How to Import Smart Expenses

Into Your Expense Report

1. Use the My Concur tab and the Active Work section or the Expense tab and View

Reports.

2. Click on an existing Expense Report to open it.
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3. Click on the Import tab to open the Smart Expense window
a) Click on the check box next to the expenses you wish to add to this expense report
¢ In our example we are selecting two of the four Smart Expenses
e These items could be airfare, hotel, car rental or Travel Agency Fees.
= Note: If you cancelled a trip, you must still import the Travel Agency Fee.

The agency fee is not waived if you cancel a trip.
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b) Click on the Import tab in the Smart Expenses box
o Ifyou clicked on the drop down arrow in the Import Tab here you will see two

options

= To New Report
= To Current Report
= Select To Current Report
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o If you clicked on the Import Tab without touching the drop down arrow the system

will automatically select To Current Report
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c) Click OK on the Smart Expenses dialogue box that pops up
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o The selected Smart Expenses are now assigned to this Expense Report

d) If you see a Red Exception Flag L on any expense, you must resolve the issue or

the expense report cannot be submitted
o Click on the item with the red flag you wish to correct
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o The Expense data for that item will appear
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o Enter any missing required data.

= |n our example the City was missing. City is a required data field in this
example. For this expense it is looking for the city where the flight
originated. If it had been a hotel, it would be the city where the hotel is
located.

= Each expense type has its own fields and required fields.

o If you did not have a matching Travel Reservation you must enter an explanation
why the reservation was not made through TTE when entering the expense.

* This could be a ticket you purchased at the airport for an unscheduled trip
and you had no access to TTE. For a hotel this could be that the only way
you could reserve the room and get the special rate was booking directly
through the hotel or conference management company.

=  Whatever the reason, be specific in your explanation.

o Attach any required or necessary receipts
o Click on Save to update the Expense Entry.
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