Travel Quick
CREATE AN EXPENSE REPORT

Reference Guide

Updated December 12, 2019

TRAVEL APPLICATION

Expense

HEeLPFUL HINTS

e Reimbursement for travel expenses which have a business purpose and are paid with personal funding sources are

submitted through Concur expense and must include itemized receipts.

e Atravel request must be approved prior to submitting an expense report, with the exception of a non-travel expense.

PROCEDURE

1. To create an expense report, locate the approved request from the active requests screen. Click on expense.

Manage Requests MNew Request Quick Search
Active Requests (5)

Request Name v| Begins With v| | |
o ‘ Request Name ‘ RequestiD | Status | RequestDates” | Date Submitted Total | Approved ... | Remaining... | Action |
BTA - campus vists 94Uz approved 120112019 121102019 525000 $250.00 $25000  Expense
Mileage for campus visits
0673012020
[} Temecula, CA HAA Approved 1042019 1210902019 $570000  $570000  $570000
HR-SAP Conference

072019

2. Enter the required fields for the transaction, which are indicated with a red bar.

3. Check the box next to the request name to link the approved request to the expense report. Click on next.

Create a New Expense Report

Report Header

Policy Report Name Report/Trip Purpose

| Travel | v| I Temecula, CA | | Business Trip | v]
Trip Type Does this trip include personal travel? Personal Dates of Travel
IDnmaslm ‘ v| I No | vl | |
ReportTrip Business Start Date Departure Time Report/Trip Business End Date Arrival Time
I1‘VE|4J2[|19 ‘l I43[Iam |V‘ I11f[|7f2[|15 |‘ I1ﬂ 00pm ‘ "l
Cost Object Type Cost Object User Defined Personnel Area Employee D
I (CC) Cost Center ‘ A | I (2105120001) English | v ‘ ‘ | Test-UNL ctraveler2
Reason/Business Purpose Comments To/Fram Approvers/Pracessors
HR-GAP Conference ‘
Requests
Request Name Request ID Cancelled Request Total Amount Approved Amount Remaining |
Temecula, CA THAA Mo $5,700.00 $5,700.00 $5,700.00
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4. The travel allowance pop-up window appears. Click on yes if meals or lodging will be added to the report.

Travel Allowances x

Expense reports containing meals or lodging require a daily ltinerary be
created. Select “Yes' if this expense report includes meals or lodging and you
are ready to create an itinerary now. Select ‘No’ if meals or lodging will not be
included on this report OR you wish to skip this step (and will access the
itinerary screen at a later time).

IINo

5. Enter an itinerary stop for each final destination of the trip. Click on for each stop.
a. For aroundtrip, two itinerary stops will be created. Do not include layover stops.
b. Multi-stop trips require an itinerary stop for each destination.

Travel Allowances For Report: Temecula, CA 0 x

ocraateNew tinerary @) Avaiable tineraries &) Expenses & Adjustments

Itinerary Info

inerary Name Selection
Temeculs, CA | IUSGSA ‘v|

Departure City
Omaha, Nebraska ‘

O ‘ Departure City + | Arrival City ‘ Arrival Rate Location |

Ho ttinerary Rows Found
Date Time

anms ‘| |4 30 AM |
Arrival City

[remecue, caitormia ‘
Date Time

Iwwzuw ‘| Iguu an |

o=

6. Click on next.

Travel Allowances For Report: Temecula, CA Ox

OEdnmnerary 3) Available tineraries (3l Expenses & Adjustments

Itinerary Info
finerary Hame Selection
Temecula, CA | [usesa

O ‘ Departure City + |Amvn\ city Arrival Rate Location ‘ DZ“““:”:";’ . |
D Omaha, Nebraska Temecula, California RWERSIDE COUNTY, US-CA... mana, Nebraska
11/04/2019 04:30 AM 11/04/2019 09:00 AM Date =
O Temecula, California Omaha, Nebraska DOUGLAS COUNTY, US-KE, I ‘l I |
11/07/2019 12:00 PM 11/07/2019 09:40 PN
Arrival City
Date Time:
L B L |
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7. The itinerary is displayed. Click on next.

Travel Allowances For Report: Temecula, CA O x

4 Create New Hfinerary o Ayvailable tineraries 3 Expenszes & Adjustments

Assigned ltineraries

| Departure City Date and Time & Arrival City Date and Time Arrival Rate Location

@ Itinerary: Temecula, CA
Omaha, Nebraska 11/04/2019 04:30 AW Temecula, California 11/04/2019 09:00 AW RIWERSIDE COUNTY, US-CA, US
Temecula, California 11/07/2018 12:00 P Omaha, Nebraska 11/07/2019 09:40 PI DOUGLAS COUNTY, US-HE, US

Avallable ltineraries

| Current tineraries | W |

| Departure City | Date and Time & Arrival City Date and Time Arrival Rate Location

No Available tineraries Found

8. If applicable, check the box for any meals that were provided during the trip. Click on  Create Expenses |

Travel Allowances For Report: Temecula, CA 0O x

4 Create Mew Hfinerary 2 Available tineraries e Expenszes & Adjustments

Show dates from || tu| ||

Date/Location | Breakfast Provided Lunch Provided | Dinner Provided

11/04/2019 |
Temecula, California

11/05/2019
Temecula, California

Temecula, California

110712019
Temecula, California

o o o O
o o o O

]
170672019 E
O

Create Expenses Cancel
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9. The new expense screen appears. To add an expense to the report, select the expense type from the right-side menu.

Temecula, CA
Import Expenses Details v Receipts » Print / Email v

Travel Quick

Reference Guide
Updated December 12, 2019

[T BT Submit Report

EApen=es View = & | New Expense ‘ Available Receipts
O ‘ Date * | Expense Type Amount Requested
Adding New Expense Expense Type | |

No Expenses Found the expense on the left side of the page.

To create & new expenss, click the appropriats sxpense typs below or typs the sxpense type in the fisld sbove. To edit an sxisting expenss, click

All Expense Types

01. Transportation .03, Food/Meals
Airfare (commercial ticket) Weal (including tip)
Bus Rental Meals One Day Travel
Car Rental Official Func Exp-Agenda/Names
FuelGas 04. Mileage

Plane (state/private/r
Taxi'ShuttlerTrain/Bus

g onal Car
05. Office Expenses & Supplies
02. Travel Expenses Copy Chargss
Lodging Educational Supplies
Lodging/Conference Rate

Rental of Conf Facilities

Office Supplies
ResearchiLab Supplies

03. Food/Meals Supplies (Auto & Repair)
‘Groceries (in lieu of meal) 06. Other
TOTAL AMOUNT TOTAL REQUESTED Baggage & Airport Fees

$0.00 $0.00

.06, Other
Incidentals
Job Applicant
Laundry/Dry Cleaning
Misc Travel-parking/tolls/etc
Phone/Fax/Internet
Registration/Conf Fees
Subscriptions/Fees/Dues
Subsistence/Student Exp
Visa/Vaccinations (if required)
Personal Expense

10. Enter the required fields for the transaction, which are indicated with a red bar.

Temecula, CA
Import Expenses. Details * Receipls v Print / Email *

OB Submit Report

Expenses View v & | New Expense ‘ Available Receipts
] ‘ Date ™ ‘ Expense Type Amount Requesled|
Adding New Expense Expense Type Transaction Date Report/Trip Purpose

I Meal (including tip) |v | I 11105/2018 |‘ Iausinessmp ‘ v

Hobpagesshoud R Purpose Enter Vendor Name City of Purchase
[ | | Red Robin | |Temecu|a, Calfornia ‘
Payment Type Amount GSA Meal Rate
CashiPersonal Funds v| I 1487 [[uso [+]

Comment

Cost Object Type Cost Object

I (CC) Cost Canter | v | I (2105120001) English | v |

TOTAL ANOUNT TOTAL REQUESTED
$0.00 $0.00 [ temize | [ avocate | [ attach Receipt | [ cancel |

a. For expenses pre-paid by the university or state college, select Company Paidfrom the payment type

dropdown menu.

Payment Type
(Company Paid v

Cash/Personal Funds

Company Paid | —
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b. For expenses paid by the traveler, select Cash/Personal Funds.

Payment Type
I Cash/Personal Funds |
Company Paid/Mot Reir?lbursed

v

11. Click on Attach Receipt .

12. Browse and attach a receipt or use an available receipt.

Attach Receipt x

Click Browse and select a .png, .ipg, .ipeg, .pdf, .html, .tif or .tiff file for upload. 5 MB limit per file.
No Receipt? Create a missing Receipt Affidavit here.

File Selected for uploading:
No file selected

Or choose an image from your Available Receipts.

Available Receipts

Ue Ue

Seattle - hotel Seatile - taxi jpg ASUG
receipt.ipg Conference -

e

‘ Cancel ‘

13. To view the attached receipt, click on the receipt tab. Otherwise, click on save.

Termecula, CA RN < o
4 New Expense Import Expenses Details » Receipts v Print / Email »

Expenses Miew T € | New Expense H Receipt Image | Available Receipts
D ‘ Date ¥ | Expense Type Amount Requested ‘
Addr'ng New Expense Expense Type Transaction Date Report/Trip Purpose
| meat tncluding i) [v]  [raseoe E| [ousiessTio [~]
No Expenses Found Reason/Business Purpose Enter Vendor Name: City of Purchase
‘ | I Red Robin | I Temecula, California ‘
Payment Type Amount GSA Meal Rate
I Cash/Personal Funds ‘ - | I 1487 | | UsD | v |
Comment
Cost Object Type Cost Object
I {CC) Cost Center | v| I (2105120001} English ‘ ~|
TOTAL AMOUNT TOTAL REQUESTED _ - -
$0.00 $0.00 temize | [ Aocate ] [ Atach Receipt | [ cancel ]
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14. Continue adding expense types and attaching receipts.
15. When the expense report is complete, click on | Submit Report |

Temecula, CA

New Expense |

+ NewExpense | ImportExpenses  Defals»  Receiplsv  Print/Emai v
Expenses Viewr &
[} ‘Daie' |Expel|seType Amount Requested
Adding New Expense
[] 1082019 Meal (including tip) 5745 5745

Starbuck's, Temecula, Calfornia
[]  10s2018  Meal (including tip) s1487 $14.87
Red Robin, Temecula, California
[] 1052019 Meal (including tip) 5971 5971
Jay's Fish Shack, Temecula, Califor
[]  10s2019  Airfare (commercial ticket) s42155 842155
American Airiines, Temecula, Califo
[]  1es2ue  LodgingiConference Rate 5489.47 5489.47
Holday Inn, Temecula, Caifornia
TOTAL AMOUNT TOTAL REQUESTED
$943.05 $943.05

Updated December 12, 2019

Delete Report  [STEUECEN

Available Receipts.

Expense Type ‘

To create & new expens, click the appropriats expense type below or lype the expense type in the field above. To edit an existing expense, lick

the expense on the left side of the page.

@ Recently Used Expense Types

Meal (including tip)

Mileage/Personal Car
All Expense Types

01. Transportation

Airfare (commercial icket)

Lodging/Conference Rate

Wise Travel parking/olis/etc:

.03, Foad/Meals
Weal (including tip)

Bus Rental leals One Day Travel
Car Rental Official Func Exp-Agenda/Names
FuekGas 04. Mileage

Plane 5 Car
Taxi/Shutile/Train/Bus.

02, Travel Expenses
Lodging
Lodging/Conference Rate
Rental of Conf Facilties

03. Food/Meals

Groceries (in lieu of meal)

05. Office Expenses & Supplies
Copy Charges.
Educational Supplies
Office Supplies
Research/Lab Supplies
Supplies (Auto & Repair)

06. Other
Baggage & Airport Fees

Airfare (commercial ticket)

.06, Other
Incidentals
Job Appiicant
Laundry/Dry Cleaning
Wisc Travekparkinghtolis/etc
Phone/Fa/internet
Registration/Can’ Fees
Subscriptions/Fees/Dues
Subsistence/Student Exp
Visa/Vaccinations (if required)
Personal Expense

The expense report has now been submitted for financial approval. No further action is required.
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