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INTRODUCTION & OBJECTIVES

Introduction to Concur

The Division of Finance is pleased to announce the implementation of a new, state-of-the art
travel system. Beginning on July 1, 2020, Concur Travel and Expense (which we will, going
forward, refer to simply as Concur) will replace our current paper-based travel system and
become the system of record in facilitating all of your University travel needs.

Concur will integrate encumbrances, travel bookings, and expense reporting into a single
system of record. Through this technology, administrative functions will be consolidated,
thereby allowing you to seamlessly request travel, receive approval for travel, book travel,
and submit travel-related expenses. Concur brings the entire process and all the data
together in one place, so you can see and manage all your travel arrangements efficiently.

With the introduction of Concur, Direct Travel will be replacing Sunward Adventures as the
University’s new travel management company. Direct Travel will integrate with Concur to
fulfill employees’ travel booking arrangements, automatically transfer itinerary information
to expense reports and maintain the traveler’s rewards. More significantly, booking through
Concur allows quick access to view where University travelers are located and provide
assistance should the need arise.

Our strategy is to improve customer satisfaction, increase operational efficiency, streamline
processes, and improve transparency of travel and expense by automating the full process.

Objectives

By the end of this manual the user will be able to:

Set up your Concur Profile.

Use the Trip Search feature to look for travel estimates.
Create a Request.

Book Travel from an Approved Request.

Create an Expense Report.

Approve a Request and Expense Report.

Act as a Delegate or Travel Assistant/Arranger.

© N o bk wbhE

Use the Concur and Triplt Mobile Apps.
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OVERVIEW & BENEFITS

OVERVIEW

What is Concur?
Concur is a comprehensive web-based service that provides you with all the tools needed to create a travel
request, book travel and submit expense reports.

What can Concur provide?
Concur will provide an integrated and centralized approach that will replace the use of paper forms and
create a seamless experience in a single system to streamline the travel process.

What modules are included?
Concur includes four modules:

SAP Concur @ Requests Travel Expense App Center

« Request - This module is used to automate the travel request and approval process before incurring any
travel expenses.

« Travel - This module is used to book travel reservations: airfare, hotel, car rental etc., made through the
University’s contracted travel management company Direct Travel.

« Expense - This module is used to automate, manage and approve your travel expenses after travel
occurred.

o App Center - This module will help Rowan University and their travelers find apps that drive smarter
spending, easier travel, and effortless expensing. The App Center provides quick access to your favorite
apps and services, which can be linked to Concur. This allows an open door between the two services so
the data that needs to be shared can flow securely and automatically.

What are the benefits?
Administratively, Concur will allow us to:
+ Monitor and manage compliance for travel and expense;
+ Improve travel and expense reporting;
« Consolidate functions of travel and expense;
+ Leverage buying power on services provided by our vendors; and
+ Electronically collect, store, and manage receipts in adherence with University travel policy.

Functionally, Concur will:

« Simplify travel requests and approvals;

« Reduce time spent making travel reservations;

« Minimize the need of completing paper-based travel forms;

« Allow on-the-go capabilities through user-friendly mobile applications; and

« Provide pre-populated expense reports to assist users with the submission of travel reimbursements.

€@ RowanUniversity
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OVERVIEW & DEFINITIONS

Who can use it?
Staff and Faculty can begin using Concur effective July 1, 2020. Students and guests will be incorporated later
and will need to continue to use the paper-form procedure.

How do I register for training?

Instructions on how to register will be sent out in the Rowan Daily Mail. The transition to Concur will begin in
phases by campus starting July 1, 2020 and continue through December 2, 2020. Training will begin May 26,
2020 and you will be required to attend/participate before receiving access to Concur. This is to ensure your
profile is setup correctly in Concur, which will avoid delays that could potentially affect the processing of your
request, the ability to book travel or enter an expense report for reimbursement.

When is the last day to submit paper forms?
After December 2, 2020 the Accounts Payable Department will no longer accept paper forms.

CONCUR DEFINITIONS

Allocations - Used to assign the cost of the trip or purchase to multiple departments or FOAPALs.

AP Approver - This approver verifies all requests and expense reports are in compliance with the university
travel policy and procedures.

Approval Flow - A log of who the Travel Request/Expense Report will be approved by.

Audit Trail - A log of all actions taken on a Travel Request/Expense Report.

Cash Advance - Funds for meal per diem requested by the traveler before he/she attends a business trip.
Completeness Check - This individual is responsible for checking the report for policy compliance and
reviewing budgetary allocations. The Completeness Check individual and the Supervisor approver can be the
same person or different people depending on the needs of the department.

Concur Travel - Should be used to book airfare, car rental reservations, and hotel reservations through the
University’s travel management company (TMC), Direct Travel by using the online booking tool or booking
directly with a Direct Travel agent.

Conventions and Conferences - A convention or conference is defined as a formal scheduled meeting of a

recognized organization in which the University or Department maintains a membership, has an active area of
interest, or is necessary to the conduct of business of the unit or the mission of the University.
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DEFINITIONS

Cost Object Approver - Travelers often incur expenses on behalf of more than one department; this role will
ensure that transactions are routed to an authorized approver for the department incurring the expenses.
Meaning that no charges will post to your department’s FOAPAL without review by authorized individuals in
your department. Cost object approvers review transactional activity from a financial perspective to ensure the
accuracy of assigned FOAPAL and availability of budgeted funds.

Day Travel Expense Report - Travel for official University business without the need of an overnight stay.
Day Travel does not require a Request or Encumbrance Approval Number (E#), and can be submitted for
reimbursable expenses such as mileage, parking, tolls, registrations, etc.

Default Approver - This approver is responsible for a review of policy compliance, travel approval, and
funding verification. Typically this approver is an employee’s immediate supervisor and can also serve as

the Department Head depending on the needs of the department. The default approver will review and
approve both the travel request and expense report. This approver is also responsible for verifying all required
supporting documentation is attached to the request and expense reports.

Default Approver 2 - This approver is the Division Head who is responsible for the College or Division and
ensures that a traveler’s activity is compliant, reasonable, appropriate in the context of his/her business
purpose, and allowable by University policy. This role also oversees situations that are not specifically
authorized or require exceptions to the travel policy.

Delegate - An employee who is granted permission to act on behalf of another employee to perform tasks
within Concur. Delegate permissions are for Request, Travel booking and Expense. You will also need to add this
delegate as an Assistant/Travel Arranger to allow them to book travel via Concur.

E-Receipt - An electronic receipt or invoice for a travel expense. An itemized receipt must be submitted for any
expenditure of $25 or more and must identify:
1. The date of purchase
The vendor name
Itemized list and unit price of the purchased items
Sales tax
The total amount paid

ok w

Ethics Approver - This approver is the Ethics Liaison Officer who will review the request and supporting
documentation such as the Request for Approval for Attendance at Events form for non-University funded travel
to determine whether the outside activities are permissible in accordance with the Conflicts of Interest Law, the
Uniform Ethics Code, N.J.A.C. 19:61-6.8, and other applicable agency supplemental code or authority.

Expense Report - A report that is created after expenses are incurred which requests reimbursement for out-of-
pocket expenses, and to reconcile any University paid transactions including Ghost Card transactions.
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DEFINITIONS

Expense Types - List of expenses that the traveler can incur.

Export Control Approver - This approver verifies that the export control training and International Travel
Checklist was completed as mandated by the Office of Research Compliance.

FOAPAL - The Fund-Org-Account-Program where the travel expenses will be charged to.

Frequent Traveler Programs - Loyalty programs that are offered by many airlines, hotels, and car rental
agencies. Also known as Frequent Flier or Mileage programs.

International Travel - Official University business in, to, or from a destination that is NOT in the United States
(including its territories and possessions).

Official University Business - Includes all business travel, including attendance at meetings and gatherings,

other than “Conventions and Conferences” or “Staff Training and Development Seminars, Continuing Educa-

tion,” that has been approved by the appropriate authority. Board of Trustees meetings and board committee
attendance are included in this category.

Personal Expense - An expense for personal items such as clothing, luggage, toiletries, newspapers,
magazines, movies, or other entertainment.

Proof of payment - May take many forms, for example cash register receipt, copy of an order form, web receipt,
email confirmation of payment and canceled check.

Preferred Vendor/Supplier - A mutual agreement between airlines, hotels, and/or car rental agencies and
individual companies to promote increased bookings with vendor-specific suppliers; therefore, a higher dis-
count and travel benefits is earned by the company.

Request - A Travel Request is submitted by the traveler with estimates of travel expenses for an overnight trip.
The Request must be approved prior to making any travel reservations and or completing an Expense Report.

Request Header - The traveler will provide basic information regarding his/her trip.

Segments - This is where the traveler will enter all travel itinerary information related to the trip including Air,
Car, Hotel, and Rail information.

Staff Training and Development Seminars, Continuing Education - Includes all regularly scheduled training
and development.

Travel Arranger - An employee who is granted permission to book travel on behalf of another employee and
will receive email confirmations for the travel the arranger has booked.

Travel Assistant - An employee who is granted permission to book travel on behalf of another employee, mod-
ify user profile as needed, and receive travel email notifications in regards to the employee’s travel regardless of
who made the reservation.
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DEFINITIONS & ICONS

Triplt - An application that can be used by the traveler which shows all information regarding a trip in one
place.

Waypoint - A location on a map where you are traveling from or to.

ICONS
You may encounter the following icons while using Concur:
Icon Description
0 Indicates an exception must be resolved before submission.
& Indicates a warning but does not prevent submission.
0 @ @ Indicates the air, car rental, hotel, and train segments that a user can add to
' a Request.

Indicates that the expense entry in a Request has been partially allocated.

Indicates that the expense entry in a Request has been fully allocated.

Indicates that the item is allocated to a budget you manage and requires
your budget approval.

Indicates that an expense entry has an Optical Character Recognition (OCR)
receipt (for example, Expenselt)

Indicates that the approver sent a Request or Expense Report back to the
submitter with comments.

Indicates that the expense or report contains a comment.

O® o DN e

Indicates that a receipt is required for the expense.

Indicates that an expense has a receipt attached to it.

Indicates that an e-receipt is available in Available Expenses.

Indicates that the expense entry in a Expense Report has been partially
allocated.

Indicates that the expense entry in an Expense Report has been fully
allocated.

Indicates that the expense entry was created in the Mobile app.

Indicates that the Expense Report has been reviewed by a delegate and is
ready for delegator review and submission.

0 ® ®© 0O

€@ RowanUniversity

INFORMATION RESOURCES & TECHNOLOGY



LOGGING IN & HELP

LOGGING IN TO CONCUR

1. Visit go.rowan.edu/ConcurTravel.
2. Enter your Rowan Network Username and Password.

Rowan Network Username: e

Rowapﬂ I |
UI]IV@I'SIty Password:

LOGIN
D n n Need Help? Don't know your password?

3. Select LOGIN.
4, Complete Duo Authentication if prompted.

CONCUR ONLINE HELP

You can access other resources such as videos and quick reference guides on Concur’s website.

1. From the Concur home page, select Help in the upper right corner.

SAP Concur Requests Travel Expense App Center

© RowanUniversity + 01 00 01
New Authorization Available Open
Hello, Test Traveler Requests Expenses Reports

2. Select Training.

Training

Travel Help
Expense Help
Request Help

Processor Privacy Statement

€@ RowanUniversity
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HOME PAGE

Help ~

SAP Concur @ Requests Travel Expense App Center ®

Profile ~
L

€ RowanUniversity + 01 00 01
4 . New Authorization Available Open
Hello, Test Traveler Requests Expenses Reports
TRIP SEARCH ALERTS | 7.
‘h I g @ ~s a Rowan University employee, you are sligible for a free Triplt Pro subscription. Not right now
- @ vou haven't signed up to receive e-receipts. @ Sign up here
Please start Request / Approval prior to booking Travel
Mixed Flight/Train Search COMPANY NOTES | 8.
| RoundTrig | OneWay Muti City |
From € Concur Training Toolkit
YPHL' Philadelphia Inil Airport - Philadelphia, PA | This link will provide infermation to utilize the Cancur Expense System,
Find an airport | Select mulipie airports
To@ D)
‘ rival city, airport or frain statior | Direct Tm\,CI

Welcome to Concur, Managed by Direct Travel

Find an airport | Select multiple airports

= e

Read more

Show More .
Open Requests - Available Expenses—» Open Reports -

MY TRIPS (0) =2 03/10 Request-Audit Rules You currently have no available 02126 Test

Travel expenses §80.75
You currently have no upcoming trips

OVERVIEW OF CONCUR HOME PAGE

Once you have signed in, you will be on the Concur home page. The home page provides quick access
to the tools you need to book a trip and manage your expenses.

1.
2.
3.

weND

Menu - View all your requests, expenses, and approvals (if you have approval permission).

Help - View training materials to help you use Concur.

Profile - Provides access to verify personal information for travel purposes, set up preferences,

designate delegates, etc.

Quick Task Bar - Provides direct access to create a new request, a new expense report, upload

receipts or view past requests and open reports.

Trip Search - Use to gain estimates for airfare, car rental, hotel reservations, and train ticket for your request.
Do not book your travel using this trip search feature and instead book travel from your approved

request.

My Trips - Lists your upcoming trips.

Alerts - Displays informational alerts about travel features.

Company Notes - Displays Rowan University specific information.

My Tasks - Displays the number of open requests, available expenses, and open expense reports. If you are

an approver, the open request section will be required approvals.

To return to the Concur home page from any other page, select the Concur logo

11

on the top left corner of the screen.
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PROFILE SETUP

Complete your Concur Profile in its entirety prior to traveling on official University business or completing day
travel. Sections of the profile will be auto-populated with your personal information, which is uploaded from
Banner into Concur. This information will need to be verified by the traveler. Any adjustments to the uploaded
information will need to be addressed with Accounts Payable, contact asktravel@rowan.edu. Confirming this
information will guarantee your travel requests and expense reports are properly routed for a more efficient
experience. Additionally, Concur provides customizable options to meet all your travel needs. Take a few
minutes to complete your profile.

PERSONAL INFORMATION

1. From the Concur home page, select Profile on the top right corner of the screen.

Test Traveler Traveler

2. | Profile Settings Sign Out

2. Select Profile Settings.
+ You will see five categories of settings on the left menu: Your Information, Travel Settings,
Request Settings, Expense Settings, and Other Settings.

3. Begin setting up your profile by selecting Personal Information on the left menu of the Profile page.

SAP Concur |C] Requests Travel Expense Approvals Reporting ~ App Center e 0
rofile =

Profile Personal Information Change Password System Settings Concur Mobile Registration Concur Mobile Devices Travel Vacation Reassignment

Your Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
Intemational Travel
Frequent-Traveler Programs
Assistants/Arrangers

Request Settings
Request Information
Request Delegates
Request Preferences
Requast Approvers
Favorite Attendees

Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Personal Car
Favorite Attendees

Other Settings
E-Receipt Activation
System Settings
Connected Apps

€@ RowanUniversity
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Profile Options

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact information

Company Information
Your company name and business address or your remote
location address

Credit Card Information
You can store your credit card information here so you don't have
to re-enter it each time you purchase an item or service.

E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts from
participating vendors.

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel
manager.

Request Preferences

Select the options that define when you receive email notifications.

Prompts are pages that appear when you select a certain action,
such as Submit or Print.

Personal Car
Personal Car

Concur Mobile Registration
Set up access to Concur on your mobile device

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

Contact Information
How can we contact you about your travel arrangements?

Setup Travel Assistants
You can allow other people within your companies to book trips
and enter expenses for you

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences.

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

Expense Preferences

Select the options that define when you receive email notifications.

Prompts are pages that appear when you select a certain action,
such as Submit or Print.

Change Password
Change your password

12



PROFILE SETUP

Fillin the information that states [Required]. Each section of the profile must be completed before proceeding
to the modules. All profile sections and travel settings are important. This data will be used to link your
information when entering requests, booking travel and completing expense reports.

Note: [Required] will always display, even after you complete the field.

Profile

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Reqguest Settings
Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Personal Car
Favorite Attendees

Other Settings
E-Receipt Activation
System Settings
Connected Apps

Personal Information

Change Password System Settings Concur Mobile Registration Concur Mobile Devices Travel Vacation Reassignment

My Profile - Personal Information

Jump To: [ Personal Information v Choose
Disabled fields (gray) cannot be changed. If there are errors in these fields, contact your company's travel administrator.

Fields marked[Required] and [Required™] (validated and required) must be completed to save your profile.

Change m
Picture
/\ Important Note

Your Name and Airport Security: Please make certain that the first, middle. and last names shown below are identical to those on the photo identification that you will be presenting at
the airport. Due to increased airport security, you may be turned away at the gate if the name on your identification does not match the name on your ticket

Title First Name[Required] Middle Name[Required] Nickname Last Name[Required] Suffix

|
v ‘ Test Traveler | | Traveler | v

) No Middle Name

Company Information Go to top
Employze ID

Manager Org. Unit/Division Employee Position/Title

Test Approver Approver v

Work Address Go to top

Company Nams

Street
‘201 Mullica Hill Road

+ Fields that are in gray, such as name and employee ID, have been auto-populated from Rowan data and
cannot change. Verify that this information is correct.

+ Ifany of the gray fields are incorrect, contact asktravel@rowan.edu.

+ Verify the first, middle and last name is identical to the photo identification you will be presenting at
the airport. If your name is not identical, please adjust your name to match your photo identification.

WORK & HOME ADDRESS

Work and home addresses are required to ensure you are accurately paid for car mileage.

1. Typeinyour work and home addresses.

2. Select Save.

13
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PROFILE SETUP

CONTACT INFORMATION

1. Scroll down to the Contact Information section. Enter your work and home telephone numbers.
2. You can also register and manage your mobile devices. By registering your mobile device you will have
access to travel applications and travel alerts. Select Add a new device.

Concur Mobile Devices

Device Name
Register and manage your mobile devices here. ‘ ’
Device Type
E +1 856-2564043 ) [ Unknown ¢
e Add a new device »| T ——
Primary Mobile Phone ooo A e o
=1-1-} . .
Use for Safety and [ United States '] ’
Business Text Message o .
Alerts Primary Mobile Phone
| agree to receive recurring risk, safety and
. . other business-related autodialed text
Edit Device » messages to this number from my Providing
Entity of the Risk Messaging Service
3. Enter the information regarding the device. o
= Message and data rates may apply
= Frequency of text messages varies
4. Select o K. = Terms and Conditions and Processor Privacy
Statement
= Opt-out by replying STOP, or request more
5 . Select Save_ information by replying HELP. Agreement to

receive an autodialed text is not a condition of
purchasing a good or service.

= If you opt-out, you may continue to receive
emergency texts from your Providing Entity.

OK [Cancel
VERIFY YOUR EMAIL ADDRESS [ock
By verifying your email address, Concur can associate your email address with your Concur account. Once
your email is verified, you or your expense delegates can email receipts to receipts@expenseit.com. The
receipt will automatically be uploaded to Concur and available in your receipts gallery.

1. Scroll down to the Email Address section.
2. Your Rowan email will be listed under Email Address, select the Verify link.

Email Addresses Go to top

Please add at least one email address

P How do | add an email address?

P Travel Arrangers / Delegates

» Why should | verify my email address?
» How do | verify my email address?

@ Add an email address

Email Address Verification Status Verify Contact? Actions

Email 1 testtraveler@rowan.edu Not Verified I Verify I Yes &

3. Check your email for a verification code from Concur.
4, Copy the verification code from the email and paste it into the Enter Code field next to the email address.

Verification Status Verify
ep Check email for code Resend | Cancel

I%nterCoda B

5. Select OK.
6. Anew window will appear stating your email address has been verified. Select OK.

€@ RowanUniversity
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PROFILE SETUP

ADD A PERSONAL EMAIL

You can add a personal email if you would like copies of your request and expense notifications sent to
another email.

1. Select + Add an email address.
2. Typeinyour personal email address.

Email Addresses

Go to top
Please add at least one email address.

p How do | add an email address?

p Travel Arrangers / Delegates

P Why should | verify my email address?

P How do | verify my email address?

I @ Add an email address I
Email Address

Verification Status Verify Contact? Actions
Email 1 testtraveler@rowan.edu Not Verified Verify Yes &
Enter email address Contact for Travel Notifications? OK | Cancel

“ ’ Yes @No

3. Select Yes if you would like to be contacted for travel notifications on that email.
4. Select OK.

5. Follow the steps in this manual under Verify your email address.

EMERGENCY CONTACT

1. Scroll down to the Emergency Contact section.

Emergency Contact

Name Relationship
| I J
Street
Address same as employee
Yz
City State/Province Postal Code
Country/Region Phone Alternate Phone
United States of America s

n |

2. Typeinyour emergency contact’s information. This person will be contacted if there is an
emergency during your travel.
3. Select Save.

€@ RowanUniversity
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PROFILE SETUP

TRAVEL PREFERENCES

1. Scroll down to the Travel Preferences section.

Travel Preferences Go to top

o Activate your complimentary Triplt Pro subscription to receive real-time flight alerts X
and helpful reminders.

Eligible for the following discount travel rates/fare classes

L AAAICAA || Government || Military || Seniorl/AARP

Air Travel Preferences @

Seat Seat Section Special Meals Ticket Delivery

|Window A || Don't Care ¥ || Regular Meal A | E-ticket when possible ¥

Preferred Departure Airport @ Other Air Travel Preferences Medical Alerts
| PHL | NEWARK INTERNATIONAL ||

Hotel Preferences

Room Type Smoking Preference Message to Hotel Vendor @

King A\ || Non-smoking ¥ _|Foam pillows [ /Rollaway bed | ICrib

| prefer hotel that has:
| lagym | |apool | |arestaurant | | room service | | Early Check-in

Accessibility Needs
(5. |_IWheelchair access || Blind accessible

Car Rental Preferences

Car Type Smoking Preference  Car Transmission

| Economy Car v || Non-smoking ¥ | |Automatic A | | In-car GPS system

Message to Car Rental Vendor €

2. Add any of your travel preferences for air, hotel, or car rental.
+ When you book travel using Direct Travel your preferences will be saved and your search results will
be personalized.
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PROFILE SETUP

FREQUENT-TRAVELER PROGRAMS

If you participate in frequent traveler rewards programs, you can add them to your profile to receive the
normal benefits of booking through those vendors.

1. Scroll down to the Frequent-Traveler Programs section.

Frequent-Traveler Programs

Your Frequent Traveler, Driver, and Hotel Guest Programs I @ Add a Program I

No programs defined

2. Select+Add a Program.

3. Anew window will open which allows you to enter up to 5 travel programs at a time.

Add Travel Programs 4. Nextto number 1, select the
circle under the icon for the

Please enter programs EXACTLY as they appaar on your card, excluding spaces and dashes. Do not add any additional characters. Do not include the carrier code. If you
enter a program incorrectly, you will get a profile error from the reservation system

For example, if your card is printed "AA12345" or "John Doe/12345", your program number is "12345" type Of p rogra m yo u Wa nt to
The page allows you to enter up fo 5 travel programs at a time. First, select the type of program (carrier name, car rental, or hotel). Then, select the name of . .
the company from the adjacent list Finally, enter the program number (frequent traveler number, etc ). a d d (a | rl| n e/ ral l, ca r’ or h Ote l) .
AR = = ‘Aisrf:lai!lCame-r | ‘Frequem Traveler / Driver/ Guest Number | Search (I"\’is vendor 5 . SeleCt th e d ro p_d own un d er
1 . [ ) elect a carrier ¥ I . . .
PR A Ao Air/Rail Carrier and select the
5 @ ) | Select a carrier v| | | # name ofthe company.
. AirfRail Carrier Frequent Traveler / Driver/ Guest Number Search this vendor
34_‘.5 N Eowe 7 | ! @ 6. Under Frequent Traveler/
+ Q '.=| Air/Rail Carrier Frequent Traveler / Driver/ Guest Number Search this vendor D rive r/G u est N u m be r’ type
O ‘ Select a carrier v | ‘ | 4 .
& in the program number, or
PR AirfRail Carrier Frequent Traveler / Driver/ Guest Number Search this vendor .
5® O O [selctacerier v \ | < code exactly as it appears on

[ s com your card, excluding spaces
and dashes. Do not add any
additional characters, or the carrier code. If you enter a program incorrectly, you will get a profile error
from the reservation system.
7. Repeat steps 4-6 for all your travel programs. Select Save.
8. Under your frequent traveler programs, there is a travel network agreement. Select | Agree to connect all
your rewards programs.

My travel network, all your reward programs connected in one place

By connecting your reward programs, if you book with participating providers, you'll receive your negotiated rates and amenities, get e-receipts, and your
travel plans any time on any device, using Concur or Triplt

Important terms and conditions apply
Concur must share information with travel partners as part of connecting your accounts. Learn more about how your information is shared and e-receipts.

By clicking "l Agree” below, you agree to the terms above and acknowledge that you have reviewed the information on data sharing.

[ | Agree ] No Thanks

€@ RowanUniversity
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PROFILE SETUP

ADVANTAGE PROGRAMS

1. Scroll down to the Advantage Programs section.
2. Ifyou have advantage programs, such as AAA or Veterans advantage select + Add a Program. This will
give you discounts when booking on Amtrak.

Advantage Programs

Your Advantage Programs for Travel Discounts I @ Add a Program I

No programs defined

3. Anew window will open which allows you to enter up to five advantage programs at a time.
Add Travel Programs

Please enter programs EXACTLY as they appear on your card, excluding spaces and dashes. Do not add any additional characters. Do not include the
carrier code. [f you enter a program incorrectly, you will get a profile error from the reservation system
For example, if your card is printed "AA12345" or "John Doe/12345", your program number is "12345"

The page allows you to enter up to 5 advantage programs at a time. Select the name of the company followed by the program number and
the card expiration date

1 AirRall Carrier

Advantage Program

‘ Select a carrier

Ml )

2 AirfRail Carrier

Advantage Program

‘ Select a carrier

Ml v

3 AirfRail Carrier

Advantage Program

‘ Select a carrier

Ml )

4 AirfRail Carrier

Advantage Program

Advantage Program Number Expiration Date
Advantage Program Number Expiration Date
Advantage Program Number Expiration Date

\ |[=] )

Advantage Program Number Expiration Date

‘Selecla carrier v | ‘ v | ‘ Hm ‘

5 AirRail Carrier Advantage Program Advantage Program Number Expiraticn Date

‘Selecla carrier v | ‘ v | ‘ Hm ‘

Save Cancel

4. Use the drop-downs to select the air/rail carrier and advantage program.
5. Enter the Advantage Program number and select the expiration date with the calendar icon.
6. Select Save.
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PROFILE SETUP

TSA SECURE FLIGHT

The TSA Secure section is required and must be completed. If this information is not provided, you may be
subject to additional screening or denied transport or authorization.

1. Scroll down to the TSA Secure Flight section.
TSA Secure Flight

The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided, you may be
subject to additional screening or denied transport or authorization. TSA may share information you provide with law enforcement or intelligence agencies or others
under its records notice. For more on TSA privacy policies or to view the records notice and the privacy impact assessment, see the TSA's web site at
WWW.TSA.GOV.

Gender [Required] Date of Birth (mm/ddlyyyy)[Required] DHS Redress No.@ TSA P!’E( Known Traveler Number@
' Male (@ Female |m*".f”‘-'**““ | | | | |

2. Select your gender.
3. Enteryour Date of Birth as (mm/dd/yyyy) or select on the calendar and select your date of birth.
4. Ifyou have a DHS Redress No. or TSA Pre Check number, type the numbers in the appropriate fields.

INTERNATIONAL TRAVEL: PASSPORTS AND VISAS

1. Under the International Travel: Passports and Visas heading either check “I do not have a passport” or
select +Add a Passport.

International Travel: Passports and Visas Go to top

Adding your passport information to your profile will allow us to include it in your reservations. Having this information in your reservation can make international
travel a little easier.

Passports | © Adaapasspor |

| I'do not have a passport

International Visas

2. Ifyou selected +Add a Passport, type in your passport information.
« Ifyouinclude your passport, Concur will remind you to renew your passport when it nears expiration.
3. Ifyou have an International Visa, select +Add a Visa.
4. Type invisainformation.
5. Select Save.
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PROFILE SETUP

ASSISTANTS AND TRAVEL ARRANGERS

An Assistant/Arranger is an employee who is allowed to book travel in Concur on behalf of another
employee.

You can assign more than one Travel Arranger, but you can only have one primary assistant.

In order for the Travel Assistant/Arranger to book travel, they must also be added as a Delegate. This will
give them access to the Request and Expense Report related to the travel.

To add a Travel Assistant/Arranger:

1. Scroll down to the Assistants and Travel Arrangers section.

Please select the individuals within your organization that you would like to give permission to perform travel functions for you.
Refuse Self Assigning Assistants @

Your Assistants and Travel Arrangers

Ia Add an Assistant I
Can book travel?e P4 ﬁ

Praviewer, Test Previewer

2. Select + Add an Assistant.

3. Anew window will appear. Use the search field to type in the name or email address of the employee you

wish to add as an Assistant/Arranger.

Add an Assistant 4.When the name appears, select the name.
5. Under the search bar, you will see two
Please select the individuals within your organization that you would like to permissions.
give permission to perform travel functions for you.

« Can book travel for me (Travel Arranger)

Assistant - the employee can book travel on

| | your behalf and will receive email
| lca" pook tavel f{frtmif . confirmations for the travel the arranger
sm rimary assistant for travel”

*Indivi;EaEs.-';roups with no work phone number in their profile has booked.

cannot be designated as primary assistant for travel.  Is my primary assistant for travel

‘ (Primary Assistant) - the employee can
book travel for you, modify your user
profile as needed, and receive travel email
notifications in regards to your travel regardless of who made the reservation.

6. Select the permission you wish to grant.
7. Select Save.

To edit or delete Travel Assistant/Arranger:

1. From the Assistants/Travel Arrangers page, select the trash can icon next to the person’s name you would
like to delete.

2. To edit the person’s permission, select the pencil icon.
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PROFILE SETUP

CREDIT CARDS

21

Rowan University’s company card will be auto-populated for travel expenses. You can add your personal
card but all your personal transactions will be uploaded. If you choose to extend a business trip for personal
reasons, it is recommended that you call Direct Travel to make your arrangements.

1. Scroll down to the Credit Cards section.
2. Select + Add a Credit Card.

Credit Cards Go to top

You currently have the following credit cards saved with your profile.

Ia Add a Credit Cardl

You currently have no credit cards saved.

3. Anew window will appear. Enter all required information.

Add a Credit Card * Required

Enter the appropriate information for the credit card you'd like to use below. Use the "Display Name" field to label the card so you can easily identify and select it when using
features that require a credit card transaction.

Display Mame {e.g., My Corporate Card) * Your name as it appears on this card *
i| | |Mehssa Meireles

Card Type * Credit Card Number * Expiration Date *
| a| o _v)[emo v

Use this card as the default card for:
| carRentals [_| Hotel Reservations

Billing Address

Enter the billing address for this credit card below. If this is a personal credit card, the billing address will typically be your home address. If it's a company card, the billing
address might be your company address. The billing address must be the address where the bills for this card are currently delivered, not where you would prefer they be
delivered. This information is used to verify your identity during credit card transactions. Your credit card may be declined if your billing address is inaccurate.

Billing Addresses longer than 30 characters may cause certain Airlines (Direct Connects and Web Bookings) to decline your credit card. Please abbreviate long addresses if
possible.

Street *
Tip: If you complete your personal profile, we'll fill in this
address information for you each time you add a new card.

b

City * State * Zip/Postal Code *

| ‘ ‘ Mone Selected v |

Country *

| United States of America v

4. Select Save.
5. Your credit card will be added. Select Save.
6. Select Go to top.
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REQUEST SETTINGS

Once you have completed all your personal information and travel preferences, select Request Information on
the left menu of the My Profile page.

Profile

Your Information

Personal Information
Gompany Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Request Settings
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Personal Information

Change Password System Settings Concur Mobile Registration Concur Mobile Devices Travel Vacation Reassignment

My Profile - Personal Information

Jump To: | Persanal Information

a
Disabled fields (gray) cannot be changed. If there are errors in these fields, contact your company's travel administrator.

Fields marked[Required] and [Required™] (validated and required) must be completed to save your profile.

Change
Picture
/A Important Note

Your Name and Airport Security: Please make certain that the first, middie, and last names shown below are identical to those on the photo idenfification that you will be presenting at
the airport. Due to increased airport security, you may be turned away at the gate if the name on your idenfification does not match the name on your ticket

REQUEST INFORMATION

Your Request Information will appear.

Request Information

User Group
Test Faculty
Program

(15) Student Services

Title First Name[Required] Middle Name[Required] Nickname Last Name[Required] Suffix
v || Test Traveler ‘ || Traveter ' v
1# No Middle Name

Company Information Go to fop
Employee 1D

testtraveler

Reimbursement Currency Fund Department/Org
US, Dollar W | (10115) VP Reserve (54002) Admissions

« Your departmental account information has been auto-populated.

Verify the accuracy of the information. If any of the information is incorrect, contact

asktravel@rowan.edu.
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REQUEST SETTINGS

REQUEST DELEGATES

« Adelegate is an employee who is granted permission to act on behalf of another employee to perform tasks
within Concur.

« Adelegate will need the same level or higher permission to act on your behalf.

« Delegates can prepare Requests and Expense Reports but the traveler must review them for accuracy and
submit them.

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

« Onceyou add the delegate under Request, the delegate will be added to Expense Delegates automatically.

+ If you would like the delegate to book travel via Concur on your behalf, you will also need to add them as an
Assistant/Travel Arranger.

To add a Delegate:

Request Settings

H H Request Information
1. From the profile settings page, select Request Delegates on the left menu.
2. You will see two tabs: Delegates and Delegate For. On the Delegates Tab, select Add. Request Preferences
Request Approvers
RequeSt De'egates Favorite Attendees

Delegates | Delegate For

B e

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

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

Name Can Prepare Can View Receipts Receives Emails Can Approve Can Approve Temporary Can Preview For Approver Receives Approval Emails

No records found.

3. Usethe search field to type in the name or email of the person you wish to add as a delegate.
4. Alist of names/emails will appear. Select the appropriate person.
5. Check the boxes that correspond to the permissions you are granting the delegate.

Traveler Permissions available to assign to a delegate:
« Can Prepare - Allows the delegate to prepare Requests and Expense Reports on your behalf. However,

the delegate cannot submit the Request/Expense Report.

« Can View Receipts - Allows the delegate to view electronic receipts that the traveler has sent to Concur.
This will automatically be checked when you select “Can prepare.”

« Receives Emails - The delegate receives a copy of email notifications.

Delegates | Delegate For

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

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

Name Can Prepare Can View Receipts Receives Emails
Previewer, Test Previewer 7 7| v
testpreviewer@rowan.edu

Note: It is recommended that you grant a delegate all permissions if you choose the “Can Prepare”
permission.

€@ RowanUniversity
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REQUEST SETTINGS

Approver Permissions available to assign to a delegate:

« Can Prepare - Allows the delegate to prepare Requests and Expense Reports on your behalf. However,
the delegate cannot submit the Request/Expense Report.

« Can View Receipts - Allows the delegate to view electronic receipts that the traveler has sent to Concur.
This will automatically be checked when you select “Can Prepare.”

« Receives Emails - The delegate receives a copy of email notifications.

« Can Approve - Allows the delegate to approve Requests and Expense Reports on the approver’s behalf.

« Can Approve Temporary - Grants approval permission to your delegate for a specific time period.

« Can Preview for Approver - This can be used as an additional level of review before the approver
reviews the Request. A previewer cannot approve or reject a Report but they can send it back to the
traveler if something is missing/incorrect.

« Receives Approval Emails - The delegate will be copied on emails about Requests and Expense Reports
pending approval.

Request Delegates

Delegates | Delegate For

e ——

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

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

Can Can View Receives Can Can Preview For Receives Approval
Name Prepare Receipts Emails Approve Can Approve Temporary Approver Emails

Savage, Jennifer
savagejlAT|rowan.edu@pprd-
test rowan edu

Note: The screenshot above belongs to a manager who is a traveler and an approver in Concur.
6. Select Save. You will see “your changes have been saved” on your screen.
The delegate can now log in into their Concur account and perform tasks on your behalf.

To delete a user from your delegate list:
1. From the Request Delegates page, check the box to the left of the name of the person you want to delete.

Request Delegates

Delegates | Delegate For

oo

Delegates are employees who are allowed to perform work on behalf of other employees.
Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request.

Can Can View Receives Can Can Preview For Receives Approval
Name Prepare Receipts Emails Approve Can Approve Temporary Approver Emails

Savage, Jennifer
savagej ATlrowan.edu@pprd-
testrowan.edu

2. Select the Delete button above the list of delegates.
3. Anew window will ask if you are sure you want to delete the selected delegate, select OK to confirm
deletion.
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REQUEST SETTINGS

To view who you are a delegate for:
1. From the Request Delegates page, select the Delegate For tab.
2. Review the people who have granted you delegate status and what permissions you have been granted.

Request Delegates

Delegates | Delegate For

This employee may act as a delegate for the listed employees.

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

Can Can View Receives Can Can Preview For Receives Approval
Name Prepare Receipts Emails Approve Can Approve Temporary Approver Emails
Hegel, Mary 7 <
hegellATirowan edu@pprd-
test.rowan.edu
Meireles, Melisza v v

meireles|at|rowan. edui@pprd-
test rowan_edu

You have the ability to remove yourself as the delegate for another person. Check the box next to the
person’s name then select delete.

REQUEST PREFERENCES

Provides the ability to define when you receive an email notification.

Request Preferences

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

Send email when...

The status of a request changes
A request is submitted for approval

Prompt...

| For an approver when a request is submitted

1. From the Profile Settings page, select Request Preferences on the left menu.
2. Select or deselect the email notifications you would like to receive.

Note: We recommend you leave these selected until you see the email notifications and then determine
which emails would be beneficial to you.

€@ RowanUniversity
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REQUEST SETTINGS

REQUEST APPROVERS

1. Select Request Approvers on the left menu of the profile page.

2. The Request Approvers’ page will populate. Your requests will be sent to these approvers once you
submit them.

Default approver for your Requests Default approver 2 for your Requests
Search by employee name, email address, employee id or login id Search by employee name, email address, employee id or login id

3. The Default approver for your Requests is your Department Head. Search for your Department
Head by their name, email address, Rowan network username or Banner ID. When their name
populates, select it.

4. The Default approver 2 for your Requests is your Division Head. Search for your Division Head by their

name, email address, Rowan network username, or Banner ID. When their name populates, select it.
5. Select Save.

+ Itis extremely important to add the correct default approvers to ensure your Request gets approved. If
you input incorrect approvers, your Request will be canceled.

+ Ifyou are the department head, enter your division head as both department and division head. Do not
leave either of the approver fields blank.

« Ifyou do not know who these individuals are, please contact your supervisor for further instructions.
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EXPENSE SETTINGS

After you have completed the Request Approvers section, select Expense Information on the left menu.

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Request Approvers

Default approver for your Requests

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

testapprover@rowan.edu - Test Approver Approver

Default approver 2 for your Requests

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

testapprover@rowan.edu - Test Approver Approver

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings

Expense Information

Expense Delegates
Expense Preferences
Expense Approvers
Personal Car
Favorite Attendees

EXPENSE INFORMATION

Your Expense Information will appear.

Expense Information

User Group Reimbursement Currency Fund Department/Org
Test Faculty US, Dollar v (10115) VP Reserve (54002) Admissions
Program
(15) Student Services

« Verify the accuracy of the information. If any of the information is incorrect, contact
asktravel@rowan.edu.

Note: Your departmental account information has been auto-populated from Banner and should match the
Request Information in Request Settings.

€@ RowanUniversity
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EXPENSE SETTINGS

EXPENSE DELEGATES

+ Adelegate is an employee who is granted permission to act on behalf of another employee to perform tasks
within Concur.

+ Adelegate will need the same level or higher permission to act on your behalf.

« Request and Expense share delegates. Verify that the delegates auto-populated from the Request
Delegates section.

+ To add a delegate: follow the instructions provided under Request Delegates.
+ Ifyou would like the delegate to book travel via Concur on your behalf, you will also need to add them as an

Assistant/Travel Arranger.

1. From the Profile Settings page, select Expense Delegates on the left menu.

Expense Delegates

Delegates | Delegate For

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

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

Can Can View Receives Can Can Preview For Receives Approval
Name Prepare Receipts Emails Approve Can Approve Temporary Approver Emails
Savage, Jennifer 5|

savagej@rowan.edu

2. Review and adjust Delegate permissions as needed.

To delete a user from your delegate list:
1. From the Expense Delegates page, check the box to the left of the name of the person you want to
delete.
2. Select the Delete button above the list of delegates.
3. Anew window will ask if you are sure you want to delete the selected delegate. Select OK to confirm
deletion.

To view who you are a delegate for:
1. From the Expense Delegates page, select the Delegate For tab.
2. Review the people who have granted you delegate status and what permissions you have been granted.

€@ RowanUniversity
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EXPENSE SETTINGS

EXPENSE PREFERENCES

Provides the ability to define when you receive an email notification.

1. From the Profile Settings page, select Expense Preferences on the left menu.
2. Select or deselect the email notifications you would like to receive.

Note: We recommend you leave these selected until you see the email notifications and then determine
which emails would be beneficial to you.

Expense Preferences

o Lo

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

Send email when...

[ The status of an expensa report changes
W Hew eompany card iransactions arrive

[ Faxed receipts are successhully received
[ An expense report is submitted for approval

Prompt...

[[] For an approver when an expense report is submitted

Display...

[] Make the Single Day Hineraries page my defaull in the Travel ABowance wizard

€@ RowanUniversity
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EXPENSE SETTINGS

EXPENSE APPROVERS

1. From the Profile Settings page, select Expense Approvers on the left menu.

Expense Settings

Expense Information
Expense Delegates
Expense Preferences

| Expense Approvers |

Personal Car
Favorite Attendees

2. The Default approver for your Expense is your Department E A
Head. Search for your Department Head by their name, Xpe nse p p rovers

email address, Rowan network username, or Banner ID.
When their name populates, select it.
3. The Default approver for your cash advance is your

Department Head. Search for your Department Head by

their name, email address, Rowan network username, or

Banner ID. When their name populates, select it.

+ Cash advance requests require Accounts Payable
approval. This field will be inaccessible until you contact pefault approver for your cash advance requests.
Accounts Payable for authorization.

4. Select Save.

Default approver for your expense reports.

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

PERSONAL CAR REGISTRATION

1. From the Profile Settings page, select Personal Car on the left menu.
2. No action is required in this section. Concur has been configured to auto-populate the IRS rate and State of
NJ grants rate for mileage reimbursement. These rates will be updated on an annual basis.

Personal Car Registration

This page displays all the personal cars that have been registered. Click New to register another car.
Reimbursement Method: Personal Car - Variable Rates

Period for Distance Limits: Annually
Starting Month:  January
Starting Day: 1

Accumulated distance to date (this period): 60 MILE

[] vehicle ID Vehicle Type Active
IRS Rate IRS Rate Yes
State of NJ Grants State of NJ Grants Yes
© RowanUniversity
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OTHER SETTINGS

E-RECEIPT ACTIVATION

Concur account and then you can attach it to an Expense Report.

To activate E-receipts:

31

1. Either:

By activating E-receipts, any participating vendor with Concur can electronically load a receipt directly into your

+ From the Concur home page, under Alerts you will see “You haven’t signed up to receive e-receipts.”

Select Sign Up Here.

« From Profile Settings page, select E-Receipt Activation on the left menu.

E-Receipt Activation

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

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 ar your My Travel Network settings. For mare information, contact your company’s Concur account

administrator.

2. Select the here link. The E-receipt Activation and User Agreement appears.

3. Read the User Agreement. If you agree, select | Agree.

E-Receipt Activation

Concur can enable the automatic collection of the electronic receipts and folio data (“e-receipts”)
generated by your transactions with participating travel suppliers (‘Participating Suppliers”).
Participating Suppliers in Concur Travel search results are designated with an “e-receipt enabled”
label.

By clicking "l Agree” below to turn on the e-receipts functionality, you authorize Concur and its
corporate 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 their
respective agents and affiliates to share such e-receipts with Concur. To retrieve e-receipts from
Participating Suppliers, Concur may need to share certain details about you and your travel plans

~

v

4. A confirmation message will appear.

E-Receipt Activation

You have successfully enabled e-receipts with participating suppliers. You 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, click here.
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CONNECTED APPS

The Connected Apps section will show you which apps you have connected and allow you to link or remove an
app at any time. Link your Concur account with the partners such as Triplt.

TRIPIT

Triplt shows you all your trip information in one place. Once you book your travel in Concur your information
will automatically be sent to Triplt. If you book your travel with a third party, just email your itinerary to

plans@concur.com. Triplt instantly organizes your travel information and creates a schedule showing you where
to be and when.

« Tripltis also important to the University because it has a locate feature. This feature will notify you if the
travel advisory risk level changes during your travel, and allow the University to use Concur Messaging to
provide you with steps to take.

« Ifyou have enrolled in My Travel Network and add frequent traveler accounts, you will see receipts from your
trip waiting for you in Concur Expense.

+  We recommend you complete this process on the dashboard under the Alert section. The process will
include activation, connection, and the opportunity to download the mobile app.

To activate Triplt from the Concur home page:

1. Underthe Alerts Section, select Learn More and Activate.

Administration v | Help +
SAP Concur Requests Travel Expense Approvals Reporting v App Center .
Profile ~
L
© RowanUniversity + 00 00 00 00
New Required Authorization Available Open
Hello, Melissa Approvals Requests Expenses Reports
TRIP SEARCH ALERTS
& Booking for myself | Book for a guest o As a Rowan University employee, you are eligible for a free Triplt Pro subscription Not right now
Hh e = &
1 X
Please start Request / Approval prior to booking Travel
Simplified expense reporting.
Mixed Flight/Train Search :
Connect your favorite apps to have
‘ Round Trip One Way Multi City ‘ N R
receipts sent directly to Concur.
From @ [o)
‘U;\ugf ure city, airport or train station ‘
- Find an airport | Select multiple airports
To @

‘ Arrival city, airport or train station ‘

Fndanaort | seectmutpeaos  COMPANY NOTES

University Requirements for Domestic and International Travel
Search

Dear Travelers and Approvers,
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33

2. Anew window will appear. Enter your Rowan Email Address and create a Password. Select the United
States of America as the Country of Residence. Check the box next to the User Agreement. Select
Create Triplt Account.

ACTIVATE YOUR TRIPIT PRO SUBSCRIPTION

All your travel plans, in one place

o — o

\9 » Create a Triplt account and connect to Concur
Email Address

&
Tr’pl t from Concur | meireles@rowan.ed J

Choose a New Password

Get a master itinerary for every trip ‘ 1

Available on Android and i0S

Must have at least 8 characters

Link your Concur and Triplt accounts and get: Country of Residence
« A free subscription to Triplt Pro from your company L ¢J
« Real-time flight alerts = . .
« Travel plans synced between Concur and Triplt | accept the Triplt User Agreement, have read the Privacy

Policy, and agree to link the Triplt account to Concur.

| already have a Triplt account! Sign in and link my
accounts

3. Athank you message will appear stating that you must verify your email. Select Continue. You will be
brought back to the Concur home page.

THANKS FOR SIGNING UP FOR TRIPIT!

All your travel plans, in one place

Your new

Triplt account is now linked to your Concur account.

We need to verify your email address. Check your inbox for a message from Triplt and click the verification link.

Don't see

the email? Check your junk folder or contact Triplt for assistance.

Don't have the Triplt mobile app yet?
Here's how to get it...

Triplt Mobile

4. Signinto your Rowan email account. You will see an email from Support at Triplt. Select Verify Email.

A

To: Meireles,

Bing Maps

Support at Triplt <support@tripit.com> Mark as read
Tue 3/31/2020 3:33 PM

Melissa Trigo;

Action Items + Get more apps

¥
.

Tr ’ p f?f L;‘ from Concur

Welcome to Triplt!

We just need to make sure you're you. Please verify your email to get
started.

Verify Email

Next, forward your travel confirmations to plans@tripit.com and we'll
build your itinerary.

Happy travels,
Triplt
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5. You will be brought to tripit.com. Enter your Home City. If you wish, deselect the check box regarding
receiving emails new features, etc. Select Next.

Welcome Aboard!

Let's set up your account

Account Email: meireles@rowan.edu

Melissa Meireles

r—(()me City

Receive emails about new features, product updates, and
Triplt offers. You can unsubscribe at any time.

6. Select how you would like to receive alerts and then select Continue.
7. Read about Triplt travel alerts, point tracker, inner circle, and mobile support. Select Finish.

—Sie

Tripit

Your travel just got easier.

Welcome to Triplt Pro! As of right now, we're monitoring your upcoming itineraries.

Step 2 of 2 - Take a moment to learn about Triplt Pro
—@ Travel alerts Exclusive offers for Pro members Q
B Review alerts you've signed up for — these include check-in reminders and alerts about
CLEAR 4-month free trial

travel delays. 5
Enroll now for a 4-month free trial of CLEAR

and a discounted membership price.

v, Point Tracker
Track all of your frequent flyer programs, hotel points and other rewards in one
convenient place. Go to Point Tracker to get started.

n Inner Circle
Create your inner circle. Add your spouse, admin, or anyone else who needs to know
= your travel plans, and we'll start automatically sharing your trips with them.

It's easy to use your favorite mobile device to look up a flight number, check a hotel
address, get driving directions or access any information on Triplt. Learn more

Triplt's mobile support

8. When you return to Concur, a new window will appear stating your accounts are linked. Select Continue or
select Triplt Mobile to learn about the mobile app.

¢
2.

X
Tr ’ ® from Concur

Your accounts are linked!
Your TripIt account is now linked to your Concur account.

Trips booked in Concur Travel will be organized in a master itinerary in TripIt and available through the

TriplIt app.

Don't have the TripIt mobile app yet?

Here's how to get it...

Triplt Mobile
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APP CENTER

This App Center will help Rowan University and their travelers find apps that drive smarter spending, easier
travel, and effortless expensing. The App Center provides quick access to your favorite apps and services, which
can be linked to Concur. This allows an open door between the two services so the data that needs to be shared
can flow securely and automatically.

1. From the Concur home page, select App Center.

SAP Concur @ Requests Travel Expense App Center

2. The App Center will appear. Some apps may already be connected based on your Frequent-Traveler
Programs. Verify that Triplt and My Travel Network have been connected.

App Center (Find Apps [ s ]

Category: All Apps v Need help?

Popular Connections

Do more with your favorite apps and services by linking them to Concur

X M & B

Lufthansa German Concur for Mobile American Airlines Delta Air Lines Triplt United Airlines
Airlines

A new level for your v Connected v Connected v Connected v Connected v Connected
Travel & Expens:

Enterprise Applications

Pre-built business solutions integrated with Concur

%,
Y <
Uber
airbnb VATConnect Travel R!sk for Business
for work EXPENSE and Compliance

Lyft Business Rocketrip Airbnb + Concur Taxback EY Travel Risk and Uber for Business
Give your travelers Spend less on Travel Search International - Compliance Now Part of the Perfect
easy, reliable rid: employee travel Experience the Expense Fast guidance on tax Trip

comforts of hom: IeeRe o ranttal and immigration

3. Select one of the apps from the list or use the search field to find an app you would like to connect then
select Search.

4. Select Connect. Each app’s connection process is slightly different. Follow the on screen instructions.

Back to App Center

o ST —
u ber Tap. Ride. Expense.

Make business travel easier than ever by connecting your Uber profile to SAP Concur. Trip receipts will automatically
be sent to Concur Expense.

Get started in just 3 easy steps:

1. Click “Connect” to begin the process to link accounts.

2. Login to your Uber account and agree to connect accounts.

3. Relax. Your ride receipts will automatically appear in your receipt store and get added to your next expense
report.

Are you a Travel or Expense admin interested in gaining visibility into Uber rides across your entire business? Check
out Uber for Business at concur.com/appcenter/u4b.
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REQUESTS

UNDERSTANDING REQUESTS

Employees requesting to travel for official University business are expected to exercise care when
planning travel and incurring expenses, considering that they are spending public funds and the use
of public funds on behalf of the University is a matter of public trust. Travel arrangements should

be planned in the best interests of the University to minimize travel expenses. Only the actual and
necessary expenses incidental to the performance of official duties shall be reimbursed.

Requests (Domestic / International) must be submitted for each overnight trip and employee. Requests
(Domestic / International) must be approved 4 weeks prior to departure except for those situations
specifically authorized by the President or Divisional Vice Presidents.

A Request is used to obtain pre-approval for an overnight trip. It must include an estimate for all travel
expenses you may incur while traveling on official Rowan University business.

Verify the requested amount will accurately capture all estimated expenses to ensure sufficient funds
are available when completing the expense report. (Note: It is suggested to avoid multiple submissions
of requests and expenses for the same trip. This will prevent additional charges to the department.)

A Request consists of the following sections within Concur: Request Header, Segments, Expenses,
Approval Flow, and Audit Trail.

+ The Request Header, Segments, and Expenses tabs must be completed by the traveler to inform
supervisors of the travel purpose and estimated expenses.

« The Approval flow is the record of all approval steps for a request.

+ The Audit Trail logs every addition, change, deletion, comment, etc., for the request.

REQUEST WORKFLOW

1.

The traveler obtains estimates regarding travel through the Concur website or 3rd party websites.

2. Thetraveler creates a Request in Concur which includes travel dates, segments (airfare, car rental, hotel,
rail), and the details of estimated expenses. The amounts added to the Request are estimates to collect
general information for the approval.

3. Once the traveler submits the Request, it is electronically sent to their approvers.

4. The approver can approve the Request, approve and forward it to another approver or send the Request
back to the traveler with comments.

5. When the Request is fully approved and the Encumbrance Approval Number (E#) is issued via email, the
traveler can begin making travel arrangements.

6. Theinformation provided on the Request will be added to the Expense Report.
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LOOK BUT NOT BOOK

USING THE TRIP SEARCH TO LOOK BUT NOT BOOK

Rowan University has contracted Direct Travel as our Travel Management Company (TMC). Before you complete
a Request, you must obtain estimates of your travel expenses. We suggest using the Concur website to research
travel information such as airfare, hotel, etc. However, you can search for this information using a third-party

website.

1. Onthe Concur home page, use the Trip Search. Select the icon for the Segment you want to search.

TRIP SEARCH

Hh = = 8

Please start Request / Approval prior to booking Travel

Mixed Flight/Train Search

Round Trip One Way Multi City

From @
lPHL - Philadelphia Intl Airport - Philadelphia, PA
Find an airport | Select multiple airports

To@

‘/\m\/a\ city, airport or train station ‘

Find an airport | _Select multiple airports

Flight/Train:
TRIP SEARCH

Hh == @

Please start Request / Approval prior to booking Travel

Mixed Flight/Train Search

| Round Trip One Way Multi City |

From @
[PHL - Philadelphia Intl Airport - Philadelphia, PA
Find an airport | Select multiple airports

To @
[Arriva\ city, airport or train station

Find an airport | Select multiple airports
Depart €
[[— ][depan¢][09:00am¢][12 :] e
Return @
H— ][depart¢][03:00pm¢][=2 s Y

Pick-up/Drop-off car at airport
Find a Hotel

Class @ Search by
Economy class ¢][ Price ¢]

Specify a carrier @

37

Flight/Train Search +B icon is selected. Choose Round Trip,
One Way, or Multi City.
In the ‘From’ and ‘To’ fields, type in the name of the city you are
departing from and traveling to.
« If the city does not populate, press enter or select find
airport.
Select in the ‘Depart’ and ‘Return’ fields, and then select the
appropriate dates from the calendar.
« Use the drop-downs to select the preferred times you
would like to depart/arrive.
« The drop-down next to the time is a time window for your
travel. The default time window is set between 2 hours of
the time you chose.
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5. Select the down arrow to the right of the time window to see a graphical display of nonstop flights
available for the date you selected. This allows you to adjust your search criteria to see/reserve
nonstop flights.

+ The graphical display is based on flight schedule data for a 24-hour period. It will not show train
options.

+ Place your mouse over a green bar to see all of the flights available for a certain time slot.

+ Ifyou change locations or dates, select refresh graph for more data.

Depart @
A
[7705/01/2020 || depart 4 || 09:00am || +2 2
24 hour range refresh graph
1200am terteee Noon e 11:58 pm
P Wi nim i
Return @
v
[7705/06/2020 || depart || 03:00pm || £2 *
24 hour range refresh graph
12z00am pertee Noon e 11:58 pm

6. Do not check the ‘Pick-up/Drop-off car at airport’ or ‘Find a hotel’ options. These will only be used
when you book your travel. When you are searching for travel estimates you will use the separate Trip
Search tabs.

7. Optional: Search by class, price, schedule, or specify a carrier.

8. Select Search.

+ Ifthereis no nonstop flight within the hours you have chosen, a new window will appear that asks
you to expand your search window to include nonstop flights. Select Yes or No depending on your
preference.
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9. The Trip Summary page will populate.

PHILADELPHIA, PATO SAN DIEGO, CA Showas [ USD- # |
Trip Summary FRI, MAY 1 - WED, MAY 6
. . Hide matrix  Print / Email
Select Flights or Trains
N Blve v =3
T [ N A N . e ]
All Frontier Delta United American JetBlue Southwest Alaska
PHL - SAN 154 results Airlines Airlines
Depart: Fri, 05/01/2020
Return: Wed, 05/06/2020
1 stop 127.20 219.20 292.70 323.20 329.46 333.20
96 results 1 results - 40 results 42 results 1 results 10 results 2 results
2 stops 145.20 299.20 275.64 329.46
58 results o 10 results 16 results 28 results o 4 results o

Change Search v
Shop by Fares Shop by Schedule
Depart - Fri, May 1 ~
o o Flight Number Search Q Sorted By: | Price - Low to High . Displaying: 154 out of 154 results.
Previous | Page: 1 of 16 | Next | All
Depart 07:00 A -10:55 A
[ J ®
Armve 10:31 A~ 07:40P 08:53a PHL - 03:37p SAN 1 stop DEN 9h 44m
% Frontier $127.20
Return = Wed, Wiy 6 ~ 07:23p SAN ( 07:49aPHL 1 stop LAS 9h 26m
[ L)
Depart 07:00 A - 10:30 P Show all details v
o ®
Arrive 05:55P - 11:21 A _—
10:30a PHL - 07:40p SAN 2 DTW/MSP 12h 10m $145.20
° 08:25a SAN - 06:20p PHL 1 stop ATL 6h 55m 1o Farss
Price $127.20 - $2,070.52
Show all details v
Display Settings -~ ‘

10. You can filter your search with the left menu.
+ Change Search - edit the information you included on the previous screen.
+ Depart and return - use the sliders to narrow down the time you want to travel.
+ Price - use the slider to narrow down the options by price.
« Display settings - check the boxes to hide certain options.
« Airport filters - nearby airports.
« Connecting Airport Filters - check the boxes based on your connecting airport preference.

11. You can filter the results with the matrix at the top of the page by stops or by a specific carrier by
selecting the appropriate square.

12. Below the matrix, you will see the flight/train options.

« The ‘Shop by Fares’ tab is selected, select the Shop by Schedule tab to see the results based on
time.
« Search for a flight by number or use the Sorted By drop-down to sort the results.

13. Review the flights/train options. For more information, select Show all details or select View Fares and
then select flight details.

14. Once you have chosen your flight, do not select the price. You are only researching at this point. Write
down the information or take a screenshot regarding the flight such as the date, time, city, and price.
You will use the information when creating your Request.

15. Select Travel on the top left corner of the screen. This will bring you back to the Trip Search.
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Car:

1. Ifyou require a car rental, select the car icon Q at the top of the Trip Search.
* Note: Car rentals are not typically covered by the University. You

must provide a justification for renting a car in the comments field. IRIFSEARCH
Please refer to the Travel policy for detailed information regarding 4 @ = O
] = W

rental car authorization.
2. Inthe ‘Pick-up date’ and ‘Drop-off date’ fields, select the appropriate  CarSearch

dates from the calendar. il 2 R :
. [= | 12:00 pm ¢ |
3. Use the drop-downs next to the dates to select the times. Drop-off dats
4. Inthe pick-up car at section, select either: = || 1200pm ¢
+ Airport terminal and then type in the city or the airport code. iictpeane:
. Oﬁ-Airport, © Airport Terminal ) Off-Airport

Please enter an airport.

5. Check the box next to, ‘Return car to another location’ if you will notbe |

returning the car to the same location you picked it up. Then enterthe =~~~
drop'oﬁ location. » More Search Options
6. Optional: Select more search options, to specify the car type, smoking

preference, and car vendors. m

7. Select Search.
8. The Trip Summary page will populate.

- Insurance should only be purchased for international rentals.
Trip Summary

PICK UP: (SAN) ON FRI, MAY 1 12:00 PM Showas [UsD ¥ |
@ Selecta Car RETURN: WED, MAY 6 12:00 PM

Rick=tipzEn; A{01/2000 Hide matrix Print/ Email
Drop-off. Wed, 05/06/2020
All - - ] - = e wale = i [

87 results Economy Car | CompactCar | Intermediate Ca

B | oween: | s || seses

448.97
Most

Change Car Search w

Car Display Filters ~

Unlimited miles

Air conditioning Hertz 22033 21551 22563 24962 251.09 302.71 363.44 376.68 29035
Hybrid
PEBudget 238 23543 | 26529 29486 29636 409
Car Transmission
Automatic
L T [ I I e I -
Manual
AVIS 9 4 4
= 1,08 4
B0 43042 34084 | 34884 35285 35506 | 38424 | 42720 44
4
Sorted By g'Pmia-,‘ - Most Compliant ¥ |
Displaying: 87 out of 87 results. Previous | Page: 1 of 9 | Next | Al
e Economy Car - $34.50 per day (Apollo)
Total cost™
Automatic transmission
> Unlimited miles, Pick-up: Terminal: SAN & $268.23
#l . Adults: 2, Children: 2, Large bags: 1, Small bags: 1™
J (Corporate rate) This rate requires approval

9. You can filter your search with the left menu.
« Change Car Search - edit the information you included on the previous screen.
« Car Display Filters - check the boxes to filter out certain options.
10. You can filter the results with the matrix at the top of the page by company or type of car. Note: The
preferred companies are listed at the top of the matrix.
11. Below the matrix, you will see the car rental options. Use the Sorted By drop-down to sort the results.
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12. Review the car rental options.

13. Once you have chosen your car rental, do not select the price. You are only researching at this point.
Write down the information or take a screenshot. You will use the information when creating your

Request.

14. Select Travel on the top left corner of the screen. This will bring you back to

the Trip Search.
Hotel:

1. Ifyou require a hotel, select the hotel icon

Search.

=y

at the top of the Trip

2. Selectin the ‘Check-in’ and ‘Check-out’ fields, and then select the
appropriate dates from the calendar.

3. Search within a certain mileage from a point by:

« Typingin the number of miles the hotel can be from a specific location.

« Select the radio button for the location such as airport, company

location, address, reference point/zip code.

+ Depending on your choice, you will have to provide more information.

4. Select Search.

5. The Trip Summary page will populate.

Trip Summary

Select a Hotel
Nights: 5

San Diego Intl Airport, San Diego, CA

Check-in: Fri, 05/01/2020
Check-out: Wed, 05/06/2020

Change Search

Price

‘ $104 - $419

Display Settings

Hide Sold Out

Property Brand

e Chain Superchain

Autograph (1)
Baymont Inns (1)
Best Value Inns (1)
Best Western (4)
Candlewood Stes (1)
Comfort Inns (3)
Courtvard (5)
Check All | Reset

Amenities

Breakfast (59)
Broadband Internet (100)

CHECK-IN FRI, MAY 1 - CHECK-OUT WED, MAY 6

Hide Map Print / Email

9% 9

North

Island

Naval

Air

Station

b Bing
Q sorted By: | Policy - Most Compliant 4
E 1. Holiday Inn Express San Diego
ety 1955 San Diego Ave, San Diego, CA 92110 Map it

¢ 0.81 miles

3900 Old Town Ave, San Diego, CA 92110 Map it

¥1.08 miles

6. You can filter your search with the left menu.
+ Change Search - edit the information you included on the previous screen.
+ Price - use the slider to narrow down the options by price.
« Display settings - check ‘hide sold out’ to remove the sold-out hotels from the results.
+ Property Brand - select the check boxes to indicate the hotel chain you prefer.
« Amenities - select the check boxes for the amenities you prefer.

41

2. Fairfield Inn & Stes San Diego Old Town

VDO
<=,

TRIP SEARCH

4 = = 8

Hotel Search

Check-in Date  Check-out Date

m = ]
Search within | 5 ‘ miles from

Airport Address

Company °Reference Point / Zip

Location Code

Reference Point / Zip Code
(e.g. 'Statue of Liberty', '90210' or 'Alexandria, VA')

| With names containing: ‘

Showas| USD-# |

. Company Preferred Accommodation

E] Road

O®E

~

5000 feet 1km

© 2020 HERE, © 2020 Microsoft Corporation Terms

Displaying: 100 out of 100 results.
Previous 1234 Next | All

$105

Hotel details

$123
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7. You will see a map with the hotels near the location you selected.
+ Theredicon shows the location you selected.
+ The blueicons show the hotels in the mileage range you selected. Select any of the blue icons to see
specific hotel information.
+ Hoveroverroad in the top right corner of the map to change the map view. Choose road, aerial,
bird’s eye, or street side.
« Select the + and -icons to zoom in and out of the map.
+ Select and drag your mouse to move the map.
8. Below the map, you can search for a hotel or use the Sorted By drop-down to sort the results.
9. Review the hotel options.
+ Select the hotel picture to see more images of the property.
+ Select Hotel details to see the hotel’s address, phone number, amenities, and cancellation policy.

=] 1. Holiday Inn Express San Diego $148

| -4 1955 San Diego Ave, San Diego, CA92110 Map it
nr
90281 miles

Hotel details

2. Hilton Garden Inn Downtown/Bayside $156

- 2137 Pacific Highway, Suite A, San Diego, CA92101 Map it
i X v
¥ 1.16 miles

Hotel details

10. Select View Rooms to see the available room options and rates. Note: The rates shown are nightly rates.

11. Once you have chosen your hotel, select Rules and cancellation policy to the left of the hotel price.

12. The rules and cancellation policy will populate which has the total rate for the hotel. Write down the
information or take a screenshot. You will use the information when creating your Request.

Rules and cancellation policy x

FAIRFIELD INN & STES SAN DIEGO OLD TOWN

Important information:
TOTAL RATE: 791.13 USD
RATE CHANGES OVER DURATION OF STAY

Hotel Rates
132 USD 05/01/2020 - 05/02/2020
142 USD 05/02/2020 - 05/03/2020
136 USD 05/03/2020 - 05/04/2020
146 USD 05/04/2020 - 05/06/2020

148.76 USD CXL FEE PER ROOM
CANCELLATION PERMITTED

UP TO 1DAYS BEFORE ARRIVAL
MUST GUARANTEE LATE ARRIVAL

13. Select the ‘X’ on the top right corner of the policy.
14. Select Travel on the top left corner of the screen. This will bring you back to the Trip Search.
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Train: R TRIP SEARCH
1. If you require a train, select the train icon at the top of the Trip Search.
Note: Please refer to the Travel policy for detailed information regarding & = m
travel by Train. Train Search g
2. Select Round Trip, One Way, or Multi City. L_found e orevey | wicy ]
3. Inthe ‘From’ and ‘To’ fields, type in the name of the city you are departing 77— |
from and traveling to. 12
4. Ininthe ‘Depart’ and ‘Return’ fields, select the appropriate dates from the ‘Dpn‘ ‘
calendar. = |[ aepart ¢ oo:00am 4]
+ Use the drop-downs to select the preferred times you would like to depart.  feun S :
5. Select the Search by drop-down to search price or schedule. = LULLD
6. Select the Search button. —
7. The Trip Summary page will populate. (Pree ¢
S “.-‘“:.f‘ ED, MAR.@ = ?.AT MAR 21
Hide matrix  Print / Email
28 et Regionsl e g
I Change Train Search ~ sl 6 sl el 8 el
Ycpnrt=Wed, Mar 14 e Shop by Fares  Shop by Schedule
® ®
Depart 07:004- 10554 Tra nber Search Q Sorted By:| Price - Low ta High v
L L J
Armive 0830 A-12:15P Displaying' 126 out of 126 results
Gt S ME1 % Previous | Page: 1 of 13 | Next | All
¢ Dopart 01.05 P~ 0500 F 2 i I plizs A 30rE $90.00
= Amve 0228P-0611 P = ) paacadi - vasop Direct 1h 25m
Price R STAION T NEW Y ORK ek ST
e ® Show all details v
Train Station Filters A iz Sgkammai 00308 Direct 1h30m $90.00
umber of Stops: [ seiect v | ) 040sp - 05329 Direct 1h 27m
e SRR SR
8. You can filter your search with the left menu.
+ Change Search - edit the information you included on the previous screen.
+ Departand return - use the sliders to narrow down the time you want to travel.
+ Price - use the slider to narrow down the options by price.
« Train station filters - use the drop-down to select the number of stops.
9. You can filter the results with the matrix at the top of the page.
10. Below the matrix, you will see the train options.
« The ‘Shop by Fares’ tab is selected, select the ‘Shop by Schedule’ tab to see the trains based on time.
« Search for a train by number or use the Sorted By drop-down to sort the results.
11. Review the train tickets which are under the matrix. Select View fares or Show all details for more
information.
12. Once you have chosen your train ticket, do not select the price. You are only researching at this point.

43

Write down the information or take a screenshot. You will use the information when creating your
Request.
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CREATING A NEW REQUEST

From the Concur home page, either:
« Hover over + New and select Start a Request

Help ~
SAP Concur Requests Travel Expense App Center 0
Profile ~
-
€© RowanUniversity + 18 00 16 02
New Authorization Available Open Cash
Hello, Test Traveler Requests Expenses Reports Advances

TRIP SEARCH ALERTS | Start a Request I

Start a Report

New Cash Advance
o g ﬂ As a Rowan University employee, you . ro subscription. [EEGINEELEPETES Not right now
‘ﬁ = = Enter New Reservation
@ You haven't signed up to receive e-rece

Upload Receipts

Please start Reauest / Aooroval orior to bookina Travel

Or
« Select Requests on the header toolbar, then select New Request.

SAP Concur Requests Travel Expense App Center

Manage Requests New Request Quick Search

Request Header

The Request Header is the first tab. This will show a new request. The Request Header is where the traveler
will provide basic information regarding the trip. Complete all required fields denoted by a red bar.

Request

Status: Not Submitted
Request/Trip Name:
Reason for Travel:

Request Header | Segments | Expenses | Approval Flow || Audit Trail

Request/Trip Name

How will you book your travel? Exlension of prior trip Trip Type Destination City
] | [ | [~]
Destination Country
v
Request/Trip Start Date ~ Request/Trip End Date Request/Trip Purposely> Reason for Travel
=] = [v]
FU"dQ? Org Travel Account Program Comments To/From Approvers/Processors
|(1 0115) VP Reserve ‘ v ‘ |(54002) Admissions ‘ v l I | v ‘ I(15) Student Services ‘ v ‘ ’ ‘

1. Request/Trip Name: Required naming convention: Destination City and Conference name, workshop,

etc. (Example: Boston-AACOM) (Note: This field has a 32 character limit; abbreviate location or name if
necessary).

€@ RowanUniversity

INFORMATION RESOURCES & TECHNOLOGY



REQUESTS

45

2.

10.

11.

How will you book your travel?
How will you book your travel?

[ v
1. Online using Concur Travel
2. Phone call to Direct Travel Agent

i 3. Third Party {Outside Source)

4. Travel already occurred

5. Mo Booking - Approval Only (50.00)

+ 1. Online using Concur Travel - Select this option if you will be using the Concur website to book
online. This is the preferred method of booking for University travel.

+ 2. Phone call to Direct Travel Agent -Select this option if you will be contacting Direct Travel by
phone for assistance in booking your travel. This option is recommended if your travel will include
multiple stops, or other complicated variations. (Note: There is an additional fee associated with
this option)

+ 3. Third Party (Outside Source) - Select this option if you will be booking all of your travel
arrangements outside of the Concur website or the University’s approved Travel Management
Company, Direct Travel.

+ 4. Travel already occurred - Select this option if you are requesting approval for travel that has
already occurred. This is a rare exception to policy and will require justification to approvers as to
why this was not submitted before traveling.

+ 5. No Booking - Approval Only ($0.00) -Select this option if you are requesting approval only to
attend a sponsored trip where the sponsor/host is assuming the financial risk and they do not
have a direct relationship to the University. (Note: You will not be using University/Grant funds or
requesting reimbursement.)

Extension of prior trip - Complete this field if this is an additional Request associated with a previously

submitted Request. Using this feature will require the entire approval workflow again and a new

Encumbrance Approval Number (E#) will be assigned.

Trip Type -Day Travel, Domestic, and International (Note: Day travel does not require a Request and

should be entered in Expense). The trip type selected will determine the approval flow.

Destination City - Type the name of the city you are traveling to, or choose from the drop down menu

that auto-populates. (Note: If the city does not populate, contact asktravel@rowan.edu)

Request/Trip Start Date and End Date - These fields should represent the time period of the business

trip and include any extra days for personal travel.

Request/Trip Purpose - Select the appropriate reason from the list. You must attach supporting

documentation (brochure, agenda, meeting invitation, etc.) before submitting the Request.

Reason for Travel - This field should include a more detailed description why you are traveling. If

personal days precede the start date or are after the end date, include those dates in this field.

Fund, Org, and Program - Will pre-populate based on your department FOAPAL. If necessary, changes

can be made by the traveler. This can be changed by selecting the drop-down arrows in each field.

Travel Account - Select the appropriate travel account. (7216-Employee Travel, 7217 Student Travel,

7251 Grant Participant). All mileage will be charged to 7215 behind the scenes.

Comment To/From Approvers/Processors - This field is required when prompted to explain a booking

type, audit rule, or if personal days are added to the business trip. This field can also be used to include a

comment to the approvers/processor.

Select Save on the top right corner. A Request number is generated on the top left corner.
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Requesting a Cash Advance

Cash advances are not generally permitted. However cash advances will be available in exceptional cases
for meal per diem and may be entered on the request. In order to be eligible to request a cash advance, an
approval from the Accounts Payable department is needed. Please email your request to asktravel@rowan.
edu. Your Concur settings must be updated to reflect this option by your campus Concur Admin.

If cash advance is activated, you will see it in the Request Header. Type the amount you are requesting

in the cash advance amount field. The amount cannot exceed the Per Diem Total. Type the reason for
requesting a cash advance in the Cash Advance Comment field.

Cash advances will be issued no more than 10 days prior to the start date of travel.

Cash Advance

Cash Advance Amount Cash Advance Comment
UsSD | v

Attachments

Supporting documentation is required for all requests. Once you select Save in the Request Header, the
Attachments button will appear.

All Requests, domestic and international, must include:

1. One or more of the following documents: a brochure, a conference agenda, an event agenda, a
meeting invite, or any other document that substantiates your request for travel.
Note: If Sponsored related travel, complete and attach Request for Approval for Attendance at Events
form.
2. SOM Additional Required Attachments:
« SOM Employees: Complete and attach Request for Approval for Attendance at Events form for all
travel.

Additionally, if you are traveling internationally then you must complete the following steps as well:

1. Visit the U.S. Department of State — Bureau of Consular Affairs website to determine the Risk Level for
your destination before proceeding with your request.

2. Review and acknowledge the University’s International Travel Policy & Guidelines.

3. Complete the Export Controls Training through the Collaborative Institutional Training Initiative (CITI)
as mandated by the Office of Research Compliance.

4. Complete and attach the International Travel Checklist form as mandated by the Office of Research
Compliance.

Lastly, if your international travel is federally funded complete this final step:
1. Review and acknowledge Fly America Act provided the Office of Sponsored Programs.
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To add attachments:

1. Select Attachments in the top right corner of the Request, then select Attach Documents.

Attachments v Print / Email v Delete Request Submit Request

Check Documents Status: Not Submitted

Attach Documents

2. The Document Upload and Attach window will appear. Select Browse, select the file, and select Open.

Document Upload and Attach O %

You may attach scanned images.
You may choose up to 10 files to attach to the request.

For best results, scan images in black & white with a resolution of 300 DPI or lower.

Click Browse and select a .png, .jpg, .jpeg, .pdf, .tif or .tiff file for upload. 5 MB limit per file.

Files Selected for uploading:

No files selected

Close

3. The name of the file will appear. Select Upload.
4. Once thefile is uploaded, select Close.
5. Select Save.

To view attachments:

+ You can view the documents attached by selecting Attachments and then selecting View Documents in
a new window.

+ You can delete the documents you have attached by selecting Attachments, Delete Documents, a
confirmation window will appear, select Yes.

Please Confirm x

9 Are you sure you want to recall this request?

]
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Segments

This is where the traveler will enter all travel itinerary information related to the trip including Air, Car, Hotel,
and Rail information.

1. Select the Segments tab.

Request Header& Segments || Expenses | Approval Flow || Audit Trail

2. Selecttheicon to create a segment such as Air Ticket, Car Rental, Hotel, and Railway Ticket. Complete all
required fields denoted by a red bar.

Request Header& Segments || Expenses || Approval Flow | Audit Trail

Add Segment
CLICK ICON TO CREATE SEGMENT g

3. AirTicket

Add Segment

CLICK ICON TO CREATE SEGMENTG @ @

e Air Ticket ® Round Trip One Way Multi-Segment Amount : [:] |usa v
Outbound From: | |

Tor | |

Date: [05/01/2020 Depart at 3

Comment: l

Return

Date: | 05/06/2020 Depart at E]

Comment: i

+ Select Round Trip, One Way, or Multi-Segment.

« Inthe ‘Amount’ field, type in the estimated amount of the airline ticket. If the airfare ticket is in
foreign currency, select the appropriate currency from the drop-down next to the amount field.

« Typeinthe airports you will be traveling from and to.

« The dates of travel will auto-populate. Use the drop-down to select the departure times.
+ Add comments if needed.
+ Select Save.
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4. CarRental
Add Segment
CLICK ICON TO CREATE SEGMENTQ @ @ @
@ Car Rental Amcunt:l | [usp ~|
Pick-up City: | ‘
pate: [os/01/2020 |G| At | [v]
Vendor: | |
Drop-off

City: | ‘

Date: | 05/06/2020 ‘ At \7“"

Vendor: |

Reason for Car Rental: | ‘

» Note: Carrentals are not typically covered by the University. You must provide a justification for
renting a car in the comments field. Please refer to the Travel policy for detailed information
regarding rental car authorization.

+ Inthe ‘Amount’ field, type in the estimated amount of the car rental. If the car rental is in a foreign
currency, select the appropriate currency from the drop-down next to the amount field.

+ Inthe ‘City’ field, type in the city you will be picking up the car. The drop-down of city will auto-
populate.

+ The dates for pick-up and drop-off will auto-populate. You can change the dates by selecting the
calendar next to the date field.

« Inthe ‘Vendor’ field, type the name of the car rental company.

+ Inthe ‘Reasons for Car Rental’ field, justify why you are requesting a car rental.

+ Select Save.

5. Hotel

@ Hotel Reservation Amount: | | usp v|

Check-In ciy: | |

Date: [05/01/2020 |G| At | ‘v‘

Vendor: | \

Date: (05002020 [BE| At [ [v]

Comment (:‘

Check-Out

Save Cancel

+ Inthe ‘Amount’ field, type in the estimated total amount for the hotel. If the hotel is in a foreign
currency, select the appropriate currency from the drop-down next to the amount field.

« Inthe ‘City’ field, type in the city the hotel is located.

+ The dates of travel will auto-populate. You can change the dates by selecting the calendar next to the
date field.

« Inthe ‘Vendor’ field, type the name of the hotel.

+ Select Save.
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6. Railway Ticket

(‘) Railway Ticket @ Round Trip One Way Multi-Segment Amoum:l \ usb v

Outbound From: [

To: |

one [z [ [owar ][]

Comment: ‘

Return

Date: | 05/06/2020 Depart at VH v|

Comment «:‘

Save Cancel

+ Select Round Trip, One Way, or Multi-Segment.

« Inthe ‘Amount’ field, type in the estimated amount of the railway ticket.

« Iftheticketisin a foreign currency, select the appropriate currency from the drop-down next to the
amount field.

« Typein the train stations you will be traveling from and to.

« The dates of travel will auto-populate.

« Add comments if needed.

+ Select Save.

Allocate, Delete, Modify a Segment

After you save each segment/expense, you have the option to allocate, delete, or modify.

+ Allocate: You can allocate Segments when you add them to your Request. However, it is suggested to
allocate once all estimated expenses have been entered and calculated. You allocate when a trip is
being funded by two or more sources (FOAPALS).

+ Delete: Delete the segment you added.

« Modify: You can modify the segment if a change is needed.

€@ RowanUniversity

INFORMATION RESOURCES & TECHNOLOGY 50



REQUESTS

Expenses

You should provide estimates for all expenses related to your travel regardless of how it is to be paid
(University Paid or Cash Out of Pocket).

1. Select the Expenses tab.

Status: Not Submitted
Request/Trip Name: Conference in San Diego Amount: $1,200.00
Reason for Travel:
Request Header /\ | Segments | Expenses || Approval Flow | Audit Trail
+ New Expense «
Expense Type:
[] pate ‘ Expense Type Amount Requested
[[] 05/01/2020 Airfare $500.00 $500.00 To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit an existing expense, click the
expense on the left side of the page.
[[] 05/01/2020 Hotel $700.00 $700.00
02. Transportation 03. Mileage 08. Other
Airline Fees 04. Meals Conference Fee
Parking Meal Per Diem Registration Fee
Taxi Seminar/Course fees
Tolls/Road Charges
Uber/Lyft
TOTAL AMOUNT TOTAL REQUESTED
$1,200.00 $1,200.00

+ On the left side of the screen, you will see the estimated expenses for your trip. The right side of the
screen allows you to add additional estimated expenses for airline fees, conference fees, etc.

+ Theindividual Segments will populate an expense type on the Expenses tab, but can only be
modified on the Segments tab. You will add any other non-booking expense types from the Expenses
tab.

2. Toadd an additional expense, select the Expense Type on the right side of the screen.
3. Enterthe required information about the expense denoted by a red bar. Select Save.

+ Meal Per Diemis a calculated field based on the length of your trip.

+ Mileage is a calculated field based on the number of miles driven.

4. Select Save.
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Allocate Expenses

The Request will default to the traveler’s department FOAPAL. The allocate feature allows the traveler to

split expenses to FOAPALs other than the default one used in the Request Header. This should be performed
after all expenses have been added.

1. Add all expenses before allocation.
2. Select the Expense Type you want to allocate.

Request Header& Segments || Expenses | Approval Flow || Audit Trail

+ New Expense « Expense Type
Airfare v
ate xpense Type moun equeste
Dat E T Amount Requested
Transaction Amount
] 05/01/2020 Airfare $500.00 $500.00 ransacton Amotn
500.00 UsD v
[] o0s/01/2020 Hotel $700.00 $700.00
[] 05/01/2020 Conference Fee $250.00 $250.00

TOTAL AMOUNT TOTAL REQUESTED

$1 ’450.00 $1 ’450.00 I[ Allocate ][ View segment detail

3. Select Allocate on the bottom right corners of the expense details.
4. Anew window will appear. Check the box(es) for the expense type(s) you want to allocate.

Allocations for Request : Conference in San Diego

a

X

Request List

Allocate Selected Expenses Clear Selections

Allocations

n
|

[] patev | Expense Type | Group | Amount |
[] 05/01/2020 Airfare $500.00
[] o05/01/2020 Hotel $700.00
[] os/0172020 Conference Fee $250.00

5. Select Allocate Selected Expenses.
+ Select Allocate By to choose to allocate the expense by percentage or amount.

« Onthetop right, you will see the total amount you are allocating, how much you have allocated and

the remaining allocation. Use this to ensure the sum of the split transactions is equal to the total.
6. Select Add New Allocation.
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Allocations for Request : Conference in San Diego O x
Request List Allocations Total:$1,450.00  Allocated:$1,450.00(100%) ~Remaining:$0.00(0%)
=
e+ JQ o vew rcor =
|:| Amount * Fund *Org * Program * Travel Account | Code
[ | $725.00 (10115) VP Re... | | (54002) Admis... | | (15) StudentS... | | 7216-Travel (10115) Vi
[ | $725.00 (10115) VP Re... | | (54002) Admis... | | (15) StudentS... | | 7216-Travel (10115) Vi

7. Enter the appropriate information regarding the FOAPAL.

8. Select Save.
+ You will see the allocation icon ‘ next to each expense type you have allocated. When you hover

over theicon, it will show the allocation breakdown by percentage.
« When you allocate an expense type on the Request, the FOAPAL information for that expense type

will carry over to the Expense Report.

Approval Flow

The Approval Flow window displays the route that the Request will follow once it is submitted. Travelers can
view the Approval Flow at any time.

Request Header& Segments || Expenses || Approval Flow || Audit Trail

Department Head Approval:

[ Approver, Test Approver |

Division Head Approval:

[ Approver, Test Approver |

Ethics Approval:
Ethics Control, Test Ethics Control

(this step may be skipped)

Cost Object Approval:

Once the Request is submitted and approved, the date and time of the approval will appear.
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Audit Trail

The Audit Trail logs every addition, change, deletion, comment, etc. for the request.
To view the Audit Trail, select the Audit Trail tab.

Request

Request/Trip Name:
Reason for Travel:

Request Header || Segments | Expenses || Approval Flow | Audit Trail

The Audit Trail window includes: Date/Time the action occurred, who set the action (Updated By), the
Action, and a Description.

RequestHeadel& Segments Expense Summary || Approval Flow | Audit Trail

Raguest Lave

Date/Time | Updated By Action Description
04/13/2020 11:08 AM Trout, Dawn Field Edit The field "ReceiptimageAvail” was changed from "N" to "y
04/13/2020 11:08 AM Trout, Dawn Confirmation Agreement Acceptance Con Agree
04713/2020 11:08 AM  Trout. Dawn Approval Status Change Status changed from Not Submitted to Submitted
Comment:
04/13/2020 11:08 AM Trout, Dawn Exception Important Reminder: If you are a fraveler. do not submit this request before completing all fravel requirement(s) found on the “SAP Concur @ tab under “Company
Hotes" If you are an approver, confirm that all necessary documents are attached fo this request. Mole: the warning/caution icon will always remain on this page
04713/2020 11:08 AM  Trout. Dawn Approval Status Change Status changed from Submitied to Submitied & Pending Approval
Comment:
04/13/2020 11:11 AM Cardena-Parra, Ana Approval Status Change Status changed from Submitted & Pending Approval to Approved
Comment:
04/13/2020 11:11 AM System, Concur Approval Status Change Status changed from Submitted & Pending Approval to Auto Approved
Comment: Skipping approval step since this approver has already approved the request
04/13/2020 1111AM  System, Concur Approval Status Change Siatus changed from Submitied & Pending Approval fo Auto Approved
Comment:
04/13/2020 11:12 AM Zazzali, Robert Approval Status Change Status changed from Submitted & Pending Approval to Approved
Comment:
04713/2020 11:12 AM System, Concur Approval Status Change Status changed from Pending Cost Object Approval to Approved
Comment
04/13/2020 11:12AM  System, Concur Approval Status Change Status changed from Pending on-line Booking to Auto Approved
Comment:
04/13/2020 11:12AM  System, Concur Approval Status Change Status changed from Submitted & Pending Approval to Auto Approved
Comment:
Entry Leve
Date/Time | Updated By | Action ‘ Description

The action column will display one of the following:

Field Edit: Appears when an attachment has been uploaded to the Request.

Confirmation Agreement Acceptance: Appears when the Request was submitted.

Exception: Appears whenever a Request is submitted that contains exceptions at the report level. The Audit
Trail will list the exception details.

Approval Status Change: Appears when approval of a Request is changed; either by the system or by an
approver.

Submit or Delete a Request

1. After you have completed the Request Header, Segments, and Expenses you can submit your Request by
selecting Submit Request.

Attachments ¥ Print / Email v Delete Request Submit Request

Status: Not Submitted
Amount: $1,450.00

2. Anew window will appear with the User Electronic Agreement. Read the agreement, and select Accept &
Submit.

Once you have submitted a Request, you can no longer make updates. However, you can add additional

attachments at any time.

To delete your entire Request, you can select Delete Request. A new window will appear to confirm, select

Yes. You will not be able to delete a Request once the Request has been submitted.

€@ RowanUniversity

INFORMATION RESOURCES & TECHNOLOGY 54



REQUESTS

VIEW SAVED OR SUBMITTED REQUESTS

1. From the Concur home page, select Requests.

Help ~
C R t Travel = App Cent
SAP Concur equests ravel Xpense pp Center profile ~ @
[~
© RowanUniversity + 19 00 17 02
New Authorization Available Open Cash
Hello, Test Traveler Requests Expenses Reports Advances

You will see all of the Requests you have submitted, the Status of the requests, Request Dates, Date
Submitted, and Approved amount.

Active Requests (18)

View v

Request Name v ‘ Begins With v ‘ ‘
L] ‘ Request Name ‘ Request ID Status Request Dates v ‘ Date Submitted Total | Approved a... | Remaining ... Action
o TestConcurBooking 333T Approved 06/12/2020 03/19/2020 $1,319.60 $1,319.60 $1,319.60 Expense
06/17/2020
O A Testing Online Booking 3349 Approved 06/01/2020 03/24/2020 $427.50 $427.50 $427.50 Expense
06/03/2020
L] A Conference in San Diego 334F Submitted & Pending Approval - Approver, Test 05/01/2020 03/28/2020 $1,450.00 $0.00 $0.00
Approver
05/06/2020
L o testing IRS rate 03/19/20 333U Submitted & Pending Approval 05/01/2020 03/19/2020 $314.50 $0.00 $0.00
Comment: Request's approval time expired and it 05/03/2020
was sent to the System Processor.
O A zero balance 333G Approved 04/01/2020 03/09/2020 $0.00 $0.00 $0.00 Expense

04/03/2020

The status column will display one of the following:

Not submitted - Your Request has yet to be submitted.

Submitted & Pending Approval - Your Request is in the approval workflow. You will also see the
person who needs to approve the Request.

Pending Online Booking - Your Request is approved and travel can be booked online via Concur
website.

Approved - Your Request is fully approved and you can book travel by calling a Direct Travel Agent,
or using a 3rd party.

Sent Back to User - Your Request has been sent back and needs to be resubmitted. There will be a
comment from the approver with the reason as to why it was returned.

2. You can search for a Request using the search field then selecting Go. You can sort the Requests by
selecting a header name. (ex. Request Name, Request ID, etc.)

w

Select the name of the Request you want to view.

4. Inthe Request, select the Approval Flow tab to see who has approved your Request.

You will see the approver names listed and the date they approved.

5. Inthe Request, select the Audit Trail tab to see a record of all actions taken for the Request.
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RECALL OR CANCEL A SUBMITTED REQUEST

You cannot change or cancel a Request that has been submitted unless you recall it first. You would recall a
request if you need to make corrections or add new expenses.

1. From the Concur home page, select Requests.

2. Select the name of the Request you want to view.

3. Ifyou would like to recall your Request, select Recall on the top right corner of the screen.

Attachments v Print / Email ~ Cancel Request

Status: Submitted & Pending Approval
Amount: $1,450.00

4. Anew window will appear, select Yes to confirm.

Please Confirm x

o Are you sure you want to recall this request?

o] e

+ Oncerecalled, you can make changes, then submit the Request again for approval.
+ Your Request will start from the beginning of the approval process.
+ Once a Request has received all approvals in the Approval Flow, you can no longer recall it.
5. Ifyou would like to cancel your Request, select Cancel Request.
« If you need to make changes to a fully approved Request, you will need to cancel the Request and
start a new one.
Please be aware Approved Requests will automatically close on day 61 after the travel end date.

COPY AREQUEST

Requests may be copied. This is helpful when a traveler regularly takes the same trip with the same business
purpose and set of expenses.

1. From the Concur home page, select Requests.

2. Check the box to the left of the Request you want to copy. Note: You can only copy one request at a time.
3. Once you check the box, the Copy Request button will become a darker shade of blue.

4. Select Copy Request.

Manage Requests New Request Quick Search

Active Requests (19)

View v

Request Name E‘ Begins With q [ ‘

] [ Request Name ‘ Request ID ‘ Status ‘ Request Dates v Date Submitted Total | Approved a... | Remaining ... Action
4] & Testing Online Booking 3349 Approved 06/01/2020 03/24/2020 $427.50 $427.50 $427.50 Expense

06/03/2020

You can copy a request once it has been entered and the business purpose and expenses will copy over.
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UNDERSTANDING THE REQUEST APPROVAL PROCESS

+ AllRequests will go through an automated workflow process once submitted.
« Thetravel policy requires multiple levels of approvers (Department Head, Division Head, Ethics, etc.) in

Concur before a Request can be fully approved.

« Each approverin the approval flow will review the Request to verify the business trip is necessary,
reasonable, appropriate, allowable and in compliance before approving.
+ Approvers will receive an email notification, including the login link to Concur, that Requests are pending

approval.

+ Approvers may perform the following to a Request: change amounts on expense types, add approvers,
approve, approve & forward and send the Request back to the traveler for adjustments.

+ Approvers have the ability to grant approval permissions to delegates for a specific time period.

+ Requests may be sent back to the traveler for incompleteness, lack of compliance or missing supporting
documentation. If a Request is sent back to the traveler, it will go through the entire approval workflow

again.

+ Once Requests have been approved, notifications regarding the status of the Requests will be displayed

on the traveler’s Manage Requests page.

« Ifthe Approver does not approve a Request within 7 days, they will receive an email notification every

day until the condition is met.

+ All approvers must review and approve the Requests before travel can be booked.

REQUEST APPROVAL WORKFLOW

Domestic Travel Request

Default Approver
Department Head

¥

Default Approver 2
Division Head

¥

Ethics Approver

¥

Cost Object
Approver

N4

Accounts Payable

v

Encumbrance
Approval Number
(E#) is created
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International Travel Request

Default Approver
Department Head

¥

Default Approver 2
Division Head

<4

Export Control
Approver

<4+

Ethics Approver

{=

Cost Object
Approver

<4+

Accounts Payable

4

Encumbrance
Approval Number
(E#) is created
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Note: This section is for individuals who are responsible for approving requests submitted in Concur. If you are
not an approver, continue to the “Correcting and Resubmitting a Returned Request” section of this manual.

DEFAULT APPROVERS FOR REQUESTS

Request Default Approvers are the first and second level of approvals in the approval flow of Concur. You
are considered a Request Default Approver if you are a traveler’s direct supervisor or are responsible for a
College/Division.

A traveler designates the Request Default Approvers when setting up their profile.

Request Default Approvers are usually the Department Head and Division Head of the traveler submitting
the Request.

Request Default Approvers will have one login in Concur for their own requests and pending approvals.
Request Default Approvers will receive an email notification, including the login link to Concur, that
Requests are pending approval.

If the Request Default Approver does not approve a Request within 7 days, they will receive an email
notification every day until the condition is met.

As a Default Approver for Requests, you are responsible for ensuring:

Fiscal control and fiduciary responsibilities are maintained when committing university funds.

All Requests and estimated expenses are ordinary, reasonable, not extravagant, necessary, and supported
by a trip purpose.

The traveler is performing official university business, exercising care when planning travel and verifying
expenses are planned in the best interest of the university to minimize travel expenses.

Policy compliance, funding verification, allowable per the travel policy and appropriateness use of funds.
All required supporting documentation is attached and coincides with the trip purpose on the Request.
Requests should be submitted 4 weeks prior to departure.

Travelers know the laws and rules, as well as the specific policies and procedures before attending any off-
campus events that are sponsored by a non-government group and that are not in their scholarly or work
capacity.

Timely approval is required to ensure prices are similar to the estimated expenses entered in a Request as
well as availability of flights, hotels, etc.

Approval indicates that the verification process is complete and that the Request is a valid Rowan
University expense or the trip is funded by an outside source.
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Adding additional approvers to a Request:

59

The automated approval flow is limited to a certain number of approvers. In some cases, departments
require additional approvers not listed in the automated approval flow. In these situations, the additional
approver will be manually added to the approval flow by another approver who is already in the
automated approval flow.

Additional Approvers must be set up as Default Approvers within Concur profile and have funding
authority for the fund to be charged. If they are not set up as Default Approvers, they will not appear in
the list of available approvers to select. Only Department Head, Division Head and Cost Object Approvers
assigned to a specific FOAPAL or a supervisor will be eligible to be set up as an Additional Approver.

Each approver in the approval flow will review the Request to verify the business trip is necessary,
reasonable, appropriate, allowable and in compliance before approving.

Additional Approvers will receive an email notification, including the login link to Concur, that Requests
are pending approval.

If the Additional Approver does not approve a Request within 7 days, they will receive an email
notification every day until the condition is met.

Additional Approvers carry the same responsibilities as Default Approvers.

Approval indicates that the verification process is complete and that the Request is a valid Rowan
University expense or the trip is funded by an outside source.
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ETHICS APPROVER FOR REQUESTS

Ethics Approver in Request is the third level of approval in the approval flow of Concur for domestic
travel and fourth level for international travel.

Ethics Approver reviews the request and attachments in the Request such as the Approval for
Attendance at Events form for non-university funded travel to determine whether the outside activities
are permissible in accordance with the Conflicts of Interest Law, the Uniform Code of Ethics, and other
applicable university supplemental code or authority.

Ethics Approver will have one login in Concur for their own requests and pending approvals.

Ethics Approver will receive an email notification, including the login link to Concur, that Requests are
pending approval.

If the Ethics Approver does not approve a Request within 7 days, they will receive an email notification
every day until the condition is met.

As an Ethics Approver for Requests, you are responsible for ensuring:

Each Request meets the rules and regulations of the State Ethics Commission.

Travelers are following the plain language guide, which explains ethics rules and laws found in the NJ
Conflict of Interest Law and State Ethics Commission.

In addition to these laws and rules, travelers are also bound by the Uniform Ethics Code and any ethics
code adopted by the university.

All required supporting documentation is attached and coincides with the trip purpose on the Request.

Requests should be submitted 4 weeks prior to departure.

Timely approval is required to ensure prices are similar to the estimated expenses entered in a Request
as well as availability of flights, hotels, etc.

Approval indicates that the verification process is complete and that the Request complies with State
Ethics Commission criteria.
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EXPORT CONTROL APPROVER FOR REQUESTS

Export Control Approver is the third level of approval in the approval flow of Concur for international
travel.

Export Control Approver reviews the Request and supporting documentation to ensure compliance with
the U.S. Export Control laws and regulations, including the International Traffic in Arms Regulations
(ITAR), Export Administration Regulations (EAR) and Office of Foreign Assets Control (OFAC).

There are many activities that need oversight for international travelers that may have implications if
guidance and training is not provided to the traveler.

An export can include any of the following: shipping an item overseas, sending an e-mail to a foreign
person, making a phone call or sending a fax to a foreign person, any electronic transfer of information
abroad and deemed exports. Some exports fall under “Deemed Export”. Deemed export means the
release of technology or source code having both military and civilian applications to a foreign national
within the United States. A “Foreign National” or Non-US-person is not a U.S. citizens, U.S. legal
permanent residents (green card holders), refugees, asylees, and temporary residents under specific
IRCA amnesty provisions.

The Export Control Approver and the Office of Research Compliance is committed to monitoring and
administering procedures for issues related to export-controlled technologies not protected by the
fundamental research exemption (15 CFR 734.8) that remain subject to the EAR and/or to ITAR.

Export Control Approver will have one login in Concur for their own requests and approvals.

Export Control Approver will receive an email notification, including the login link to Concur, that
Requests are pending approval.

If the Export Control Approver does not approve a Request within 7 days, they will receive an email
notification every day until the condition is met.

As an Export Control Approver for Requests, you are responsible for ensuring:
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Each international Request complies with the U.S. Export Control laws and regulations, including the
International Traffic in Arms Regulations (ITAR), Export Administration Regulations (EAR) and Office of
Foreign Assets Control (OFAC).

The proper export control forms and training is completed before the traveler can be approved in
Concur.

Allinternational Requests have the International Travel Checklist and International Travel Export
Controls CITI Training included as an attachment.

International travelers complete and comply with appropriate forms. Travelers should understand that
research activities, discussions, equipment, materials, software and technology in other countries may
be subject to US Government export control regulations and failure to comply with these regulations can
lead to severe penalties.

The International Travel Checklist is completed within 5 business days of booking the airfare.

All required supporting documentation is attached and coincides with the trip purpose on the Request.
All International Requests should be submitted 4 weeks prior to departure.

Timely approval is required to ensure prices are similar to the estimated expenses entered in a Request
as well as availability of flights, hotels, etc.

Approval indicates that the verification process is complete and that the Request is a valid Rowan
University expense or the trip is funded by an outside source.
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COST OBJECT APPROVER FOR REQUESTS

A Cost Object Approver is the fourth level of approval in the approval flow of Concur. In some cases,

the cost object approver may be the same person as the default approver if the traveler is using their
department FOAPAL.

The cost object approval model ensures that Requests are routed to an authorized approver for the
departmentincurring the expenses. Meaning that no charges will post to your department’s FOAPAL
without review by authorized individuals in your department.

Cost Object Approvers provide the opportunity to use multiple FOAPALs when creating a Request. By
having multiple FOAPALs, Concur will route the approval flow to the owners of the FOAPALSs listed on the
Request for approval.

Cost Object Approver will have one login in Concur for their own requests and pending approvals.

Cost Object Approver will receive an email notification, including the login link to Concur, that Requests
are pending approval.

If the Cost Object Approver does not approve a Request within 7 days, they will receive an email
notification every day until the condition is met.

As a Cost Object Approver for Requests, you are responsible for ensuring:

Cost Object Approvers review transactional activity from a financial perspective to ensure the accuracy
of assigned FOAPALs and availability of budgeted funds.

Requests have available funding in Banner so an encumbrance can be created.

The traveler utilized the correct FOAPAL before you approve the Request.

All budgetary requirements are met and maintained when committing university funds.

Requests and estimated expenses are ordinary, reasonable, necessary, and supported by a trip purpose.
Estimated expenses are planned in the best interest of the university to minimize travel expenses.
Requests will forward to the next Cost Object Approver if the traveler entered more than one FOAPAL.
The business purpose and Request are in compliance with any applicable sponsored project/grant
requirements if applicable.

Approval indicates that the verification process is complete and that the Request is a valid Rowan
University expense or the trip is funded by an outside source.
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APPROVING A REQUEST

You will receive an email notification stating that you have a Request pending your approval, who the
approval is for, and some information regarding the Request.

SAP Concur w

You have a request pending your approval.

Request From Ryan G. Cullen

Request ID 36XJ

Request Name T-CULLEN-BOSTON-2/20
Request Purpose Collaborating with other schools
Total Posted Amount 641.50 USD

Link To Approve Request

https://go.rowan.edu/ConcurTestSSO

1. Select the link to approve the Request. Rowan’s single sign-on page will appear. Enter your Rowan
network username and password. Select LOGIN.

Rowan Network Username: e

Rowa;le L !
UI..-I]..",eI.S 1t}7 Password:

LOGIN
D n m Meed Help? Don't know your password?

2. Inthe My Tasks section on the Concur home page, you will see a list of any Reports or Requests waiting
your approval. Select Required Approvals.

| € RowanUniversity + 03 01 00 00 I
New Required Authorization Available Open
Hello, Test Ap prover Approvals Requests Expenses Reports
TRIP SEARCH ALERTS
"h Q |'=| g o As a Rowan University employee, you are eligible for a free Triplt Pro subscription. Not right now

0 You haven't signed up to receive e-receipts.@ Sign up here

Please start Request / Approval prior to booking Travel

Mixed Flight/Train Search COMPANY NOTES
| RoundTip |  oneway Multi City ‘
From @ Concur Training Toolkit
‘ Departure city, airport o train station ‘ This link will provide information to utilize the Concur Expense System.
Find an arport | Select multiple airports
0 D
[Arma\ city, airport or train station l Direct Travel .
Find an aiport | Select muipl arports Welcome to Concur, Managed by Direct Travel

Read more

=2 MY TASKS

Show More
Required Approvals —> Available Expenses = Open Reports -

MY TRIPS (0) >

Test Traveler T. | Conference in San... You currently have no available You currently have no open reports.
$1,450.00 — Travel expenses.

€@ RowanUniversity
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3. The approvals page will appear. You will see three tabs: Trips, Requests awaiting your approval and

submitted Expense Reports awaiting your approval. Each tab will have a number indicating how many of

each type you have to approve. Select the Requests tab.

Approvals

00 01 02

Trips Requests Expense
Reports
Requests
Request Type Request Name Request ID Employee Request Dates Date Submitted Total
Travel Conference in San Diego 334F Test Traveler, Traveler 05/01/2020 03/28/2020 $1,450.00

05/06/2020

4. Select the Request you wish to approve by selecting the Request Name.

5. Select the Request Header tab. Review the Request Header to verify the trip type, destination city, time
frame, trip purpose, reason for travel, FOAPAL being charged and comments from the traveler.
« Check for any exceptions above the Request information.

Approvals Home Requests Reports

ReQUESt 334F e e o

Status: Submitted & Pending Approval
Request/Trip Name: Conference in San Diego Amount: $1,450.00
Reason for Travel:

Request Header /) || Segments | Expense Summary | Approval Flow | Audit Trail

/A\Higher than Requested.
&Important Reminder: If you are a traveler, do not submit this request before completing all travel requirement(s) found on the “SAP Concur ©” tab under “Company Notes”. If you are an approver,
confirm that all necessary documents are attached to this request. Note: the warning/caution icon will always remain on this page.

Request/Trip Name How will you book your travel? Extension of prior trip Trip Type Destination City

Conference in San Diego 1. Online using Concur Travel v v Domestic v San Diego, California

Destination Country

UNITED STATES v
Request/Trip Start Date Request/Trip End Date Request/Trip Purposely? Reason for Travel
05/01/2020 05/06/2020 Gonference v

6. Select the Segments tab to review airfare, car rental, hotel reservation, or railway ticket information.

7. Select Expense Summary tab to review other estimated expenses, policy compliance, and allocations
requested by the traveler. Hover over the icons associated with the expense type to display the
description.

8. Check that the appropriate documents have been attached by selecting Attachments, then View
Documents in new window. (Example - 1 or more of the following documents: a brochure, a
conference agenda, an event agenda or a meeting invite. Also if sponsored related travel the Approval for
Attendance at Events form is required).

| Attachments ~

‘ View Documents in a new window

Re q U e St 3 34 F [Traveler, Test Traveler]

Print / Email v Send Back Request

i

Status: Submitted & Pending Approval

Request/Trip Name: Conference in San Diego Attach Documents Amount: $1,450.00
Reason for Travel:
Request Header A\ | Segments || Expense Summary || Approval Flow || Audit Trail

« Expense Type Transaction Amount

Airfare v 50000 uUsD v

Date ‘ Expense Type Amount Requested
05/01/2020 Airfare $500.00 $500.00
05/01/2020 Hotel $700.00 $700.00
05/01/2020 Conference Fee $250.00 $250.00

TOTAL AMOUNT TOTAL REQUESTED

$1,450.00 $1,450.00
€@ RowanUniversity
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9. Asan approver, you can perform the following to a Request:

Change the requested amount on the expense type: The approver can change the amount
requested by the traveler by typing over the amount. Any approved amounts that can be changed
will have a red bar. Note: Approvers cannot change segment amounts on a Request.

Request 374R nexomn N T T T

Status: Submitted & Pending Approval

Request/Trip Name: Testing dates Amount: $1,148.50
Reason for Travel:

Request Header A\ || Segments | Expense Summary || Approval Flow || Audit Trail

« Expense Type RequestTrip Star Date RequestTrip End Date

Date

| Expense Type ‘ Amount ‘ Requested

04/21/2020

Conference Fee 5900.00 5900.00 Description Amount will update when you save Comment

04/21/2020

Meal Per Diem I 5245.50 I $148.50

Approved Amount city
| 148.50 Bos

Add additional approvers to the approval flow: Select the Approval Flow tab. Once in the
Approval Flow, you will have the option to add an approver step before or after the next approver in
the approval flow. A “User-Added Approver” field will appear. Start typing the name of the approver
you wish to add and select that person from the drop-down options that appear.

Depariment Head Approval:

Cardona-Parra, Ana L

User-Added Approver:

Division Head Approval:

Scully, Joseph F 0

User-Added Approver:

| | Qo x

After the approver is selected, select Save Workflow at the top right corner of the screen.
Review the Approval Flow, verify that the added approver is there, then select Approve.

10. Once you have reviewed the Request you can:

Approve - If the Request is reviewed and meets the approval criteria, you can approve it by selecting
the orange approve button. This will send the Request to the next approver in the approval flow.
Approve & Forward - If you are an approver, you will have an approve & forward button. This option
will forward the Request to another approver that was not in the original approval flow. In the “User-
Added Approver” field, type in the last name of the approver and select the name from the drop-
down menu. This person will be added to the approval flow and will be required to approve. Select
Approve.

Send Back Request - Return the Request to the traveler if you do not approve it and need
corrections to be made. A new window will appear where you are required to write a comment to
explain why you are returning the Request. The traveler will be notified and will need to resubmit the
Request once the corrections are made.

Select Send Back Request, Approve, or Approve & Forward on the top right corner of the screen.

Print / Email v Send Back Request Approve & Forward

Status: Submitted & Pending Approval
Amount: $1,450.00

11. If you approve the Request, it will disappear from your Request Pending page and will go to the next

approver in the workflow.
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VIEW COMPLETED APPROVALS

1. From the Concur home page, select Approvals.

Help ~
SAP Concur Requests Travel Expense Approvals App Center °

Profile ~

-

© RowanUniversity + 02 01 00 00

New Required Authorization Available Open
Hello, Test Approver Approvals Requests Expenses Reports

2. You will see three options: Approvals Home, Requests, and Reports. Choose Requests or Reports to see
completed approvals.

SAP Concur Requests Travel Expense Approvals

Approvals Home Requests Reports

3. Select the View drop-down.

@ concursolutions.com % @ incognito
@ You are currently logged in as a test user

Help ~
SAP Concur Requests  Travel Expense | Approvals  App Center

Profile ~ &

Approvals Home  Requests  Reports

Requests Pending your Approval (0)

wewes® Pending your Approval
s with v Go
Requests you Approved this Month
Requests you Approved last Month ,5joyee Name Request ID Request Dates ¥ | Comment Date Submitted | Approved a... | Remaining ...

Requests you Approved this Quarter
Requests you Approved last Quarter
Requests you Approved this Year
Requests you Approved last Year
All Approved Requests

4. Select the date range you would like to view or select all approved.
5. The completed approvals will appear.
+ Filter the approvals by using the drop-downs and then select go.
+ Sortthe approvals by selecting the name of the column such as Request name, employee name, etc.

Requests you Approved this Month (14)

View v
Request Name v ‘ Begins With v ‘ ‘ ‘
[ ‘ Request Name ‘ Employee Name ‘ Request ID Request Dates v ‘ Com... ‘ Status Date Submitted Total | Approved a... | Remainin
o TestConcurBooking Traveler, Test Traveler 333T 06/12/2020 Approved 03/19/2020 $1,319.60 $1,319.60 $1,3
06/17/2020
é Testing Online Booking Traveler, Test Traveler 3349 06/01/2020 Approved 03/24/2020 $427.50 $427.50 $4
06/03/2020
A zero balance Traveler, Test Traveler 333G 04/01/2020 Approved 03/09/2020 $0.00 $0.00
04/03/2020
0 cash advance Traveler, Test Traveler 333D 03/29/2020 Approved 03/09/2020 $152.50 $152.50 $1
03/31/2020
& testing prepayments Traveler, Test Traveler 3346 03/28/2020 Approved 03/24/2020 $1,027.50 $1,027.50 $1,0
03/31/2020

6. Select the name of the approval you would like to review.
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CORRECTING AND RESUBMITTING A RETURNED REQUEST

Note: This section is for travelers who have submitted a Request and it has been returned by the approver.

Your Request approver can send a Request back to you if an error is found. The approver will include a
comment explaining why the Request was returned to you.

You will receive an email if your travel Request has been sent back to you by your approver. If a Request is
sent back to the travel, it will have to go through the entire approval workflow again.

1. From the Concur home page, select Requests. SAP Concur Requests Travel Expense App Center
2. You will see all of your active Requests. To

the left of the Request name, you will see an orange icon with an arrow. The status will say “Sent Back to
User” with the name of the approver who sent the Request back. Below that, there will be a comment
which includes the reason why the approver sent the Request back. Select the Request Name.

Manage Requests New Request Quick Search

Active Requests (18)

View ¥

Request Name v|  Begins With t] ‘ ‘
O ‘ Request Name ‘ Request ID ‘ Status ‘ Request Dates ¥ Date Submitted Total | Approved a... | Remaining ... Action
0o TestConcurBooking 333T Approved 06/12/2020 03/19/2020 $1,319.60 $1,319.60 $1,319.60  Expense
06/17/2020
0 A Testing Online Booking 3349 Approved 06/01/2020 03/24/2020 $427.50 $427.50 $427.50  Expense
06/03/2020
O @ A Conference in San Diego 334F Sent Back to User - Approver, Test Approver 05/01/2020 03/28/2020 $1,450.00 $0.00 $0.00

3. The previously submitted Request will populate with the Request Header selected. Review the comment
entered by the approver.

Request 334F
Status: Sent Back to User
Request/Trip Name: Conference in San Diego Amount: $1,450.00

Reason for Travel:

RequestHeader& Segments || Expenses || Approval Flow || Audit Trail

/A\Higher than Requested.

&Impor’(ant Reminder: If you are a traveler, do not submit this request before completing all travel requirement(s) found on the “SAP Concur ©” tab under “Company Notes”. If you are an approver,
confirm that all necessary documents are attached to this request. Note: the warning/caution icon will always remain on this page.

Previous C View all
’7Entered By Test Approver Approver: You forgot to add per diem. W

4. Make the necessary changes to ensure your Request will be approved. If you are unsure how to make the
changes, review the “Creating a New Travel Request” section in this manual.
5. Once the corrections are made, select Submit Report in the top right corner of the screen.

Attachments ¥ Print / Email ¥ Cancel Request Submit Request

Status: Sent Back to User
Amount: $1,450.00

6. A confirmation agreement will appear, read the agreement, and select Accept & Submit.

7. On the Active Request Page, you will see the status of the Report has changed to “Submitted & Pending
Approval.”

[_ @ & Conference in San Diego 334F Submitted & Pending Approval - Approver, Test Approver

Comment: You forgot to add per diem.
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BOOKING TRAVEL

An approved Request is required before making any travel reservations. Once the Request is approved, you
will receive an Encumbrance Approval Number (E#) from cognos-proxy@rowan.edu. You may now utilize the
Book feature in Manage Requests.

If you do not book your travel from an approved Request and go straight to the Travel page, the system will
not allow you to book the travel you selected and will prompt you to submit a Request.

BOOK ONLINE USING THE CONCUR WEBSITE

Concur Travel is Rowan University’s preferred method of booking.

Benefits to booking via Concur:

+ Theonline booking tool is integrated within Concur creating one go-to place for Request, travel booking,
and Expense Reporting.

« All of your memberships, frequent flyer miles, etc. that are saved in your profile will be automatically
applied to your booking.

+ Some of the information from your travel booking will auto-populate into your Expense Report.

1. From the Concur home page, select Requests.

Help ~
C R t Travel E: App Cent
SAP Concur equests ravel xpense pp Center profile ~ @
-
€ RowanUniversity + 19 00 11 02
New Authorization Available Open Cash
Hello, Test Traveler Requests Expenses Reports Advances

2. Manage Requests will open showing all of your active requests. Locate the Request you want to book
travel for.
+ The Requests that have a status of Pending on-line Booking mean the Requests are approved and
travel can be booked via Concur once you receive the approved Encumbrance Approval Number (E#).

Administration v | Help ~
SAP Concur Requests Expense Approvals App Center °

Profile ~

Manage Requests New Request Quick Search

Active Requests (15)

View ¥

Request Name v ‘ Begins With v ‘ ‘ ‘
L ‘ Request Name ‘ Request ID Status ‘ Request Dates v Date Submitted Total | Approved a... | Remaining ... Action
Ll 0 Educause Conference 36R3 Approved 05/13/2020 02/07/2020 $380.00 $380.00 $60.00 Expense
05/16/2020
Montana 36X9 Approved 05/01/2020 02/18/2020 $1,163.52 $1,163.52 $1,163.52 Expense
05/05/2020
| A ATD Conference 3744 Pending on-line Booking 05/01/2020 04/02/2020 $1,640.50 $0.00 $0.00 Book
05/06/2020
L TestForCashAdvance 36NJ Not Submitted 04/26/2020 $350.00 $0.00 $0.00
04/29/2020
L @ South by Southwest Conference 36RH Sent Back to User - Salvatore, Miranda S. 04/10/2020 02/10/2020 $953.20 $0.00 $0.00
Comment: Please change the foapal 04/14/2020
@ JennasaDelegateforMel2 36MV Sent Back to User - Hegel, Mary 04/01/2020 02/07/2020 $0.00 $0.00 $0.00
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3. Select the Request Name or select Book under the action heading for the request with the status of
Pending on-line Booking.

] & I ATD Conference I 3744 Pending on-line Booking 05/01/2020 04/02/2020 $1,640.50 $0.00 $0.00 I Book I

05/06/2020

4. Your Request will appear. Select Book with Concur Travel.

Administration v | Help ~

SAP Concur Requests Expense Approvals App Center

Profile ~ &

Manage Requests New Request Quick Search

Request 3744 S T T

Status: Pending on-line Booking
Amount: $1,640.50

Request/Trip Name: ATD Conference
Reason for Travel:

Request Headeré Segments | Expense Summary || Approval Flow || Audit Trail

Book with Concur Travel I

6 Air Ticket ) Round Trip One Way Multi-Segment Amount 1 $400.00

Outbound

From: Philadelphia Intl (Airport - PHL), Philadelphia, Pennsylvania
To: Lindbergh Intl (Airport - SAN), San Diego, California
Date: Friday, May 1, 2020 Depart at 11:00 am

Comment:

Return
Date: Wednesday, May 6, 2020 Depart at 03:00 pm

5. Your itinerary will populate with the information you provided in the Segments section of your Request.
You may have to enter more information regarding your travel. Select Proceed to Booking.

€@ RowanUniversity

INFORMATION RESOURCES & TECHNOLOGY



BOOKING TRAVEL

Booking Flights

1. Ifyour Request included a flight, the flight search results will populate.

PHILADELPHIA, PATO SAN DIEGO, CA
FRI, MAY 1 - WED, MAY 6

Trip Summary

4g) select Flights or Trains

Reund Trip

PHL - SAN
Depart. Fri, 05/01/2020
Return: Wed, 05/06/2020

Selecta Car

Pick-up: Fri, 05/01/2020
Drop-off: Wed, 05/06/2020

Select a Hotel
Nights: 5
San Diego, CA

Check-in: Fri, 05/01/2020
Check-out: Wed, 05/06/2020

Hide matrix  Print / Email

All
189 results

Nonstop
1 results

Remove

1 stop
186 results

2 stops
2 results

Remove

Shop by Fares

®  Frontier

Change Search

Depart - Fri, May 1

®

Depart 07:00A-10:40 A
[

Ariive 10:31A-06:12 P

M  United

{ Return - Wed, May 6

~]

'Y R A

Frontier United Delta

126.38
1 results

182.40
81 results

314.40
30 results

Shop by Schedule

Q, Sorted By Price - Low to High

08:53a PHL - 03:37p SAN

07:23p SAN € 07:49a PHL

07:52a PHL - 12:56p SAN

11:38a SAN — 11:59p PHL

2. You can filter your search with the left menu.
+ Change Search - edit the information you included on the previous screen.
+ Depart and return - use the sliders to narrow down the time you want to travel.
+ Price - use the slider to narrow down the options by price.
« Display settings - check the boxes to hide certain options.
« Airport filters - nearby airports.
« Connecting Airport Filters - check the boxes based on your connecting airport preference.

3. You can filter the results with the matrix at the top of the page by stops or by a specific carrier by
selecting the appropriate square.

4. Below the matrix, you will see the flight/train options.
« The ‘Shop by Fares’ tab is selected, select the Shop by Schedule tab to see the results based on time.
« Search for a flight by number or use the Sorted By drop-down to sort the results.

5. Review the flights options. Select Show all details or select View Fares.
+ You will see fare options. Basic economy is the most restrictive fares. You cannot choose your seat

and will pay for checked luggage.

« Select Rules or Benefits/Services for more information.
6. Select the price of the flight you would like to book.
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American
Airlines

388.80
1 results

327.06
64 results

1 stop DEN

1 stop LAS

1 stop DEN

1 stop DEN

Show as‘ uso v |

r

T« [ ]
Alaska
Airlines

Southwest

339.46
8 results

342.40
2 results

343.76
2 results

Displaying: 189 out of 189 results.
Previous | Page: 1 of 19 | Next | All

9h 44m
9h 26m

Show all details v
8h 04m $182.40
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7. The Review and Reserve Flights page will populate.

Review and Reserve Flight

Trip Summary
) REVIEW FLIGHTS
Flights Selected
Round Trip DEPART X Fri, May 1 — Philadelphia, PA to San Diego, CA Hide details A
PHL - SAN
Depart: Fri, 05/01/2020 Fri, May 1 07:45a PHL — 10:31a SAN 5h 46m American Airlines 1621
Return: Wed, 05/06/2020 Airbus Industrie A321
Select a Car P eTneare RETURN ¥ Wed, May 6 - San Diego, CA to Philadelphia, PA Hide details
Pick-up: Fri, 05/01/2020 Wed, May 6  10:41p SAN € 06:50a PHL 5h 09m American Airlines 2078
Drop-off: Wed, 05/06/2020 Lands Thu, May 7 Boeing 757-200
ENTER TRAVELER INFORMATION
Select a Hotel Remove -
Ensure all traveler information below is correct. @
Nights: 5
San Diego, CA Primary Traveler Edit | Review all
Check-n. Fri, 05/01/2020 Name: Test Traveler Travelor  Phone: 856-2464115 | testrraveler@rowan sdu ¥
Check-out: Wed, 05/06/2020 S —

Frequent Flyer Programs Add a Program
For American Airlines

‘ No Program selected ¥ |

+ Verify all the information regarding your flight is correct.
« Add frequent flyer miles, if needed.
8. Select a seat (if available). Concur will select seats for you if you leave this section blank.
« Anew window will appear with a map of the plane. Select the seat you would like (available seats are
in blue). Select Seat.
Seat Map

Available flights

| UA 1775 PHL-DEN ¥ |

A
FrAeaaHMMaE«000NNENN
8«1 olaiml | ] |oiwie] [ [ 11]]
CAN| [ 11 Iolaimelnie] (ol [ 1] (6] |
7 810111521 222_3242_526272329 fﬂ]\:ﬂ 323435
¢ HEEEEHMEEEEONNCNEEE
EXUEEEH--INNNNNENnEE
AMBERRHEEEEHOOOCNENE
¥
United #1775, Airbus Industrie A319, Philadelphia Intl Airport (PHL) - Denver Intl Airport (DEN)
Seat assignment is subject to change up until time of departure
lAvaiiahie :l Occupied or Unavailable E Selected A Exit row No seating @
iPreferentlal (7] jPreferential
u Paid preferential @ E| Paid preferential

€@ RowanUniversity
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9. Review the price summary.

10. Select the method of payment by choosing from the drop-down.
11. Read the fare rules and restrictions regarding your flight.

12. Select Reserve Flight and Continue.

SELECT SEATS

Select your preferred seats, otherwise Concur will request them for you based on your Profile.
Flight Seat
AA 1621 Main Cabin (Q) Select a seat
AA 2078 Main Cabin (Q) Select a seat

REVIEW PRICE SUMMARY
Description Fare Taxes and Fees Charges
Airfare $392.00 $58.20 $450.20

Total Estimated Cost: $450.20
Total Due Now: $450.20

SELECT AMETHOD OF PAYMENT

How would you like to pay?

‘ Please choose a creditcard. ¥ |ﬂ Add credit card

* Indicates credit card is a company card

& This is a Non-Refundable Ticket

Customers holding NON-REFUNDABLE type tickets may USUALLY cancel their journey, and reuse these tickets to any destination in the carrier's system, within one
year following the DATE OF ISSUE (READ THE FARE RULES to be certain this applies). Reservations MUST be cancelled by the intended (criginal) departure day, or

tickets will be void and have NO value for future use. These rules apply to DOMESTIC ticketing only

By completing this booking, you agree fo the fare rules and restrictions and hazardous goods policy.

Back Reserve and Continue

€@ RowanUniversity
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Booking a Car Rental
1. Ifyour Requestincluded a car rental and the rental was approved, the car search results will populate.

= Insurance should only be purchased for international rentals.
Trip Summary

PICK UP: (SAN) ON FRI, MAY 1 12:00 PM Show as | UsD_ ¥ |
@ Selecta Can RETURN: WED, MAY 6 12:00 PM o
RicicHpakm; fiH2000 Hide matrix Print / Email

Drop-off: Wed, 05/06/2020

All = = - .
87 results Mini Van ‘mediate SUV i
B
a 4499
fost Preferred
Change Car Search il | (R ) s 3 & o4 484 450.7 8030 al
Car Display Filters ~
Unlimited miles
Air conditioning Hertz 22033 21551 225.63 24962 251.09 30371 363.44 376.68
Hybrid
PiBudget 2538 2 29486 | 29636 94.48 209.6 3134
Car Transmission
Automatic
m | = | = | = | = | == | == | s | 27438
Manual
AVIS 4 9 400 6.
= s 4.0 o o 432,
o] 430.42 4 48,84 L 5 404 427.20 209 344 36
3
Sorted By: ;'Pmmy - Most Compliant ¥ |
Displaying: 87 out of 87 results. Previous | Page: 1 of 9 | Next | All
e Economy Car - $34.50 per day (Apollo)

Total cost*
Automatic transmission

E B e T o o e

2. You can filter your search with the left menu.

+ Change Car Search - edit the information you included on the previous screen.

« Car Display Filters - check the boxes to filter out certain options.
3. You can filter the results with the matrix at the top of the page by company or type of car.
« Thecarsizes are listed in the top row and the car vendors are listed in the first column.
« The preferred companies are listed at the top of the matrix.
Below the matrix, you will see the car rental options. Use the Sorted By drop-down to sort the results.
Review the car rental options.
Select the price of the car you would like to book.
A new window will appear. Use the drop-down to choose a reason for this travel option. Write an
explanation in the text field below the drop-down.

Travel Rule Triggered x

No Ok

This car is not in compliance with the following travel rule(s):
/iy Al car rentals require manager approval

Please choose the reason for selecting this travel option. If more than one reason applies, choose the most
applicable. This reason applies 1o this entire irip.

| — Prease cnoose 2 Reason — v

Please explain why you have chosen this car. NOTE: We will log all cars which you did not take

[EafE=

The selected fare was $34.50
The least cost logical fare was:$24 60

Chosen:
National $34.50 daily rate Quoted, not guaranteed
EI™= . CorporateRate Economy Car Automatic transmission Air conditioning
» Pick-up: In the terminal
+  Unlimited miles
« Dropoff: Pick-up location only

No options complied with the rules, but the following were the best available: -

8. Select Save.

€@ RowanUniversity
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9. The Review and Reserve Car page will populate.
10. Select Reserve Car and Continue.

Trip Summary

Car Selected
Pick-up: Fri, 05/01/2020
Drop-off: Wed, 05/06/2020

Review and Reserve Car
REVIEW RENTAL CAR

National Car Rental Location Details

Type Pick-up Drop-off
Economy Car  Airport Terminal Airport Terminal
Featu SAN: San Diego SAN: San Diego
1200 pm Fri, 05/01/2020  12:00 pm Wed, 05/06/2020

PROVIDE RENTAL CAR PREFERENCES

Your preferences and comments will be passed to the rental car agency.
Comments (30 character max)

Include in-car GPS system

ENTER DRIVER INFORMATION

Ensure the name below matches the |.D. you have with you on the day of pick-up. @

Driver Edit| Review al

Name: Test Traveler Traveler Phone: 8562464115 | testiraveler@rowan edu ¥

Rental Car Agency Program Add a Program

No Program selected ¥

REVIEW PRICE SUMMARY
Description DailyRate  Dates Total
National Car Rental $3450  May01-May06  $268.23°

Total Estimated Cost: $268.23
Total Due Now: $0.00™*

owin. Doss not include additional fees incurrad during me of travel.

Booking a Hotel

1. If your Request included a hotel reservation, the hotel search results will populate.

2. You can filter your search with

CHECK-IN FRI, MAY 1 - CHECK-OUT WED, MAY 6 Showas| USD-# |
Trip St —
t h e left menu. P Summary Hide Map Print / Email W Company Preferred Accommodation
. Select a Hotel
+ Change Search - edit the o %0 S
. . . $San Diego Intl Airport, San Diego, CA @
information you included on
Check-out: Wed, 05/06/2020

the previous screen.
+ Price - use theslider to
narrow down the options by cusesewen v

price.

+ Display settings - check
‘hide sold out’ to remove the oy setinss N

sold-out hotels from the b g

results. [ ==
+ Property Brand - select the Asoorenty

check boxes to indicate the Ew:f» .

hotel chain you prefer. Grevess sl

+ Amenities - select the check | & e
boxes for the amenities you — nentes ~

prefer.

Price ~
°
$104 - $419

/
99

\4
9% ¢

O®E

»
g

VO

North
Island
Naval

(ot 5000 feet 1km
Station | S

©2020 HERE, © 2020 Microsoft Corporation Terms

Courtvard (5)

Breakfast (59)

Displaying: 100 out of 100 results
Previous 1234 Next | All

Q  Ssorted By: | Policy - Most Compliant %

1. Holiday Inn Express San Diego $105
1955 San Diego Ave, San Diego, CA92110  Map it
90.81 miles

Hotel details
2. Fairfield Inn & Stes San Diego Old Town $123

3900 Old Town Ave, San Diego, CA 92110 Map it

91.08 miles

3. You will see a map with the hotels near the location you selected.
+ Thered icon shows the location you selected.

+ The blueicons show the hotels in the mileage range you selected. Select any of the blue icons to see
specific hotel information.

+ Hoveroverroad in the top right corner of the map to change the map view. Choose road, aerial,
bird’s eye, or street side.

+ Select the + and - icons to zoom in and out of the map.

+ Select and drag your mouse to move the map.
4. Below the map, you can search for a hotel or use the Sorted By drop-down to sort the results.

€@ RowanUniversity
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75

Review the hotel options.

Select the hotel picture to see more images of the property.
Select Hotel details to see the hotel’s address, phone number, amenities, and cancellation policy.

—

=] 1. Holiday Inn Express San Diego $148

1955 San Diego Ave, San Diego, CA 92110 Map it
V081 miles

Hotel details

2. Hilton Garden Inn Downtown/Bayside $156

- 2137 Pacific Highway, Suite A, San Diego, CA92101 Mapiit
v
¥ 1.16 miles N

Hotel details

6. Select View Rooms to see the available room options and rates. Note: The rates shown are nightly rates.
The rates shown are nightly rates.

Some hotels have discount/loyalty programs. You can only book at that rate if you have the hotel’s
discount/loyalty program added to your profile.

Direct Travel rates may also be listed.

7. Select Rules and cancellation policy to the left of the hotel price.

@

Select the price of the hotel you would like to book.

9. The Review and Reserve Hotel page will populate.

Trip Summary

Hotel Selected
Nights: 5
San Diego Intl Airport, San Diego, CA

Check-in: Fri, 05/01/2020
Check-out: Wed, 05/06/2020

Review and Reserve Hotel

REVIEW HOTEL ROOM
Holiday Inn Express San Diego
Best Flexible Rate One Queen Bed Nonsmoking Experience Quality Amenities Like High Speed Internet Hot Bkfst
5 Nights | 1 Guest™
Check-in Check-out Address Phone
Friday, May 01, 2020 Wednesday, May 06, 2020 1955 San Diego Ave 619-543-1130
San Diego, California 92110
United States

= We reserve every hotel room for 1 guest only, regardless of the number of actual travelers sharing the room. The primary traveler's name s attached to the reservation for hotel
check-n

PROVIDE HOTEL ROOM PREFERENCES

Your preferences and comments will be passed to the hotel.

Comments (30 character max)}
[Ex: Need early checkin (10am |

Request foam pillows () Request rollaway bed [J Request crib

ENTER HOTEL GUEST INFORMATION

Ensure the name below matches the |.D. shown on the day of check-in. @

Hotel Guest Edit | Review all

Name: Test Traveler Traveler Phone: 8562464115 | testiraveler@rowan edu ¥ |

Hotel Program Add a Program

| No Program selected ¥ |

Verify all the information regarding your hotel is correct.

Provide hotel room preferences.

Add a hotel program if needed.

10. Review the price summary.

11. Select the method of payment by choosing from the drop-down.

12. Read the Accept Rate Details and Cancellation Policy. Check the box stating “I agree to the hotel’s
rate rules, restrictions, and cancellation policy.

13. Select Reserve Hotel and Continue.

€@ RowanUniversity
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Booking a Train Ticket

1.

w

If your Request included a train ticket, the train search results will populate.
Note: Please refer to the Travel policy for detailed information regarding travel by Train.

PHILADELPHIA - 30TH STREET STATION TO NEW Showas| usD v |
Trip Summary YORK - PENN STATION

WED, MAR 18 - SAT, MAR 21
Train Reservation

Hide matrix  Print / Email

sy % e
All Amtrak Multiple Amtrak
126 results Regional Acela
Nonstop 90.00 228.00 366.00
3 126 results 70 results 48 results 8 results
Change Train Search ~
Depart - Wed, Mar 18 i Shop by Fares Shop by Schedule
® ®
D Trair nber Searct Q Sorted By:| Price - Low to High A
L ] L J
Arrive 03:30A-12:15P Displaying: 126 out of 126 results
Previous | Page: 1 of 13 | Next | Al
Return - Sat, Mar 21 ~
L J L J

Depat 01:05P - 05:00 P ﬂ;gg’fmw, SWGB 208 Rirect A 30m $90.00

L ) =
Armive 0226P -06 11 P 02:05p 03:30p Direct 1h 25m

Amfrak Regional 161

: ROUND TRIP: PHILADELPHIA- 30TH STREET
Price ~ STATION TO NEW YORK - PENN STATION

L J Show all details v
Price 580 .00 - 5366 00

Train Station Filters A 07:00a - 08:30a Direct 1h 30m
Amtrak Regional 640 £90.00

- =
Number of Stops: | Select ¥ | 04:05p 05:32p Direct 1h 27m

Depart Amtrak Regional 163

ROUND TRIP: PHILADELPHIA- 30TH STREET
Departure STATION TO NEW YORK - PENN STATION

You can filter your search with the left menu.

+ Change Search - edit the information you included on the previous screen.

+ Departand return - use the sliders to narrow down the time you want to travel.

+ Price - use the slider to narrow down the options by price.

« Train station filters - use the drop-down to select the number of stops.

You can filter the results with the matrix at the top of the page.

Below the matrix, you will see the train options.

« The ‘Shop by Fares’ tab is selected, select the ‘Shop by Schedule’ tab to see the trains based on time.
« Search for a train by number or use the Sorted By drop-down to sort the results.

Review the train tickets which are under the matrix. Select View fares or Show all details for more
information. 07:002 08:302 Direct 1n 30m $1iai0

Amtrak Regional 640

Once you have chosen your train, select the price of the trainyou ™ .o, e ored anom

Amtrak Regional 163

would like to book. STATION T NEW YORK - PENN STATION
The Review and Reserve Train page will populate.
Select Reserve Train and Continue. DEPART 9 FrFeb 4
07Y()Da PHILADELPHIA - 30TH STREET 1h 30m Amtrak Regional Train 640 ==
STATION

08:30a NEW YORK - PENN STATION

RETURN & Sat,Feb 15 Hide details A
sat, Feb 15
04:05p NEW YORK - PENN STATION 1h27m Amtrak Regional Train 163 #==
05:32p  PHILADELPHIA - 30TH STREET

TATION
Fare Options Refundable

Coach Reserved (YE) / Coach
Reserved (YE) No ° $110.00
Rules

Coach Reserved Seat (YE) / A
. . Business Class Seat (JE) No
© RowanUniversity o
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Travel Details

Once you have gone through the booking process, the travel details page will populate. Review the
information for accuracy.

Trip Summary

@ Finalize Trip

Review Travel Details

Travel Details

TRIP OVERVIEW |

Trip overview - Review the
information for accuracy. Under the
“l want to” section you can print or

Iwantto... Trip Name: Car Reservation at SAN DIEGO 1t Add to your Itinerary
piint Hinerary

Start Date: May 01, 2020 @ "‘ @ B

End Date: May 06, 2020

Created: March 25, 2020, Test Traveler Traveler (Modified: March

25, 2020) Booked outside Concur? ENter your trip menualy,
connect with Tipt, or send your ftinerary to .

plans@concur.com.

Enter Trip Information
‘Submit Trip Confirmation

email the itinerary.

Reservations - Shows a detailed

outline of all the reservations you

have made for this trip. You can

change or cancel your air, car, hotel,
and train from this page.

T — + Total Estimated Cost - Shows the

breakdown of all the trip costs and

the total at the bottom. Review the

total estimated cost to ensure it is

below the amount encumbered.

Q sompiiey « Select Next >> at the bottom of the

screen.

Description: (No Description Available) cx:
Agency Record Locator: NJLG2T
Reservation for: Testtraveler Traveler
Total Estimated Cost: $268.23 USD oz

RESERVATIONS
| smeyooo0 |

@ National Car Rental at: San Diego US (SAN) Change | Cancel
Pick-up at: San Diego US (SAN)

Pick Up: 12:00 PM #7752

Travel Booking Information

— Trip Booking Information

The trip name and description are for your record keeping convenience. If you have any special requests for the travel agent, please enter them into the agent comments section
@ Finalize Trip )
Trip Name
 Review Travel Details “This will appear in your Upcoming trip st

Enter Trip Information | cantHotel Reservation
Submit Trip Confirmation ‘

Trip Description (optional)
Used ta identify the trip purpose

i

Comments for the Travel Agent (optional)

Special Requests may incur a higher service fee. Send a copy of the confirmation to: @

/‘ Send my email confirmation as
7} @HTML () Plain-text

approval number [Required] Amount (ex. 1234.25) [Required]

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

Dipiay Top CancerTrp

« Enter additional information about your trip. Enter or modify the trip name, add comments to the travel
agent, enter email addresses for anyone needs trip information.

« You must include the Encumbrance Approval Number (E#) and the Approved Encumbrance Amount.

« You can put the trip on hold but fares are not guaranteed until purchased. Therefore, the price may rise.
It is not suggested to put the trip on hold.

+ Select Next >> at the bottom of the screen.

€@ RowanUniversity
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Trip Confirmation

Trip Confirmation

Trip Summary
To COMPLETE BOOKING, please press the "Confirm Booking" Button after reviewing this page.
@ Finalize Trip To CANCEL, press the Cancel button.

v Review Travel Details This reservation will not be ticketed until your request is approved.
~ Enter Trip Information

Submit Trip Confirmation
TRIP OVERVIEW

Trip Name: Car/Hotel Reservation

Start Date: May 01, 2020

End Date: May 06, 2020

Created: March 25, 2020, Test Traveler Traveler (Modified: March 25, 2020)
Description: (No Description Available)

Agency Record Locator: NKXK35

Reservation for: Testtraveler Traveler

Total Estimated Cost: $299.02 USD

Activate Triplt to see your plans and stay one step ahead while traveling.
Agency Name: Direct Travel KNS

RESERVATIONS ‘

Friday, May 01, 2020 |
| |

« Verify that all information is correct.
+ To complete the booking, select Confirm Booking>> at the bottom of the screen. This will send your trip
information to the travel agent.

Almost done... Please confirm this itinerary.

Display Trip | Confirm Booking== I Cancel Trip

Finished Booking
+ You have successfully booked your trip when you see Finished at the top of the screen with a trip record
number below.
« You can select Print Itinerary, E-mail Itinerary, or Return to Travel Center.

BOOK BY CALLING A DIRECT TRAVEL AGENT

You can book your travel by calling a Direct Travel agent for a small nominal fee. Calling an agent is
suggested when your travel includes multiple cities and hotels. Call 866-228-3916.

BOOK USING THIRD PARTY (OUTSIDE SOURCE)

Although booking through the Concur website is highly recommended because the information from Travel
will auto-populate into your Expense Report, you can book using a third party system.

Once you have booked your travel, email your plans to plans@tripit.com. Triplt will extract the travel details
from the emails and add the travel plans to Concur. The plans will be added to existing trips or used to
create new trips, depending on whether the emailed plans share dates with an existing trip. Concur will
accept emailed plans for air, hotel, car, rail, and ground transportation. You will receive a confirmation email
from Concur letting them know if your travel plans were successfully imported, which includes a link to view
the itinerary in Concur.

Note: If you chose to book travel “Online with Concur Travel” in your Request but then decide to book all
your travel outside of Concur, you must recall the Request and indicate “Third Party (Outside Source)” for
the same question and resubmit.
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VIEW UPCOMING TRAVEL

All travel booked through the online booking tool or a Direct Travel Agent will load under My Trips on the
Concur Homepage.

MY TRIPS (0) =5

You currently have no upcoming trips.

You can also view your trips in the Trip library:
1. From the Concur homepage, select Travel from the menu at the top of the screen.
2. Select Trip Library.

Travel Trip Library Templates Tools

3. Lists all of the trips you have booked.

4. Select a trip that you are taking. You can see the overview of the trip.
« Create a template - helpful feature if you travel to the same location often.
+ Clone trip - used if an arranger needs to create this trip for other travelers.
+ Share trip - used if a coworker is going with you on this trip.

€@ RowanUniversity
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PREPAYMENTS FOR AIRFARE & REGISTRATION/CONFERENCE FEES

A Request must be approved and an Encumbrance Approval Number (E#) issued before any prepayments
can be processed.

Prepayments are for travelers who have paid out of pocket for airfare, registration, and conference fees.
All other expenses should be submitted after travel has occurred.

1. Onthe Concur home page, select Requests.

Help ~
SAP Concur |C Requests Travel Expense App Center
i P oP profile ~ @
-
€ RowanUniversity + 19 00 17 02
New Authorization Available Open Cash
Hello, Test Traveler Requests Expenses Reports Advances

2. Under the action heading, select Expense for the Request you would like to create a new Expense
Report.

Administration ~ | Help ~
SAP Concur E Requesis Expense Approvals Reporiing ~ App Center 'Y

Profile ~

Manage Requests MNew Request Process Requests Quick Search

Approved Requests (63)

Request Name v| Begins With v | |
|:| | Reguest Name | Request 1D Status Request Dates v Date Submitted Total | Approved a... | Remaining ... Action
05/02/2020
(| & T-BALTIMORE-4710-4/14 3T4E Approved 04/10/2020 04/09/2020 51.104 50 $1,104 50 $1,104 50 Expense
04/14/2020

3. Your Report header will appear with the information from your Request, in the Encumbrance # field type
in the Encumbrance Approval Number (E#) you received from cognos-proxy@rowan.edu.

Manage Expenses  View Cash Advances  Process Reports

Create a New Expense Report

Report Header

Report Name ReportTrip Start Date ReporTrip End Date ReportTrip Purpose [y

| e [o4s10200 E [ossmon B [conterene [~]

Trp Type P Trip Purpose Details

[ pomestc I~ | ‘ ‘

Fund DepartmentiOrg Travel Account 7 Program

[ cr0110) unrestciea cenerai [+ | [ 31002 accounts Payane || [216-raver Iv] [ 15 nsimugonar support [

Gomments To/From Proide Explanation for Over Requested

ApproversiProcessors Amount tyy
Requests
[ RequestName Request ID Cancelled Request Total Amount Approved Amount Remaining
[] T-BALTIMORE-4/10-4/14 3T4E No $1,104.50 $1.104.50 $1.104.50

4. Select the Next>> on the bottom right corner of the screen.
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5. Anew window will appear asking, “Was this trip for overnight travel or for recruiting?” Answer No.

Travel Allowances x

9 ‘Was this trip for overnight travel or for recruiting?

Mo

Expensing Airfare & Conference/Registration Fees

1. The Expense screen will appear. The right side of the screen allows you to add additional expenses for
airline fees, conference fees, etc.

2. Select the Airfare, Conference Fee or Registration fee Expense Type from the right side of the screen. If
the list of expense types does not appear select + New Expense from the top left corner of the screen.

Training ot oo

[+ Newexpense | importExpenses  Detals+  Receiptst Pt/ Email -
Expenses ke Available Receipts
[ |pater | Expense Type Amount Requested
Adding New Expense
tpet r di exper o o o
No Expenses Found i i i s
@ Recently Used Expense Types
Personal Car Mileage Alring Fees Hotel Airfare
Registration Fee
All Expense Types
01, Travel Expenses .02, Transportation 06. Office Expenses .08, Other
Hotel UberfLyft Courier/Shipping/Freight
02. Transportation 03. Mileage Post:
Atare Campus to Campus Mileage Mg/ hotocopying/Statigrery
Aiine Fees Personal Car Mileage
Car Rental 04, Meals ment
Fuel

Mobile/Cellular Phone
Telephone/Fax

08, Other Currency Excnange Fees
Conference Fee Passports/Visa Fees
Non Reimbursable/Personal Expense

Parking
Public Transport
Taxi

TollsiRoad Charges

U] Entertainment - Clisnts Professional Subscriptions/Dues

TOTAL AMOUNT TOTAL REQUESTED
0.00 $0.

3. Enterall required information regarding the expense denoted by a red bar.

New Expense | Available Receipts

Expense Type Transaction Date Trip Purpose Details Report/Trip Purpose Ticket Number

Airare [~] I\ | [conference Iv] | |
Vendor Ailine Travel Service Code City of Purchase Payment Type Amount -
I |~] |selectone |v] I | ICaah Out of Pocket [~ l J{usp | v ]
Comment Request

‘ ‘ IDEMZ;‘ZDZU‘ 533000-Tramw= v ‘

| temize ]| alocate | [ Attach Receipt | [ cancel |

+ Note: The Payment Type should be Cash Out of Pocket.
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4. Select Attach Receipt if the expense is over $25.

5. Anew window will appear.
Attach Receipt x

Click Brovrse and select a .png, .ipg, Jpeg, .pdf, .Aif or .4ff file for upload. 5 MB limit per file

File Selected for uploading:
T « Ifthefile is saved on your computer select Browse,
vailable Receipts
O 0B select the name of the file, and select Attach.
\ i Yot + Ifyou previously uploaded images to your Concur
e - account, you will see the images under Available
470 Saseu Receipts. Select the Receipt and select Attach.

| cancer |

6. Select Save. You will see the expense has been added to the left side of the screen.

+ There will be a blue icon next to the expense name. This indicates that a receipt has been at-
tached. Hover over the icon to see the receipt.
7. Repeat steps 2-6 for the other prepayment expenses.

Submitting a Prepayment

1. Once you have added all of your expenses for the trip. Select Submit Report on the top right corner of
the screen.

Delete Report Submit Report

+ If you cannot successfully submit the Report, a message appears describing the Report error or
exception. Correct the error and attempt to submit again.
2. Anew window will appear with the User Electronic Agreement, read the agreement, and select Accept &

Submit.

Final Review

User Electronic Agreement
By clicking on the "Accept & Submit' button, | certify that:

* An Encumbrance numiber was issusd for this owernight travel.

expenses incurred te accemplish official business for Rowan University and
= which relaie o personal or unallowshle sxpenses

*This is a true and sccurate

* &)l required femized receipt images have besn atached to this report.
* At the time of the expense, the wehicke | was using for Rowan University was coversd by lisbiity insurance.

*|f claiming a prepayment, onfy the folowing items qualify: Conference Fes, Registration Fee, Airfars reimbursement
g ¥ 9 ¥ J
and Group Travel

*| have not received, norwill | receive, reimbursemant from any other sowrce(z) for the expenzes claimed

* In the event of ouer-payment or i payment is received from anether source for any portion of the expenses claimed, |
assume respansibiity for repaying Rowan University in full for those expenses.

Reminder: ltemized Receipts Required!

Aocept & Submit Cancel

€@ RowanUniversity
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3. Anew window will appear stating the Report was successfully submitted with the information regarding

the Expense Report. Select Close.

Report Successfully Submitted

Training
Approver: Approver, Test Approver

Report Total
Less Personal Amount :

Amount Claimed :
Amount Rejected :

Company Disbursements

Amount Due Employee :
Amount Due University Paid :

Total Paid By Company :
Employee Disbursements
Amount Owed Company :

Total Owed By Employee :

$450.00
$0.00

$450.00
$0.00

$0.00
$450.00

$450.00

$0.00
$0.00

4. Once submitted, an email will be sent to the Approver from AutoNotification@concursolutions.com to

alert them they have a pending report to approve.

After you travel

Use the “Completing an Expense Report that is Connected to a Request” section of the manual to expense

the rest of your travel.

Note: Do not include items on the Expense Report that have already been reimbursed via prepayment.

€@ RowanUniversity
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OPTIONS FOR ATTACHING RECEIPTS TO EXPENSE ITEMS

« All expenses over $25 need a receipt to be attached in Concur.
« Concuris a paperless travel software and virtual receipts must be submitted with your Expense Report.
+ Benefits to a paperless travel software include:
+ Reduce chances of a receipt getting lost.
+ No longer have to attach receipts to paper or contact the vendor if the receipt gets lost.
+ You can submit your receipts in Concur by scanning and uploading on a computer or using the Concur
mobile app on a phone or tablet.
« You can only attach one file per expense entry.
+ Filerequirements: PNG, JPG, JPEG, PDF, HTML, TIF, OR TIFF; 5MB limit per file.

ATTACHING RECEIPTS UNDER AVAILABLE RECEIPTS

You can upload images to the Available Receipts library which stores the receipt until you are ready to attach
it to an Expense Report. This will make the Expense Report process quicker.

Use the following option if the vendor has emailed you a receipt and it is saved to your computer or if you
have scanned a paper receipt into your computer.
1. Select Expense at the top of the Concur homepage.

Help ~

SAP Concur Requests Travel Expense App Center

Profile ~ &
€ RowanUniversity + 19 00 17 02
New Authorization Available Open Cash
Hello, Test Traveler Requests Expenses Reports Advances

2. The Manage expense tab will be selected. Scroll to the bottom of the page, and select + Upload New

Receipt.
AVAILABLE RECEIPTS

Receipt Upload x

ges in black & white with a resolution of 300 DP or lower.
.png, .ipg, .ipeg, .pdf, if or tff file for upload. 5 MB limit per file.
\ges in black & white with a resolution of 300 DP or lower.

o Files Selected for uploading: Browse...

No files selected

Upload New Receipt

Click here or drag & drop files to
upload new receipt images.

Close

3. The Receipt Upload window will appear. Select Browse. Select the receipt you would like to upload. The
receipt will appear in the Receipt Upload window.

4. Select Upload. Once the receipt is uploaded select Close. The receipt will now be available under
Available Receipts and can be attached to an Expense Report at any time.

EMAILING RECEIPTS TO YOUR CONCUR ACCOUNT

1. Before emailing receipts to the Available Receipts library, you must verify your email address under
Personal Information on your user profile.

2. Create an email to receipts@concur.com.

3. Attach the receipt images. The available file formats are: PNG, JPG, JPEG, PDF, HTML, TIF, OR TIFF.

4. Send the email.

Note: If you are a delegate for another person you must put their email address in the subject line.

€@ RowanUniversity
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EXPENSE REPORTS

Expense Reports must be submitted within 10 business days after overnight travel was completed. Extended
delay in submitting an Expense Report could lead to a denial of reimbursement.

CREATING AN EXPENSE REPORT THAT IS CONNECTED TO A REQUEST

Once you have traveled, you must expense your travel to ensure appropriate reimbursements occur.
1. Onthe Concur home page, select Requests.

Help ~
SAP Concur Requests Travel Expense App Center Profile ~ @
L4
© RowanUniversity + 19 00 11 02
New Authorization Available Open Cash
Hello, Test Traveler

Requests Expenses Reports Advances

2. Under the action heading, select Expense for the Request you would like to create a new Expense
Report.

Adminisiration ~ | Help ~

SAP Concur Requesis Expense Approvals Reporting ~ App Center

Profile ~ &

Manage Requests New Request Process Requests Quick Search

Approved Reguests (63)

Request Name e | Begins With ~ | ‘ ‘
D ‘ Request Name | Request ID Status Request Dates v Date Submitted Total | Approved a... | Remaining ... Action
05/02/2020
] A T-BALTIMORE-4/10-4114 3T4E Approved 04/110:2020 04/09/2020 §1,104.50 $1,104.50 $1.104.50 Expense
041472020

3. Your Report header will appear with the information from your Request, in the Encumbrance # field type
in the Encumbrance Approval Number (E#) you received from cognos-proxy@rowan.edu.

Manage Expenses  View Cash Advances  Process Reports

Create a New Expense Report

Report Header

Report Name Report/Trip Start Date ReportTrip End Date Report/Trip Purpose jy7
| e [oart0r2020 E [ounenom [E  [oonsrence [v]
Trip Type Encumbrance # Trip Purpose Details

[ pomeste N | ‘ |

Fund Department/Org Travel Account g

Program
I (10110) Unrestricted General ‘ v| Iw_awnnz; Accounts Payable ‘ v| I"Iiﬁrfrave\ ‘ ~|

IMGIInslltuunr\a\Suppnn ‘ v|

Provide Explanation for Over Requested
Amount jyo

Approvers/Processo

Requests

Add
[] Request Name Request ID Cancelled Request Total Amount Approved Amount Remaining
[[] T-BALTIMORE-4/10-4/14 3I74E No 51,104.50 $1.104.50 51,104 50

4. Select the Next>> on the bottom right corner of the screen.
5. Anew window will appear asking, “Was this trip for overnight travel or for recruiting?” Answer Yes.
Travel Allowances X

e ‘Was thig trip for overnight travel or for recruiting?
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Entering Travel Allowances (Meal Per Diem)

The Travel Allowances for Report screen will appear. (Note: Travel Allowances = Meal Per Diem)
Concur follows the U.S General Services Administration (GSA) rates for Domestic Travel and U.S Department

of State rates for Foreign Travel.

1. Enterthe departure city, date and time of departure, and enter the arrival city, dates and time of arrival.

Select Save.
Travel Allowances For Report: T-BALTIMORE-4/10-4/14 0O x

ocreataNawllinarary 2 Available ltineraries (3 Expenses & Adjustments
Itinerary Info

Htingrary Name

| T-BALTIMORE-4/10-4/14 |
New Itinerary Stop

Departure Cit
O | Departure city « Arrival City Arrival Rate Location | Ll
| siasstoro. tew sersey |
No linerary Rows Found
Date Time
[ 0410020 E| [s00am |
Arrival City

| Baltimore, Maryland |

Date Time
I 0441072020 ‘:“ | 1130 AM |

[==]

2. Enterthe return trip date and time, or if this is a multi-stop trip, you will enter the next “leg” of the trip.
After each itinerary stop, select Save.

ltinerary Info

inerary Name

| T-BALTIMORE-4/10-4/14 |
New Itinerary Stop

Departure Cit
[] | oepaturecity Arrival City Arrival Rate Location | cparie LY.
| satimore, Marytang |
O Glassboro, New Jersey Baltimore, Maryland BALTIMORE (CITY), USM
0411012020 08:00 AM 041012020 11:30 AM
Date Time
Iomwnzn ‘:“ |3ao PM |
Arrival City

I Glassboro, New Jersey |

Date Time
Inmarznzn ‘:“ IEDO PM |

[==]

3. Once allitinerary stops have been entered select Next>>.

New Itinerary Stop

Departure Cit
] | epartre ity Arrival City Arrival Rate Location | spature Lt
Glassboro, Mew Jersey ‘
O Glassboro, New Jersey Baltimore, Maryland BALTIMORE (CITY), US-M.
04/10/2020 0:00 AM 0411072020 11:30 AM
Date Time:
[} Baltimore, Maryland Glassboro, Mew Jersey GLOUCESTER COUNTY, . =] ‘
04114/2020 0330 PM 04/14/2020 06:00 PM
Arrival City
Date Time:

Go to Single Day lineraries
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4. Anew window will appear with the itinerary you entered, select Next>>.

Travel Allowances For Report: T-BALTIMORE-4/10-4/14 Ox

A) Create New itinerary () Avaiable Itineraries () Expenses & Adjustments

Assigned Itineraries

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

@ ltinerary: T-BALTIMORE-4/10-4/14

Glassboro, New Jersey 041102020 08.00 AM Baltimore, Maryland 04/10/2020 11.30 AM BALTIMORE (CITY), US-MD, US
Baltimore, Maryland 0411472020 0330 PM Glassboro, New Jersey 04/1472020 16.00 P GLOUCESTER COUNTY, US-N
Avalable lineraries
| Current itineraries v|
‘ Departure City ‘ Date and Time « Arrival City Date and Time Arrival Rate Location

Ho Available ltineraries Found

5. Another window will appear with a per diem grid. The allowable amount appears on the right.

Travel Allowances For Report: T-BALTIMORE-4/10-4/14 0O x

4) Create New lfinerary 2) Available Itineraries aExpensessAmustmenls

Show dates from | | o =5 ﬂ

Exclude | All [] | | pateiLocation « | Breakfast Provided Lunch Provided Dinner Provided Allowance
= g:?r‘wgﬁrneznmar;\and ] s o 55325
= é:?lkﬁ?ﬁ”mmam ] s o 571.00
= @:&'@Erﬂfnmmm B8 i} [} 571.00
= Satimare Maryand B o m 571.00
a 041142020 = - - -

Balfimore. Maryland

To remove individual meals:

Remove meals that were provided by the conference by selecting the check box for the applicable meal per
diem. (Breakfast, Lunch, or Dinner were provided)

To remove full days:
Select Exclude All on the left to remove all meals and incidental per diem. If you want to exclude an
individual day of per diem and incidental select the check box for the applicable day.

To access the travel allowance grid again, go to Details, under the Travel Allowances list select
Expenses and Adjustments. The grid will appear and you can make any necessary changes. When edits are
completed select Update Expenses.

From the Details menu, you can also select to create a new itinerary for Travel Allowances. If you are
creating a new itinerary you will have to delete any existing itineraries that are within the dates of travel.
Concur will not allow for multiple itineraries that share dates.
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Adding Expenses

1. The Expense screen will appear. On the left side of the screen, you will see the Meal Per Diem added to
your expense report. The right side of the screen allows you to add additional expenses for airline fees,
conference fees, etc.

2. Select Receipts then select Attach Receipt Images to upload Agenda, Schedule at a Glance, etc. for meal

verification.
San Diego - InstructureCon s Repar

[ nowEoponse | mponxperses  oetais« | rocoiis - et/

Expenses View & [ Now Expense Avatable Receipls
O |oaer Expense Type | Amoun t Requested

Adding New Expense

0312812020 55325 §5325

032712020 53,00 5300

0312612020 $53.00 $53.00

0312512020 s5325 5325

06. Office Expenses. .08, Other
Courier/Shipping/Freight
Fostage

TOTALAMOUNT TOTAL REQUESTED

$212.50 $212.50

3. Select Import Expenses to import any transactions regarding your trip that are already in Concur.
4. Select the check box next to the name(s) of the Expense(s) you would like to import then select Move.

Available Expenses x

Cuoe ]
Expense Detail | Expense Type | Source | Date a | Amount |
[#] Parking Parking G’ 01/09/2020 $68.00

5. Once you have imported your expenses, you will add other expenses for your trip. Select an Expense
Type from the right side of the screen. If the list of expense types does not appear select + New Expense
from the top left corner of the screen.

[ + New Expense ] Import Expenses Details Receipts v Print / Email v
6. Enterall required information regarding the expense denoted by a red bar.

New Expense Available Receipts

Expense Type Transaction Date # of Attendees

I Conference Fee | v ’ I |’ I ’

List of Attendees on same trip [y Report/Trip Purpose Vendor

I ’ ‘Conference | v ’ I ’

City of Purchase Payment Type Amount

[ | | cashout of Pocket Iv] | |[usp |~ |

Comment Request

v

’ I 05/13/2020, $130.00 - Educe

[ Itemize ][ Allocate ][ Attach Receipt ][ Cancel ]
« Note: The Payment Type defaults to Cash Out of Pocket. Use this option if you personally paid for the
expense. If the expense is paid by the University, select University Paid.
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7. Select Attach Receipt if the expense is over $25.
8. Anew window will appear.

Attach Receipt x

Click Browse and select a .png, .Jpg, jpeq, .pdf, .tif or .tiff file for upload. 5 MB limit per file

File Selected for uploading:

Browse.

No file selected

+ Ifthefileis saved on your computer select Browse,
select the name of the file, and select Attach.

+ If you previously uploaded images to your Concur
account, you will see the images under Available
Receipts. Select the Receipt and select Attach.

Or choose an image from your Available Receipts.

Available Receipts

02-18-2020 02-06-2020

1:24:07 PM 2:4525 PM

Cancel

9. Select Save. You will see the expense has been added to the left side of the screen.

+ There will be a blue icon next to the expense name. This indicates that a receipt has been at-
tached. Hover over the icon to see the receipt.
10. Repeat steps 4-9 for the other expenses.

Itemizing Nightly Hotel Expenses

A hotel bill typically contains multiple charges such as room fees, taxes, parking, meals, etc. You must
itemize these expenses so they can be reimbursed correctly. Lodging itemization allows you to quickly
itemize recurring room rates and taxes. You can itemize the remaining charges on your hotel bill, and adjust

for any rate changes during your stay. If your hotel was booked through the Concur website, itemization may
be auto-populated.

1. Select the Hotel expense type from the right side of the screen.

San Diego - InstructureCon s Repor

Expense | ImporiExpenses  Delals*  Receipls+  Print/Email *

| Available Receipts
O ate v ns

Adding New Expense

0312812020 $5325 $53.25

[ P @ edit & 7 P
[ 032772020 $53.00 $53.00 xpense Types
iforni
[ 03126/2020 Meal Per Diem $53.00 $53.00 Hotel Airfare Conference Fee Personal Car Mileage
San Diego, Californi
[ 03/25/2020 Meal Per Diem $53.25 $53.25 AN e
San Diego, California All Expense T) pes
01 Travel Expenses 02 Transportation 06. Office Expenses .08, Other
Uber/Lyft Courier/Shipping/Freight Registration Fee
02. Transportation 03. Mileage Postage ‘Seminar/Course fees
Airfare Campus to Campus Mileage Prigting/Photocopying!Stationery
Airline Fees Personal Car Mileage 07. Communications
Car Rental 04. Meals Internet’Online Fees
Fuel Breakast Mobile/Cellutar Phone
Parking Business Meals (Attendees Telephone/Fax Bank Fees
Public Transport Do 08. Other Currency Exchangs Fees
Tavi i ot Passports Visa Fess
Tolls/Road Charges i Bt Non Reimbursable/Personal Expense
Treln Entertainment - Clients Professional Subscriptions/Dues
TOTAL AMOUNT TOTAL REQUESTED

$212.50 $212.50
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2. Onthe new expense tab, complete the required fields denoted by a red bar.

New Expense Available Receipts
Expense Type Transaction Date Trip Purpose Details
l Hotel v l 05/13/2020 l Conference

Report/Trip Purpose Vendor City of Purchase

Conference v l Holiday Inn v l Glassboro, New Jersey

Payment Type Amount Comment
l University Paid v l 400| usb | v

[ Itemize ] [ Attach Receipt ] [ Cancel ]

3. Select Attach Receipt to add a receipt for the hotel.

Select Itemize on the bottom right corner of the screen.

5. The Nightly Lodging Expense tab will appear. Complete the required fields denoted by a red bar for
recurring nightly expenses.

>

Expensze Nightly Lodging Expenses || Receipt Image Available Receipts

Total Amount: 3500.00 | temized: $500.00 | Remaining: $0.00
Check-in Date Check-out Date Number of Nights -
I 05/13/2020

Recurring Charges (each night)

Room Rale Room Tax

Other Room Tax 1 Other Room Tax 2

Room rate and taxes will be shown as separate expenses

Additional Charges (each night)
Expense Type Amount

Choose an expense type w

Expense Type Amount

« Usethe calendaricon to select the check-in date.

« Concur populates the check-out date and the number of nights based on the transaction date and
the check-in date.

+ Use the Receipt Image tab to refer to the receipt you are itemizing.

« Hotels may have itemized tax amounts listed on the bill. You can itemize your tax the same way by
utilizing the Room Tax, Other Room Tax 1 and Other Room Tax 2 fields.

+ Ifthere are any additional recurring charges besides room and tax on your hotel bill, choose an
Expense Type under the Additional Charges and these charges will be added for each night.

6. Select Save Itemizations.
+ Thetotal amount, itemized amount, and amount remaining are listed.
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7. After entering all of the recurring charges, additional one-time charges may be included on the hotel
folio. Such itemizations can include any one time expense the traveler incurred (Example: Movies,
room service, gym, etc.). This could also include a rate that was different for one or more nights of the
stay.

+ Select any additional expense types, and continue itemizing all one-time charges that appear on
your statement until the remaining amount is $0.00.

New Itemization | Available Receipts
Total Amount: $400.00 | Itemized: $350.00 | Remaining: $50.00

Expense Type

Choose an expense type | v |

Cancel

+ Select Save.
8. Notice that the details for the lodging itemization appear on the left side of the page under the room rate
expense type.

Expenses View s &
[} | Date = | Expense Type Amount Requested
Adding New Expenze

[ ] s USRE1720E0 Hotel 3200 .00 340000 .

Asztron Hotels, Boston, Maszach

[} 03/312020 MNon Reimbursable/Personal 350,00 50.00

1 Hael 100

(] Hotel Tax 250

] Hosel 3100

[} Hotel Tax 350

] Hezel 3100

1 0313112020 Hotel Tax £50.00

[} 031042020 Personal Car Meage $181.70

(] 03/03/2020 Airfare 3245.00 3245.00

Q 0 Arnezrican Aidines, Glassboro, M

+ Ifyou need to change an itemization, select the name of that item and make the correction. For
example: If one day, the rate is different, you can change the amount for that day only. Select Save.
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Adding Mileage to Expense Report

1. Select New Expense and select the Personal Car Mileage Expense Type.
2. Enter the Transaction Date for the day you drove. Fill in the Purpose of the Trip. The next few fields will

populate once you use the mileage calculator tool.
3. Select Mileage Calculator.

MNew Expense |

Awilstle Receipts

View Reimbursement Rates

Expenss Type Transaction Dats ReportTrip Furpose: Purpose of the Trip From Location
| Persons Car Miesgs | v| | | ||_|| | Meeting | ~| | B | |
To Lozation Payrant Type _ Distance :Amount _ Comment
|| cash Out of Pocd ~] |0 [HEL =D [v] | |
\iehicle 1D Mumbzr of Passanpers Distance to Date: Requast
[ ReRae ¥ o 235 032872020, $28.0

7

Mileage Calculator

m [ Allozats ] [ Aiach Fzceipt ][ Cance ]

4. The mileage calculator will open. Enter your starting address as Waypoint A and enter your destination

as Waypoint B. Select Calculate Route.

Mileage Calculator O %
Quraniea Springs Green reaT
Avoid Tolls | Avoid Highways Map . i Mountain Manchester ra
Waypoints RK National Forest © L
@ | 201 Mullca Hill Rg, Glassbora | N 030: Albgny @
thaca” gy @ MASSACHUSETTS
oy Q
@ | 110 Huntington Ave, Boston, MA 02116 | Las ] T Boston
Springfield
Calculate Route @ b
9 Har})ford P Provigence
CONNECTICUT
Scranton RHODE
et T New Haven ISECAND
_ D @
Lo0] w 5 o5
A York  Longlsland
Al\enotown @' °
Led %5
Viershey. D
burge = 0 B a2 P
[
) Lancaster Phila¢®ohia w Iy
York
o2}
YYLAND NEW JERSEY =+
w o At an:?c City,
! Baltimore —
Dot G ) TOTALPERSONAL | TOTALBUSINESS b 00
et ommaE 0.0 mI, 0.0 mi 60 gle DEI AWARE Map data ©2020 Google | Terms of Use
Cancel

Mileage should be calculated using Waypoints A-B.
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5. Suggested Routes will display: Mileage should always be calculated using the route of shortest distance.

Hershey.
burge = e ]

316 mi. About 5 hours 0 mins

TOTAL PERSONAL
! Deduct Commute 0.0 MI

314.9 M1 T2

1. Head east toward Winans Drive 3121t ¥ oncasten Phil@
r* 2. Tum right onto Winans Drive 3281t ork
r* 3. Tumright onto US-322 WiMullica Hill Rd 1.9 mi @
P 4 Merge onto NJ-55 N via the ramp to Bellmawr  10.2 mi 3_\: LAND
A 5 Merge onto NJ-42 N 0om . ?Balti?n A
TOTAL BUSIMESS

o

NEW JERSEY

Atlantic City

NFEI AWARF:

Mileage Calculator oOx
Curamion Springs Green !
) Avoid Tolls ) Avoid Highways Map . 3 Mountain Manchester A
Waypoints =~ RK National Forest & La
Albany o5 ]
@ 201 Muiica Hil Ra, Glassbaro . Ny 08 i Y
314.9MI thaca iy — MASSACHUSETN
@ | [ Personal i o L°0]
110 Huntington Ave, Boston, MA 02116, oston
Springfield
ey o
ec]
i | 51 H Providence
. artf o
Calculate Route  Make Round Trip LV
CONNBCTICUT
Directions Seranton RHODE
- L T New Haven ISLAND
Suggested routes: ___—‘
1-95 N 316 mi. About 5 hours 0 mins L5o] w .
|-84 E 325 mi. About 5 hours 8 mins @
1A ork Long Island
Allentown @y°
?201 Mullica Hill Rd, Glassboro, NJ 05028, USA %

+

Map data £2020 Google | Terms of Use

Add Mieage to Expense  [ISResU]

+ Note: Round trip or additional Waypoints added to the mileage calculator will remove shortest
distance and automatically apply the fastest time.

6. Select Add Mileage to Expense.

7. The From Location, To Location, and Distance fields are now populated. Use the Comment field if you
need to communicate any additional information. Select Save.

Expense |

Available Receipts

View Reimbursement Rates

Expense Type Transaction Dafe

ReportTrip Purpose

Purpose of the Trip

I Personal Car Mileage | vl I 030472020

=)

| Meeting

I Meeting to discuss research ... |

[~]

From Location To Location

Payment Type

Distance : Amount

IZDI Mullica Hill Rd, Glassboro | NJ [| I 110 Huntington Ave, Boston, MA 02'| Cash Out of Pocket v | 316 | - | 181.70 UsD |w
Comment
Vehicle ID FMumber of Passengers Distance to Date:
[ Rs rate V] o 235
Request
I 03/28/2020, $29.00 - tesfing || vl
-
Allocate l [ Afttach Receipt l [ Cancel l

€@ RowanUniversity

INFORMATION RESOURCES & TECHNOLOGY



EXPENSE REPORTS

Converting Foreign Currency Transactions

« When you travel to different countries, Concur’ s built-in exchange calculator (Oanda) converts foreign
currency transactions to US dollars.

« When you create a new expense in a currency other than your own, you will see additional fields that
allow you to convert the amount of your transaction to US dollars.

« The exchange rate is auto-populated based on the transaction date. However, you can change the rate if
itis different than the rate originally provided.

1. Select the expense type you would like to add to the Expense Report.

New Expense Available Receipts

Expense Type Transaction Date Trip Purpose Details

I Public Transport | v | I || | |

Report/Trip Purpose Vendor City of Purchase .

[ Conterence vl | | | 2. Typein the amount of money
Payment Type Amount Comment S p e nt i n th at curren Cy.
[omnowaroser [v] || o0 [ ] ’ 3. Select the currency from the

drop-down to the right of the
amount.

[ Itemize ][ Allocate ][ Attach Receipt ][ Cancel ]

4. Information regarding the currency will populate.
[ — pvaliabie Receipts + Depending on the type of rate

Expense Type Transaction Date Trip Purpose Details you receive’ seleCt the Sym bOI
[ Public Transport v =] . | above the rate if you need to
Report/Trip Purpose Vendor City of Purchase SWitCh between m u lti plication
s M | | | | 1 e
Payment Type and division of the rate.
| cash outof Pocket [v] W Fate (USD=1ARS)
Amount X Rate (USD=1 CAD) =Amount in USD o
Izo.oo HCAD |v||o.71473184 ||14.29 I 0.2 SDO0H00 |
Comment
| OR
< Rate (ARS=1 USD)
[ Itemize ][ Allocate ][ Attach Receipt ][ Cancel ] - 2:“““"-.'-':' |

+ Ifthe rate you received is different than the rate you exchanged your money for, you can type in the
rate in the ‘Rate’ field.
5. If needed itemize, allocate, or attach the receipt.
Select Save.
7. The expense will appear on the left side of the screen. Notice that the expense Amount appears in both
the foreign currency and in your standard reimbursement currency

o

Expenses View v «
D | Date v | Expense Type | Amount | Requested |
Adding New Expense
[_ 05/13/2020 Public Transport $14.29 $14.29 l
CAD 20.00
€@ RowanUniversity
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Allocate Expenses

The Expense will carry over allocations assigned in the Request. The allocate feature allows the traveler
to split expense to FOAPAL'S other than the default one used in the Request Header. The allocate feature
can also be used to allocate additional items not included on the Request or Expenses for Day Travel. This
should be performed after all expenses have been added.

1. Add all expenses before allocation.
2. Select the Expense Type you want to allocate.

&

[Nve -  Deke | Cony

Expense H Receipt Image ‘

Expanss Type

Trip Purpose Details ReportTrip Purpose

Tickes Number

== || Meating [~]

Ciy of Purchase Payment Type

$181.70 $181.70

TOTAL AMOUNT

$926.70

TOTAL REQUESTED

$876.70

ol

‘ ~| IG;sszcln‘ New Jerssy ‘ | Cash Out of Pockst

Amount
[~ [z

[EaE

Select Allocate on the bottom right corner of the expense details.

4. A new window will appear. Select Cancel then check the box(es) for the expense type(s) you want to

allocate.

Allocations for Report: testing prepayments

= B

5. Select Allocate Selected Expenses.
+ Select Allocate By to choose to allocate the expense by percentage or amount.
+ Onthetop right, you will see the total amount you are allocating, how much you have allocated and
the remaining allocation. Use this to ensure the sum of the split transactions is equal to the total.

6. Select Add New Allocation.
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Allocations for Report: testing prepayments —x

Allccations Total§876.70  Allocated:$876.70 (100%) Remaining:$0.00 (0%)

T | T T

[] Amount | # Fund | * Departmentiorg | + Frogram | *Travel Account | Code |
Tr..| 1011051002-16...

S (10110) Unrest... | | (31002) Acoou... | [ {18} Institution... | | (7218)

mount
¥ | 343833 {10110) Unrest... | | (31004) Accou... | | {16) Institution... | | (7216) 7218-Tr... | 10110-31004-15.

7. Enter the appropriate information regarding the FOAPAL.
8. Select Save.
«  You will see the allocation icon @ next to each expense type you have allocated. When you hover
over the icon, it will show the allocation breakdown by percentage.

Copying an Expense

You can use the copy feature in Concur Expense to quickly enter expenses. This feature is especially useful
for recurring out-of-pocket business expenses.

1. Check the box(es) on the left of the date(s) of the expense you want to copy.

Expenses vew &
| Date v | Expense Type | Amount | Requested ‘
I ] I 05/13/2020 Dinner $20.00 $20.00

2. Select Copy.

3. Acopy of the expense will be created but the date will be increased by one.
+ Select the copied expense and change the date to the correct date.
+ If needed, make other changes to the expense.
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Submitting an Expense Report

1. Onceyou have added all of your expenses for the trip, select Submit Report on the top right corner of

97

the screen.

Delete Report Submit Report

« If you cannot successfully submit the Report, a message appears describing the Report error or

exception. Correct the error and attempt to submit again.

2. Anew window will appear with the User Electronic Agreement, read the agreement, and select Accept &

Submit.

Final Review

User Electronic Agreement
By clicking on the "Accept & Submit' button, | certify that:

* An Encumbrance number was issued for this avernight travel.

*This is a true and sccurate accounting of expenses incurred to accomplish official business for Rowan University and
there are no expensas damed as rembursable which relate o personal or unallowshble expenses.

= &l required iemized receipt images have bean stached to this repon.
* Az the time of the expense, the vehicle | was using for Rowan University was coversd by lisbfy insurance.

* |f claiming = prepayment, only the folowing items qualfy: Conference Fee, Registration Fee, Airfare reimbursement
and Group Travel.

* | have not receivad, nor will | receive, reimbursernant from any other source(s) for the expenses clamad

* In the event of over-payment or if payment is recsived from another source for any portion of the expenses claimed, |
a=sume responsibity for repaying Rowan University in full for thoss expenses.

Reminder: ltemized Receipts Required!

Accept & Submit Cancel

3. Anew window will appear stating the Report was successfully submitted with the information regarding

the Expense Report. Select Close.

Report Successfully Submitted

Educause Conference
Approver: Hegel, Mary

Expense Report

Report Total : $320.00

Less Personal Amount : $0.00
Amount Claimed : $320.00
Amount Rejected : $0.00

Company Disbursements

Amount Due $120.00
Employee : .
Amount Due University
Paid : $200.00
Total Paid By $320.00
Company : .

Employee Disbursements

Amount Owed
Company : $0.00

4. Once submitted, an email will be sent to the Approver from AutoNotification@concursolutions.com to

alert them they have a pending report to approve.
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Audit Trail

The Audit Trail logs every addition, change, deletion, comment, etc. for the Expense.

1. You can view the Audit Trail by selecting Details and then select Audit Trail.

Help ~

SAP Concur Requests Travel Expense App Center

Profile ~ &

Manage Expenses Cash Advances

Monthly Mileage for March DelteFepor
Import Expenses IDetalIs v I Receipts ¥ Print / Email v Hide Exceptions

n Report

Exceptions P x
Report Header

Expense Type ‘ Date ‘ Amoul

Personal Car 03/02/2020 $10. Totals i

. ollowing expense.

Audit Trail 2/2020, Personal Car Mileage, $10.93

Personal Car ...  03/02/2020 $10. ‘Approval Flow ollowing expense.

Expenses Comments « | New Expense } Available Receipts

| ‘ Date v Expense Type P d

Adding New Expense Available Expense Type I

(| 03/11/2020 Personal Car Mile Assigned 5 To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit an existing

expense, click the expense on the left side of the page.

2. The Audit Trail window includes: Date/Time the action occurred, who set the action (Updated By), the
Action and a Description.

Audit Trail x

Report Leve

Date/Time v ‘ Updated By Action Description
04/01/2020 09:09 PM  Cardona-Parra, Ana  Approval Status Change  Status changed from Approved & Pending AP Director to Approved
Comment
04/01/2020 09:08 PM  DiPietroantonio. Approval Status Change  Status changed from Approved & In Accounts Payable fo Approved
Deborah Comment
04/01/2020 09:05 PM  System, Concur Approval Status Change  Status changed from Pending Cost Object Approval fo Approved
Comment:

04/01/2020 0905 PM  Cardona-Parra, Ana  Approval Stalus Change  Stalus changed from Pending Gost Object Approval fo Auto Approved
Comment: Skipping cost object approval step since the cost object approver has already approved the report. Cardona-Parra, Ana - Institutional Support (10110-
31002-16)

04/01/2020 09:05 PM  Cardona-Parra, Ana  Approval Status Change  Status changed from Submitted & Pending Approval to Approved
Comment

04/01/2020 09:05 PM  Cardona-Parra, Ana Confirmation Agreement  Approver Electronic Agreement
Acceplance

04/01/2020 08:50 PM  Salvatore, Miranda Approval Status Change  Status changed from Submitted fo Submitted & Pending Approval

Comment:
04/01/2020 08-50 PM  Salvatore, Miranda Approval Status Change  Status changed from Mot Submitted to Submitted
Comment:
04/01/2020 08-50 PM  Salvatore, Miranda Confirmation Agreement  User Electronic Agreement
Acceptance
Entry Leve
Date/Time + Updated By Action Description
04/01/2020 08:50 PM  Salvalore, Miranda Exgeption This expense entry may be a duplicaie of the following expense. Report. 563807 1AFDCF4ABTI82F Day Travel- Mileage Only Expense: 2020-03-29, Personal Car
Mileage, 6.90 USD
04/01/2020 08:50 PM  Salvatore, Miranda Exception This expense entry may be a duplicate of the following expense. Report 5B38071AFDCF4ABTI82F Day Travel- Mileage Only Expense: 2020-03-28, Personal Car

Mileage, 6.90 USD

The action column will display one of the following:

Field Edit: Appears when an attachment has been uploaded to the Expense Report.

Confirmation Agreement Acceptance: Appears when the Expense Report was submitted.

Exception: Appears whenever an expense is submitted that contains exceptions at the report level. The
Audit Trail will list the exception details.

Approval Status Change: Appears when approval of an expense is changed; either by the system or by an
approver.
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CREATING A DAY TRAVEL MONTHLY EXPENSE REPORT

Day Travel consists of attending official University business without the need to stay overnight. A Request
or Encumbrance Approval Number (E#) is not required for Day Travel. Reimbursable expenses for Day Travel
include: mileage, tolls, parking, conference fees, workshop fees, or training fees. The University’s preferred
method of submission for Day Travel is a Monthly Expense Report. This will streamline the process by
reducing submissions, approvals, and cash disbursements.

Requirements and Reminders for Submitting a Day Travel Monthly Expense:

+ Create one Expense Report per month for all car mileage and related expenses.

+ Remember mileage can only be submitted when employees use their private vehicles for official
University business.

+ Mileage reimbursement will be made at the prevailing IRS business rate or NJ State grant rate.

« Day Travel should be submitted within 45 days after the monthly travel was completed.

+ Deduct your daily commute when leaving from home. Individuals will be reimbursed for miles incurred
in excess of their daily commute.

+ Enter a separate line item for each one way trip that you have made. Don’t forget your return mileage if it
was a round trip.

+ Utilize the “Campus to Campus” mileage when traveling between Rowan Glassboro, CMSRU Camden,
and Rowan SOM Stratford. Campus to Campus mileage is predetermined miles between our three
campuses and was created to streamline our travel procedures.

+ When creating an Expense Report for personal car mileage reimbursement, choose Travel Account 7216.
Personal car mileage will be charged to 7215 behind the scenes.

+ Perdiem meals are not authorized for Day Travel.

« Attach receipts for any expenses over $25.00.

+ Do not submit your mileage Expense Report until you have completed all University official business
travel for the month.

« You do not need a Request or Encumbrance Approval Number (E#) for your Monthly Mileage Expense
Report.

+ Referto the Travel Policy for guidelines of all Day Travel and mileage reimbursement information.

€@ RowanUniversity
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Creating an Expense Report for Day Travel:

1. Onthe Concur home page, either:
« Hover over + New and select Start a Report.

Help ~

SAP Concur

Requests Travel Expense App Center

Profile ~
-

© RowanUniversity + 18 00 16 02

Available Open Cash
Expenses Reports Advances

New Authorization
Requests

Hello, Test Traveler

Start a Request

TRIP SEARCH ALERTS
o As a Rowan University employee, you ro subscription. Not right
‘tﬂ = = Q o v employes. ¥ Enter New Reservation P oo

o You haven't signed up to receive e-rece Upload Receipts

Please start Reauest / Aproval orior to bookina Travel

Or
« Select Expense on the header toolbar, then select Create a New Report.

Administration ~ | Help ~

SAP Concur [G] = Requests  Expense  Approvals  App Center

Profile ~ &

Manage Expenses  View Cash Advances  Process Reports

Manage Expenses

ACTIVE REPORTS Report Library -

RETURNED 01/14/2020 NOT SUBMITTED NOT SUBMITTED

DT -MEALS ONLY 12/13/19 DT-MEALS ONLY MULTIPLE
121312019 DAYS

8B Prepayment Conf Fee

121312019

&

Create New Report $100.00 $74.74 $50.00

A\ Exceptions

& please delete- this expense is stuck

NOT SUBMITTED NOT SUBMITTED

CA>PER DIEM MEAL 12/6 DC CA>PER DIEM MEAL 12/6 DC
12/06/2019 12/0612019

canrm AR cA AR

2. Report Header: Complete all the required fields denoted by a red bar in the Report Header. No

Encumbrance Approval Number (E#) is needed for Day Travel. Note: Under Travel Account please choose

7216 for personal car mileage. Personal car mileage will be charged to 7215 behind the scenes.

Create a New Expense Report

Report Header

Report Name Report/Trip Start Date Report/Trip End Date Report/Trip Purpose 7
| =] = | [v]
Trip Type Encumbrance # Trip Purpose Details
v
Fund Department/Org Travel Account Iy> Program

— g 9 .

Comments To/From
Approvers/Processors

Provide Explanation for Over Requested
Amount o

Requests

« Report Name: Month, Year, Day Travel (example: March 2020 Day Travel)
« Report/Trip Start Date: First date of travel

« Report/Trip End Date: Last date of travel

« Report/Trip Purpose: Select from drop down menu.

€@ RowanUniversity
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Cancel

Report/Trip Purpose Iy

| v

CED Clinical Supervision Visit
Conference

Group Travel

Meeting

Other

Presenting

Recruiting

— Research

Team Travel
Training
Waorkshop
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EXPENSE REPORTS

« Trip Type: Select Day Travel from the drop down menu.

Trip Type Encumbrance
| v |
Day Travel
Diomestic
Internaticnal (Complete Export Control requirements)
v ¥

« Fund: Select the Fund from the drop-down menu where the expense will be

charged.

« Travel Account: Select 7216 (Travel) for personal car mileage, and 7215

(Mileage) will be charged behind the scenes.
Travel Account Iy?
| |v|
T216-Travel I

T217-5tudent Travel
T7251-Grant Travel Stipend Only

3. Select the Next>> button on the bottom right corner of the screen.
4. Anew window will appear asking, “Was this trip for overnight travel or for recruiting?” Answer No, unless

your trip was for recruiting purposes.

Travel Allowances

9 ‘Was thig trip for overnight travel or for recruiting?

Fund De

| [~]

cq Type to search by:
A_p Text ® Code
(Code) Text

—+(10110-31002-16) Institutional Support
(10200-70158-16) Institutional Support

(10000) Collections Awaiting Distribufion
(10010) Bursar's Fund
(10020) Audit Adj Current Unrestricted

5. The New Expenses window will appear. Select the expense type Personal Car Mileage from the

right side of the screen.

SAP Concur @ Requests Expense Approvals App Center

Administration + Help ~
Profile ~ .
-

Manage Expenses View Cash Advances Process Reports
I | e S Delete Report Submit Report
| + Mew Expense | import Expenses Details * Receipls * Print J Email *
Expenses View * & | Mew Expense Available Receipts
O ‘ Date v ‘ Expense Type Amount Requested ‘ Personal Car Mileage Hotel a
| Adding New Expense i All Expense Types
01. Travel Expenses 04. Meals 08. Other
Hotel Ereakfast Conference Fee
02. Transportation Business Meals (Aliendees) Non Reimbursable/Personal Expense
Rirfare Dinner Professional Subscriptions/Duss
Airline Fees Lunch Registration Fee
Car Rental 05. Entertainment Seminar/Course fees
Fuel Entertainment - Clients Staff Awardsiincentives
Parking 06. Office Expenses TipsiGratuities
Tuition/Training Reimbursement
Fublic Transport Courier/Shipping/Freight a
Taxi Postage 09. Fees
Tolls/Read Charges Printing/Photocopying/Stationsry Bank Fees
Train 07. Communications Currency Exchange Fees
Uber/Lyft Passports/Visa Fees

03.Mileage
TOTAL AMOUNT TOTAL REQUESTED
Personal Car Mileage
$0.00 $0.00 I I

Internet/Online Fees
Mabile/Cellular Phong
Telephone/Fax
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6. Select the Mileage Calculator link on the bottom right corner of the screen (you may need to scroll
down on the page).

New Expense

Available Receipts

Expense Type Transaction Date Report/Trip Purpose

I Personal Car Mileage | v | || || l Meeting | v ]
Purpose of the Trip From Location To Location

Payment Type Distance : Amount Comment

Cash Out of Pocket

02 OO

Vehicle ID
I IRS Rate | v ’

Number of Passengers Distance to Date:

l 0 235

ﬁ Mileage Calculator

[ Allocate ][ Attach Receipt ][ Cancel ]

7. Amap will appear with your home address auto-populated. Modify the Waypoints based on your trip.
Waypoint A is the start address, Waypoint B is the end destination address.
8. Select Calculate Route.

Mileage Calculator Ox
g o Adlingboro r i
- }"ii":: Aol Highusay MBP - lﬁ' Rals Cyrwyd ' [ ]
Waypaings [+ W ¥
) e— i 1 0609 } — b Philadel ""'r"':';l' s
| 1 Cosper Plaza Camen b (8103, Ut e Madha e Canflen Cherry Hill st K
® e ® @ ® s
wh owrship Township sherracis
Directions T Tenge @
Suggasted routes E‘ P i) i SFamorg .
HJ:42 M 21.7 mi_ About 30 mins : Wasgngion Fical "-‘;
Epg Harbor Rl 21 3mi. At 35 ming jtan gy Gwedesbon w1, s i L
Catneys Pont =l 7 Q :;,I'.?;:Jr:.':!g._.
Q_anm MU 03054, UISA Jisenish @ Glamsbom @ ate Fosest
&) reimie *
: f Woodstown @
L ol e s Wkodiy Lo i Ao T fimd o= b rarscatant =
TOTAL PERSOMAL TOTAL BUSMESS WA s on s 2 =
Odhic! Corsmots 0.0 Mi 21.3 Ml Googlessmsbis R 2 Frankin | wasg fars #3630 Goaghe * Teerea of Usa Repsn s muss srvss
Iy
9. If there are multiple routes, select the suggested route with the shortest distance. The map will update
to that route.
Directions

Suggested routes:
NJ-42 N 21 7 mi_About 30 mins

|Egg Harbor Rd 21.3 mi. About 35 mins |
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10. If you left from home, be sure to check the “Deduct Commute” box in the bottom left corner of the

window. This will automatically deduct your daily commute from the trip. Remember - Individuals will
be reimbursed for miles incurred in excess of daily commute.

Mileage Calculator 0O x
Tarvern 7 @ ™
- Willingb Fert D
L Avoid Tolls ' Avoid Highways | . Bala Cyrwyd C‘J T @ ra
TRT e - Map e s La
WWaypoints s ) Mt Holly
® ' i2mstovin. 1) 0094, ® Qociestos
e, : } 21.3mi o Philadelptes Mt Laurel
|| Personal 1) springfield i ynshi
@ | 1 Cooper Piaza, camden. 1w 05103, u5| i ke Camjden  Cherry Hil owshis g
' T
rdville @*‘" e il )] 1
.| | Tinicumn 1295 § Sta
i Township Voorhees Evesham
Calculate Route Make Round Trip Chester 250 SWnship ToAnShiB Taba
. | @ oo
Deducted Commute Distance b Townggip
L8yl @ &) Berlin
Home 0] \s Shamang
| I il mstovn, NJ 08094, | [ \"_ira vlg_"ini'-ﬂn {209) (hc‘_r\
orfice 5.4 MI jton @ Swedesboro D 4 o \Q
1 ’ 322) Wharton
|2m Mullica Hill Rd, Glassboro, NJ 0302| Carneys Poaint N State Forest
[ Deduct Round Trip Township Glas /
- onroe ;:-
: : 5 @'3 Township ) +
Directions . Woodstawn 3
: @ Hammonton f—
- TOTALPERSONAL | TOTAL BUSINESS Mannington
| ¥/ Deduct Commute ; rsne] 0]
6.4 MI 14.9 Ml Go gle ownship &) Elmar Franklin  Map data ®2020 Goagle' Terms of Use . Report a map error

11. Select Add Mileage to Expense on the bottom right corner of the window.

Mileage Calculator

O x
Tarvern T @ .
~ Willingbore Enrt Dj
[ avoid Tolls ! Avoid Highways Map -5 Bala Cynwyd 03 g @8 ra
Waypoints = oMol -
@ | o iiliamsionn. 1) 08094 | ® oo
N fliamstown, 5 21.3 M1 Philadel ;
|| Personal (_D Springfield Camiden  Cherry Hill 'I’.:ﬁulw_::;lep
@ |1 Cooper Plaza, Camaen, NJ 05103, us| edia ! Y B
T
rdville T< = 1
.| | w Tinlcuhrn 295 h h -
i Township Voorhees Evesham
Calculate Route  Make Round Trip Chester awnship Township Tabernacle
9 Deptfgrd
Deducted Commute Distance > 4 e I
aymont e
s &1_03 Berlin
Home L2 shameng
P \illiamstown, NJ 05094, ; Washington . ﬁ%\
| | 6.4 MI jton === Swedesboro Towhship @
Office ’ ] i () M \\\ Wharton
| 201 Mulica Hill Rd, Glassboro, NJ naoz| Carneys Point State Forest
|| Deduct Reund Trip Township Glas™ /
- onroe ;Z-
. h f@ Township (“3 +
Directions Woodstawn @
T @ Hammonton —
@ Deduct : TOTAL PERSONAL ¢ TOTAL BUSINESS Mannington
L uct Commuie : 7 i 0
6.4 MI 14.9 Ml Go gle awnship Elmet Franklin_ Map data ©2020 Godgle' | Terms of Use . Report a map error
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12. Complete all the required fields denoted by a red bar. The From Location and To Location will
automatically update based on the Mileage Calculator.

New Expense

Available Receipts

Expense Type Transaction Date (Required field)

Report/Trip Purpose

I Personal Car Mileage

Cash Out of Pocket v : 10.93 UsSD |wv ‘

I~ B8] [meetng [~]
Purpose of the Trip From Location To Location
I I I 201 Mullica Hill Rd, Glassboro , NJ (’ I 500 NJ-73, Marlton, NJ 08053, USAI
Payment Type Distance : Amount Comment

Vehicle ID
| Rs Rate

Number of Passengers
0

|v|

Distance to Date:
235

m Mileage Calculator

[ Allocate ][ Attach Receipt ][ Cancel ]

Expense Type: Personal Car Mileage
Transaction Date: First date of travel

Purpose of Trip: The reason for your travel.
From Location: Start Location - Will update based on Mileage Calculator
To Location: End Location - Will update based on Mileage Calculator

Vehicle ID

IRS Rate

|V|

IRS Raie

7| =tate of NJ Grants

Distance: Amount: Mileage and reimbursement amount will update based on Mileage Calculator.
Vehicle ID: Select from the drop down menu the IRS Rate, or the State of NJ Grants if grant funded.

13. Select Save from the bottom right corner of the window. The mileage expense will populate on the left

side of the screen.

New Expense

Available Receipts

View Reimbursement Rates
Expense Type

Transaction Date

Report/Trip Purpose

I Personal Car Mileage

I 05/15/2020

[zz]

| Training

[v]

[v]
Purpose of the Trip

From Location

To Location

I Meeting with Vendor| ’

I 201 Mullica Hill Rd, Glassboro , NJ (’ I 500 NJ-73, Marlton, NJ 08053, USA’

Payment Type
Cash Out of Pocket

]

Distance : Amount

Comment

USDV‘

Vehicle ID

Number of Passengers

I IRS Rate | v ’

0

Distance to Date:

329

Save

Allocate ][ Attach Receipt ][ Cancel ]

14. Repeat steps 5-13 for any additional mileage expenses.
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15. For any additional reimbursable expenses such as parking, tolls, registration fees, etc., select an expense
type from “All Expense Types” on the right side of the screen.

MNew Expense |

Available Rect

Personal Car Mileage
All Expense Types

01. Travel Expenses
Hotel
02. Transportation
Airfare
Airline Fees
Car Rental
Fuel
Parking
Public Transport

Tai

@ Recently Used Expense Types

Parking

04, Meals
Breakfast
Business Meals (Attendees)
Dinner
Lunch

05. Entertainment
Entertainment - Clients

06. Office Expenses
Courier/Shipping/Freight

Dt

08. Other

Conference Fee

Mon Reimbursable/Personal Expense

Professional Subscriptions/Dues

Registration Fee

SeminariCourse fees

Staff Awards/ncentives

Tips/Gratuities

Tuition/Training Reimbursement
09. Fees

16. Enter the required information denoted by a red bar.

May 2020 Day Travel

PEETYESCS  Submit Report

Available Receipts

+ NewExpense | ImportExpenses  Details ¥ Receipts ™ Print/Email v
Expenses View v & | New Expense
O ‘ Date v ‘ Expense Type Amount Requested ‘
ense Type Transaction Date Trip Purpose Details

Adding New Expense By RSy

| Parking ‘ v l\ ‘ leimng
O 05/16/2020 Personal Car Mileage $11.50 $11.50

Report/Trip Purpose Vendor Gity of Purchase
[m] 05/15/2020  Personal Car Mileage $10.93 $10.93 [Tmming ‘ v | ‘
[ 05/13/2020 Personal Car Mileage $10.35 $10.35 | PaymentType fenctog Comment

Cash Out of Pocket v ‘ l | [USD v \ ‘
O 05/08/2020 Personal Car Mileage $8.05 $8.05 )
TOTAL AMOUNT TOTAL REQUESTED
$40.83 $40.83 Aocate | [ tech Recei

Expense Type: This
will auto populate.
Transaction Date:
Date of travel
Payment Type: Cash
Out of Pocket - This
will auto populate.
Amount: Amount of
receipt

17. Select Attach Receipt if the expense is over $25. A New window will appear. If the file is saved on your
computer select Browse, select the name of the file, and select Attach. Select Save at the bottom right
corner of the Expense window.

Attach Receipt

Click Browse and select a .png, .jpg, -jpeg, -pdf, .if or .tiff file for upload. 5 M limit per file

File Selected for uploading
No file selected

Or choose an image from your Available Receipts.

Available Receipts

Browse.
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18. Select Save. You will see that expense has been added to the left side of the screen.

May 2020 Day Travel

Delete Report  [EEHNIELENY

mportExporscs  Deale+  Focapts it/ Emall
Expenses View ¥ & | New Expense || Receipt Image Available Receipts
O ‘ Date v ‘ Expense Type Amount Requested ‘
Expense Type ion Date Trip Purpose Details
Adding New Expense B ki PR
I Parking ‘ v] |05/1 6/2020 ‘] [ |
O 05/16/2020 Personal Car Mileage $11.50 $11.50
Report/Trip Purpose Vendor City of Purchase
] 05/15/2020  Personal Car Mileage $10.93 $1093 | | Training [v] | \ \
[} 05/13/2020 Personal Car Mileage $10.35 $10.35 | Payment Type Amount Comment
[ Yol
O 05/08/2020 Personal Car Mileage $8.05 $8.05
TOTAL AMOUNT TOTAL REQUESTED
$40.83 $40.83 Itemize [ Allocate ][ Attach Receipt ][ Cancel ]

19. Repeat steps 15-18 for any additional expenses.

20. After adding all expense you can Allocate Expenses to change or split expenses to FOAPALs other than the

default FOAPAL used in the Report Header.
+ Select the Expense Type you want to allocate.

May 2020 Day Travel

DEETETS N Submit Report

+ NewExpense | Import Expenses  Delails +  Receipts Print/Email v

Expenses View~ & | New Expense ‘ Available Receipts
() Datev | Expense Type Amount Requested
Adding New Expense Expense Type | ]
O 05/16/2020  Personal Car Mileage $11.50 $11.50 To create a new expenss, click the appropriate expense type below or type the expense type in the field above. To edit an existing expense,

click the expense on the left side of the page.
O 05/16/2020  Parking $25.00 $25.00

@ Recently Used Expense Types
] 05152020  Personal Car Mileage $10.93 $10.98 Parking Personal Gar Milsage
] 05/13/2020  Personal Car Mileage $10.35 $10.35 Campus to Campus Mileage Conference Fee

Afare

O 05/08/2020 Personal Car Mileage $8.05 $8.05

All Expense Types

01. Travel Expenses 06. Office Expenses.
Hotel Courier/Shipping/Freight
02. Transportation Postage
" Printing/Photocopying/Stationery
TOTAL AMOUNT TOTAL REQUESTED Airfare o
%5 83 Airline Fees 07. Communications
- LoxD. . lino K.

+ Select Allocate on the bottom right corner of the expense details.

Expense “ Receipt Image l

Available Receipts

Expense Type Transaction Date Trip Purpose Details

I Parking | v ] |05/16/2020 |] ‘|

Report/Trip Purpose Vendor City of Purchase

lTraining | v ’ 1 ’ 1 |
Payment Type Amount Comment

I Cash Out of Pocket | v l |25-00 | [USD | v ] ‘ ’

[ Allocate

[ Attach Receipt ][ Cancel ]
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« Anew window will appear. Select Cancel then check the box(es) for the expense type(s) you want to

allocate.
Allocations for Report: May 2020 Day Travel 0 x
Expense List Allocations Total:$25.00 Allocated:$25.00 (100%) Remaining:$0.00 (0%)
Select Group v [[] Percentage ‘ * Fund ‘ * Department/... | * Program * Travel Account | Code |
‘—l [ 100 (10115) VP Re... | | (54002) Admis... | | (15)StudentS... | | (7216) 7216-Tr... | 10115-54002-1...
| | [Datev ‘ Expense Ty... ‘ Group Amount
05/16/2020 Personal Ca... $11.50
|| §05/16/2020 Parking $25.00
| 05/15/2020 Personal Ca... $10.93
|| §05/13/2020 Personal Ca... $10.35
05/08/2020 Personal Ca... $8.05
s

« Select Allocate Selected Expenses.

Allocations for Report: May 2020 Day Travel

Expense List

Allocations

Clear Selections Allocate By: Add New Allocation

+ Select Allocate By to choose to allocate the expense by percentage or amount.
+ Select the Add New Allocation button.

Allocations for Report: May 2020 Day Travel

0O x
Expense List Allocations Total:$36.50 Allocated:$36.50 (100%) Remaining:$0.00 (0%)
Allocate Selected Expenses Clear Selections Allocate By: v ll Add New Allocation Add to Favorites
Select Group ¥ [] Percentage * Fund * Department/... | * Program * Travel Account | Code |
[] | 100 (10115) VP Re... | | (54002) Admis... | | (15)StudentS... | | (7216)7216-Tr... | 10115-54002-1...
| | Datev ‘ Expense Ty... ‘ Group
¥| 05/16/2020 Personal Ca... $11.50
\¥| 05/16/2020 Parking $25.00
| 05/15/2020 Personal Ca... $10.93
| | 05/13/2020 Personal Ca... $10.35
| | 05/08/2020 Personal Ca... $8.05

Save Cancel
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+ Enter the appropriate information regarding the FOAPAL. If the FOAPAL will be split, verify the
amounts. On the top right, you will see the total amount you are allocating, how much you have
allocated and the remaining allocation. Use this to ensure the sum of the split transactions is equal to
the total. When allocating is complete, select Save in the bottom right corner.

Allocations for Report: May 2020 Day Travel

O x

Expense List

Date v
v| 05/16/2020
v| 05/16/2020
05/15/2020
05/13/2020
05/08/2020

Expense Ty...

Personal Ca...

Parking

Personal Ca...
Personal Ca...
Personal Ca...

Group

Amount

$11.50 50

Allocations

ITotaI:$36.50 Allocated:$36.50 (100%) _Remaining:$0.00 so%”

Allocate By: v Il Add New Allocation Delete Selected Allocations Add to Favorites

[] Percentage * Fund * Department/... | * Program * Travel Account ‘ Code ‘
[] |50 (10115) VP Re... (54002) Admis... (15) Student S... (7216) 7216-Tr... | 10115-54002-1...
(10110) Unrest... (31002) Accou... (16) Institution... (7216) 7216-Tr... | 10110-31002-1...

$25.00
$10.93
$10.35

$8.05

cancel

+ A message will appear that states “Success - Allocations have been Saved”. Select OK, and then Done

on the bottom right corner of the Allocations window.

+ Select Save at the bottom right corner of the Expense window.

+ You will see the allocation icon @ next to each expense type you have allocated. When you hover
over theicon, it will show the allocation breakdown by percentage.

21. Once you have added all of your expenses for the Monthly Day Travel, select Submit Report.

May 2020 Day Travel

Import Expenses Details v Receipts ¥ Print / Email v
Expenses View v«
D ‘ Date v ‘ Expense Type Amount Requested ‘
Adding New Expense
O 05/16/2020 Personal Car Mileage $11.50 $11.50
E 05/16/2020 Parking $25.00 $25.00
C 05/15/2020 Personal Car Mileage $10.93 $10.93
(| 05/13/2020 Personal Car Mileage $10.35 $10.35
O 05/08/2020 Personal Car Mileage $8.05 $8.05
TOTAL AMOUNT TOTAL REQUESTED
$65.83 $65.83

€@ RowanUniversity
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New Expense

Delete Report Submit Report

Available Receipts

Expense Type {

To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit an existing expense,
click the expense on the left side of the page.

Parking
Campus to Campus Mileage

Airfare
All Expense Types

01. Travel Expenses
Hotel

02. Transportation
Airfare
Airline Fees

Pont.

@ Recently Used Expense Types

Personal Car Mileage

Conference Fee

06. Office Expenses
Courier/Shipping/Freight
Postage
Printing/Photocopying/Stationery
07. Communications

lina .
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22. Anew window will appear with the User Electronic Agreement, read the agreement, and select Accept &
Submit.

Final Review ®

User Electronic Agreement

By clicking on the "Accept & Submit' button, | certify that:

* An Encumbrance nurmber was issued for this overnight travel.

“Thiz is 3 true and sccurate sccounting of expenses incurred to accomplish official business for Rowan University and
thare a2 no expenses oamed as rembursable which relste o personal or unallowsble expenses.

* Al required izemized receipt imsges have been sttached to this repon.

* Arthe trne of the expenss, the vehicle | was using for Rowan Uniersity was coversd by lisbity insursnce.

* If claiming a prepayment,
and Group Travel.

the folowing items qualfy: Conference Fes, Registration Fee, Airfare reimbursemant

* | have not recaived, nor will | receive, reimbursemeant from any other sowrce(s) for the expenses daimed

* In the event of over-payment or if payment is received from another source for any portion of the expenses claimed, |
assume resgonsibdty for repaying Rowan Unieersity in full for thoss expensss.

Reminder: ltemized Receipts Required!

Accept & Submit Caneal

23. Anew window will appear stating “Report Successfully Submitted” with the information regarding the
Expense Report. Select Close.

Report Successfully Submitted x

May 2020 Day Travel
Approver: Approver, Test Approver

Expense Report

Report Total : $65.83

Less Personal Amount : $0.00
Amount Claimed : $65.83
Amount Rejected : $0.00

Company Disbursements
Amount Due Employee : $65.83
Total Paid By Company : $65.83
Employee Disbursements

Amount Owed Company : $0.00

Total Owed By Employee : $0.00

Close

€@ RowanUniversity
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CREATING “CAMPUS TO CAMPUS” MILEAGE WITHIN A DAY TRAVEL

EXPENSE REPORT

Please utilize the “Campus to Campus” mileage when traveling between Rowan Glassboro, CMSRU Camden,
and Rowan SOM Stratford. Campus to Campus mileage is predetermined miles between our three campuses
and was created to streamline our travel procedures. Below is the breakdown of the mileage between the

campuses:

GOVEURGOE SV CMSRU Campus | Glassboro Campus  SOM Campus

CMSRU Campus

Glassboro Campus
SOM Campus

19 miles
13 miles

19 miles

13 miles
12 miles

12 miles

1. Onceyou have created an Expense Report, a new window will appear. Select the expense type Campus to

Campus Mileage from the right side of the screen.

Expenses View v &

Details ~ Receipis * Print / Email ~

New Expenss |

[] |pate~ | Expense Type Amount Requested

Adding New Expense Expense Type ‘

To create & new expense, click the appropriate expense type below or type the expense

Campus to Campus Mileage
All Expense Types

01. Travel Expenses
Hotel
02. Transportation
Airfare
Airline Fees
Car Rental
Fuel
Parking
Public Transport

2. Complete all the required fields denoted by a red bar.

New Expense |

@ Recently Used Expanze Types

Airfare

...02. Transpertation
Taxi
Tolls/Road Charges
Train
Uber/Lyft
03. Mileage
Fersonal ar Mileage
04. Meals

Breakfast

Expense Type Transaction Date Trip Purpese Details Report/Trip Purpose From/To Location (Inter Campus) Vendor
= I Campus to Campus Mileage | Vl I |] ] | Meeting ‘ V] II | vl |

City of Purchase Payment Type Amount R? Comment

[ | I Cash Out of Pocket | v] 0 |usp : ‘

« Expense Type: Will automatically populate
« Transaction Date: Date of travel
« Trip Purpose Details: Reason for travel

«  From/To Location (Inter Campus): Select from the drop down menu below.

From/To Location (Inter Campus)
| [v]
CMSRU to Glassboro
CMSRU to SOM
Glassbhoro fo CMSRU
Glassboro fo SCM
S0OM to CMSRU
SOM to Glassbaora

«  Payment Type: Will automatically populate.

€@ RowanUniversity
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3. Select Save. The information regarding the expense on the left side of the screen will update.

New Expense | Available Receipts

Expense Type Transaction Date Trip Purpose Details

- I Campus to Campus Mileage | v] I 04/052020 |l I meeting l
Report/Trip Purpose From/To Location (Inter Campus) Vendor
| Meeiing B [Gizssboro to CliskU [v] | |
City of Purchase Payment Type Amount fy?

| | I Cash Out of Pocket | v‘ 0 |usD :

Comment

I Allocate H Attach Receipt H Cancel l

€@ RowanUniversity
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VIEW SAVED OR SUBMITTED EXPENSE REPORTS

1. From the Concur home page, select Expense.

« You will see all of the expenses you have submitted, the status of the expense, date submitted, the
amount of money expensed, and where the expense is in the approval process.

Manage Expenses View Cash Advances

Manage Expenses

ACTIVE REPORTS Report Library -
3.6.20 Report ATD Conference Educause Conference
03/30/2020
Create New Report $10.93 $90.00 $40.00
Trip 2/13 2.18.20 Report Copy of Mileage Educause Conference
02/18/2020 02/18/2020 02/05/2020
€7 NN €27 NN €17 cC

€D N NN

2. Select the name of the expense to open the Report.

RECALL A SUBMITTED EXPENSE REPORT

You cannot change or delete an expense that has been submitted unless you recall it first.
1. From the Concur home page, select Expense.
2. Select the name of the expense you want to view.

3. If you would like to recall your expense, select Recall on the top right corner of the expense.

Educause Conference o

Summary Details v Receipts ¥ Print / Email v
Expenses View v & | Summary
‘ Date v ‘ Expense Type Amount Requested ‘ Report Summary
05/13/2020 Conference Fee $120.00 $120.00 | Report Totals
AW Amount Due Company | Amount Due Employee |
05/13/2020 Airfare $200.00 $200.00 $0.00 $120.00
American Airlines, Glassboro, New Jerse
Requests (1)
> l Request Name Request ID l Amount Approved Amount Remaining |
> Educause Conference 36R3 $380.00 $60.00

4. Anew window will appear, select Yes to confirm.

Please Confirm ®

9 Are you sure you want to recall this report?

1B

+ Oncerecalled, you can make changes, then submit the expense again for approval.
+ Your expense will start from the beginning in the approval process.
« Once an Expense Report is fully approved, you can no longer recall it.

€@ RowanUniversity
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COPY AN EXPENSE REPORT

If you travel to the same destinations often, you can copy your current Expense Report for future Reports.
Once the Report is copied, you can make any necessary changes such as travel name, travel start and end

dates, expense amounts, etc.

1. From the Concur home page, select Expense.

SAP Concur Requests Travel Expense App Center

© RowanUniversity

Hello, Test Traveler

New

2. Select the name of the expense you want to view.
3. If you would like to copy your Expense Report, select Copy Report on the top right corner of the

expense.

Educause Conference

00

Authorization Available Open
Requests Expenses Reports

Help ~

Profile ~ .

02

Cash
Advances

S
o

Summary Details v Receipts ¥ Print / Email v
Expenses View v & | Summary }
‘ Date v ‘ Expense Type Amount Requested l Repor’[ Summary
05/13/2020 Conference Fee $120.00 $120.00 Report Totals
AT Amount Due Company ‘ Amount Due Employee ‘
05/13/2020 Airfare $200.00 $200.00 $0.00 $120.00
American Airlines, Glassboro, New Jerse
Requests (1)
> ‘ Request Name l Request ID Amount Approved l Amount Remaining l
> Educause Conference 36R3 $380.00 $60.00

4. Anew window will appear. Type the Report name. Optional: You can change the starting date for the
expense entries for the new Report. This is helpful if you have reoccurring expenses.

Copy Report

x

The selected report with appropriate expense entries will be copied.
Existing Report:

We have provided a default name. Change the name if desired.

Report Name:

Copy of Educause Conference

Earliest Date of Expense Entries on Source Report:

05/13/2020

New Report:

You can change the start date of the expense entries on the new report.

expense entry date plus one day.

Starting Date for Expense Entries on New Report:

If you provide a date below, the earliest expense entry on the new report will be given that date and dates for all
other expense entries will be adjusted based on that. Otherwise, each expense entry will be given the original

Cancel

5. You can change information in the copied Report to suit your needs.

113
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VIEW EXPENSE REPORT HISTORY

Once an Expense Report has already been processed, it will no longer appear under Active Reports. You will
be able to locate all your Expense Reports in the Report Library. You can view these Expense Reports at any
time. This eliminates the need to keep scanned paper copies that have been submitted for reimbursement.

1. From the Concur home page, select Expense.

Help ~
SAP Concur Requests Travel Expense App Center 'y

Profile ~

© RowanUniversity + 19 00 11 02

New Authorization Available Open Cash
Hello, Test Traveler Requests Expenses Reports Advances
2. Select Report Library.
Manage Expenses
ACTIVE REPORTS
testing prepayments testmap testing IRS rate 03/19/20
03/24/2020 03/19/2020 03/19/2020

L
Create New Report $245.00 $10.93 $14.50

0 Exceptions

3. You will see Reports for last 90 Days. To see more options, select View and then make your selection
from the drop-down list.

< Manage Expenses

Reports for last 90 Days

View v Create & Edit v Import Expenses

Unsubmitted Reports
‘ Report ID Comments Status Payment Status Report Date Total | Requested ...

arch 75DC35A1580E4CE... Submitted & Pending Approval -  Not Paid 03/29/2020 $32.21 $32.21
Approver, Test Approver

Active Reports
Recent Reports

Pending Reports more entry level exceptions.

Approved Reports 15CC30A5497A43A. .. Not Submitted Not Paid 03/24/2020 $245.00 $245.00

Processed Reports § . X
annot be submitted until after the trip end date.

Paid Reports
) 53AB7FCO682142F .. Submitted & Pending Approval - Not Paid 03/23/2020 $55.00 $55.00
Payment Confirmed Reports Approver, Test Approver
| AlReports E45AECSDB4704C... Not Submitted Not Paid 03/19/2020 $10.93 $10.93
| Reports for this Month 20 AEF4BEACTA334BS... Not Submitted Not Paid 03/19/2020 $14.50 $14.50
I . o st Month D30890A58C104DE .. Not Submitted Not Paid 03/19/2020 $14.38 $14.38
rts for last Mont
i eports for fast Mo 15AD18FOBDO4426... Approved & In Accounts Payable Not Paid 03/12/2020 $26.46 $26.46

Reports for this Quarter
nd for cost object Institutional Support (10110-31002-16).
Reports for last Quarter

5 DE860B667B534FF... Report's approval time expired Approved & In Accounts Payable Not Paid 03/12/2020 $30.48 $30.48
Reports for this Year and it was sent to the Expense

Reports for last Year Processor.

landina annraval Ianaar than allawad hv nalicv Tha ranart awnar chanld cantanct thair Annraver for inetriictiane hafara raciihmittinn If van ara nat tha awnar hiit hava haan farwardad tha ranart fallow tha

® Reports for last 90 Days
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CORRECTING AND RESUBMITTING A RETURNED EXPENSE REPORT

Your expense approver can 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.

You will receive an email if your Expense Report has been sent back to you by your approver. If a Report is
sent back to the traveler, it will have to go through the entire approval workflow again.

. TRIP SEARCH ALERTS
1. Underthe Open Reports section
"h & = Q @ As a Rowan University employee, you are eligible for a free Triplt Pro subscription. Not ight now
on the Concur home page, you P —————————

Please start Request / Approval prior to booking Travel

will see the names of the Expense ... . soen COMPANY NOTES
Reports you have submitted. The e | cwve [ e

From @ Concur Training Toolkit

R e p 16} rt th at h as b een retu rn ed to | PHL - Philadelphia Intl Airport - Philadelphia, PA “This link will provide information to utilize the Concur Expense System.

' : A ™7
you will say Returned. Select the =" o Dirct Trave

i an oot [T Saec R ST Welcome to Concur, Managed by Direct Travel
returned Expense Report.

= MY TASKS

Show More.
Open Requests Available Expenses —> 17 Open Reports ->

MY TRIPS (0) -

Read more

You currently have no available 08/29 Monthly Mileage for March

Authorization Requests 19 — $32.21 Returned

You currently have no upcoming trips.
03/24 testing prepayments

Cash Advances 02 $245.00

03/19 testmap
$10.93

2. The previously submitted Expense Report will appear. To see the approver’s comment, select the Details
menu then select Comments. Review the comment.

Help ~

SAP Concur Requests  Travel = Expense  App Center oot °
rofile v
-

Manage Expenses Cash Advances ~

Monthly Mileage for March olteReport
+ New Expense Import Expenses I Details I Receipts v Print / Email * Hide Exceptions.

Report

Exceptions x
Report Header
Expense Type | Date | Amoul
Personal Car ... 03/02/2020 $10¢ Totals ollowing expense.
Audit Trail 92/2020, Personal Car Mileage, $10.93
Personal Car ... ~ 03/02/2020 $10 Approval Flow following expense.
Expenses « | New Expense Available Receipts
] |pater ExpenseType | . Seewm—— ]
Adding New Expense Available Expense Type | ]
03/11/2020 Personal Car Mile Assigned 5 To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit an existing
expense, click the expense on the left side of the page.

3. Make the necessary changes to ensure your Expense Report will be approved. If you are unsure how to
make the changes, review the “Expense Reports” section in this manual.
4. Once the corrections are made, select Submit Report in the top right corner of the screen.

Final Review x

Delete Report Submit Report User Electronic Agreement
By clicking on the "Accept & Submit' button, | certify that:

* &n Encumbrance numiber was issusd for this overnight travel.

5. Aconfirmation agreement will appear, read the agreement
and select Accept & Submit.

6. Onthe Active Reports Page, you will see the status of the
Report has changed to “Submitted.”

7. Once your Report s fully approved, you will receive an
email from Concur that your Report is approved and sent e
for payment. By o ass epances 37 Prion of e xparsesclaimed

Reminder: ltemized Receipts Required!

) “Thiz
there

true 3nd sccurate accounting of expenses incurred to accomplish official busin.

us for Rowan University and
no expenzes clamed as Iz which relate to personal or unallowshle & z

* Al required temized receipt images have been attached to this repon.
* Arthe tme of the expanse, the vehicle | was using for Rowan University was coversd by lizbfey insurance.

* If claiming a prepayment, only the following items qualify: Conference Fee, Registration Fee, Airfare reimbursement
and Group Travel

* | have not receivad, nor will | receive, reimburssment from any other source(s) for the expenzas claimad

Accept & Submit Cancel

€@ RowanUniversity
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CLOSING A REQUEST AFTER REIMBURSEMENT

You must close a Request after all expenses related to the Request have been submitted and reimbursed.
When you close a Request any remaining balance will be released and returned to the assigned FOAPAL.
It can no longer be associated to an Expense Report.

« Important! Do not close a Request that has yet to be expensed. If you close a Request that is associated
to an unsubmitted Expense Report, the Request will be disassociated from the Expense Report, the
authorized amounts will be removed, and the Request balance will be reduced to zero.

« Requests automatically close 61 days after the Travel End Date. Once the Request is closed, it cannot be
linked to an Expense Report.

1. Select Requests.

Help ~

SAP Concur Requests Travel Expense App Center

Profile ~ &

© RowanUniversity + 19 00 17 02

New Authorization Available Open Cash
Hello, Test Traveler Requests Expenses Reports Advances

2. Check the box to the left of the Request you want to Close/Inactivate.

Manage Requests New Request Quick Search
Active Requests (19) opyFocuest
View ©
Request Name v Begins With L Go
[ ‘ Request Name Request ID Status ‘ Request Dates v Date Submitted Total | Approved a... | Remaining ... Action
e 334G Not Submitted 02/22/2021 $80.00 $0.00 $0.00
02/24/2021
] (') TestConcurBooking 333T Approved 06/12/2020 03/19/2020 $1,319.60 $1,319.60 $1,319.60 Expense
06/17/2020
(] & Testing Online Booking 3349 Approved 06/01/2020 03/24/2020 $427.50 $427.50 $427.50 Expense
06/03/2020
[ ® A Conference in San Diego 334F Submitted & Pending Approval - Approver, Test Approver 05/01/2020 03/29/2020 $1,450.00 $0.00 $0.00
‘Comment: You forgot to add per diem. 05/06/2020

3. Select Close/Inactivate Request.
4. Anew window will appear with a confirmation agreement. Select Yes.

Confirm X

‘fou are about 1o permanently closadinactivate the selected request(s). This wil release any
amounts associsted with the requests that are not linked to 2 submitied report 2nd remaove tham
fromn the list of available requests to assign io an sxpenss report.

(=]~

Viewing Closed Requests

1. Select the View drop-down on the top left corner of the screen.

Manage Requests ~ New Request  Quick Search

Active Requests (19)

onsubmitted Requests

o Active Reguests EGkE Wi 2 |
I Pending Requests Request!D | Status Request Dates ¥ Date Submitted Total | Approved a... | Remaining ... Action
| Approved Requests 334G Not Submitted 02/22/2021 $80.00 $0.00 $0.00
Cancelled Requests P
333T Approved 06/12/2020 03/19/2020 $1,319.60 $1,319.60  $1319.60  Expense
All Requests 06/17/2020
= e naim<inan

===============

2. Select Closed/Inactivated Requests.
« You will see a list of your closed Requests. You cannot attach a closed Request to an Expense Report.
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UNDERSTANDING THE EXPENSE REPORT APPROVAL PROCESS

All Expense Reports including Day Travel will go through an automated workflow process once
submitted.

The travel policy requires multiple levels of approvers in the approval flow: The Department Head

or Division Head level (Default Approver), the cost object approver (if more than 2 FOAPALSs used),
processing approval (Accounts Payable) and AP Director approval in Concur before an Expense Report
can be fully approved.

By approving Expense Reports approvers are confirming the expenses incurred are accurate, reasonable,
sufficiently documented, and in compliance with university policies and guidelines.

Expense Approvers will review the report header, expense list, itemization, allocations and ensure
required receipts are attached to each Expense Report.

Expense Approvers will verify a valid Encumbrance Approval Number (E#) is listed for overnight trips
before approving the Expense Report.

Expense Approvers will verify Day Travel is submitted monthly to comply with the travel policy and avoid
additional transaction fees from Concur.

Expense Approvers will receive an email notification, including the login link to Concur, that Expense
Reports are pending approval.

Approvers may perform the following to an Expense Report: change amounts on expense types, add
approvers, approve, approve & forward and send back the Expense Report to the traveler.

Approvers have the ability to grant approval permissions to delegates for a specific time period.

Expense Reports may be sent back to the traveler for incompleteness, lack of compliance or missing
supporting documentation. If an Expense Report is sent back to the traveler, it will go through the entire
approval workflow again.

Once Expense Reports have been approved, notifications regarding the status of Expense Report will be
displayed on the traveler’s Manage Expense page.

If the Approver does not approve an Expense Report within 7 days, you will receive email notifications
every 3 days until the condition has been met.

All approvers must review and approve the Expense Reports before reimbursement for the expenses can
be processed.

EXPENSE REPORT APPROVAL WORKFLOW

117

Default Approver - Czs; Odbject Approvfer Przcessmtg ﬁppr(t:;\l/al APADlrect:r ﬁpprg\l/al
Department Head - Abudget owner of a —} - Accounts Payable —} - Accounts Payable
FOAPAL Staff Director
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EXPENSE REPORT APPROVALS

Note: This section is for individuals who are responsible for approving Expense Reports submitted in Concur. If
you are not an approver, continue to the “Acting as a Delegate” section of this manual.

DEFAULT APPROVERS FOR EXPENSE REPORTS

« Expense Default Approver is the first level of approval in the approval flow of Concur. You are considered
a Request Default Approver if you are a traveler’s direct supervisor or if you are the Department Head/
Division Head of the traveler submitting the Expense Report.

« Atraveler designates their Expense Default Approver when setting up their profile.

« Expense Default Approver will have one login in Concur for their own expense reports and pending
approvals.

« Expense Default Approvers will receive an email notification, including the login link to Concur, that
Reports are pending approval.

« If you do not approve an Expense Report within 7 days, you will receive email notifications every 3 days
until the condition has been met.

As a Default Approver for Expense Reports, you are responsible for ensuring:

« Fiscal control and fiduciary responsibilities were maintained when the traveler committed university
funds.

« Expense Reports are reviewed with appropriate diligence to validate each transaction is a legitimate
business expense and complies with University Policies along with Federal and State regulations.

« Thereport header, expense types, itemization, allocations and required receipts are attached to each
Expense Report.

« Avalid Encumbrance Approval Number (E#) was provided for each overnight trip and certifying all
sections of the Expense Report are reviewed before approving.

« Non-reimbursable travel expenses are not included in Expense Reports or that the expense type is marked
as personal.

« Funds are available to cover the cost of transactions, and that the accompanying receipts and supporting
documentation have been reviewed for accuracy and appropriateness.

« Allrequired supporting documentation and receipts are attached and coincide with the trip purpose on
the Expense Report.

+ Expense Reports are submitted 10 days after end of travel for overnight trips.

« Day Travel Expense Reports have been submitted within 45 days after the monthly travel was completed.

« Prompt approval of all Expense Reports to validate available funds, to confirm expenses are recorded in
the correct fiscal year, and to reimburse the traveler in a timely manner.

« Approval indicates that the verification process is complete and that the Expense is a valid Rowan
University expense or the trip is funded by an outside source.

€@ RowanUniversity
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COST OBJECT APPROVER FOR EXPENSE REPORTS

+ ACost Object Approver is the second level of approval in the approval flow of Concur. In some cases,
the Cost Object Approver may be the same person as the default approver if the traveler is using their
department FOAPAL.

+ Having Cost Object Approvers in Concur provides the opportunity to use multiple FOAPALs when
allocating an Expense Report. If the traveler adds multiple FOAPALs to their Expense Report, Concur will
route the approval flow to the owners of those FOAPALs for approval.

+ All Cost Object Approvers listed or added to an Expense Report must approve before Concur can route to
the next approver in the approval flow.

+ Each Cost Object Approver in the approval flow will review Expense Reports submitted for their FOAPAL.

As a Cost Object Approver for Expense Reports, you are responsible for ensuring:

+ Transactional activity from a financial perspective, verifying accuracy of assigned FOAPALs and
availability of budgeted funds.

+ Thetraveler utilized the correct FOAPAL before approving the Expense Report.

+ All budgetary requirements were met and maintained when committing university funds.

+ Expenses on the report were reasonable, necessary, and supported by a trip purpose.

+ Expense Reports will forward to the next Cost Object Approver if the traveler entered more than one
FOAPAL.

+ The business purpose and Expense Report comply with any applicable sponsored program/grant
requirements if applicable.

Accounts Payable staff audits each expense report by verifying the Encumbrance Approval Number (E#)
coincides with the expense report. Reviews all supporting documentation by enforcing the travel policy and
University guidelines. Processes and reconciles each Expense Report for payment upon completion of final
approval.
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APPROVING AN EXPENSE REPORT

The travel policy requires that all overnight travel is pre-approved. A Request must first be completed and
approved in Concur. After the trip has occurred, an Expense Report must be submitted in order to reimburse
the traveler for any expenses or reconcile any

cash advances. SAP Concur |¢ w

Note: Day Travel Expense Reports do not require

completmg a RequeSt in Concur. Expense Report Pending Your Approval
You will receive an email notification stating

that you have an Expense Report pending your
approval, who the approval is for, and some You have a report pending your approval.
information regarding the Report.

Report From Ana Lucia Cardona-Parra
Report Name mileage

Report Purpose SOM training

Requested Amount 97.44 USD

View Report

This email was sent by: SAP Concur - 601 108th Ave NE, Bellevue, WA 98004, USA

1. Select View Report. Rowan’s single sign-on page will appear. Enter your Rowan network username and
password. Select LOGIN.

Rowan Network Username: e

Rowan@)) —
Umvers 1t}7 Password:

LOGIN
sl
D n m Meed Help? Don't know your password?

2. Inthe My Tasks section on the Concur home page, you will see a list of Reports or Requests waiting your
approval. Select Required Approvals.

| € RowanUniversity + 03 01 00 00 I
New Required Authorization Available Open
Hello, Test Approver Approvals Requests Expenses Reports
TRIP SEARCH ALERTS
,ih Q |'=| g o As a Rowan University employee, you are eligible for a free Triplt Pro subscription. Not right now

0 You haven't signed up to receive e-receipts.@ Sign up here

Please start Request / Approval prior to booking Travel

Mixed Flight/Train Search COMPANY NOTES
| RoundTip |  oneway Multi City ‘
From @ Concur Training Toolkit
[Dewmwe city, airport o train station l This link will provide information to utilize the Concur Expense System.
Find an arport | Select multiple airports
1) D
lArrma\ cty, airport o train station l Direct Travel .
Find an aiport | Select muipl arports Welcome to Concur, Managed by Direct Travel

Read more

=2 MY TASKS

Show More
Required Approvals —> Available Expenses = Open Reports -

MY TRIPS (0) >

Test Traveler T. | Conference in San... You currently have no available You currently have no open reports.
$1,450.00 — Travel expenses.
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3. The Approvals page will appear. You will see three tabs: Trips, Requests awaiting your approval and
submitted Expense Reports awaiting your approval. Each tab will have a number indicating how many of
each type you have to approve. Select the Expense Reports tab.

Approvals Home Requests Reports
Approvals
00 01 02

Trips Requests Expense
Reports

Expense Reports

Report Name Employee Report Date Amount Due Employee Requested Amount
Monthly Mileage for March Traveler, Test Traveler 03/29/2020 $32.21 $32.21
Testing MRA Traveler, Test Traveler 03/23/2020 $55.00 $55.00

4. Select the Expense Report you wish to approve by selecting the Report Name.

5. The summary of the Expense Report will appear. All of the Report’s expenses appear in the expenses
list. Review each expense type for compliance and to ensure required receipts and itemizations have
been provided. Note: Expenses under $25 do not require a receipt.

Test Approving RedUCING e test et

Summary  Details v Receipts + Print/ Email » Hide Exceptions
Exceptions x
Expense Type | Date Amount| Exception
N/A &Approver Warmning: This expense report is over the approved requested amount by $50 or more. Go to "Details" select "Report Header" and review the justification in the "Over Requested Amount”

field
Expenses View € | Expense ]rRece\pt Image H’Summary ]
\ Date v Expense Type Amount Requested i -
Total Amount: $200.00 | Itemized: $200.00 | Remaining: $0.00
v -
03/05/2020 Train $100.00 $100.00
amtrak, Boston, Massachusetts Previous Comment
03/05/2020 Personal Car Mileage $15.53 $1553 Entered By Test Traveler Traveler: test
Expense Type Transaction Date Trip Purpose Details
03/05/2020 Airline Fees $30.00 $14.97
Aboriginal Air, Philadelphia, Pennsylv il 03/052000 meeting
)
Report/Trip P Vend City of Purch
03/05/2020 Parking $45.00 §1500 v | [oporinpFumpese Jendor — LYCHAACID -
TOTAL AMOUNT TOTAL REQUESTED e
$2,795.03 $1,700.00

+ Review the exceptions at the top of the Expense Report.
« Hover over the icons associated with the expenses to display attached receipts, account allocations,
comments, etc.
« Ifthe hotel expense has been added to the Report, ensure itemization is completed correctly.
6. To view more information regarding the Report, select Details below the Report name. You can select
Report Header, Totals, Audit Trail, Approval Flow, and Comments.

Test Approving RedUCiNg e s aveen

Summary Details » Receipts ~ Print / Email » Hide Exceptions
Report
Exceptiond "% X
Report Header
Expense Type
N/A Totals \g: This expense report is over the approved requested amount by $50 or more. Go to "Details" select "Report Header” and review the justification in the "Over Requested Amount”
Audit Trail
Approval Flow
Expenses Comments Viewr & | Expense ]rRecelpt Image H’Summary I
Date v Amount Requested N -
Allocations Total Amount: $200.00 | ltemized: $200.00 | Remaining: $0.00
" os0s202¢  Allocations $100.00 $100.00
9 Previous Comment
Travel Allowances
03/05/202¢ ltineraries $15.53 $15.53 Entered By Test Traveler Traveler: test
E SAdiustments  [esg Expense Type Transaction Date Trip Purpose Details
Xpenses ustments
D j $30.00 $14.97 Hotel 03/05/2020 meeting
Reimbursable Allowances Summary Revort T Vord ity of Parch
031052050 FaTRIg 545,00 si500 v eport/Trip Purpose vais . ity of Purchase -
TOTAL AMOUNT TOTAL REQUESTED
$2,795.03 $1,700.00 Save __Aﬂacn Receipt
) - s .
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7. Toview all the receipts attached to the Expense Report, select Receipts below the Report name. Select
either, View Receipts in new window or View Receipts in current window.

Send Back to User Approve & Forward

Hide Exceptions

Te St Ap p rO\/l ﬂ g Red U Cl ng [Traveler, Test Traveler]

Summary Details = I Receipts -I Print / Email »

Receipts Required
Exceptions . . x
‘ Date View Receipts in new window

Expense Type
View Receipts in current window

N/A ense report is over the approved requested amount by $50 or more. Go to "Details" select "Report Header" and review the justification in the "Over Requested Amount”
Attach Receipt Images
Expenses View v & | Expense ]rRece\pt Image ‘rSummary l
‘ Date v ‘ Expense Type Amount Requested ~ o
Total Amount: $200.00 | ltemized: $200.00 | Remaining: $0.00
TV -
03/05/2020 Train $100.00 $100.00
amtrak, Boston, Massachusetts Fracsis Crmra
03/05/2020 Personal Car Mileage $1553 $15.53 Entered By Test Traveler Traveler: test
Expense Type Transaction Date Trip Purpose Details
03/05/2020 Airline Fees $30.00 $14.97
Aboriginal Air, Philadelphia, Pennsylv Hotel 03/05/2020 meeting
®
Report/Trip Pt Vend City of Purche
030052020 Parking $45.00 §1500 ~ | ~oportinpFumose Jendor fy of Purehase -
TOTAL AMOUNT TOTAL REQUESTED ‘Attach R ¢
ave [acl ecel|
$2.795.03 $1.700.00 v

8. As an approver, you can perform the following to an Expense Report:

« Change the requested amount on the expense type: The approver can change the “approved
amount” requested by the traveler by typing over the amount. Any approved amounts that can be
changed will have a red bar. Note: Approvers cannot change calculated or itemized amounts on an
Expense Report (example: per diem, hotel, mileage and campus to campus).

Test Approving Reducing e e e

Summary Details ~ Receipts ~ Print / Email Hide Exceptions
Exceptions x
Expense Type ‘ Date Amount‘ Exception
N/A &ApproverWarmng This expense report is over the approved requested amount by $50 or more. Go to "Details" select "Report Header” and review the justification in the "Over Requested Amount”

field.
Expenses View v « (Expense IrRece\pi Image H’Summary l
Date v Expense Type Amount Requested
| ‘ = g 4 ‘ Meeting amtrak Boston, Massachusetts -
Boston, Massachusetts -
03/05/2020  Car Rental $200.00 $100.00 Payment Type AL B Reviened
@ Enterprise, Boston, Massachusetts Cash Out of Pocket v 100.00 USD | v No v
> 03/05/2020 Hotel $200.00 $200.00 Approved Amount Comment Request
0 O Allegro Resorts, Boston, Massachuse e e e
50.00 | | 01/2020, $100.00 - Test Af | v
03/05/2020 Train $100.00 $50.00
@ amtrak, Boston, Massachusetts
-
TOTAL!HE HT TOTAL REQUEST! R e :
ave locate ach Recei
$2,795.03 $1,650.00 s

« Add additional approvers to the Report approval flow: Select Details below the Report name and
select Approval Flow.

Summar‘,l Details * IRe:e\pis' Print/ Email ~

Report IO, SIS S—
Expenses Report Header view & | Expense | Receipt image | summary |
Date v Amount Requested
e Totals S5Ex] ] Expense Type Transaction Date Trip Purpese Details ReportTrip Purpose Vendor Cily of Purchase
_____________ Audit Trail Car Rental 02/11/2020 meefing Meeting Enterprise Vl Boston, Massachusetts
) 021172020 5200 .00 $200.00 o
0 Approval Flow Payment Type Amount o Reviewed Approved Amount Comment Request
Ca t of Pocket - 200.00 usp |v o v I 021072020 $200.00 - reducir | %
02/11/202( - T $200.00 $100.00 Sl Eocte J — Bio 7‘ 0000 ‘ ‘ ‘ it —
® | Anocations
02101202 Allocations 35325 35328
""" 020172020 Travel Allowances ["s20000 510000
®C  tineraries
Expenses & Adjustments
Reimbursable Allowances Summary
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« The Approval Flow window will appear, you will have the option to add an approver step before or
after the next approver in the approval flow. Start typing the name of the approver you wish to add in
the “User-Added Approver” field and select that person from the drop-down options that appear.

Approval Flow for Report: ONLINE BOOKING DOM 03/06/20 x
-+ DeparimentDean Approval
Cardona-Parra, Ana L
User-Added Approver:
o x
Cost Object Approval
4]
Approval for Processing
o v
Save Workflow C 1

« After the approver is selected, select Save Workflow.

Approval Flow for Report: ONLINE BOOKING DOM 03/06/20 *
~
— Department/Dean Approval:
Cardona-Parra, Ana L
User-Added Approver:
ew, Theresa B. (lew@rowan edu)| o x
Lew, Theresa E. (lew@rowan.edu)
User ID: 916240482
Logon ID: lew@rowan.edu
Search Approvers By | v| e
Approval for Processing
o v

+ Go back into the Approval Flow, verify that the added approver is there, then select Approve.
9. Once you have reviewed the Expense Report you can:

« Approve - If the Expense Report is reviewed and meets the approval criteria, you can approve it by
selecting the orange approve button. This will send the Report to the next approver in the approval
flow.

« Approve & Forward - If you are an approver, you will have an approve & forward button. This option
will forward the Expense Report to another approver that was not in the original approval flow. In the
User-Added Approver box, type in the last name of the approver and select the name from the drop-
down menu. This person will be added to the approval flow and will be required to approve.

« Send Back to User - Return the Report to the traveler, if you do not approve. A new window will
appear where you are required to write a comment to explain why you are returning the Report. The
traveler will be notified and will need to resubmit the Report once the corrections are made.

+ Select Send Back to User, Approve, or Approve & Forward on the top right corner of the screen.

Send Back to User Approve & Forward

10. If you approve the Expense Report, it will disappear from your Expense Reports page and will go to the
next approver in the workflow.

€@ RowanUniversity
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ACTING AS A DELEGATE

If you have been assigned to work as a delegate, your delegator has defined which tasks you can complete.

To work as a Delegate:
1. Select Profile in the top right corner.

Administration ~ | Help v
SAP Concur Requests ~ Travel  Expense  Approvals  Reporting v App Center °
Profile ~
-
© RowanUniversity + 00 00 00 00
New Required Authorization Available Open
Hello, Melissa Approvals Requests Expenses Reports
TRIP SEARCH ALERTS
& Booking for myself | Book for a guest @ As aRowan University employee, you are eligible for a free Tripit Pro subscription. (ESEITEPIRTRNE  otrgntnow

@ You haven't signed up to receive e-receipts.@ Sign up here
Hh e =@
Please start Request / Approval prior to booking Travel
Mixed Flight/Train Search
Round Trip One Way Mult City Simplify your business travel and expense reporting.
From @
C

nnnnnn rport | Select mupie arpors Enroll
.0

Find an arport || Select mulpl aiporis

Administration v | Help +

profiie ~ @,
COMPANY NOTES -

University Requirements for Domestic and International Travel

) Melissa Trigo Meireles

2. Select the drop-down under “Acting as other user,” and select the name ! ittt i

I

of the person you would like to act as. Tl pet )

. Ifyoudo not see a user’s name, they have not added you as a D
delegate. b

Cancel

. Administration v | Help v B [~
3. Select Start Session.

Profile ~ &

) Melissa Trigo Meireles

] Profile Settings | Sign Out

-
/.: Acting as other user @
© Act on behalf of another user

Book travel for any user (Self-assign)

Never, William v ‘

Cancell Start Session I
T

4. Onthe top right corner of the screen, you will see a green box that displays “Acting as” and shows the

name of the employee you are acting on behalf. You are now working as a Delegate on behalf of that
person.

SAP Concur Requests Expense Y . 3‘
Meireles, Melissa T

.‘ Currently acting as
SAP Concur + U< Meireles, Melissa T
Meireles, Melissa T New A‘P‘:(: Profile Settings | Sign Out
7: Acting as other user @
COMPANY NOTES

Deployment Toolkit Cancel

University Requirements for Domestic and International Travel Done acting for others

Dear Travelers and Approvers,

Welcome to Concur T&E! Before initiating a request for travel and/or approving a request for travel, please be advised that all travel must include one or more of the following attachments in

Read more
TASKS
m Open Requests -> m Available Expenses -> m Open Reports ->
05/13 Educause Conference 01/09 Parking 03/30 Educause Conference
$380.00 — Travel $68.00

$40.00
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5. If you have been granted ‘Prepare’ permissions, complete the process for Creating a New Request or
an Expense Report in this manual. However, the traveler must be the one to Submit the Request/Expense

Report.

6. Once you have completed the Request Header, Segments, and Expenses select Notify Employee.

Attachmenis Print / Email = Delete Request

Status: Mot Submitted

7. Select OK.

The employee will be notified that their Request/Expense Report is ready for review. Once reviewed, they

can submit the Request/Expense Report.

Note: To email receipts on behalf of the employee you are the delegate for, you will need to verify your email
address in the employee’s profile. See the “Adding a Personal Email” section in this manual.

To return to acting as yourself, select Acting as on the top right corner of the screen and then select Done

acting for others.

SAP Concur Requests Expense

SAP Concur +

Meireles, Melissa T

COMPANY NOTES

Deployment Toolkit

Welcome to Goncur T&E! Before initiating a request for travel and/or approving a request for travel, please be advis

TASKS

m Open Requests - m Available Expenses

05/13 Educause Conference 01/09 Parking
$380.00 — Travel $68.00

05/01 Montana

Delegates and Returned Reports

Help ~

Acting as -
Meireles, Melissa T &‘
e ——

" Currently acting as
" Meireles, Melissa T

Profile Settings | Sign Out
/3 Acting as other user @
[cremse s v

Cancel

Done acting for others.

=

ed that all travel must include one or more of the following attachments in

Read more

m Open Reports -

03/30 Educause Conference
$40.00

03/06 3.6.20 Report

+ Ifan Expense Report was entered by a delegate and is returned by the approver, both the employee and

the delegate will receive emails.

+ The employee or the delegate can modify the returned Report.

125
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ACTING AS A TRAVEL ARRANGER/ASSISTANT

« Byacting as a Travel Arranger/Assistant, you can book travel in Concur on behalf of another user if they
have selected the “Online using Concur Travel” option in their Request.

+ Inorderto book travel on behalf of another user they have to add you as an arranger/assistant as well as
a delegate.

« Atravel arranger may email plans to plans@concur.com on behalf of a traveler. The arranger must in-
clude one of the traveler’s registered email addresses in the subject line or in the first line of the email.
The plans will be placed in the traveler’s Trip Library, and will appear in Concur Mobile.

To book travel in Concur as an Arranger/Assistant:

1. Select Profile in the top right corner.

Administration ~ | Help v

SAP Concur Requests ~ Travel  Expense  Approvals  Reporting v App Center

profie ~ 8,
-
© RowanUniversity + 00 00 00 00
New Required Authorization Available Open
Hello, Melissa Approvals Requests Expenses Reports
TRIP SEARCH ALERTS
& Booking for myself | Book for a guest @ As aRowan University employee, you are eligible for a free Tripit Pro subscription. Notrig

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

e =R

Please start Request / Approval prior to booking Travel

Mixed Flight/Train Search
Round Trip One Way Multi Gity Simplify your business travel and expense reporting. = = 3@

nnnnnn rport | Select mupie arpors Enroll

Fom @

COMPANY NOTES

University Requirements for Domestic and International Travel

2. Select the drop-down under “Acting as other user,” and select the name of the person you would like to
act as.

Administration v | Help +

Profile ~ a

] Melissa Trigo Meireles

bl Profile Settings | Sign Out

x Acting as other user 0

° Act on behalf of another user

Book travel for any user (Self-assign)

Cancel

3. Select Start Session.

Administration v | Help v
Profile ~ &
] Melissa Trigo Meireles
7 Profile Settings | Sign Out

x Acting as other user 0

(© Act on behalf of another user
Book travel for any user (Self-assign)

| Never, Wiliam v ‘

Cancel l Start Session l
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4. On the top right corner of the screen, you will see a green box that displays “Acting as” and shows the
name of the employee you are acting on behalf. You are now working on behalf of that person.

127

SAP Concur Requests Expense

SAP Concur +

. N New
Meireles, Melissa T

COMPANY NOTES
Deployment Toolkit
University i for Domestic and i Travel

Dear Travelers and Approvers,

14
Autior
Requ|

Acting as .
Meireles, Melissa T

@3, Currently acting a5

" Meireles, Melissa T

Profile Settings | Sign Out

/3 Acting as other user @
v

Cancel

Done acting for others.

Welcome to Concur T&E! Before initiating a request for travel and/or approving a request for travel, please be advised that all travel must include one or more of the following attachments in

TASKS
m Open Requests - m Available Expenses
05/13 Educause Conference 01/09 Parking
$380.00 — Travel $68.00

05/01 Montana

5. Complete the process for Booking Online using Concur travel in this manual.

=

Read more

m Open Reports ->

03/30 Educause Conference
$40.00

03/06 3.6.20 Report

6. Once submitted, you and the traveler will receive an email confirmation of the booked travel reservation.

To return to acting as yourself, select Acting as on the top right corner of the screen and then select Done
acting for others.

SAP Concur Requests Expense

SAP Concur +

. N New
Meireles, Melissa T

COMPANY NOTES
Deployment Toolkit
University i for Domestic and i Travel

Dear Travelers and Approvers,

14
Autior
Requ|

Acting as .
Meireles, Melissa T

@3, Currently acting a5

" Meireles, Melissa T

Profile Settings | Sign Out

/3 Acting as other user @

Cancel

Done acting for others

Welcome to Concur T&E! Before initiating a request for travel and/or approving a request for travel, please be advised that all travel must include one or more of the following attachments in

TASKS
m Open Requests - m Available Expenses
05/13 Educause Conference 01/09 Parking
$380.00 — Travel $68.00

05/01 Montana

=

Read more

m Open Reports ->

03/30 Educause Conference
$40.00

03/06 3.6.20 Report
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CONCUR MOBILE APPLICATION

Concur offers a mobile app you can download to your smartphone or tablet. The mobile app allows you to
upload receipts at the time of purchase and Approve Requests/Expenses on the go.

Note: The mobile app does not support delegates.

DOWNLOADING THE CONCUR MOBILE APP

To Download the Concur Mobile APP on your Apple device:

Select the App Store icon.

Select Search on the bottom right corner of the screen.

Enter “Concur” in the search field.

Multiple options will appear. Select the word Concur.

Select GET to the right of SAP Concur app.

Select Install.

If needed, enter the password for your Apple ID to download the app. Select Sign In.
Once the app downloads, select OPEN.

The Concur mobile app will open.

[=Y

WeENL AW

To Download the Concur Mobile APP on your Android device:
1. Select the Play Store icon.

2. Select the Search for apps & games field at the top of the screen.
3. Enter “Concur”.
4. Multiple options will appear. Select “SAP Concur.”
5. Select Install.
6. Once the app installs, select Open.
7. The Concur mobile app will open.
€@ RowanUniversity

INFORMATION RESOURCES & TECHNOLOGY 128



CONCUR MOBILE APPLICATION

USING THE CONCUR MOBILE APP

1. Open the Concur app on your smartphone or tablet.

C.

SAP Concur

2. Enter your Rowan Network Username and Password.

il Verizon = 11:57 AM @ s51% @)

( Login - Rowan University - Single Sign-On

Rowan{$
University

Rowan Network Username:

Password:

LOGIN

Need Help? Don't know your password?

3. Select LOGIN (complete duo, if prompted).
4. The Concur mobile app home screen will appear.

w! Verizon = 12:10 PM @ 50% @)

1.
2.
3.
3. Trips
View your trips
4,
Expenses
List of your expenses
5.

Expense Reports
Review and submit your reports

Approvals
Approve items anywhere, anytime

+

Create

@

Mileage

4. 5.

Expenselt

129

Access the help, leave feedback, change settings,
etc.

Use the Message Center to access direct messages
from Concur.

Access information regarding trips, expense,
Expense Reports, and approvals (if you are an
approver).

Use the Expenselt option to take pictures of
receipts during your travel.

We will not be using the create and mileage
features on the mobile app.
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UPLOADING RECEIPTS

When you use upload receipts using Expenselt, you can digitize your receipts on the go - meaning you won’t

have to keep track of all your paper receipts. By digitizing these receipts, expense line items will be created,
categorized, itemized, and sent to Concur Expense for you. This automation decreases the time you spend
on expense reports and increases your productivity.

Taking a quality photo of your receipts is very important. Dark or blurry photos can be difficult to read. So,
remember to:

+ Make sure the camera lens is clean.

« Make sure the camera is focused on the receipt.

« Take photos in a portrait (vertical) orientation.

« Take photos in a well-lit area. Otherwise, use the flash.

+ Avoid shadows across the receipt.
Before uploading the receipt, double check the expense for accuracy.

1. Select the Expenselticon on the bottom toolbar of the home screen.
2. Your phone’s camera will open.

O] I @

Expenselt Create Mileage

+ Select the lightning bolt icon to change the
camera flash to auto, on, or off.

+ Thereceipticon helps the camera detect the
receipt. Select the receipt icon to turn this feature
on/off.

+ Select the multiple page icon if your receipt is
multiple pages.

+ Select the x to go back to the app home page.

« Select the mountain icon to upload a picture of a
receipt from your phone camera roll.

@ -~

3. Select the circle at the bottom on the screen to take a picture of the receipt.
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4. The picture of the receipt will populate.

Cancel

Retake

Note: This step will be skipped if you use the receipt
icon to help the camera detect the receipt.

Select the thought bubble with three dots on the
top right corner to add a comment regarding the
receipt.

If the receipt is missing information or the text is
illegible, select Retake on the bottom left corner.
If the receipt is legible and has all information,
select Done.

5. You will be prompted with the question “What is the amount on this receipt?”

4 Confirm Amount

What is the amount on this receipt ?

0.90

Incorrect

131

Select the suggested amount if it is correct.
If the suggested amount is incorrect, select
Incorrect then input the correct amount and
select Use.
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6. Verify that all the information is correct then select Done.
24 Finalize -]

Next receipt

7. You will see Receipt added to your expenses.

' Verizon & 2:40 PM

4 Expenses

Tolls/Road Charges $0.90
Feb 21

E Entry Exit Lane Class Toll
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CREATING A MILEAGE EXPENSE REPORT

You can create an Expense Report for mileage on the Concur app because it does not require a Request or
Encumbrance Approval Number (E#).

1.
2.
3.

9.

From the Concur app home screen, select the mileage icon on the bottom right corner.

Select + Create a New Report.

Fill in the required information denoted by an asterisk (*).

+ Report name auto-populates but you should change it to explain the expense.

+ Report/Trip Start Date and Report Trip End Date - select the right arrow then select the date.

+ Report Trip Purpose - select the right arrow and choose from the list of options.

« Trip Type - select the right arrow and select Day Travel.

« Encumbrance # is not a required field. You do not need an encumbrance for day travel.

+ Report Total will auto-populate based on your mileage.

« Trip purpose details - explain the reason for your trip.

+ Fund - select the right arrow, search for your department’s fund by number or name, select the fund

+ Department/Org - select the right arrow, search for your department’s Org by number or name, select
the Org.

+ Travel Account - select the right arrow, select the appropriate travel account.

+ Program - select the right arrow, select the appropriate program.

Select Create on the top right corner of the screen.

The add car mileage screen will appear. Select Add Route.

« A map will appear. Enter your waypoints.

+ Select each route on the map.

+ Select Use Route for the shortest distance.

You will return to the add mileage screen. Fill in the required information denoted by an asterisk (*).

+ Thetransaction date will default to today’s date. Change the transaction date to the trip date.

+ Purpose of the Trip - select the right arrow, type in the in the explanation for your trip, select done.

« From Location and To Locations - will be auto-populated based on the map.

+ Distance - will be auto-populated based on the map.

+ Vehicle ID - IRS rate is defaulted but you can change it to State of NJ Grants by selecting the right
arrow.

+ If you have passengers, select the right arrow, type the number of passengers, select the back
arrow.

Select Save.

The expense has been created

+ Onthetop right corner of the screen, you will see the total amount that was based on the number of
miles you drove.

« Above the total amount there are three dots (...). If you select the three dots, you will see Copy
Report, Report Attachments, and Delete Report.

+ Select Details to review the information you entered into the expense is correct. Make changes if
necessary.

Once you have verified that all the information is accurate, select Submit at the bottom of the screen.

10. The User Electronic Agreement will appear. Select Submit.
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CONCUR MOBILE APPLICATION

COPY A REPORT

If you travel to the same destinations often, you can copy your current Expense Report for future Reports.
Once the Report is copied, you can make any necessary changes such as travel name, travel start and end
dates, expenses, etc.

From the Concur app home screen, select Expense Reports.

Select the name of the Expense Report you want to copy.

The Expense Report will appear, select the three dots (...) on the top right corner of the screen.

Select Copy Report.

Type in the name for the new Report. Select Confirm.

The copy of the Report will appear. Select details and make changes to the Report to reflect your new

trip.

7. Select expenses, select the name of the expense, and make changes to the expense to reflect your new
trip. Select Save.

8. Verify that all of the new information is accurate then select Submit.

9. The User Electronic Agreement will appear. Select Submit.

Ok wWN e

DELETE AN UNSUBMITTED REPORT

From the Concur app home screen, select Expense Reports.

Under unsubmitted, select the name of the Expense Report you would like to delete.

The Expense Report will appear, select the three dots (...) on the top right corner of the screen.
Select Delete Report.

A new window will appear. Select Delete.

ok wndE

RECALL A SUBMITTED REPORT

You cannot change or delete an expense that has been submitted unless you recall it first.

From the Concur app home screen, select Expense Reports.

Under submitted, select the name of the Expense Report you want to recall.

The Expense Report will appear, select the three dots (...) on the top right corner of the screen.
Select Recall Report.

A new window will appear. Select Confirm.

Once recalled, you can make changes, then submit the expense again for approval.

+ Your expense will start from the beginning in the approval process.

+ Once an Expense Report is fully approved, you can no longer recall it.

ok wnE
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CONCUR MOBILE APPLICATION

APPROVING A REQUEST

1. From the Concur app home screen, select Approvals.
2. Onthe Approvals screen, select the Request Approvals you wish to approve.
3. Review the Request details by selecting Summary, Attachments, Segments, and Expected

Expenses.
4. When you are ready, select Approve or Send Back. If you send a Request back, you must provide a

comment.

APPROVING AN EXPENSE REPORT

From the Concur app home screen, select Approvals.

On the Approvals screen, select the Report Approvals you wish to approve.

Review the Report Approval details by selecting Details, Expenses and Receipts.

When you are ready, select Approve or Send Back. If you send an Expense Report back, you must

provide a comment.

Call S
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TRIPIT.COM

After you have connected your Triplt account to Concur, you can use the Tripit website or the mobile app.
Once you book your travel in Concur your information will automatically be sent to Triplt. If you book your
travel with a third party, you will forward the confirmation email to plans@concur.com. Triplt instantly
organizes travel information and creates a schedule showing you where to be and when.

TRIPIT.COM HOME PAGE

K
>

i
rr’p t. from Concur Home Trips Network Point Tracker Triplt Pro Teams A Melissa Pro ~ Support

4 Upcoming Trips Traveler v No upcoming trips!
L]

You have no upcoming trips.
Set up auto-import
and never forget to
forward a plan!
; Ty, |
Wherearelyo

H W Bring! Triplt with you!

TRIPIT BLOG
Master Your Schedule

withPMeetinds.in'Triplt

Read More

Add a trip

Add a Trip

Add Triplt to Your Calendar

Get iCal Feed

Menu - how you will navigate to different pages within Tripit.

Name - access your profile, settings, or sign out.

Support - contact support or review articles regarding Triplt.

Upcoming Trips - shows the trips you have booked using Concur or the itineraries you have forwarded
to Triplt.

el A S

To return to the Triplt home page from any other page, select the Triplt from Concur logo on the top left
corner of the screen.
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TRIPIT.COM

TRIPIT.COM PROFILE

1. From the Triplt home page, select your name then select Profile.

Home Trips

Network

Point Tracker

Triplt Pro

Teams A

Melissa Support

Upcoming Trips

You have no upcoming trips.

23

Search Inbox for Plans

Traveler v

Set up auto-import
and never forget to

LR B
forward a plan! ¢! \

|
Add a trip

Add Triplt to Your Calendar

Get iCal Feed

SN Team travel: organized. RAL IR AL i)

Tripit

ol Conei Home Trips Point Tracker Network Triplt Pro
Melissa Trigo Meireles
Screen Name: meireles
Email: meireles@rowan.edu

Add Photo
View Profile As: = Me
Basic Info Traveler Profile Latest Activity Upcoming Trips
Home: Atco, NJ
Home Airport: None
Company: Rowan University
Travels:

Melissa has traveled 0 mi to 0 locations

No upcoming trips!

#

& :Where’érgj‘)’lo.u: vff_tr<v> ,rg,“
 Bring Triplt with you!"

Add a Trip

2 0%

Settings

Sign Out

TRIPIT BLOG
Master Your Schedule

WithPMeetings.in" Triplt

Read More

You will see your profile information, a travel map, and travel stats.

Melissa Trigo Meireles m ~ | Add a Trip | Support

Teams

«

Trayel map

/
g
<

9 Past ¢ Upcoming
7

= pre)
] ]
1 I
| |
; {
Map data ©2020
Travel stats
2020 Total
Trips 0 0
Days 0 0
Distance 0 mi 0 mi
Cities 0 0
Countries 0 0

2. Select Travel Profile to view any travel documents or travel contacts.

3. Select Latest Activity to see your most recent trips.

4. Select Upcoming Trips to see the trips you have recently booked and have not gone to.
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TRIPIT.COM

TRIPIT.COM SETTINGS

1. From the Triplt home page, select your name then select Settings.

——0

»
Tr / | p ‘tu from Concur

X
”

Upcoming Trips Traveler v

Home Trips Network Point Tracker Triplt Pro Teams A [ Melissa Plo ~ Support

Sign Out 1
b sl _‘-

Profile

Settings

2. Review the information from the account settings list and make changes if needed.

\:‘/;.
Tripit

from Concur Home Trips

SETTINGS

About You

Publishing Your Data

Emall Settings Update your photo
Your Profile
Change Password
Applications
Travel Alerts ()

Billing Info

Share detailed plans with the whole team  ROAH S RCES]

Melissa Trigo Meireles m ~ | Add a Trip | Support

Point Tracker Network Triplt Pro Teams

Account settings

You're logged in as meireles@rowan.edu (update).
You've been a Triplt member since Mar 31, 2020.

About you
Update your personal information, linked accounts and
travel preferences.

Publishing your Triplt data
Control how your Triplt data is published to calendar feeds
and blog badges.

Email settings
Update your email addresses and select which emails Triplt
sends to you.

Your profile is off
Update what is displayed on your profile.

Change password
Just what it says - update your account password.

Applications
Update the applications that have access to your account.

Close your account

TRIPIT.COM TRIPS PAGE

1. From the Triplt home page, select Trips from the menu.

-0 e

-
Tr /| p" t. from Concur

TRIPIT PREMIUM SERVICES

Travel alerts m
Choose how you receive travel alerts - by email,
to your mobile phone, or both.

Billing Info
Your billing information and purchase history.

Home Trips Network Point Tracker Triplt Pro Teams A Support

Upcoming Trips Traveler v

2. Alist of your upcoming trips as the traveler will appear.
« Auto imports do not support Rowan emails. Therefore, you do not have to set up auto imports.
+ Wedo not have the Not Traveler feature because we are not connected with Gmail, Google Apps or

Yahoo Accounts.

w

Select Past Trips to view information regarding trips you have already completed.

4. Select Unfiled Items to view travel items that have not been associated with a trip. You can move the
unfiled items to an existing trip on this page.

€@ RowanUniversity

INFORMATION RESOURCES & TECHNOLOGY

138



TRIPIT.COM

TRIPIT.COM NETWORK PAGE

1. From the Triplt home page, select Network from the menu.

-0 e

-
=
Tr’p't from Concur Home Trips Network Point Tracker Triplt Pro Teams

s

Upcoming Trips Traveler v No upcoming trips! m

2. Thelnner Circle page will appear. An inner circle is a group of people who can automatically see your

detailed trip plans on their Triplt accounts.
Try Triplt for Teams

Home Trips Point Tracker Network Triplt Pro Teams

Inner Circle

Add to Inner Circle

Melissa Trigo Meireles (@8 ~ | Add a Trip | Support

—00
Tripit

People in your inner circle automatically see your detailed trip plans. Triplt will also
automatically notify them when you create new trips. Any private trips in your account will not

Want to see your be shared.

coworkers travel?

Learn more )
1 Add to Inner Circle

Our Products Our Company Triplt Mobile Follow Us

Get Help About Us E iPhone | iPad n

Learn More! Blog Android

Gotasie press
Triplt Pro Developer API

Gift Triplt Pro Security

Tripit for Teams Jobs

« Select Add to Inner Circle.

+ Enter the people’s emails and separate the emails with commas.

T .—::’i. LACRI R E IR G S QST TIEEY A Track 150+ programs now with Triplt Pro Melissa Trigo Meireles (@) ~ | Add a Trip | Support

from Comcus: Home Trips Point Tracker Network Triplt Pro Teams

Invite others to join your Inner Circle

Send an email to people you'd like to add to your Inner Circle.

Email addresses (Separate email addresses with commas)

Send Invites

Our Products ‘Our Company Triplt Mobile Follow Us

Get Help About Us E iPhone | iPad ]

Learn More! Blog Android

Go e press
Tripit Pro Developer AP

+ Select Send Invites.

+ The people will receive emails and can agree/disagree to be added to your inner circle.
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TRIPIT.COM

TRIPIT.COM POINT TRACKER

Triplt Pro’s Point Tracker will monitor most reward programs’ total miles or points and any other details
such as status level they can find for that program. Point Tracker currently supports more than 150 reward
programs, including air, hotel, transportation, parking, dining, and credit card rewards.

Note: American, Delta, and Southwest have restricted access to their frequent-traveler programs by
third-party services.

1. From the Triplt home page, select Point Tracker from the menu.

3~

o—'._—c
Tr’ p' t. from Concur Home Trips Network Point Tracker Triplt Pro Teams A Support

Upcoming Trips Traveler v No upcoming trips! m

2. The Point Tracker section of Triplt Pro will appear. You will see the number of accounts Triplt Pro is
tracking.

——0—_e

3~
v
Tr’p’t from Concur Home Trips Network Point Tracker Triplt Pro Teams A Support

Dashboard Point Tracker Seat Tracker

Track a New Account v Tracking O accounts. v

1. Select a program type: Triplt Pro is not currently tracking any accounts.
Airline Click on a program type to the left to get started.
Hotel

Car

Train

Credit card

Other

2. Select an airline program:

Select or type an airline i

3. Totrack a new account, select a program type from the left menu.
4. Select a program from the drop-down.
5. Provide credentials regarding the program.
6. Select Save.
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TRIPIT.COM

TRIPIT.COM TRIPIT PRO

1. From the Triplt home page, select Triplt Pro from the menu.

-0 e

-
%
Tr’p't from Concur Home Trips Network Point Tracker Triplt Pro Teams A Support

Upcoming Trips Traveler v No upcoming trips! m

2. The Dashboard section of Triplt Pro will appear. You can view your flight alerts, point tracker, seat
tracker, and change your travel alert settings.

—0e

=9
Tr’p't from Concur Home Trips Network Point Tracker Triplt Pro Teams & Support

Dashboard Point Tracker Seat Tracker
|

Flight Alerts v Point Tracker N/

No alerts for now! Keep track of reward-program points and miles in one spot.

Add a Trip Set Up Point Tracker

Seat Tracker N/ VIP Benefits N

Don't get stuck in the middle seat!

Set Up Seat Tracker

BN . CLEAR 4-month free trial
" 4-month free trial and discounted membership price.

Travel Alert Settings v

Manage mobile alerts in Settings on your mobile app Email SMsS

3. Select Point Tracker to see all of the points you have earned through travel.
4. Select Seat Tracker to find out if a better seat becomes available based on your preferences.
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TRIPIT MOBILE APPLICATION

Tripltis a mobile app designed to enhance your travel experience. When your Triplt account and Concur
account are connected, you will be able to easily access your itineraries in the Triplt app. The Tripltappis a
great way to stay organized throughout your travel, it monitors your flight and sends you alerts and status
updates.

There are times it is necessary to book reservations outside of Concur, such as booking directly with the
hotel in order to obtain a special conference rate. When this happens, Triplt Pro acts as a travel organizing
app that automatically creates a master itinerary for each trip, regardless of booking mechanism, so you can
access all their travel plans anytime, anywhere, on any device.

-

Organize all your travel Instantly create Access important information, Get real-time flight alerts Find out when to leave
plans in one place master trip itineraries even when you're offline throughout your trip for the airport

SFO - LAX

DL 2783 (Delta A Lines)

Call Your Travel Agency

Search For Alternate Flights

01 15 30

View Details

DOWNLOADING THE TRIPIT MOBILE APP
To Download the Triplt Mobile APP on your Apple device:

[y

Select the App Store icon.

Select Search on the bottom right corner of the screen.

Enter “TripIt” in the search field.

Multiple options will appear. Select the word tripit.

Select GET to the right of Triplt:Travel Planner.

Select Install.

If needed, enter the password for your Apple ID to download the app. Select Sign In.
Once the app downloads, select OPEN.

The Triplt app will open.

WENO WD

To Download the Triplt Mobile APP on your Android device:
1. Select the Play Store icon.

2. Select the Search for apps & games field at the top of the screen.
3. Enter “Triplt”.
4. Multiple options will appear. Select “Triplt: Travel Planner.”
5. Select Install.
6. Once the app installs, select Open.
7. The Triplt app will open.
€@ RowanUniversity
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TRIPIT MOBILE APPLICATION

TRIPIT APP HOME PAGE

1. Open the Triplt app on your smartphone or tablet.

2. The first time y-du open the app, you will need to enter your Rowan email and the password you
created for your Triplt account.
3. The Triplt home screen will appear.

o' Verizon @ 10:38 AM ® 56%([ )
+ | 1.
Trips . :
1. Usethe plussign (+) on the top right corner to
Upcoming Past manually add a new Trip. For android users, the
2. plus sign is in the bottom right corner.
No Upcoming Trips View your upcoming or past trips.

Already have a flight or hotel booked?
Start adding plans here.

s [

Select Add Trip to manually add a new Trip.

Trips - access your planned trips.

Alerts - view trip notifications.

Pro - manage your frequent traveler accounts.
Unfiled - view travel items that have not been
associated with a trip.

8. More - access additional options for the app such
as profile, travel stats, settings, etc.

No o bkwh

[EJ Yoo}

Unfiled More

e

wm o
Trips Alerts

€@ RowanUniversity
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TRIPIT MOBILE APPLICATION

TRIPIT PRO ON MOBILE APP

1. From the Triplt app home screen, select Pro from the bottom menu.

- L i

Trips Alerts Pro

2. Alist of Triplt Pro features will appear.
Planning and Research section:

PLANNING AND RESEARCH

| S

Interactive
Airport Maps

! I7:

International Airport Security
Travel Tools Wait Time

Point Tracker

Alternate Flights Inner Circle

o O % O oo

Trips Alerts Pro Unfiled More

O

Unfiled

[eXoNe]

More

Point Tracker — will monitor most reward
programs’ total miles or points and any other
details such as status level they can find for that
program.

Interactive Airport Maps - gives you step by step
walking directions and searchable airport maps.
International Travel Tools - view country specific
travel information, including currency, tipping,
etc.

Security Wait Time - see how long it will take to
get through airport security, based on current
wait times.

Alternate Flights - Quickly search for other flights
with open seats if your plans change.

Inner Circle - group of people who can
automatically see your detailed trip plans on their
Triplt accounts.

3. Scroll down and you will see the Notifications and Alerts section.

NOTIFICATIONS AND ALERTS

v =

Flight Alerts Fare Tracker

)

Terminal and

Go Now Gate Reminders

ek

Seat Tracker

€@ RowanUniversity
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Flight Alerts - Get real time alerts about your
flight.

Fare Tracker - Get notified if you’re eligible for

a refund or credit when your airfare price drops
after you book.

Go Now - Get an alert when it’s time to leave for
the airport.

Terminal and Gate Reminders - Receive updated
departure terminal and gate information.

Seat Tracker - Find out if a better seat becomes
available based on your preferences.
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TRIPIT MOBILE APPLICATION

TRIPIT PROFILE ON MOBILE APP

1. From the Triplt app home screen, select More from the bottom menu.

. o Y O

Trips Alerts Pro Unfiled More
2. Select Profile.
! Verizon & 2:59 PM @ 44%(%)
More

@ Profile

Travel Stats

@ Settings
? Help Center

@) Siri Shortcuts

3. Select your name. If you have not created a pin or specified the use of touch id, you will be prompted to
do so.

u!l Verizon 2:59 PM @ 44% (%)

4 Traveler Profile

Melissa Trigo Meireles

Email Address: meireles@rowan.edu >
Company Name: Rowan University

Travel Documents
Passport, Visa, Driver License, etc.

Travel Contacts
If you get in a jam.

4. Your profile information will appear. You can make changes to your profile information by tapping the
information that is currently listed.

w1 Verizon & 3:02 PM @ 47% (%)
24 Profile
First Name Melissa
Middle Name Trigo
Last Name Meireles
Home
Home Airport

Company Name Rowan University

5. Select the back arrow (<) in the top left corner.
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TRIPIT MOBILE APPLICATION

6. Select Travel Documents.
+ Select the plus sign (+) in the top right corner to add travel documents such as your passport,

driver’s license, etc.
! Verizon o 3:04 PM @ 50%(% )

4 Travel Documents +

No Travel Documents
Tap the (+) button to create a new Travel Document

o Select the name of the travel document.
+ Enter the required information and select Save.

W' Verizon ¥ 3:07 PM @ 53% (%)
Cancel Passport Save
First Name Melissa
Middle Name Trigo
Last Name Meireles

Passport Number
Nationality

Date of Birth

Sex

Place of Birth
Date of Issue
Date of Expiration

Notes

) A 37 m eee

Trips Alerts Pro Unfiled More

« Select the back arrow (<) in the top left corner.
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7. Select Travel Contacts.

+ Select the plus sign (+) in the top right corner to add contacts.
' Verizon < 3:05 PM @ 51% (%)

¢ Travel Contacts +

No Travel Contacts
Tap the (+) button to create a new Travel Contact

+ Select the type of contact you would like to add.

£ Add New Travel Contact
Emergency Contact

Work Contact

Family Contact

Doctor

Child Care

Pet Care

House Sitter

Pharmacy

Other Contact

+ Enterinformation regarding the contact and select Save.

ol Verizon o 3:06 PM @ 52%([%)
Cancel Emergency Contact Save
Name
Relationship

Phone Number
Street Address
Email Address

Notes

€@ RowanUniversity
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TRIPIT MOBILE APPLICATION

TRIPIT SETTINGS ON MOBILE APP

1. From the Triplt app home screen, select More from the bottom menu.

. - P O

Trips Alerts Pro Unfiled More

2. Select Settings.

o' Verizon & 2:59 PM @ 44% (%)

More
@ Profile

Travel Stats

Settings

Help Center

?
\Qj Siri Shortcuts

3. You can change your notification settings, add an email address, change your password, etc.
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CONCUR IN BANNER

REQUEST

A Request in Concur can have multiple estimated expenses such as hotel, airfare and conference fee. Once
your Request is approved these expenses will generate the traveler’s encumbrance number in Banner.

FGIENCD - Now that you have an approved Encumbrance number (E#) you can review the details of a travel
encumbrance in Banner Administrative pages — Detail Encumbrance Activity (FGIENCD). Enter the E# in the
Encumbrance field in FGIENCD and select Go. This will display the details for this E#.

Encumbrance Information - FGIENCD

The description on the Encumbrance will be formatted with a T-, for travel, followed by partial of the
traveler’s name, destination city, conference, and beginning/end dates.
For Example: T-TROUT/SAVANNA/AACOM/4/14-4/20 See below:

Pl @ellucian  Detail Encumbrance Activity FGIENCD 9.3.4 (PPRD)

B REREVE S REATED i TOOLS
Encumbrance: E2002236 Encumbrance Period: All [ suowr )
™ ENCUMBRANCE INFORMATION Binset B Delete  fmCopy | . Filter
Description  T-TROUT/SAVANN/AACOM-4/14-4/20 I Date Established  06/02/2020
Status  C Balance 000
Type E Vendor 913826626 Trout, Dawn M
™ ENCUMBRANCE DETAIL Binset BDelete Tac Y. Filter
ltem 0 Document Accounting D orgn 31002
Sequence Acct 7215
Fiscal Year 20 Prog 16
Status  C Actvy
Commit Indicator U Locn
Proj
CoA R Encumbrance 29.00
Index Liquidation -20.00
Fund 10110 Balance 0.00
M« [of3p M| Record 10f 3
™ TRANSACTION ACTIVITY Binsert B Delete Y. Fitle
Transaction Date Type Document Cade Action Transaction Amount Remaining Balance
06/02/2020 E100 E2002235 29.00 29.00
06/02/2020 E032 T28 -29.00 0.00

Record 1 of 2

Encumbrance Detail - FGIENCD

If the E# has expenses allocated to more than one FOAPAL, then each FOAPAL will be listed separately as a
different record (Sequence). Select the arrows in Encumbrance Detail to view each record. See below:

b @ellucian  Detail Encumbrance Activity FGIENCD 9.3.4 (PPRD)

B REREVE SR REATED  $fToOLS
Encumbrance: £2002235 Encumbrance Period: Al (starowr )
™ ENCUMBRANCE INFORMATION Dinset Gl Delele  ™mCopy | Y. Fille
Description ~ T-TROUT/SAVANN/AACOM-4/14-4/20 Date Established  06/02/2020
Status  C Balance 000
Type E Vendor 915826626 Trout, Dawn M
™ ENCUMBRANCE DETAIL DBinset Bpeete mCo Y. Filter
jiem 0 Document Accounting Di Orgn 31002
Sequence Acct 7215
Fiscal Year 20 Prog 16
Status  C Acty
Commit Indicator U Locn
Proj
CoA R Encumbrance 29.00
Index Liquidation -26.00
Fund 10110 Balance 0.00
Ik < [Mof3p W | I Record 1 of 3
™ TRANSACTION ACTIVITY Binset BDetete MmcCo
Transaction Date Type Document Cade Action Transaction Amount Remaining Balance
06/02/2020 E100 E2002235 29.00 29.00
06/02/2020 E032 T28 -29.00 0.00

Record 1 of 2
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CONCUR IN BANNER

xX @ ellucian  Detail Encumbrance Activity FGIENCD 9.3 4 (PPRD)

B ADD B RETRIEVE JLRELATED  J§TOOLS

Start Over

Encumbrance: E2002235 Encumbrance Period: All

™ ENCUMBRANCE INFORMATION

insert @ Delete  Tm Copy | Y. Filtes
Description  T-TROUT/SAVANN/AACOM-4/14-4/20 Date Established  06/02/2020
Stalus  C Balance 000
Type E Vendor 915826626  Trout. Dawn M
™ ENCUMBRANCE DETAIL B insert @ Delsle " Copy | Y. Filler

ltem Document Accounting Di Orgn 31002

[
fo KR

Fiscal Year 20

Prog 16
Status  C Ac
Commit Indicator U Loca
Proj
coA R Encumbrance 000
Index Liquidation 0.00
Fund 10710 Balance 0.00
I M« 23l M| I Record 2 of 3
™ TRANSACTION ACTIVITY Einsert @ Delete  Ta Cop Y. Fi
Transaction Date Type Document Code Action Transaction Amount Remaining Balance
06/02/2020 E100 E2002235 177.50 177.50
06/02/2020 E020 127 -177.50 0.00
06/02/2020 E032 128 0.00 0.00

Record 10f 3

Transaction Activity - FGIENCD

Here is a hint to understand the transaction details. Look at the column called “Type”. This will be located in
the Transaction Activity at the bottom of FGIENCD. See below:

X  @ellucian  Detail Encumbrance Activity FGIENCD 9.3.4 (FORTNGHT)

BAD R REMEVE SREAED $%T00LS

Encumbrance: E2002345 Encumbrance Period: All

' ENCUMBRANCE INFORMATION ] O Delete T Co Y. Filte
Description  T-TROUT/SAVANNA/04/14-04/20 Date Established  04/13/2020
Stetus  © Bance 000
Tyoe E Vendor 975826626  Trout, Dawn M.
 ENCUMBRANCE DETAIL Sinseri @ Deiete fu Copy | ¥, Filer
Item 0 Document Accounting Di Orgn 31002
Sequence 1 Acct 7215
Fiscal Year 20 Prog 16
Status C Actv
Commit indicator U Loen
Pro
coa R Encumbrance 02
Index Liquidation 024
Fund 10110 Baance 000
M4 @oi2b M | Record 1 of 2
~ TRANSACTION ACTIVITY. o So- v
Transact tion Date Type Document Code Action Transaction Amount Remaining Balance
04/13/2020 E100 E2002345 2900 2900
05/15/2020 E020 T90 T -2876 024
05/15/2020 E032 T111 T -02a 0.00

Record 1 of 3

Type | Description Meaning Document Code

E100 |Original The funds that were requested. | This is the Encumbrance
Encumbrance Number (E#). It will begin
with an E.

E020 [Encumbrance The funds actually spent. This | T#is essentially the journal
adjustment also indicates a changeinthe [entry or document number

request (if it is increased or that hits the general ledger
reduced). table.

E032 [Encumbrance The encumbrance was closed | T# is essentially the journal
liquidation - this is the balance that was entry or document number
returned to the FOAPAL. that hits the general ledger
table.

€@ RowanUniversity

INFORMATION RESOURCES & TECHNOLOGY



CONCUR IN BANNER

EXPENSE

After returning from your overnight trip, completing your Expense Report and obtaining approval in
Concur a file will be uploaded into Banner. Within Banner you can confirm expenses are recorded and
posted correctly.

Expense information - FGIENCD
One FOAPAL

If an expense goes over the requested amount on the Encumbrance, then it will zero out the encumbrance
and pull the rest of the expense directly from the FOAPAL.

Multiple FOAPALs

If your request was created with multiple FOAPALs, and the expense goes over the requested amount in
one of the FOAPALs, it will not pull funds from the other FOAPALs in that encumbrance. The overage of the
expense line will simply pull directly from the FOAPAL that is over.

Exceeding the Original Amount of the Request

If your Expense Report exceeds the amount of the original Request by more than $50, the traveler must
explain the difference in the field provided in the Expense Report.

Even if the Approvers agree to the requested overage amount, verification of the budget is required.

If you enter an expense on your Expense Report that was not originally requested, it will not be deducted
from the encumbrance. It will come directly from the FOAPAL.

Remember that the remaining balance of an encumbrance will only go to zero. If you expense more than
what was encumbered, it will never show as a negative number. The amount spent over the encumbrance
will come directly out of the FOAPAL.

Exceeding Amount in FOAPAL Budget Pool

If there are not enough funds in the FOAPAL budget pool of any of the FOAPALSs to cover an expense that was
not encumbered, then the expense will be rejected for insufficient funds.

€@ RowanUniversity

151 INFORMATION RESOURCES & TECHNOLOGY



CONCUR IN BANNER

Cash Advance

Concur Cash Advances may be issued to a traveler. However, they are only typically provided for per diems.
The cash advance will be included in the travel encumbrance and show in Banner in account 7219. When the
traveler does complete the Expense Report, the cash advance will be included. Since the cash was given in
advance to the traveler, on the Expense Report in Banner, it will actually show as a credit. The traveler will
only be reimbursed for what they paid for out of their own personal funds.

X  @ellucian  Detail Encumbrance Activity FGIENCD 9.3.4 (FORTNGHT) B Ao B REREVE A REAED P TOOLS
E2002298 Period: All [ swrover )
¥ ENCUMBRANCE INFORMATION B inset @ Delete "acCo Y. Filte
Description  T-TROUT/BALTIMO/04/28-04/30 Date Established  04/15/2020
Status O Balance 74.67
Type £ Vendor 915826626  Trout, Dawn M
™ ENCUMBRANCE DETAIL 2 2o "a Y., Filter
Item 0 Document Accounting Dit Omn 31002
Sequence 3} Acct 7219
Fiscal Year 20 Prog 16
Status O Actv
Commit Indicator U/ Locn
Proj
COA R Encumbrance 0.00
Ingex Liquidation 0.00
Fund 10110 Balance
H 4 Gof3p M | Record 3 of 3
™ TRANSACTION ACTIVITY 3 insert [ Deicte T Copy | . Fitte
Transaction Date Type Document Code Action Transaction Amount Remaining Balance
04/15/2020 E100 E2002298 17750 17750
05/27/2020 E020 T55 A -177 50 0.00

Record 1 of 2

FGIBDST - Organizational Budget Status

You will be able to see all of your total travel encumbrances and expenses in FGIBDST. The travel will be
located in account 7216 and mileage will be in account 7215 in each FOAPAL. See below:

x € RowanUniversity B oo B oreTRievE B RELATED  $FToOLs
Chart: R Fiscal Year: 20 Index:  Query Specific Account: Include Revenue Accounts: Commit Type: Both |:
Organization Fund: 10110 Unrestricted General Fund Program: Account: Account Type: Activity: Location:

s T 2
Account Type Title Adjusted Budget ¥TD Activity Commitments Available Balanca
EE Salary Full Time 353.708.00 25885730 76,576 58
6003 L Salary Part Time 0.00 5,025.00
6012 L Student Salary 5,860.00 0.0t

7000 E Supplies 6.317.27 0.0
7005 E Printing 286.24 0.00
7010 E Educational Supplies 350.00 0.00
7015 E Equipment Under $5000 6,251.75 4530
7020 E Purchase Card Clearing 0.00 0.00

217 E Staff Training & Devel = ?w’-ﬂ 000 000
7215 E Milkeage Reimbursement 34861 25219 174.24
7216 E Travel 1,662.18 8,133.15 64,162 49
7218 E Telephone 3.840.00 2 T':':.G-[l 0.00
T224 E Postage 881718 10,255.72 ]

7232 E Sul Memberships 900.00 000 0
7234 E h 666 77 46677 0.00

1300 E Repairs 500.00 0.00 0.00 500.00

Net Total 391,508.00 305,181.92 146,003.62 5967754
20 v | PerPage Record 1 of 16 ™
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CONCUR IN BANNER

Budget Query (Self-Service Banner)

You can also view your total travel encumbrances and expenses in Budget Query in Self-Service Banner. The

travel will be located in account 7216 and mileage will be in account 7215 in each FOAPAL.

Query Results

Account|Account Title FY20/PD14 FY20/PD14 FY20/PD14 FY20/PD14 [FY20/PD14 |[FY20/PD14 ([FY20/PD14 |FY20/PD14
Adopted Budget Adjusted 'Year to Date |[Encumbrances|Reservations |[Commitments Available
Budget Adjustment Budget Balance
6002 [Salary Full Time 350,446.00 3,262.00 353,708.00| 258,857.30| 76,576.58 0.00 76,576.58 18,274.12
6003 |salary Part Time 0.00 0.00 0.00 3,637.50] 5,025.00] 0.00 5,025.00 ( 8,662.50)
6012 |Student Salary 5,860.00 0.00 5,860.00| 3,305.50| 0.00 0.00 0.00 2,554.50|
7000 |Supplies 5,000.00 1,317.27 6,317.27| 6,878.62] 0.01 0.00 0.01 { 561.36)|
7005 [Printing 600.00 ( 313.76) 286.24 102.40 0.00 0.00 0.00 183.84
7010 |Educaticnal Supplies 350.00 0.00 350.00| 0.00 0.00 0.00 0.00 350.00
7015 |Equipment Under $5000 1,000.00 5,251:75) 6,251.75| 6,206.45| 45.30 0.00 45.30 0.00,
7020 [Purchase Card Clearing 0.00 0.00 0.00 4,386.32] 0.00 0.00 0.00 ( 4,386.32)
7212 [staff Training & 5,500.00 ( 3,500.00) 2,000.00| 0.00 0.00 0.00 0.00 2,000.00|
DRevelopment
7215 |Mileage Reimbursement 500.00 ( 151.39) 348.61 252819 174.24 0.00 174.24 ( 77.82)
7216 |[Travel 4,000.00 ( 2,337.82) 1,662.18 8,133.15| 64,182.49) 0.00 64,182.49 ( 70,653.46)
7218 [Telephone 3,840.00 0.00 3,840.00] 2,700.00] 0.00 0.00 0.00 1,140.00
7224 [Postage 8,500.00 317.18 8,817.18| 10,255.72 0.00 0.00 0.00 (1,438.54)
7232 |Subscriptions/Memberships 900.00 0.00 500.00 0.00 0.00 0.00 0.00) 500.00
7234 |Other Services 750.00 (83.23) 666.77| 466.77| 0.00 0.00 0.00 200.00|
7300 [Repairs 1,000.00 ( 500.00) 500.00| 0.00 0.00 0.00 0.00 500.00|
Report Total (of all records) 388,246.00 3,262.00| 391,508.00 305,181.52] 146,003.62] 0.00 146,003.62| ( 59,677.54)

USEFUL BANNER FORMS
FGITRND - Detail Transaction Activity

Go to FGITRND and enter the fund and org and select Go. You can do a filter in FGITRND to see the details of

travel. Select Advanced Filter. Select Document - Contains - E and then Go.

€) Training and FAQs | Accounts Pay X

¢«

X  @ellucian

c

@ Application Navigator

X

@ banner9.rowan.edu/applicationNavigator/seamless

Detail Transaction Activity FGITRND 9.3.12 (PROD)

@ Information Resources & Techno X | =+

COA: R Fiscal Year: 20

Basic Filter

DETAIL TRANSACTION ACTIVITY

Advanced Filter

Index: 31002 Fund: 10110  Organization: 31002 Account:

Program: 16 Acf

Location:

tivity:

Period:

Commit Type: Both

& Delete

Start Over

Ta Co

T F

(<]

i

[ Document

V] [Contains

[Organization

V] [Equals

® B O

[Amount

[Program

\/J [Equals

(Field

V] [Equals

\/] [Equals

Add Another Field ... v

Account  Organization  Program | Field |Amount Increase (+) or Decrease (-) Type |Document® | TransactionDate*  ActivityDate*  Description

EDIT

153

Record: 1/1

KEY BLOCKKEYBLCK COAS CODE [1

©2000 - 2020 Ellucian. Al rights reserved.

3

Record 1 of 1
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CONCUR IN BANNER

Filter Results

Each Encumbrance associated with the FOAPAL will show as a separate line in this details screen, with the
amount encumbered for that expense. The Type will be E100 (Encumbrance).

@ Training and FAQs | Accounts Pay X (@ Application Navigator X @ Information Resources & Techno X | 4 o= X
<« C @ bannerd.rowan.edu/applicationNavigator/seamless * @
X  @ellucian  Detail Transaction Activity FGITRND 9.3.12 (PROD) B A0 B RETREVE S REIATED  $§TOOLS
COA: R Fiscal Year: 20 Index: 31002 Fund: 10110 Organization: 31002 Account:  Program: 16 Activity:  Location: Period:  Commit Type: Both
FARM - o= RansacTion AcTiviTy sert @ Delete ¥ Copy | Y. Fiter
= Active filters:  Document: (Contains) E @ Clear All o
Account Organization Program Field  Amount Increase (+) or Decrease (-) Type Document * Transaction Date * Activity Date * Description
Q 7215 31002 16 ENC 0.00 + E100 E2001209 11/12/2019 11/12/2019 TRL/SALVATORE/DC-11/18-11/20
7216 31002 16 ENC 662.00  + E100 E2001209 11/12/2019 11/12/2019 TRL/SALVATORE/DC-11/18-11/20
2 7216 31002 16 ENC 82000 + E100 E2001208 111212019 1112/2019  TRUCARDONAPARRA/DC-11/18-11/20
Total 1,482.00 +
< K »
® Record 1 of 3
(G4

In addition to the example above, this query can be used to search for other information including
encumbrances, invoices, adjustments, and liquidations.

Under the Advanced Filter:
For an invoice select Document, select Contains and enter the letter “I” for invoice and Go.

For any travel adjustments and liquidations select Document, select Contains and enter the letter “T” for
change numbers, and Go.

FGIDOCR - Document Retrieval Inquiry

Another way to review a travel encumbrance in Banner is in FGIDOCR. Enter the encumbrance number and
select Go.

You will see the travel encumbrance, with all the funds and orgs it is charged against. Each line of the ex-
penses will show as a separate line in this screen, with the amount encumbered for that expense. See below:

X  @ellucian  Document Retrieval Inquiry FGIDOCR 9.3.6 (PPRD) R ADD B RETRIEVE JLREIATED  §f TOOLS|

Document: * [E2002235 il submission Numper: [ |
Document Type: * |ENC i

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

X @ellucian  Document Reirieval Inquiry FGIDOCR 9.3.6 (PPRD) B A0D B RETREVE SLRELATED  $§ TOOLS
Document: E2002235 Submission Number: | ‘ Document Type: ENC
~ HEADER INFORMATION Binset D Delete  "m Copy | . Filte:
Transaction Date  06/02/2020 ltems 3
Fiscal Year 20 Commit Type  Uncommiifed
Fiscal Period 12 [] Document Text
~ DETAIL INFORMATION 4] B Deiete Tm Y. Filter
Sub Number Item | Sequence  Journal Type  Description Amount sign Currency Document Reference COA Index | Fund orgn Acct Prog Actv Locn
[ 3 o 1 E100 T-TROUT/SAVANN/AACO.. 2900 +Plus R 10110 31002 7215 16
0 0 2 E100 T-TROUT/SAVANN/AACO 17750 | + Plus R 10110 31002 7219 16
0 0 3 E100 T-TROUT/SAVANN/AACO 250.00 | + Plus R 10110 31002 7216 16
) »
Record 1 of 3
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