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Expense Processor

Section 1: Permissions
You may or may not have the correct permissions to use this tool. You may have
limited permissions, for example, you can affect only certain groups and/or use only

certain options (view but not create or edit).

If you need to use this tool and do not have the proper permissions, contact your
company's Concur administrator.

Section 2: Two User Interfaces

Concur is in the process of transitioning from the current user interface to the
enhanced user interface.

Welcome, Terry Brown [ You are administering for: Yourself ]  Last logged in: 09/15/2014 04:28 pm (Details) @ Help | Enable Localization | Log Out
CONCUR

My Concur | Request Travel Expense Central Reconciliation Invoice Purchase Request Reporting Locate  Administration Profile  App Center

Trip Search Travel Alerts H
Fhght | Car [t | gt st ) You never sgned up o receve < recepi Sanup e Current user interface
& Round Trip © Oneway T Multi-Segment

Travel Info I
Departure Gty
Administration | Help ~
Home Requests Travel Expense Invoice Approvals Reporting App Center .
Arrival City Profile ~ -
Depart
peen ) [@4 CONCUR + 13 02 03 21 09
1 New Authorization Purchase Payment Available Open
Return g} Hello, Terry Requests Requests Requests Expenses Reports
depart |

I Pick-up/Drop-off ca

TRIP SEARCH ALERTS

+ = = @ ﬂ You haven't signed up to receive e-receipts.@ Sign up here

® Round Trip © Oneway  Multi-Segment

COMPANY NOTES

Depariure Gity @

Find an airport | Select muliple airparts
Arival City @ Welcome to Expense and Invoice. Please click the Expense or Invoice tab to start.

Find an airport | Select muliple airparts
Depariure @

depart - || Moming ||| +3 |- ™ Skip the lines and paperwork and go straight to your car with Avis Preferred Service. Enroll in minutes by using the information in your
e o Concur Travel profile to populate the Avis profile. It's never been easier, enroll today!
=l e Read more
Enhanced user interface MY TASKS

Required Approvals >

The enhanced Ul brings some long-awaited usability enhancements — some are
significant (perhaps involving navigation changes) while others are minor (involving
only look-and-feel).

1|Page TeamWorks Travel & Expense Version Date: 12/31/14
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This Guide — Sample Screens and Menu Navigation

For screen samples, this guide may show the current Ul, the enhanced Ul, or both.
Over time, all screen samples will appear only in the enhanced Ul.

In those cases where the menu navigation is different, both sets of steps are shown.
Example:

1. In the currentUl, click Profile > Other Settings (left menu).

or -

In the enhanced U1, click Profile > Profile Settings > Other Settings (left
menu).

Section 3: Overview

Expense Processor enables any employee assigned the role of Expense Processor to
process expense reports that are pending manager approval, or that have been
approved by a manager, but have not yet been reimbursed.

The tool also allows for reports to be viewed, receipts to be marked as received, and
historical expense reports to be searched and reviewed. Depending on the role
assigned, users may be able to view, update, or delete reports.

Expense Processor Roles

2|Page

Assignment of any of these roles will allow an employee to access the Expense
Processor tool:

Expense Processor Manager: NOT CONFIGURED This role grants access to
all functionality required for viewing, updating, and deleting reports within
Expense Processor.

Expense Processor: This role grants access to functionality required for
viewing and updating reports within Expense Processor. This role cannot
delete expense reports. The Expense Processor role can be restricted in User
Permissions by selecting one of the following options:

+ Display all reports excluding returned reports
+ Display all reports including returned reports
+ Display only reports pending processor step and beyond

Expense Processor (Audit): NOT CONFIGURED This role grants access to
functionality required for viewing reports within Expense Processor. This role
cannot update or delete expense reports.

NOTE:

The term Expense Processor is used throughout this guide to represent all of
the roles defined above.

TeamWorks Travel & Expense Version Date: 12/31/14
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Processing a Report
The following are the general steps required to process an expense report:
1. Find an expense report and view its entries.

2. Verify that expense receipts have been received (if required) at the expense
report and/or line item expense entry levels.

3. Mark the receipts as received (if required).

4. Approve the expense report for payment.

Approval Status* ‘ Description

Accounting Review States that the report is under review and allows minimal edits to
occur within an expense report or entry

Approved States that the expense report has been approved
Sent Back to States that the expense report has been sent back to the submitter
Employee for modifications

* There is no limit to the number of approval statuses that can be created for an expense
report. The names of the approval statuses may differ depending on your configuration.

Understanding Exceptions

Exceptions are messages that appear at the report, entry, or itemization level to
indicate to the employee, approver, and/or accounting personnel that a rule has
been violated.

Terminology

e Exception Code: A unique one to eight alphanumeric character code that is
assigned to every exception. This code is determined by the client's internal
coding system.

e Exception Level: A number assigned to each exception that determines the
severity of a rule. It is the responsibility of a company to determine the
various levels. A setting can be set in Workflows that prevents an employee
from submitting an expense report that contains an exception of a certain
level.

Types of Exceptions

Exceptions are displayed on expense reports using a red, yellow, or blue icon.

e Red: Indicates an error that must be resolved before the expense report can
be submitted. The employee may be unable to submit an expense report until
the issue is resolved.

3|]Page TeamWorks Travel & Expense Version Date: 12/31/14
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e Yellow: Indicates a warning or an informational message. The employee can
submit expense reports.

e Blue: Indicates that the Expense Processor has cleared the exception (either
red or yellow).

The Expense Processor can view all exceptions, including the code and level number
in the exception message. This information is hidden from the employee and the
approver. For example:

e The exception message for the processor reads: Code: EXCEED, Level: 3,
Report total exceeds $5000

e Whereas the employee and the approver see only: Report total exceeds $500

Section 4: Expense Processor Procedures

The Expense Processor page allows the processor to:
e Search for reports using search fields

e View the report totals, itemizations, workflow, audit trail, receipt images, e-
receipts, and trip itineraries

e View and modify allocations

e Update approval statuses

e Scan and upload receipt images to reports

e Add report-level comments to single or multiple reports

e Use multiple view options to improve efficiency

Managing the Expense Processor View

Processors can change several aspects of the Process Reports and Expense
Report pages, in addition to setting their default view.

P To access the Process Reports page:

In the current Ul, click Expense > Process Reports.
In the enhanced Ul, click Expense > Processor (on the sub-menu) > Process
Reports.

NOTE: Depending on your permissions, the page may appear immediately after you
click Expense.

4|lPage TeamWorks Travel & Expense Version Date: 12/31/14
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o

My Concur  Travel Expense Central Reconciliation Invoice  Administration Profile
View Reports  New Expense Report  View Receipt Store  Process Reports  Expense Classic
Search Results -

Group: Global

Run Query = | Group List Settings Create/Manage Queries = Preferences -
Find every report where
Report Mame hd Begins With v AND

. .
I:| Report Name Submit Date Employee Name Approval Status  Report Total  Receipt Status  Cash Advance Return Received  Payment Status
4 b3
Pa 1 )
ae of 1 £ No data to display

Setting the Process Reports Page as the Home Page

The processor can set the Process Reports page to be the first page he/she sees
after logging in to Expense.

P To set the Process Reports Page as the home page:
1. In the current Ul, click Profile > System Settings.

In the enhanced Ul, click Profile > Profile Settings > System Settings.

2. In the Home Page list, select Expense Processor.

Expense Information
Expense Delegates
Expense Preferences

Other Pr
Expense Approvers

Favarite Attendees Home Page

Rows per page

Privacy Statement

Travel Center

Other Settings Wy Conear
System Settings ttings Eﬁfﬂeﬂr;s:f';uec;s;zr k

Invaice Center
v

System E-mail Settings
Travel Yacation Reassignment

roval queue

Let me know when one of my requests is approved or denied

L] \Welcome, Terry Brown

My Concur  Travel Expense  Invoice  Reports  Administration Profile Help  Log Out

Personal Information  System Settings  Travel Vacation Reassignment  System E-Mail Settings

My Profile

Regional Settings and Language Calendar Settings
Your Information
Default Language | English (United States) |+ Start week on | Sunday v
Persanal Information
Comparty Infarmeation Number Format | 1,000.00 [ Start Day Yiew At |5:00 AW [«
S I Placement of Currency Symbol | Before the amount [+ End Day View At |S:00PM |
Emergency Contack
Credit Cards Negative Number Format |-100 [« Default view |month [+
Negative Currency Format |-100 [s

Travel Settings
Travel Preferences mile/km | mie |
International Travel Date Format | mmjddfvyyy | ¥ |
Frequent-Traveler Programs ) —

i Time Format | himm AM/PM | &
Assistants/Arrangers — —
Hour/Minute Separator | | || o3i5iz009 11:08 4m
LSS Time zone {local time) | (GMT-05:00) Eastern Time {US & Canada) [v]

TeamWorks Travel
State of Georgia
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3. Click Save.

Setting the Process Reports Page Preferences
The processor can set the Process Reports page behavior.
P To set the page behavior:

1. On the Process Reports page, select Preferences.

Preferences -
Default Query: | None Selected |Z|

Rows in list: 25E|

TimeZone: | (GMT} Greenwich Mean Time: Dublin, Edinburgh, Lishon, London E|
Open next report in list after workflow change

Automatically show receipts when report is opened

2. In the Default Query field, select the query to run when the Process
Reports page is first opened. If no specific query is regularly used, this can
be set to None or to the general query for Report Ready For Processing.

3. In the Rows in List field, select the number of rows to display on the page.
Multiple pages will be displayed if more reports are found; this sets the
number of reports displayed on each page of the list.

4. In the TimeZone list, select the time zone within which the search criteria
should focus, for example, a search should return reports falling within the
PST time zone, or “(GMT -8:00) Pacific Time (US & Canada).

5. Select or clear the Open next report in list after workflow change check
box, as desired. If this box is not selected, the display will return to the report
list.

6. Select or clear the Automatically show receipts when report is opened
check box, as desired. If this box is not selected, the receipts can be opened
from the menu as needed.

7. Click Preferences or any other area of the screen to close Preferences.

Managing the Process Reports Columns

Report columns may be added, removed, or rearranged for viewing on the Process
Reports page, as necessary.

P To add or remove the report columns:

6|Page TeamWorks Travel & Expense Version Date: 12/31/14
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1. Click List Settings on the Process Reports page. The List Settings window

appears.
B e aorane, | List Settings ‘
Reports page. ] Columns
3. Clear the check boxes for the Report Mame 25
columns to remove from the submit Date
Process Reports page. Employee Name
4. Click OK. Approval Status 1
Report Total
Receipt Status
Cash Advance Return Received
Payment Status
] Amount Approved
|:| Amount Company Paid
|:| Amount Due Company
|:| Amount Due Company Card
|:| Amount Due Employee
[ Amount Not Approved bl
m Cancel |
7]|Page TeamWorks Travel & Expense Version Date: 12/31/14
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P To rearrange the columns on the Process Reports page:

1. On the Process Reports page, click and hold on the name of the desired
column.

2. Drag and drop the column in the new location. Arrows will appear to indicate
where the column will be moved.

I Begins With b

r LT IE
&

lane Submit Date Employee Name  Approv
s

k_;' Employes Mame

The page displays the new column order.

Managing the Expenses Columns
Expense columns may be added, removed, or rearranged for viewing in the
Expenses section of the Expense Report page. Note that the system will use up to
75% of the display area for the expense list, reserving the remaining 25% for the
expense entry pane.
P To add or remove the expense list columns:

1. Select View > Custom (beside Expenses ).

EMEA sales trip sato, eailey Send Back to Employee
Summary Details - List Settings Receipts ~|  Prnt/Email ~
Expenses View v« Sum mary
Ol > Tiansaction Da... - Expense Type Enter Ven Expenses As Report Summary &
[} ! 03/07/2012 Train ® Custom Amount Due Company
f 03/07/2012 fo.00
O 3/07/2012 Dinner List {b
7 03/07/2012 £ on Hor
o> 3/07/2012 Room Rate Hilton H: Detail
O 7 03/02/2012 Airfare British Air Travel Requests (1)
Group By Name RequestID Amount Approved Amount Remaining
Date EMEA sales trip 224w $1,098.09 §-1.488.72
Expense $900.00 $96.00
® Ro Grouping nd $93.56 1-1.317.3¢0
xpense- Lodging £83.48 $83.48
Calendar Expense- Train $21.05 1-350.90
One week
Two weeks Cash Advances (2)
< IMonth #| | Cash Advance Name Request Date Amount Requested Staiting Balance
TOTAL AMOUNT TOTAL REQUESTED EMEA sales trip 03/02/2012 500,00 66
$3,270.86 $3,270.86 EMEA sales 03022012 2

2. Click List Settings. The List Settings window appears.
3. Select the check boxes for the columns to add to the Expenses section.
4. Clear the check boxes for the columns to remove from the Expenses section.

5. Click OK.

8| Page TeamWorks Travel & Expense Version Date: 12/31/14
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P To rearrange the columns:

1. In the Expenses section of the expense report, click and hold on the name of
the desired column.

2. Drag and drop the column in the new location. Arrows will appear to indicate
where the column will be moved.

EMEA sales trip [cato, Bailey]

Sumrmnary Details = | List Settings Receipts « |  Prnt/Email -
Expenses . Wiew - Qe
|:| ) Transaction Da... |- Expense Type Enter Vendor ...  Reviewed
| ! "}l{%ﬂ]‘ 2012 Train Mo
03 @ 2
1 : 3@ Expense Type o
> 03/ 0irzuz KOG Kat Hiltan Hatels Mo
(| ] 03/02/2012 Airfare British Airways Ma

The section displays the new column order.

View Options

The processor can choose from several view options when viewing the expense
report data.

P To access the view options:

1. On the Process Reports page, open the desired report. The expense report
appears.

2. Select View.

EMEA sales trip foas asiny ET ey
amrua, [T Leed g Brurgls a Ford | fimad =
M'“ f ey v 1 A T T
B Poprrsie T+ Weiernm Dot Bemihn gl g, Fwpaort Summary .
- P Y —
Pommi s Emt
f— Dvasd
- i Trawel Requeita (1)
droup By [T Wi W1 TRy - TS Prp——
e I x a Tl (SR [ Fi
Expenas i o et
® Pl Grougeng Lo pore sy .
™ i
Labendas 1 !
Liwer wneh
Tova versls Carh Advances (I}
. Ehant 30| e dabmarois Mt [T~ Ammd @ g b Wy Wesawa
wm I-u'.r}?l‘-'—"'--r-ﬁﬂ{- f » s +
$3.270.86 $3.270.86 1 i -

3. Select the desired view option. The page will refresh, displaying the data in
the new format.

9]|Page TeamWorks Travel & Expense Version Date: 12/31/14
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Searching for Reports

Searching for an Expense Report

10| Page

The processor can search for an expense report within the Process Reports page
using the Starting Group list and Find area, and can run the default query Reports
Ready for Processing or any other saved query.

SEARCHING FOR AN EXPENSE REPORT BASED ON ENTERED CRITERIA

When searching for expense reports, use these two filters in conjunction with one
another:

e Starting Group

AND

e Specific employee information, such as employee name

The first time you use the Expense Processor, the Process Reports page will appear
blank. You can set a query to run when you open the page if you always work with
the same query. If you work with many different queries, it is best to select the
query after opening the Process Reports page.

| Refer to the Setting the Process Reports Page Preferences section of this
guide for additional information.

Starting Group List and Find Area

The two search options, Starting Group and Find every report where, are
dependent on each other. For example, you can first select the Group for which your
search criteria is to be performed against (Global Group-United States), and then
you can search for specific expense report information (Employee Last Name =
Brown). In this search situation, only the expense reports that were created by
employees in the Global Group-United States group and have the last name of Brown
will appear as your search results.

NOTE: You can select the All Groups I Can Access option in the Starting Group
list to see reports for all groups you can access.

P To search for expense reports using Group and Find fields:
1. On the Process Reports page, click Starting Group.
2. Navigate to the desired group.
3. Click OK.

4. Use the Find area to narrow your search. In the Find every report where
area:

¢+ Select an option from the list, such as Employee Last Name.

TeamWorks Travel & Expense Version Date: 12/31/14
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NOTE: For the date sensitive criteria, type the format that is appropriate
for your locale, such as mm/dd/yyyy.

¢+ Select an operator, such as Begins with.

¢+ Type a text value, such as B.

NOTE: Be aware that entering the wildcard (*) symbol into the search
criteria text field will result in a delay as the system works to
return all expense reports, without narrowing the results.

5. Click Go. Only the expense reports that match both the Starting Group
criteria and the Find criteria will appear in the search results.

SEARCHING FOR AN EXPENSE REPORT USING A QUERY

You can also search for existing expense reports using a default query, Reports
Ready for Processing or your existing saved queries. When Reports Ready for
Processing is run, all expense reports that are pending authorization will appear
within the Process Reports page. The query can be selected from the Run Query
list.

P To search for expense reports using an existing query:

1. In the Run Query list, select the name of the desired query.

2. Click Go. The Process Reports page alters to reflect the search results.

Search Queries

The processor can use the Create/Manage Queries list on the Process Reports
page to create new search queries and manage existing queries. The queries are
if/then conditional statements. If the defined conditions are met, then the expense
report is displayed to the processor.

NOTE: The queries created within this area are specific to each administrator; they
are not global. Each Expense Processor creates and manages their own
queries.

UNDERSTANDING CONDITIONAL EXPRESSIONS
When creating or editing conditional expressions, the administrator should consider
the following.

e An expression can include an unlimited number of conditions. The conditional
expression for "2004's expense reports " is:

11| Page TeamWorks Travel & Expense Version Date: 12/31/14
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() Insert

Data Object Field/"alue Operator
O + || Report * |Submit Date Ts After

Yalue + [12}31/2003 o

@ and O or]

O || Report + |Submit Date Is Before
walue ~ |01/01/2005 b

It is composed of two conditions, separated by the Boolean separator of And.

Most conditions are composed of a Field followed by an Operator and a
Value. For example:

{Submit Date Is After 12731703 AND SubmitDate IsBefore 01/01705)
Field Operator Value Field Operator Value

¢+ A Field consists of a data object (a database table) and a field (a
database column), located within the data object. The field that is selected
defines the data type of the condition (number, text, date, and so forth).

NOTE: If a second condition is created, the field's data type must match
that of the first field.

¢+ An Operator is one of several pre-defined comparison operators (equals,
not equals, is greater than, and so forth). The list of operators changes
depending on the type of data being compared.

¢+ A Value is a constant, and like the field, can be of any data type;
however, the data type of the value must match the data type of the field.

When a conditional expression is composed of multiple conditions, each
condition is separated by either And or Or.

Conditions can be added to the end of the conditional expression or inserted
in the middle.

Parentheses are optional and are used to define order of operation for the
And/Or operators. If the parentheses are omitted, And/Or operations are
carried out left to right. There is no precedence of And over Or; the
evaluation of the expression is simply left to right.

If a conditional expression contains parentheses, the count of left parentheses
must match the count of right parentheses. There can be up to three
parentheses for both left and right sides.

Example of correct placement of parentheses and total left/right
count:

(Condition 1) and (Condition 2)

Examples of incorrect parentheses even though the total left/right
count matches:

Condition1) And (Condition2
Condition1) And (Condition2) Or (Condition3
(Condition1)) And (Condition2

TeamWorks Travel & Expense Version Date: 12/31/14
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Simple Condition Example:

A condition is a simple Boolean comparison, like:

Cash Advance Balance Is Greater Than 1000

The condition looks at the report total and sees if it is greater than 1000.
If True, or yes, then the report is located and displayed to the Processor.
If False, or no, the report is not displayed.

Complex Condition Example:

The conditional expression can be a single condition as in the above
example, or it can be a complex expression involving multiple conditions
connected by And / Or operators and parentheses, such as the following
example that contains four conditions:

Report Date Is Greater Than 9/30/02 and (Employee Group Equals
GermanGroup or Employee Group Equals FrenchGroup) and Report Total
Is Greater Than the Amount Remaining for EuropeBudget.

REIMBURSEMENT CURRENCIES AND THE EXCHANGE RATES FEATURE

Processor queries do not use the Exchange Rates feature to convert reimbursement
currencies to the currency in the query.

ADD A QUERY PAGE AND THE CONDITION EDITOR
The Add a Query page in Processor is similar to the Condition page within the

Audit Rules and Workflow tools. The following is a sample of the Add a Query page,
including the Condition Editor.

b Vwelcome, Terry Brown

My Concur Travel Expense Inveice  Administration Profile Help Log Out

Wiew Reports  New Expense Report  Approve Reports  Process Reports  Concur Expense Classic View Authorization Requests  MNew Authorization Request  Appt|

Add a Query
Query Mame: |2004 Reports B Save \:DCancal

) Insert

Data Object Field/Value Operakar
O] A v | Report B * |Submit Date safter D

Yalue E ~ 124312003

m 0N

GE
H & and O o

O “ || Report ¥ |Gubmit Date Is Before

Yalue « |01f01 /2005 o

Each condition appears on two lines within the Add a Query page. The following
table provides a description of the fields referenced on the Add a Query page.

Description

A: Left Parenthesis Select zero to three parentheses, depending on the complexity of
the condition.

TeamWorks Travel & Expense Version Date: 12/31/14
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Field

B: Data Object Select one of the following:

TTE Travel & Expense System: Expense Processor Handbook

‘ Description ‘

¢ Company Card: Used to create rules based on company card
data.

¢ Employee: Used to create an employee-based condition.
¢ Entry: Used to create an expense entry based condition.

« Entry Allocation: Used to create an expense entry allocation
based condition.

« Entry Attendee: Used to create an attendee-based condition.
« Report: Used to create an expense report based condition.

C: Field / Value Select an item from the helper pane that appears. The information

that appears within this pane is based upon the selection within
the Data Object list.

D: Operator Select an item from the helper pane that appears. The information

that appears within this pane is based upon previous choices.

E: Data Object This field will always display as Value and cannot be changed.

F: Field / Value Select an item from the helper pane that appears. The information

that appears within this pane is based upon the selection within
the Data Object list.

G: Right Parenthesis Select zero to three parentheses, depending on the complexity of

the condition.

H: And / Or Select either option to join the current condition to the next

condition.

DETERMINING HOW TO CREATE A QUERY

When creating or editing a query, the Expense Processor defines the conditional
expression(s) — the if portion of the query. The expression can contain one or more
conditions separated by And or Or. For example:

Assume the administrator wants to locate all expense reports totaling 500.00
USD or greater:

(Report Total Greater Than or Equal 500.00 USD)

The Add a Query page displays as:

My Concur Request  Travel | Expense | Central Reconciliation Inveice  Reporting Locate  Administration  Profile

View Charges  \
Mew Autharization Requ

Add a Query Query Name: m Cancel

Insert Remave

5 PMew Expense Report  View Receipt Store  Approve Reports  Process Reports  View Authonzation Requests

Data Object FieldfValue Operator
O w | Select One v
Value v v

| For more information about conditional expressions and the tool used
for creating and editing conditional expressions, refer to the
Understanding Conditional Expressions section in this guide.

TeamWorks Travel & Expense Version Date: 12/31/14
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CREATING A NEW QUERY

A new query can be created for use on the Process Reports page. Queries can be
run against the group or groups of employees for whom you have administrative

rights.

NOTE: Queries are individually created; therefore, you can only create queries for
your own use. Global queries to be used by all Expense Processors cannot be

created.

» To create a new query:

1. Select Create/Manage Queries > Create New Query. The Add A Query

page appears.

My Concur Request

\ harges  View Reparts
Mew Autharization Request

Add a Query

Insert Remave

Data Object
O W | Select One

Value

Travel | Expense | Central Reconciliation Inveice  Reporting Locate  Administration  Profile

Mew Expense Report  View Receipt Stare  Apprave Reparts  Process Reports  View Autharization Requests

Cuery Name: m Cancel

FieldfValue Operator
v

b b

This page includes the following:

Field

Query Name

‘ Description

Enter a name for the query. The name you provide will appear in
the Run Query list on the Process Reports page.

Condition

Select the appropriate information from within the Condition
Editor.

Insert

Click to add additional conditions to the Condition Editor.
Additional rows can be added at the bottom of the current rows or
inserted into the middle by selecting the row to insert in front of.
There is no limit to the number of rows that can be added.

Remove

Select the check box next to the condition to be deleted, and then
click Remove. The condition is deleted. This action is permanent.
If you delete a condition in error, you will have to recreate it in its
entirety.

2. Add conditional rows as required.

NOTE:To insert a new condition in the middle of a conditional expression,
select the condition you would like the new condition to go in front of,
then click Insert.

3. Click Save. The Process Reports page appears, with the query available in
the Run Query list.

TeamWorks Travel & Expense Version Date: 12/31/14
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EDITING EXISTING QUERIES

Queries can be edited from the Create/Manage Queries menu.

NOTE: Queries are individually created; therefore, you will only be able to edit the
queries that you created.

P To edit existing queries:
1. Select Create/Manage Queries.

2. Select the desired query. The Edit Query page appears.

Edit Query Query Name: | Report over 500USD % Delete Query Cancel

Insert Remave

Data Object FieldfValue Operator
|l || Repart + | Aamount Due Emplayes Greater Than

Value |500.00 USD v

3. On the Edit Query page, edit the condition information, add another
condition row, or delete a condition row.

4. Click Save. The Process Reports page appears.
DELETING A QUERY

All queries can be deleted. This deletion is permanent; therefore, if a query is
deleted in error, it must be recreated in its entirety.

NOTE: Queries are individually created; therefore, you will only be able to see and
affect the queries that you created.

P To delete a query:
1. Select Create/Manage Queries.
2. Select the desired query. The Edit Query page appears.

3. Click Delete Query.

n Invoice  Reporting Locate  Administration  Profile

e Reparts  Process Reports  View Autharization Requests  Mew Authorization Request

Query Mame: | Report over 500USD m Delete Query Cancel

The query is deleted from the Run Query list of the Process Reports page.
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Exporting Query Results

Query results can be exported to an Excel formatted file from the Process Reports
page.

P To export query results:
1. In the Run Query list, select the name of the desired query.
2. Click Go. The search results appear.

3. Click Send to Excel.

Run Query - Group List Settings Create/Manage Queries  «

Fine every repart where

Feport Mame hd Beqins With v
» b G|
|:| Report Name Submit Date Employee Name  Approval Status Report To
O ® EMEA salestrip  03/02/2012 Gato, Baileyy,  -ubmitted & Pen $3.2
: Allen, Bea M
|:| @ Travel to Seattle  01/25/2012 Hale, Sandy I Approved 1.0
|:| Racaipts requir 12/07/2011 Gato, Bailey N Approved $10,14

N\

Page 1 ofl .E’ Send to Excel
Export all the results as an excel spreadsheet Format,
S

4. Click Save.

5. Select the location on your computer to save the file.

6. Click Save.

Viewing and Modifying Report Information

Opening an Expense Report

On the Process Reports page, select the desired expense report (click anywhere in
the row — except the check box — that contains the expense report information). The
report opens in the summary view.

17| Page TeamWorks Travel & Expense Version Date: 12/31/14
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Initial wiew, with entry highlighted and
opened for viewing, and Summary tab

Wy Camcmi
v v SElECtEd to show overall expenses tienPowat Voow Cazhbramces Hew Cazh Advarce
EMEA sales| TEl13te to the report, [ Reeatt |
ammmang TR ; 0 o
Eumug Wiew = |2 RerEutesn | Siiimm sy Rl 1nane
Dalla = [F— [Fr— [F—— Totiall Amesunt: i 55050 | Remazed: { 590,00 | Remaining i 1.5
I Tean BITLW — Travel Requests (1)
1 e Hams ar— s pgprared A e s
LU TS [ BT . EREA sabes tip PR LAY -RLAER T
L i1 SAIT 55 .
Espifiie- dirfae IR ] Pei
X BT Ml ieomomoon e s ] Evee-teng s S0
(¥ R e TR
WA L [ Fate FAMIEE1IM faraze - N
LRI TR T L Fae §aM PR 5 g
BIARE 2L [ Fate BaM AL
,.,-..,.':.:,. [——r—— P oo, Carh Advances (2}
s s o U7 | casmAdwance Mame  RequesiDate  Ameurd Requ_ Shsting Balance Aviskable Balanoe
MU it (T LT T P— TR T L] $aid fam
TOAL ALOUNT TOTAL REQUESTED
53,270.86 53,270.86

Viewing Report Totals

1. On the expense report, select Details > Totals.

EMEA sales trip [cato, Bailey]

Sumimary | Details ~ | List Settings Recei
Expenses Report
L] > Report Header ttion Dty
] ! Totals W12
> @ Auclit Trail {b 012
] : Approval Flow 012
I 1 Dot D oo nende I

The Report Totals window appears.
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Report Totals - Travel - Grange Meeting

Expense Report

Report Total 1 5772.44
Less Personal Amount : 50,00

Amount Claimed : 577244
Amount Rejected : S0.00

Amount Approved : 577244

Company Disbursements

Amount Due Employee: 5165.99
Amount Due Company Paid: 5603.45

Total Paid By Company: 5772.44
Employee Disbursements
Amount Owed Company : 50,00

Total Owed By Emplayee : 50,00

=

2. Click Close.

Viewing and Uploading Receipts

The processor uses the Preferences "show receipts"” option to set whether the receipt
view opens automatically when the report is opened for viewing - this is helpful for
speeding the image to expense report verification. When they do this, the Receipt
Management How-To window appears with information about how to work with
receipts. The processor can then read the information, dismiss the window, and view
the existing receipt images at both the expense report and line item expense entry
levels They can also upload additional images for either level from a local folder.

() Refer to the Setting the Process Reports Page Preferences section of this
g p g
guide for more information about setting auto-view for images.

Viewing Expense Reports with Images at the Expense Entry Level

When the Processor first opens an expense report that contains line item receipts,
the Receipt Management How-To window displays. Text within this window
explains how to manage line item receipts.
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Receipt Management How-To

This Report has receipts attached to line item Expense entries. Here are
some quick tips on how to review and manage receipts attached to Expense
line items.

# How has receipt handling changed? Receipt Store and Line Item Receipts are new features that
allow end users to quickly and easily attach receipts to line items during expense entry instead of
attaching them to the report. Users can choose from mobile images or receipts they have emailed to
the Concur Receipt Store.

#* Anicon in the Expense list represents an attached receipt image.

#* You can hover over any icon in an Expense list to reveal receipt details and basic controls.

00008

#» Processors and managers can attach line item receipts if necessary using the Attach Receipt button
on the Expense details page.

D Mever show this prompt again Close

To dismiss this window, click Close; to prevent the display of this window, select the
Never show this prompt again check box.

Verifying Receipt Images for the Expense Report and Line Items
P To view images associated with the expense report:
1. Search for and open the expense report.

2. Optional: Dismiss the Receipt Management How-To window to increase
the workspace view.

3. If the Preferences > Automatically show receipts when the report is
opened setting is selected, the receipt loads in a third pane (note that pop-
up blockers may prevent display - disable this browser option to view the

EMEA sales trip josto paile]
[om— Lnt Settngs | Becopts o Puot | Eosd o
Expenses | Receipt Management How-To s | Summary 7 rgad imyhd. rqa.concar concurtech.orgl.. | =
B T rad-mged e conour conautech.prg e 331712
2 | A) This Report has receipts attached to Ene item Expense B SUEIRGY! &
[&] Ty " entries. Here are some quick tips on how to review and ! . D oo phe.
o e manage receipts attached to Expense line items. 1 fLEO190
E RECEIFT IMAGE |
> FOO o pow Mias deceipt handiing dianged” Receipt Sore and Line Bem Receipts se
aitl e Bealunes Uat llcim end ugets b QR W +asily SELIT 14CHHPLE 10 i . Travel Requests (1)
Mems uring expense eniy mstead of attacing the m o the vepert. Urers can Miime hount Re maming
chooss from mobile images of seceipts they have emailed to the Conon Redeipt fL48872
e LasIE
fei00
= 0 4o 0 U Exprite NSt pegteents an attachied receipst inkage P13 30
® You can v e a1y on in an Exprene it 1o eveal secenpt detaih and po
st controls -1
! Cash Advances (2)
[l ever stvow thes promet again Close Cashy Adtvance Mame  Regud Libie Balance
€ AW Ehiea saies mp JEH |
TOTAL AMOUNT TOTM REQUESTED | | ERIEA s3les trip
$3,270.86 $3,270.86 u
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4. If the Preferences > Automatically show receipts when the report is
opened setting is not selected, the processor chooses the receipt view

behavior:
¢+ Select Receipts > View Receipts in new window

¢+ Select Receipts > View Receipts in current window

The processor verifies the receipt image that displays for validity and accuracy, then
moves to the next image, or approves the report at this time.

Verifying Receipt Images for Line Item Expense Entries

To verify that the correct receipts are attached at the line item level, the processor
can choose from the following options:

e Hover over the Receipt Image Available icon (@) to display the image for
verification:

My Concur Request Travel Expense Central Reconciliat

Wiew Chargr

EMEA :

Summ

b4

E‘Kpll‘ls. RECEIFT IMAGE 1

>

-

(&) 1
b ¥

> ([receipt Inage -ﬂ\rdeblel]

Ld

\

Hila aH &

e Open the expense entry in Detail view, then click the Receipt Image tab to
view the receipt image:

TeamWorks Travel & Expense Version Date: 12/31/14
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Expense  Receipt Image = Summary

RECEIPT IMAGE 1

1

P To attach images to a report:

1. Select Receipts > Attach Receipt Images.

EMEA sales trip (sato, Bailey]

Surmimary Details « | List Settings Print / Emall

Receipts Required

Expenses

> R Transact Yiew Receipts in new window
] (%) Train 03/07/2¢ View Receipts in current windowy
] (8] Dinner 03/07/26 Attach Receipt Images {b

2. The Receipt Upload and Attach window appears.

Receipt Upload and Attach ox

Accarding to company pe
You may attach scanned ima

foul must provide receipts for the expenses listed below,
5 to individual expenses or to the repaort,

To attach a file to an expense line item first seled it, then choose and upload the file, Line item attachment
should be used when the file is for a single expense line item. To attach at the report level, choose and upload
up ta 10 files, without selecting an expense line item,

Expense Date - Amount

1 Airfare 3 o
O - British Airways 03/02/2012 $a04.00

1 Room Rate [ 20
ot Hiltan Hatels, Landan, UNITED KINGDONM 03/07/2012 £3a0.00

Far best results, scan images in black & white with a resolution of 300 DFL ar lower,

Click Browse and select a .png, jpa, Jjpeg, .pdf, .tif or tiff file for upload. 5 MEB limit per file,

Files Selected for uploading: Upload

Mo files selected

Close
3. Click Browse.
4. Navigate to the image, then click Open.
22| Page TeamWorks Travel & Expense Version Date: 12/31/14

State of Georgia




5.

TTE Travel & Expense System: Expense Processor Handbook

Click Attach.

6. Optional: Repeat steps 3 - 5 until all images are uploaded.

7. Click Close in the Receipt Upload and Attach window.

The processor verifies the receipt image that displays for validity and accuracy, then
moves to the next image, or approves the report at this time.

NOTE: The processor can always attach new images to the report by printing the fax
cover page and using it as a cover page for faxing paper copies of the receipts
to be appended to any existing images already associated with the expense

report.

Viewing Comments on a Report

1.

23| Page

On the expense report, select Details > Comments.

EMEA sales trip (cato, Bailey
Summary Details ~ | List Settings

Receipts =

Print / Email «

Send Back to Employee Approve

Expenses Report View - | & Summary
O Report Header dtion Da... - Enter Vendor ...  Reviewed Report Summary
O O Totals 12 Mo Amount Due Company
o o Audit Trail h12 Mo £0.00
O > Approval Flow 12 Hilton Hatels o
O Report Payments 012 British Airways Mo Travel Requests (1)

Comments Mame Request ID Amount Ap|

EMEA sales trip 229w

Cash Advances Expense - Airfare

Assigned Expense - Ladging

Allocations Expense- Lo

N Expense - Train
< Allocations ¥

TOTAL AMOUNT TOTAL REQUESTED Cash Ad 3
$3,270.86 $3,270.86 | CashAdvances(2)
ach AdwanraMama  DomactNata Amanntn Chartinn
The Comment History window appears.
Comment History *
Date = Entered By Comment Text
04092010 Davis, Pat LenCev and BT Engineering
IF wou would like to add a comment to this report, Bvpe it in the text box below and then click
Save,
Comment
TeamWorks Travel & Expense Version Date: 12/31/14
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NOTE:You can view and also add comments using this window.

2. Click Close.

Viewing Allocations

Processors can view and modify the expense allocation details.

NOTE: Depending on your expense configuration, you may not be able to edit the
allocation fields.

P To view allocations:

On the expense report, mouse-over the allocation icon (Q) to view the allocations.

Sales Seminar [Hale sandy]

Summary Details = |  List Settings Receipts =| Prnt/Email -
Expen sas Wiew - | 4 Summary
|:| Expense Type Transaction Da... - Enter Vendor ...  Reviewed Report Summary
|:| Fixed Meals 03/22/2012 Mo
D Kol B Mo le i o e e I I e Bl
Al e - N =%
0 Allocations
D Percentage Custom 01 Custom 02 Custom 03 Custom 04 Code
50 Sales Sales
50 Marketing Marlketing
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P To modify allocations:

1. On the expense report, select Details > Allocations. The Allocations for
Report window appears.

A . = = - [ S
Allocations for Report: Sales Seminai
Expense List Allocations
Allocate Selected Expenses Clear Selections View All Allocate By Add New Allocation »
Select Group -
Percentage Custom 01 Custom 02 Custom 03
D Date ~ Expense Group Amount
|:| 03/19/2012 Fixed Meals $53.25
I:‘ a3/20/2012 Fixed Meals $71.00
|:| 03/21/2012 Fixed Meals 1 $71.00
[ o3/22/2012 Fixed Meals $53.25
< b4
E Cancel
Done

2. Select the check box next to the desired expense. More than one expense can
be selected.

3. Click Allocate Selected Expenses.

Allocations for Report: Sales Seminar

Expense List

Allocate Selected Expenses Clear Selections View All

Select Group -

|:| Date Expense Group Amount
|:| 03/19/2012 Fixed Meals $53.25
|:| 03/20/2012 Fixed Meals $71.00
03/21/2012 Fixed Meals 1 $71.00
[ nzm90a49 Eivarl blgale iy 30
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4. The allocation details appear in the right pane.

A - S A = e C o . [
Allocations for Report: Sales Seminai
Expense List AllocationsTotal371.00  Allocated:$71.00 (100%)  Remaining:$0.00 {0%)
Allocate Selected Expenses Clear Selections View All Allocate By: ~ Add Mew Allacation =
Select Group  ~
! D Percentage Custom 01 Custom 02 Custom 03
Date Expense Group Amount |:| 5 Sales
03/22/2012 Fixed Meals $53.25 1] =0 Marketing
03/21/2012 Fixed Meals 1 $71.00
Fixed Meals $71.00
Fixed Meals $53.25
b ¥
m Cancel
Done

5. Make any necessary changes.
6. Click Save.

7. Click Done.

Viewing Itemizations

Processors can view the expense itemization details and modify selected details. The
itemization details icon can be clicked at the top of Expenses to expand or contract

the itemization list for all expense items. Individual expense itemization lists can also
be expanded or contracted using the itemization details icon.

Sales Seminar [Hale sandy

Summary Details ~

itemized entries...

Itemization icon at top opens all

~owhile individual itemized
entries are opened using the
icon associated with the entry,

Trade Shows

Awiards
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P To view and modify itemizations:

1. On the expense report, click the itemization details icon ( > ) for an expense
that contains itemizations.

The itemizations appear in list format.

Expenses View - [d¢
D W Expense Type Transaction Da... ¢ Enter Vendor ... Reviewed Amount Approved A...
Ow - Trade Shows 03/21/2012 Agers, Inc Fa $1,250.00 $1.250
J Awards 03/21/2012 Agers, Inc Mo $345.00 $345
| ‘ Seminar Fees 03/21/2012 Agers, Inc Ma $905.00 $905

2. Select an itemization row. The itemization details appear in the right pane.

Sales Seminar puis san) Send Back to Employee
TRFTHTIALY Details = List ':‘-_I::u:_p. Recespts = Prat |/ Emnail =
Expenses View = | % [temization
W Expenie Type Toarasction ... - Enber Vi Todal Amount: 1 25000 | Remiped: §1, 15080 | Eemanineg: §0.00
£ ™ Transactsan Date o]
W Taadbe Shaws b1 Ager, BN
- 1 . |aizyizma O
- Levards J— Y Rgert. o :
& 1
€ etmenad Fees 13202012 Agers, I ;
1 " Im -
‘ % . '-‘I M 15 -
TOTAL AIACHIIT TOTAL REQUESTED Cancel
Alsea
%1, 250.00 %1, 250.00 [ sove | | Bl

3. Make any necessary changes.

4. Click Save.

Viewing Cash Advances

Processors may review cash advances using the Cash Advance Assigned to
Report window available when a report is opened.

NOTE: This window is entirely read-only and for viewing purposes only.

P To view the Cash Advances Assigned to Report window:

1. With the expense report opened for viewing, select Details > (Cash
Advances) Assigned.
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Trip to Fusion 2012
[Mew Expense Impart Details - Receipts =
® I ; I

Expenses Report
] Drate + Expense Report Header
] 03f23/2012 Trade She Totals

¥ Wend Eve

Aucht Trail
03/23/2012 Awards .
0 (B ) Bryant's 1 Approval Flow
Comments

Cash Advances
Available

Assigned

Allocations

Allocations

The Cash Advances Assigned to Report window appears.

Cash Advances Assigned to Report

D Cash ... Foreign Amount Exchange Rate  Amount Balance Amount Used in Report

[] pemo  $200.00 1 420000 $0.00 $200.00

Delete from Report Cancel E

2. Click Cancel to dismiss the window.

Viewing the Audit Trail
Processors can view the audit trail for an expense report. This page is read-only.
P To view the audit trail:

On the expense report, select Details > Audit Trail.
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Sales Seminar [Hale sandy

Summary Details - | List Settings

Expenses Report
» Report Header it
7| > - Totals 10

Avcht Trail
Approval Flovs
Report Payments

Comments

Allaecations

Allocations

The Audit Trail window appears.

Audit Trail

Report Level

Date/Time Updated By Action Description
Status changed from Submitted to
03/21/2012 535 PM Hale Sandy Approval Status Change  Submitted & Pending Approval
Camment
Status changed from Mot Submitted to
03/21/2012 535 PM Hale Sandy Approval Status Change  Submitted
Comment
Entry Level
DatefTime Updated By Action Description

Close E

pical actions that generate a report-level row:

Description

Report Submission | Whenever a report is submitted, a row is generated.

Approval or Whenever the system or any user changes the approval or payment
Payment Status status of a report, a row is generated.
Change
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Action Description

Comment Editing
Status Change

Whenever a comment is no longer editable on the report, a row is
generated.

Exception
Generation

Whenever a report is submitted that contains exceptions, a single row
is added to the audit trail with each report level exception that exists,
including flag, code, and level.

Report Level Field
Edits after Submit

Whenever a field on a report is changed after it has been submitted, a
row is generated.

Clearing
Exceptions

Whenever exceptions are cleared, a row is generated.

Receipts or Images
Received

Whenever receipts or images are marked as received, a row is
generated.

Sent Back to
Employee

If an entry is deleted while a report is in Resubmit status, a row is
generated.

Manual Payment to
Employee

If an entry within an expense report is paid manually to the employee,
a row is generated.

Payment Hold

If an expense report enters payment hold, a row is generated.

Typical actions that generate an entry-level row:
Action ‘ Description

Comment Editing
Status Change

Whenever a comment is no longer editable on an entry, a row is
generated.

Exception
Generation

Whenever a report is submitted that contains exceptions, a single row
is added to the audit trail with each entry-level exception that exists,
including flag, code, and level.

Entry Level Field
Edits after Submit

Whenever a field on an entry is changed after it has been submitted, a
row is generated.

Partially Approving
or Rejecting an
Entry

Whenever the system or a user partially approves or rejects an entry,
a row is generated.

Viewing Workflow and Adding Additional Workflow Steps

Processors can review the approval workflow for an expense report. Depending on
configuration, the Expense Processor Manager and Expense Processor can add
additional approvers to the workflow process. If additional approvers are added to
the workflow, the expense report will go to the added approvers upon completion of
the Expense Processor tasks.

TeamWorks
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P To view the approval flow:

On the expense report, select Details > Approval Flow.

Sales Seminar [Hale sandy

Surnrmary Details - List Settings

Expenses = Report .
] > Report Header Cti
? MNa Totals b
Avieht Trail
Approval Flow
Report Paym ents\ﬂ—n}

Comments

Allocations

Allocations

The Approval Flow for Report window appears.

Approval Flow for Report: Sales Seminar X

Manager Approval

Davis, Pat N,

[J=
x

Approval far Processing

+[
[J=+
x

Approve Send Back

.
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P To add an approval step:

The Processor can add approval steps before or after certain workflow steps.

NOTE: If the processor adds steps after their own step, the final approval will cause
the report to move into the Processing Payment status for extraction. The
report will not return to the processor unless either an additional processor
step is explicitly added or the processor recalls the report to the previous
processor workflow step using the Recall to Processor option.

1. Click the Add a step before this step button to assign a new approver to
the workflow prior to the desired step.

X

[

&dd a step before this skep

2. Click the Add a step after this step button to assign a new approver to the
workflow after the desired step.

T%él X

&dd a step after this skep

3. Click Ssave Workflow. The Expense Report page appears.

P To remove a workflow step:

1. Click the Remove this step button to remove a workflow step.

Femaowve this step

2. Click Save Workflow.
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Viewing Trip Itinerary

33| Page

The processor can view the Travel trip itinerary details.

P To view report header information:

1. On the Process Reports page, open the desired expense report. The
expense report appears, with the itinerary icon next to the associated

expense.

2. Mouse-over the itinerary icon to view itinerary details. This example shows

the airfare icon:

Trip from Seattle to Dallas
5 ary
L Hmimary Trip Kinerary: Trip from Seattle to Dallas ><
Expenses [
Trip name = Trip from Seattle to Dallas
Date - Diescription -
Start Date 2 02/27/2012
0370172012 e
L Enil Date C03/01,/2012 3%
: 6 |Recard Locator: VT2320)
03017201
. 6 @. Ticket=0270727322227 [#Alaska Airlines, $357.60) 77
Leg Flight 7 From To Drepart
03f017201
101/ 1 5710 SEA  DFW  02/27/2012 7:10 Al 76
: 6 2 661 DFW  SEA 03/01/2012 1:55 P
03017201
41-) &
0116201 E—
i 6 % Alaska Airlines, Seattle, Washington LERLLL Lerco
|Im|:u:|rteu:| fFrom Trip Itinerarﬂ
3. Click the X in the upper right corner to close the itinerary details.
TeamWorks Travel & Expense Version Date: 12/31/14
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Viewing Report Header Information
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Report header information, including report header fields and any associated
requests, can be viewed from the Expense Report page.

P To view report header information:

1. On the expense report, select Details > Report Header.

EMEA sales trip (cato, pailey]
Sumimary Details - | List Settings

Expenses Report

] > Report Header ctio)
] (5] Totals {b 101]
] (5] Audit Trail 11
1~ i Srnroneal Elees 11

The Report Header window appears, along with any associated request
information under the appropriate tab:

A = 4
Report header tor. EMEA sales trip
-
Fresious mimsenit
Eritered By Bea Alberv: akhgl.rh
Rapart Hame Repart Id Podicy
EMEA sales trip CHOFBTOSTEE440 LAA AL
Emmpsloyes | Report Date Fuisinets Pursass
Gato, Bailey D3j02/2012 new tales initistnee
Eepart CLrrens Fecepts Becayad
U, Dollar [ ves =
Approval Statu Fayment Staty
Sutbritbed & Perdirg Approrvsl hot Paid
Qe St Limit e
Travel Requests
Requeest Mame Requiest I Candelled Request Total Amuril Ape,
EMEA falet trip 124 §£1 09309 §1 09

Make any necessary changes.

Click Save.
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Clearing Exceptions

Exceptions can be cleared from an expense report up to the point at which they are
approved and ready for extract (and beyond). At this point the exception remains
with the report. When an exception is cleared the system will clear all exceptions
within the report, including the report, expense entry, and sub-entry levels. Once an
exception is cleared, it becomes inactive and an entry is recorded within the audit

trail.

NOTE: If you are assigned the Expense Processor (Audit) role, you will be unable to

perform this task.

P To clear report exceptions:

1.

On the Process Reports page, search for the expense reports that are to
have exceptions cleared.

NOTE: The exceptions remain associated with the reports through the audit
trail. The exception level is included in the exception level total stored
at the report level.

Select the check boxes next to the desired expense reports.

Click Clear Exceptions. All exceptions are cleared, including the report level,
entry level, and sub-entry level, and the exception icons turn blue.

Printing the Report
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All Expense Processors can print expense reports created by employees who are
within the groups the Processor has rights to administer.

P To print the expense report:

1.

2.

On the expense report, click Print.

Select the desired print format (Detailed Report shown below).

EMEA sales trip [cato, pailey]

Summary Details - | List Settings Receipts - || Prnt/Emaill -
Expenses Fax Receipt Cover Page
> Expense Type Transaction Da... - Enter Rece'pt Relmrt 3
(W] Train 43072012 Detailed Report {b
-
TeamWorks Travel & Expense Version Date: 12/31/14
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The reports available for printing are configured by your company, the
following table lists some typical examples:

Field Description ‘
Fax Receipt Cover This cover page is used to accompany your faxed receipts
Page and includes all of the information required to perform

this action successfully.

NOTE: Print this page if your company uses Imaging and
you need to fax receipts for your expense report.

Receipt Report This report shows all of the expenses that require a
receipt. The report should be printed and submitted along
with your receipts to your Accounting department.

Detailed Report This report shows all of the report details, based upon the
following choices:

Expenses: Select this option to print out the expense
entries. You can further select whether to print the
itemization information.

Totals: Select this option to print only the report totals.

NOTE: Both the Expenses and Totals check boxes can
be selected; you do not need to select one or the other.

NOTE: Depending on whether the Prompt to display print options check
box is active in the Expense Preferences area of Profile the
different print options may or may not appear. If they do not appear, a
preview of the report appears instead, allowing you to print the report.
The options provided for the preview and print feature are based on
the options selected for the last report printed. For example, if you
printed a Detailed Report last, and you are not prompted to select the
format, the preview and print format will be for a Detailed Report.

3. The following options may be configured for the reports:
¢+ Select or clear the Show Expenses check box, as desired.

¢+ Select or clear the Show Itemizations check box, as desired.

Show Expenses %ﬁhaw Itemizations

4. Click Print.
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Emailing the Report with Comments

The processor can email a copy of the report with comments.

» To email the report with comments:

1. On the expense report, select the report type output you want (Fax; Receipt;
Detailed) from the Print/Email menu.

2. Click Email in the upper-rightmost section of the report output page, and
enter the email recipient name and any comments you want to pass along.

POF E-Iail Print Clase

E-Mail Options

Email Recipientisi

john_smith@domain.com
Comment

I Far your review and recaords,

q Cancel

3. Click Send.

The Email feature uses the user’s local email program to send the email. For this
reason, the emails are not audited or logged. To ensure that the comments are
preserved in the report audit trail, use the Send Back to Employee functionality.

Modifying Report Status

Setting the Review Status of Expense Entries

As you review the expense entries, you can mark the individual items or groups as
reviewed. Once the items are marked, the Reviewed column is updated with the
new information; however, if you do not have the Reviewed column set up to
display on the page, you will not see this information change.

Itemized entries can be marked reviewed with the same process. Click the

itemization details icon ( > ) to expand the list of itemizations, then follow the
process below.
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NOTE: If you are assigned the Expense Processor (Audit) role, you will be unable to
perform this task.

P To mark an expense entry as reviewed:

1. On the expense report, select the check box next to the desired expense. The
expense details appear in the right pane.

2. Select Yes from the Reviewed list to mark the entry as reviewed.

Dallas, Texas

Reviewed Appravd
i) | 12750
Ves .

M {b

3. Click Save.

4. Repeat the above steps until all of the review statuses have been updated
appropriately.

» To mark multiple expense entries as reviewed:

1. On the expense report, select the check boxes next to the desired expenses.
The right pane displays the review status options.

2. Click Mark as Reviewed. .

EMEA sales trip (sato, Bailey

Summary Details «| List Settings Receipts ~| Prnt/Email »

Expenses View, o s

7 > Epo TG Transaction Da... | Enter Vendor Reviewed You have selected multiple expenses. What would you like to do?
v (&) Train 03/07/2012 Mo

v (b] Dinner 03/07/2012 Mo

v > Room Rate 03/07/2012 Hilton Hotels Ha

v H Airfare 03/02/2012 British Airways Ha

3. The Reviewed field for the selected expense entries is updated to Yes.

Sending an Entire Report Back to the Employee

If either an entire or part of an expense report requires modification by the employee
before it can be approved, the processor can send the report back to the employee,
allowing the employee to edit and resubmit the report. A reason code must be
selected when doing this, for example, Missing Receipt.
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NOTE: Depending on your company's configuration, you may be allowed to send

back one or more selected expenses (split report) without sending back the
entire report. Refer to Sending One or More Expenses Back to the Employee

in this guide.

P To send an expense report back to an employee:
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1. On the expense report, click Send Back to Employee.

Phone expenses for April (ssto, sailey) ' Send Baduo Employee ) Send to Approver

Summary Details ~ || Receipts = || Print/Email ~
Expenses
|:| Transaction Date - Expense Type Enter Vendor N... Business Purpose City Payment Type Amount Adjust
D ! 05/20/2013 Dinner Vancouver, Briti.. Cash 550.98
O ! 0 05/07/2013 Business Meal (... test Seattle, Washin... Cash 5100.00

2. The Send Back Report window appears.

Send Back Report

Comment History
Date ~ Entered By Comment Text
Reason Codes |Inu:u:urreu:t Details, Missing Receipt |V

[¥] Incorrect Details
Add a comment 4] Missing Receipt

employee.

{b( to return the report to the

Comment
Meed the receipt for this, and please add more detail to the report esp. about the Dinner expense. Thanks - -

Fat.

Select one or more reasons under Reason Code (this is mandatory), and enter
additional comments as needed explaining why you are returning the expense

report.

Click OK. The expense report is returned to the employee.
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Sending a Report to Another Approver
The processor can send the report to an additional approver, if necessary.
P To send an expense report to another approver:
1. On the expense report, click Send to Approver.
2. The Send Report to Approver window appears with an approver step where

the processor must select the added approver, and a comment window where
optional comments can be added.

‘Send Report to Approver: Reline and mark soccer field.

User-Added Approven

Comment:

Send to a\pp\rﬁnﬂar.h Cancel

3. Select the desired approver.

4. Click Save Workflow.

Approving Reports and Expenses

Approving Reports
The processor can approve reports.
» To approve a report:

On the expense report, click Approve.
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EMEA sales trip [caw pasey Send Back to Emplayee I Apprave

Dietails = |  List Sethngs Recepts = || Prot/ Ernaal  »

Expenses View = [ Suum mary
> Eupence Type Transaction Da...  Enter Vendor .. Reviewed e
o Tradn Travel Requests (1)
l:? et Name Request I Amount Ap

EMES 3ale ti
> Roam Rate

Airtare

Cash Advances (2)
Canly Advance Hame Eequest Date Amount Eequested Starting Bs
03 B0 Ees sates tp 3422 ; P
TOTAL AMOUNT TOTAL REQUESTED EMEA sales o § 422012 57
$3.270.86 $3,270.86 -

= = Previous Repoit Hewt Repoat = =

Partially Approving or Rejecting an Expense Entry

Typically the processor approves the individual expense entries for the full requested
amount. Depending on configuration, the processor may be able to lower the
approved amount of the expense entries. If you do not have the ability to change the
Approved Amount, the field will be read only.

NOTE: Depending on your company's configuration, you might be allowed to send
back one or more selected expenses without sending back the entire report.
Refer to Sending One or More Expenses Back to the Employee on the
following pages.

Each expense entry item and itemization listed within the expense report can be
partially approved or rejected. To view the itemization entries, click the itemization

details icon ( > )to expand the itemization list.

| IMPORTANT: If you have itemized entries, you will be unable to partially
approve the parent entry; rather, you would adjust the amount of the
itemizations within the parent expense.

P To partially approve or reject an expense entry item:

1. On the expense report, select the check box next to the desired expense. The
expense details appear in the right pane.

2. Change the amount within the Approved Amount field (re-setting the
amount to zero will reject the entire expense amount).
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Expense = Receiptlmage = Summary
Amaount == Rate (GEP=15D) =Amount in LsSD
57,00 ¥ 0,23390000 371,95
Reviewed Approved Amount
Yes RS 0.00

Fersonal Expense (do not
Comment reimburse

Partial approval,

E

Click Save. The expense entry is partially approved or rejected.

Enter comments in Comment as necessary.

NOTE: If you do not change the amount in the Approved Amount field, the
expense will be considered fully approved.

reject an entire parent expense entry:

NOTE:

It is not necessary to view the itemization details to perform this action.
However, performing this task will reject the entire itemized entry, so you
may want to review the details before taking action.
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On the expense report, select the check box next to the desired expense. The
expense details appear in the right pane.

Click Pay Zero.

g T T T

Pay Zero

O

Approved Amount

R 1,667,535

The Approved Amount is displayed as zero (0) and in read-only format for
the parent and all of the associated itemized entries.

| IMPORTANT: Once you click Pay Zero, you cannot change the approved
amount value. The expense entry and all itemized sub-entries are all
rejected. If this rejection was done in error, the employee must re-create
and resubmit the report.

Enter comments as necessary.
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5. Click Save. The entire itemized expense entry is rejected for the expense
report.

Sending One or More Expenses Back to the Employee (Split Report)
Depending on your company's configuration, you may be able to send one or more
expenses back to the employee — without returning the entire expense report. The
remaining expenses on the report are then approved and moved to the next
workflow step.

P To send one or more expenses back to an employee:

1. Select the desired expense so the expense details appear on the Expense
tab.

2. On the Expense tab, select the Send Back Expense? check box.

3. Click Approve. The Send Back to Employee / Expenses to Send Back
window appears.

Send Back to Employee
Expenses to Send Back

Expense Date Requested
Office Supplies 01/29/2014 $100.00
4 11} 3
Reason Codes Incorrect Details o
Add a comment to explain why you are returning these expenses. Then click OK to

return these expenses to the employee and to approve the remaining expenses and
move the report to the next workflow step.

Comment
Chris: We need additional information before we can proceed with this - were these the -
chair back rests we talked about for OSHA compliance? Please specify - thanks! Claire

m cance'

4. Select a reason under Reason Codes (this is mandatory) and enter a
comment explaining why you are returning the expense(s).

5. Click OK. Then, Expense automatically:
¢+ New report:

e Creates a new report named "Addendum to: <report name=" using
the report header information from the original report along with
any report-level exceptions
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e Attaches the selected expenses along with any entry-level
exceptions

e Adds an audit trail item, which includes the original report name
and report ID

¢ Returns the newly generated report to the employee along with the
approver-entered comment

+ Original report:
¢ Approves the remaining expenses on the original report

e Adds an audit trail item, which includes the newly generated report
name and report ID

e Moves the original report to the next workflow step
ELIGIBLE ENTRIES

Not all entries can be split from the original expense report and sent back to an
employee. They are:

e Any expense on a report that is associated with a cash advance; these reports
must remain intact as the expenses are interdependent with these options.

e Any report with fixed allowance expenses (created using the Travel Allowance
feature); these reports must remain intact.

e Itemizations (the "child" entries of an itemized expense) — The entire itemized
expense (the "parent') must be sent back to the employee; the individual
itemizations cannot be sent back.

e Any expense entry marked as Personal.

In these cases, the Send Back Expense? check box does not appear on the
Expense tab.

RETURNING ALL EXPENSES

If a processor returns all expenses on a report using the Send Back Expense?
check box, Expense assumes that the entire report should be returned. Expense
does not create the "addendum" report; Expense instead returns the original report
as if the Send Back to Employee function had been used. This means the processor
will need to add one or more reason codes explaining why the report is being
returned just as they would if the send back functionality had been used.

NOTE:.

Using the ""Review in Progress' Message

You may occasionally have an expense report that requires further follow-up or
research before you can make the appropriate authorization decision. You can use
the "Review in Progress" feature to indicate to another processor that the report is
being reviewed.
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NOTE: This feature was designed to assist companies that have multiple processors
and companies that use the Concur's audit service. (The information about
the audit service is described later in this section.)

IMPORTANT!

"Review in Progress" is not an approval status or a workflow status — it is simply a
message or warning. It does not affect approval; it does not change the workflow; it
does not actually prevent another processor from taking other processor actions (for
example, sending the report back to the employee). It is intended to provide a
warning to other processors that the report is under review.

In addition, the "Review in Progress" message appears only to the processor. The
employee or approver will not see the message.

Marking a Report
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Search for reports using your normal process — using the search area or by running a
query — as described previously in this guide. Reports that are marked with the
"Review in Progress" message are included in the results, for example, the Reports
Ready for Processing query returns reports with and without the "Review in
Progress" message.

P To mark a report:

1. Open the desired report. The report opens (as usual), where the Requires
Review button appears.

L] \Welcome, Pat Davis

My Concur  Travel | Expense | Invoice Reporting  Administration  Profile  Help  Log Out

Wiew Charges  View Reports  Mew Expense Report  Approwe Reports D“FDE;S;REDEV(;E Concur Expense Classic Wiews Authorization Requests  New Authorization Request

Expense Report
Ngw Iaputop . ) Requ\re%ﬂewew | @) bend Back to Employee | 5l Approve
‘W Detals + [ View + 3 Email v [ Receipts v i Print v

Expense List «

Total: §1,426.94
Transaction Date v Expenss Typs Enter Yendor Hame Business Purpose | Gty Faymert Type Amourt  Adjusted Claimed & Vendor)
124472009 Office Supplies Cash 3142694 $1,426.94

NOTE: You can mark a report only when the report is pending the processor
step, like Approved & In Accounting Review. The Requires Review
button does not appear if the report has any other status, such as
Submitted & Pending Approval.
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Click Requires Review. The Mark Review In Progress window appears.

e Wwelcome, Pat Davis

My Concur  Travel | Ezpense | Invoice Reporting  Administration  Profile  Help Log Out

Wiew Charges  Wiew Reports  Mew Expense Report  Apporowe Reports Process Reports Concur Expense Classic View Authorization Requests  Mew Authorization Request

Expense Report

1]
New laptop [Miller, Chris] i} Requires Review

Send Back to Employee | 71 Approve

14 Detals [ view + G Email [ Receipts + 2 Prink v

Expense List
Total: §1,426,534

Trensaction Date ~ Expense Type  Enter Vendor Mame Business pueefe | City Payment Type smount | Asjusted Claimed & Vendor

12¢14/2009 oOffice Supplies = §1,426.94
Mark Review In Progress x

Comment History

Date ~ Entered By Camment Text

Add 2 comment ko explain why the report requires review, Then click OK to mark the report as
Review In Progress,

Comment

Review in Progress - T have to check with Andrea,

#

Enter a comment in the Comment field.

NOTE: The Review in Progress text appears by default in the Comment field.

Viewing the Message
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The message appears in several places and to all processors - not just the processor
who originally marked the report.

It appears on the expense report in processor.

My Concur

Ywelcome, Pat Davis

Travel | Expense | Invoice Reporting  Administration  Profile  Help Log Out

View Charges

View Repaorts  Mew Expense Report  Approve Reports  Process Reports  Concur Expense Classic View Autharization Requests  New Autharization Reguest

Expense Report

‘14 Detalls + View

Expense List

New laptop [willer, Chris] A [Revidin in Progress] ] Review Complets | @) Send Back to Employes Approve
12/292009 Davis, Pat ks~ < Print ~
Comment Text: Review in Progress - I have to check with
Andrea
o=
Transaction Date v Expense Type Enter Yendor Mame Business Purpose | City Paymert Type Amount | Adjusted Claimed & Vendor
121472009 Office Supplies Cash 142694 $1,426.94

a
a

Notice the "Review in Progress" message at the top of the page.

Hover the mouse pointer over the message to see the full comment, date,
and processor's name.
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It also appears in the Audit Trail for the processor (not visible to users or approvers).

L Welcame, Pat Davis

My Concur Travel | Expense.| Invoice Reporting  Administration  Profile  Help  Log Out

View Charges  Wiew Reports  New Expense Report  Approve Reports  Process Reports  Concur Expense Classic Wiew Authorizabion Requests  News Authonzation Reguest

[Miller, hiis] & [Review i Progress] 5] Review Complete | &) Send Back to Enployee | 5 Approve
1 Details = [ View + & Emall + [ Receipts ~ < Print ~

Expense List

Audit Trail
%

ii{ | Report Level
Date/Time ~ Unciated By Action Descrigtion
12029/2009 %35PM Davis Pat Reviewr in Progress Report marked as Review n Progress. | &

Commert: Review in Progress - Thave to
check with Andrea

12292009 %35PM  DavizPat Review Camplete Repart marked as Review Complete.
Comment

12260008 41TPM DavisPat Receipts Receiver Receipts received status changed from
“esta o

A21RINNG 4 1R Pt Mizwis Pat Frramtinne Mearard a1 aveardinne sware rlaarad %

>
Entry Level
Date(Time + Undated By Action Descrigtion

Close

It also appears on the processor search results page.

L Welcome, Pat Davis

My Concur  Travel Expense | Invoice Reporting  Administration Profile Help Log Out

view Charges  View Reports  MNew Expense Report  Approve Reports i Process Reports ! Concur Expense Classic  View Authorization Requests  Mew Authorization Request

SG??JI;FIGTDE?SUHS @ Mark Receipt Status | T Clear Exceptions 2] (Change Approval Status

Run Query ~ Group ™ 557 List Settings (B} Create/Manage Queries ~ Preferences «

Find every report where
Employes Last Mame ~ Eieqins With » m AND

. .

(=] Regport Mame: Submit Dete Employes Mame Report Total Approval Status Paement Status Receipt Status Amourt &pproved
Merw laptop 1212852008 Miller, Chris $1,426 84 Approved & In Accourting Review Nt Paid Mot Recquir e $1 42694 ¢
Review in Progress- i
‘ 12/28i2009 Davis, Pat ]
[ Has Comments. Click to view all. Last Comment:Review in Progress - [ have In Accourting Review Nt Paic Mot Requirerd $339 62

to check with Andrea.

T i T T T e T e

e In the Approval Status column, the "Review in Progress" message appears
along with the date and the processor's name.

¢ The comment icon appears. Hover the mouse pointer over the icon to see the
full comment.

Un-marking a Report

Once you have completed the follow-up review, you can remove the "Review in
Progress” message (un-mark the report).

NOTE: The "Review in Progress” message can be removed by any processor - not
just the one who originally marked the report.
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You can either:

Open the report, click Review Complete, add a comment, and click OK.

® Welcame, Pat Davis

My Concur  Travel Expense Invoice

Reporting  Administration
View Reports

Approve Reports

Profile Help Log Out
View Charges

Concur Expense Classic

New Experse Report Process Reports
Expense Report

New laptop [Miller, Chris]

T4 Detalls [ View ~

view Authorization Requests  Mew Autharization Request

Review Complsts Send Back to Employes Approve
(1] P ploy PP

3 Email = [ Receipts ~ & Print +
N Mark Review Complete

Expense List

Comment History

Transaction Date
1211412009

| Totak: §1,425.94
Expense Type Dete Entered By Comment Text

| Adjuste Claimed A Vendor
office Supplies || 127282008 Davis, Pat

Review in Progress - | hawe to chack with Andres $1,426.94

#idd a comment to explain why the review of the report is complete. Then click OK to remove
the Reeview In Progress status.

Comment
old by Andrea

_Or_

Complete another processor action. For example, if you click Approve, a
message appears indicating that the "Review in Progress" message will be
removed if you continue. It does not prevent the action.

Welcome, Pat Davis

My Concur  Travel | Exzpense | Invoice Reporting

Wiew Charges  View Reparts
Approve Authorization Reguests

Administration  Profile  Help Loy Qut
Mew Expense Report  Approve Reports  Process Reports

Concur Expense Classic  Wiew Authorization Requests  MNew Authorization Request
—
Expense Repart .
New laptop [Miler, chris] Ewlew in Progress] (g Review Complete | @) Send Back ko Employed | 3 Approve
14 Details v [ View v I List Settings R e [y x 3 Email » [ Receipt: =
Expense List Comment History K
Date « Entered By Comment Text P
Transaction Date Amaunt X X )
12/28/2009 Davis, Pat Review in Progress - | have to check with Andrea,
121472009 $1.426.94

@ peview in Progress

This report has been marled as Review in Pragress, changing the appraval status will remove
the Review in Progress status. Youmay add a comment. Then click OK to change the appraval
status,

Comment
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Restriction - Taking "Bulk' Actions

The report cannot be un-marked by completing a "bulk" action, such as changing the
approval statuses for several reports on the search results page.

® Welcorme, Terry Brown

My Concur  Travel E-Expense | Invoice  Reporting  Administration.  Profile  Help  Log Out

“iew Charges  View Reports  New Expense Report  Approve Reports  Process Reports  Concur Expense Classic Wiew Authorization Requests  Mew Authorization Request
Approve Authorization Requests

SéalfCh f{t_‘lEUhE B Mark Receipt Status = | @ Clear Exceptions | %] Changs Appraval Status

= Run Query + [ Group T 52 List Settings [} CreatefManage Querles - Preferences +

Find every report where
Employee Last Hame v Begins With i filad
Please Confirm
9 Some of the report(s) you have selected have
\‘/ been marked a5 review in progress and the
approval status cannot be changed when doing et Status Cas

J 2 bulk update, Click OK to deselect those reparts and

continue with approval status change or click Cancel to

return to the reports list,

Sales Vist - LenDey Miller, Chitis: o} Mot Recuited 33962

L
7 Code: RANDOM,

pe=

If you click OK in the Please Confirm box, the marked report is deselected and

remains unchanged while the other selected reports are affected (in this case, the
approval status is changed).

Report Recall
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For the most part, the user (employee) will never know that the report has been
marked. There is no indication on the user's Report List page or in the Audit Trail
(visible to the user).

However, a report with the "Review in Progress"” message cannot be recalled. If the
user attempts to recall the report, the user receives a message that the report
cannot be recalled.
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