ Approvals (
| Approvals Home Exr
Re

Requests

s
Reports é

2. Then click on Reports

Expense Report List

Reports Pending your Approval(0)

® Reports Pending your Approval
Reports you Approved this Month

l—

Reports you Approved last Month
Reports you Approved this Quarter
Reports you Approved last Quarter
Reports you Approved this Year
Reports you Approved last Year
All Reports you Approved

Report Name

3. Click on View and select the time period you want to look at.
4. You can use the selection options to narrow your search.

Expense Report List

All Reports you Approved

Report Name hd Begins With hd
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SECTION 3: DELEGATING

3.1 Setting up a Delegate
A delegate is someone who can create expense reports and travel requests on your behalf based on
the permissions you give them.

To set up a delegate:

1. From the Welcome Screen click on the Avatar and choose Profile Settings.

7 Concur  Home v )

| A Carere Evens

) s

2. Under Expense Settings in the left part of the screen, click on Expense Delegates.

Your Information
Personal Information
Company Information
Contact Information
Email Addresses

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers
F& (e Attendees
Inc. ational Travel

Expense Settings

Expense Information

Expense Delegates

T ense Preferences
« ense Approvers

Favorite Attendees

Expense Credit Cards

e aat e

3. Click the Add box in the top left to perform a delegate search for the person you
want to designate as the Delegate and click on the 2nd Add box.

Request Delegates

Dulsgatic Y, Dlegate Forf

Cesar Perfech
Er Cesar Perlecto 8 103 delepaie, Fou are BIsgRing parmiasan o Expenis ad Request
cperfactoi@pipeling sboo ady
Can Virw Retsipti Recervin Emisla
Ligon |D: cperlectogdpipaling shee adu
! murcle Fraind

4. To assign permissions to the Delegate, check the box by the person’s name and then assing
permissions accordingly by clicking on the appropriate permission checkboxes and then
click Save.
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Request Delegates

Dwisgaies | Dislagate For

Drstagabes ara amployess wha ane alloyed bo paricrm wirk o0 Bshall of ofber srrployeas
Expense and Fequesl shane delegates. By assigning pemissions 10 a desgale, you ang &

PETTTISIRTT 107 EApente and Reguetl e

MName Can Prepare Can View Receipts Recerr=s Emails

Perfacto, Copmr
cpaiisciofiapaing sbot sds

3.2 Acting As a Delegate

A delegate is someone who can create expense reports and travel requests on your behalf based on
the permissions you give them.

1. From the Welcome Screen click on the Avatar and then Click on Act as Another
User. Click on A Delegate for another user who has granted you this
permission. Then search for the person you want to act as Delegate for and click on

them in the dropdown

3 : @
£, Carlene Evans
G Act as Another User A
2C Actas @
() Mysetr

(®) ADelegate for encther user who has
granted you this permission

() An Administrator (Froxy) for other users

Q [perfect _3

‘ Perfecto, Cesar |

2. Ifthe person you are going to act as a Delegate for is not on the list, start typing their name
in. Then click Switch.

b ° @
£ Carlene Evans

3’; Act as Another User ~

J\': ActAs @
() mysett

@ A Delegate for another user who has
granted you this permission

O An Administrator (Proxy) for other users

Q, Perfecto, Cesar ~

ES
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3. You will then go to a new user screen. Note the name below “SAP Concur” and the
green box show who you are acting as. If your own name is showing, then you are
working on your reports (not theirs).

Special Note: you can only as a Delegate if someone has assigned you Delegate
permissions.

i
T Concur  Fome v

4. When done acting as a delegate, click the green box in the upper right of the screen.
Then click on Myself and then Switch.

: 8B Acting as Perfecto, Cesar

8 Currently acting as Perfecto, Cesar
G Act as Another User ~
2C Actas @

et )

() ADelegate for anather user who has
granted you this permission

(©) An administrator (Proxy) for other users

5. You will then return to your account. Click on the Avatar and check that your name
shows.

N
ET7 Concur  Home v @
4

A carlene Evans

:,C Act as Another User v
i§3 Profile Settings

() signout
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SECTION 4: OTHER RESOURCES

1. Concur Training Toolkit in Pipeline (middle section of Concur homepage; see pic below for
reference)

COMPANY NOTES

Concur Training Toolkit

Thiz link will provide information to utilise the Concur Expense System.

MY TASKS
] ] ]

2. Concur Training Website: https://www.concurtraining.com/pr

3. A Concur Manual will be available on the SBCC Fiscal Services website
(http://www.sbcc.edu/fiscalservices/).
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