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How to Approve Expense Reports in Concur

This Quick Reference Guide demonstrates how Expense Approvers access, review, and approve expense reports in the
Concur system.

An email will be sent to the Approver from AutoNotification@concursolutions.com when an Expense Report
requires approval

Request Pending Your Approval inboxx

AutoNotification@concursolutions.com
to DCYRUS ~

SAP Concur w

You have a request pending your approval.

Request From PCard Test

Request ID 33AJ

Request Name Paris, France 040119
Request Purpose stuff

Total Posted Amount 1,000.00 USD

Link To Approve Request

https://www.mtu.edu/fsostravel-pcard

From the Concur home screen, Reports pending approval can be found in three places: the upper left and right
sides of the page, and under My Tasks at the bottom left of the page.

£ Inquires | Financial Services 8C. % | M) Inbax (118) - doyrus@miued - | (] Michigan Technalogical Univers: X | 8. Amazon Business x % G howtospprovescancurrepert X | 4 - o x
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Approvals  App Center

+ 00 00 00
New Authorization  Avalladle Open Cash
Expenses Reports Advances
20 the o m
Read more
MY TASKS
m Requred Approvl > m vt Exponces > m open Repors N
A I 080115 You currently have no svailabls sxpensas You currently have no open reports

Travelerd T. | 2699-04302019
520390 — Expanse

Travolerd T. | Seatio WA 042019
§1765.60 — Expense

Select one of options- this will display the available reports to approve.
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Approvals Home Requests Reports
Approvals
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Requests Expensze
Reports

Expense Reports

Report Name Employee Report Date Amount Due Employee Requested Amount
Ann Arbor, M1 060119 Test, PCard 06/11/2019 5846.10 $1,222.19
Stuff
Orlando, FL 051819 Test, Traveler1 06/10/2019 5231.00 590221
Research conference for xoo¢
2699-04302019 Test, Travelerd 04/29/2019 $0.00 5203.90
@ Seatfle WA 042019 Test, Travelerd 04/15/2019 $1,765.60 $1,765.60
1 Select and click the Report Name to begin review
Click on the Details drop down menu and Select Report Header to review the trip details
3 Click Save or Cancel to exit Report Header screen

O rla ndO; ':L 05 ’I 81 9 [1 2st, Traveler1]
I Summary I Details ~ Receipts ~ Print / Email +

Report

Exceptiong Ey——
Expense Type ion

HIA Totals sonal fravel wz
Audit Trail

[ Approval Flow

Expenses Comments

J— Allocations —_—
@ -.5 Allocations er diemactual

.................................... g
@ a Travel All

Itineraries

Expenses & Adjustments

051872019 E721 - Meals -F;

In the Report Header, you can review the details of the report such as the purpose for the travel, the start date and end
date of the trip, and any comments.



Report header for: Orlando, FL 051819

Palicy

*TEST-Michigan Tech Travel an | v

ReportTrip Mame (City, State MMDDYY) ReportTrip Business Start Date

Crlando, FL 051819

Traveler Type
Staff

051872019

ReportTrip Business End Date
05/23/2019

Report/Trip Purpose
2. Conference/Training\Workshop

Does this trip include personal fravel?

Personal Travel Date

Additional Information

Yes 05/22/2019 Research conference for xooc
Comments To/From
Approvers/Processors
Report 1d User Name Report Currency Receipis Received
EG&73053E4F94401BADT Test. Traveler1 US, Dollar Yes v
Submit Date Approval Status Payment Status Repaort Total
06/11/2019 Pending Financial Manager (3) and Mot Paid 902.21
Personal Expenses Amount Mot Approved Amount Approved Amount Due User
0.00 0.00 902.21 231.00
Total Amount Claimed Index Department

Amount Due University Card

General Athlefics

671.21 802.21 A110985 Dean Sch Forest Resource
Requests
Request Name Request 1D Cancelled Request Total Amount Approved Amount Remaining
Cancel
4 Click on the Print/Email drop down menu and select MTU-Detailed Report with Summary Data.

Review detail and then exit the window.

Orlando, FLL. 0518719 st maveern

Summary Details - Re Print / Email =

*MTU-Detailed Report with Summary Data

Exceptions
Expense Type | Date
A & Personal fravel was indicated but no Personal Expenses (A127C) were reported. Please re

Amount | Exception

| Trangaction Date | Expense Type
052372019 E721 - Meals -Per diem/actual

The first section in the MTU-Detailed Report with Summary Data will be the information contained in the report
header; scroll past this to the Expense detail. This is the fastest way to view each of the allocations contained in

the report.
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& https:y//www.concursolutions.com/Expense/Client/print_cpr.asp?type=1

¥ show Expenses

Show Itemizations
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Siopt=PAR_REG&dti=CHC_EXP_CHC_ITM&pt...

https

Expense Report
Report/Trip Name : Orlando, FL 051819

User Name : Test, Travelar1

User 1D : travelert

Report Header

Policy

Report/Trip Business Start Date :
Report/Trip Business End Date :
Report Id :

Report Date :

Approval Status :

Index :

Department :
*Traveler Type :
*Report/Trip Purpose :

1 *TEST-Michigan Tech Travel
and Expense

05/18/2019
05/23/201¢9
EGETI053E4F94401BADT
06M10/2019

Pending Financial Manager (s)
andlor SPA Approval

A11095 Dean Sch Forest
Resource & Env Sci

General Athletics
Staff

2.
Conference/Training"\orkshop

concursolutions.com/Expense/Client/print_cpr.asp?type=103980pt=PAR_REG&dtl=CHC_EXP_CHC [TMé&:p. = | >
@ https://www.concursolutions.com/Expense/Client/print_cpr.asp?type=1039&0pt=PAR_REG&dtI=CHC_EXP_CHC_ITM&pt...
Transaction Report/Trip  Index Expense Additional  Account Vendor City of Payment Amount *
Date Purpose Tvpe Information  Code Purchase Tvpe
A11095 Dean Fostal
EG9Y - ) Test
03/07/2019 SchForest — gyar Semvices @ pang UNIVE-  587.23
Resource & Supplies Government CARD
Env Sci Onl
E01071
. Wood E699 - Widaets for gw?' Test
030712019 Research Other resgan:h E699 e @ . Reno UNIVE-  555.00
QAQC - Supplies O”‘l"emme” CARD
Forestry n
Allocations : 100.00% (555.00) E01071
ETE2 -
A11095 Dean  Parking Fostal Test
* Sch Forest including Services ¢ 5
03/07/2019 Resource & Houghton E762 Government Reno EE%P $32.28
Env Sci County Onl
Airport

Click on Details and then Allocations. Select the expenses to view by checking the box(s). Click
View and then Summary. Review the Allocation Summary and then exit the window




Nndo, FL. 0518719 fet rrawe Allocations for Report: Orlando, FL 051819

Expense List Alloc

1
I [oome- | oo pootsman- e
B Report
Exceptiong
Expense Type Repuﬂ Header ion Date » | Expense T... | Group | Ama
WA Totals conal trave 021182019 ET11- Airli.. 1 sse| @ View Al
05/18/2019  E721-Me.. 1 54¢
G Cd & Summary
Audit Trail 05192018 E721-Me... 1 560
Approval Flow 057202019  ET21-Me.. 1 $33.00
= 0572172019 E721-Me.. 1 $33.00
2enses
EJT" =k Comments 05/23/2019  E721-Me._. 1 549 50
Allpaa — © E699 - Other Supplies
. 'er diem/ac
_______________ @& | | Atocations =
@a er diem/ac 03/07/2019  E762- Par... 53228
......................................... Travel Allowances
Allocation Summary o x
Index Amount
(A12958) A12958 Advancement Officer - A. Johnson S115.50
(A11095) A11095 Dean Sch Forest Resource & Env Sci 532425
(E01005) E01005 Hydrophobes in Composites/Forestry 220374
(E01071) E0M071 Wood Research QAQC - Forestry 525872

*Allocations can also be reviewed by hovering over the Allocate @' icon to the left of the expense

6 On the left-hand side, click on each Expenses line item you would like to review. The Expense detail is
shown in the gray box to the left. Note: If there are multiple line items in the Expenses list you can sort
by clicking on the corresponding column header.

7 After reviewing the Expense entry level information, review the Receipt image*
7b | Review attached image and repeat process for all receipts.
8 Expand expenses by selecting the radial to the left to view itemizations

Expenses Viewr  « ‘ Receipt Image
‘ Datev ‘ Expense Type Amount Requested |
Y Oriando. Florida ~ | Expense Type Airline Ticket Type Index Transaction Date
ET711 - Airline Ticket - All Airli | v ‘ Airling Ticket - Domestic ‘ (A11095) A11095 Dean Sch Fores 02/18/2019
05/21/2019 E721 - Meals -Per $33.00 $33.00 .
(1.3 Criando, Florida Additional Information Ticket Number Vendor Enter Vendor Name
05202019 E721-Meals -Per: $33.00 $33.00 L‘ COTDENACIHICAIR
@ a Oriando, Florida
Destination City Payment Type Amount o Reviewed
051912019 E721 - Meals -Per. $66.00 $66.00 Reno, Ohio Test UNIV P-CARD > | 583.93 USD |wv ‘ No o
Oriando, Florida — — —
Approved Amount Comment
05/18/2019 E721 - Meals -Per $49.50 $49.50 - ]
- @ & Orlando, Florida 563.93 ‘
L > Psi019 EE99 - Other Supp $87.28 $87.28
J Postal Services ¢ ¢

02/18/2019 E711 - Airline Tick $583.93 $583.93

e@a GOLDEN PACIFIC
T s021

[ e
: LV: 03/07/2019 EG99 - Other Supp $87.28 |
== Postal Services ¢ ( 1
s Y= !
1 03/07/2019 EE99 - Other Si $55.00 :
1

i a i
: 03/07/2019 E762 - Parking 532.28 :
1 1
o

*Receipts can be reviewed by hovering over the receipt icon to the left of the expense



As an Approver you are also able to make changes to a report’s Expense Type (account code) or allocate
individual expense items. See Appendix A.

9 If Changes need to be made click Send Back to User button. Enter a detailed Send Back Comment
and click OK button at bottom of screen. You have sent the report back to the creation profile for the

Submitter to make changes and resubmit.

10 | If the Expense Report passes audit but you would like to add another Approver to the workflow, hit
Approve and Forward. The expense report will move on to another approver prior to reaching

Accounting Review.

@ MTU Purchasing Departme % | M Inbox (127) - deyrus@mtue x| P Inbox (1) - riskmgme@mtu. % | G0 Michigan Technological Un % | 8. Amazon Business
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D oAppr @ NewTsh g Michigan Technalo.. £ Inquin
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@ myAlphaGam @ 1AL ESRS (Ele

Send Back Report

Comment History
Date v | Entered By Comment Text

Add a comment Lo explsin why you are returning the report. Then cick OK 1o relurn the repart to Ihe smployee.

Comment

@ MTU Purchasing Departme. % | M Inbox (129) - deyrus@mtuc % | M Inbox (1) - riskmgme@meu. % | fB Michigan Technological Un % | 8. Amazon Business % [E] Expense Center % g8 PROD Banner Admin App | % | g€ DREW RANDELL|Search || % | + - =] X
@

<« C O an m/expense/c asp?gateway =1 &RptListFi

H Apps @ NewTab € Michigan Technolo.. & Inquiries | Financial.. @ myAlphaGam @ IAE: ESAS (Electroni

W System for Award., @ AccessOnline P-Card [ Home-MUSIC.H. B AmazonMTU £ Bannerd @ PCDocument Uplo. 8 SBA-Search 5855, 4 WebFOCUS Busines.. »

Approve & Forward Report: Orlando, FL 051819

User-Added Approver

Comment

Cancel

11 If the Expense Report passes audit click the Approve button. You have now moved the report on
to Accounting Review, the final step before it is sent for payment.




Appendix A

As an Approver you are able to make changes to a report’s Expense Type (account code) or Allocations (indexes). If you
choose to make changes, instead of clicking Send Back to User, below will demonstrate where to navigate to make

changes.

As an Approver, you may:

- Change an Expense Type -

- Change an Index

As an Approver, you may not:

Create a new itemization

- Change an Allocation

Change Expense Type

12

On the left-hand side, click on each Expenses line you would like to review. The Expense detail is
shown in the gray box to the left.

13

To change the Expense Type, select the drop-down and click on the correct expense. Click Save.

ils v Receipis ™ Print/ Email ¥

Expense Type

nter Vendor ... Adaitontnfo... | ity of Purchese

do,FL Test APPROVR changeDC e waeern

wr & | Expense H Receipt Image

- o x
@ MTU Purchasing Departme X | M Inbox (123) - deyrus@mtv. X | M Fwd: Use of outside groun: X | ] Michigan Technological Un X | #f erika e|Search | Michigan % | 4 Michigan Tech Single Sign - X | 4 Staff Directory | Geological X Expense Center x 4
< C {Y @ https//www.con: m/expense/dlient/default.asp?gateway="18&RptListFilter=toapprove % O
I Apps @ NewTab  # Michigan Technolo £ Inquiries | Financial. myAlphaGam @ IAE: ESRS (Electroni.. b System for Award. @ AccessOnline P-Card @) Home - MUS.ILC. H. 8 AmazonMTU g€ Banner 9 @ PCDocument Uplo.. $83 SBA - Search $BSS. 4 WebFOCUS Busines. »
e B Tt e
Help ~
SAP Concur [C] = Requests  Expense | Approvals | App Center erot .
rofile v
-
Approvals Home ~ Requests  Reports

Sk s

Payment Type

Total Amount: $333.00 | ltemized: 5333.00 | Remaining: $0.00 ‘

usi042019 £706 - Lodging and Laciging Deposis AHML Hotels Oranco, Forida  Out of Pocket s33.00 e T

Y 051032019 £721 - Meais -Per diemiacua Orando_Florida Ot of Pocket 549,00 ss9 0o | | | £705- Lodaing and Lodging Deposi 0504201

5 050272019 E721 - Meals -Per diem/actual Orlando, Florida  Out of Pocket 566.00 566.00 ‘Additional Information

5 usi12018 E721 - Meals Per diemiaciua Orando, Florida  Ouf of Pocket s4850 ETES
Vendor Payment Type:

e 70 g X 2 2

e@a 03/09/2019 E710 - Gar Rental HERTZ RENT-A. Reno, Ohio Test UNIV P-CA. $626.29 562629 . . >
Amount - _ Approved Amount
33300 [~] v| |s300
Comment

COST OBJECT APPROVED AMOUNT

& $1,173.29




Change Allocation on expense line

View the Allocations by Percentage or Amount.
Click in the field to change, make change(s), and Save.
To Delete an Allocation, select the line by checking the box, click Delete Selected Allocations.

N1 s

To add an Index, click Add New Allocation, make change(s), and Save.
Click on the upper right X to close.

Viewr & | Expense | Receipt Image

Expense Type Amount Requested |

Orlando, Florida ~ | Expense Type Airiine Ticket Type Index Transaction Date
E711 ine Ticket - All Airli Airline Ticket - Domestic ‘ (A11095) A11095 Dean Sch Fores 02/18/201%
E721 - Meals -Per $33.00 $33.00
(1 Crtando, Florida Additional Information Ticke! Number Vendor Enter Vendor Name
05202019 E721-Meals -Per: $33.00 $33.00 E] COtDENACIHICAIR
@a Orlando, Florida
Destination City Payment Type Amount Reviewed
051192019 E721-Meals -Per. $66.00 $66.00 Reno, Ohio Test UNIV P-CARD E] GERIED Uz Z] No E]
Orlando, Florida
Approved Amount Comment
05/18/2019 E721 - Meals -Per $49.50 54950
@ a o o =2 |:
> 0307/2019 EB99 - Other Supp $87.28 $87.28
Postal Services @ (
—
E711 ine Tick $583.93 $583.93
GOLDEN PACIFIC
COST OBJECT APPROVED AMOUNT e .
5 $902.21 ach Receip
@ MTU Purchasing Departme X | M Inbox (124) - deyrus®mtu: X | M Fwd: Use of outside grounc X | Michigan Technological Un x| g, erikae | Search | Michigan X | g€ Michigan Tech Single Sign x | g Staff Directory | Geological X [C] Expense Center x 4 - o s
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Apps @ NewTab € Michigan Technolo...  #€ Inquiries | Financial.. @ myAlphaGam @ IAE: ESRS (Electroni.. 3L System for Award., @ Access Online P-Card @) Home - MUSIC.H 8 AmazonMTU g€ Banner9 @ PC Document Uple. 883 SBA - Search SBSS, £ WebFOCUS Busines. »

Delete Selected Allecations
Allocations for Report: Orlando,FL Test APPROVR changeDC

E se List Allocations V Total $626.29  Allocated $626.29 (100%) Remaining:$0.0 (g

[eT— —— Aty - [ A tow Alocason
O | Amount | - ndex | coce |

O & s20e77 (ATI030) A110... | AM030

Expense T... | Group

O & 520876 (E40607) Ee06._..| Ed0607

O & 20876 (E35197) E361.. | E351IT

E710-Car.. 1
E£708 - Lodging and Lodging Deposits
05032019 E708 - Hol. 511.00
° $100.00

510000

51100
05 9 $11.00
05012019 E708 - Lod 510000

ODooo00 e mOOOOO

[ |-

| —

To view an Allocation Summary of the report, go to Step 5.



Click Approve. When you make changes on a report, you may have changed the Cost Object workflow (otherwise known
as the Approval workflow). A Comment is required which will let the Submitter and other Approvers know why a change
was made. Click OK.

- o x
@ MU Purchasing Departme X | M Inbox (128) - deyrus@mtu- X | M Fd: Use of outside groun: X | Michigan Technological Un X | g, erikae |Search| Michigan X | g Michigan Tech SingleSign - X | £ Staff Directory | Geological X Expense Center x4
&« C (¥ & hitps//m ncursolutions. P 1&RptListFilter=toapprove w @

1 Apps @ NewTab g€ Michigan Technolo.. g€ Inquiries | Financial.. (@ myAlphaGam @) IAE: ESRS (Electroni..  JL System for Award. @ Access Online P-Card [ Home-MUSICH.. 8 AmazonMTU g€ Bannerd @ PCDocumentUplo.. 8} SBA - Search SBSS, £ WebFOCUS Busines. »

Reset Cost Object Workflow

Comment History
Date v | Enterea By | comment Text

Add a comment to explain vihy you are modifying the Gost objests. Then click OK o reset the Cost Objest
Approval workfiow.

Comment
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