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User Sign In:
Login to your MyNeu account, click Services & Links, scroll down to the Finance Services for Faculty & Staff information
box and click on the Concur link:

Finance Services for Faculty & Staff

Banner (INB) Husky Card Account Details
Banner Administrative Pages Husky Card Preferences
Banner e-Print myMarketplace

Banner Finance (SSB) Parking Debit Card

Banner Finance Help Web Page Procure to Pay (P2P) Policy
Concur

You should see the following Concur “Home” page displaying your recent activity:

Northeastern University + 00 00 00 00

New Required Authorization Available Open
Approvals Requests Expenses Reports

Hello, Ariella

COMPANY NOTES

End of Fiscal Year Processing
Concur expense reconciliations - All Concur Expense Report transactions dated prior to July 1, 2021 will be posted against your FY 2021 budget provided they are included in reports received

and processed by Accounts Payable through end of work day, July 23, 2021. Reports received after July 23rd end of work day will be charged to your FY 2022 budget.

All Statement Report transactions dated prior to June 29, 2021 will be posted against your FY 2021 budget provided they are included in reports received and processed by Accounts Payable
through end of work day, July 23, 2021. Reports received after July 23rd end of work day will be charged to your FY 2022 budget

Some Friendly Reminders
Read more

MY TASKS
Required Approvals — Available Expenses - Open Reports —
Great! You currently have no approvals. You currently have no available expenses. You currently have no open reports



NEU Expense Management CONCUR Training Session

Common Concur Functionality & Navigation:

‘ ~ Administration ~ | Help ~
CONCUR | Requests Expense Reporting ~ App Center — 0

” Profile ~ }

-

Northeastern University + 00 01 01 00

New Required Authorization Available Open
Hello, Kaitlin Approvals Requests Expenses Reports

Note: The table below breaks down the TAB options on the Concur User home page (showing above). App Center
tab provides details on Mobile Apps which can be connected to Concur (information only)

Home The Concur “Start Page”. A user customizable view of recent expense activities

Requests Where expense “requests” are entered for pre-approvals. Foreign travel requires pre-approval

Expense Where users enter, review and update their expense activities and submit reports for reimbursement
and/or NUCard reconciliation.

Where approvers view, validate and approve expenses for those who report to them

Where users view their supervisor information and update their delegate information (previewers and
delegate preparers)

Profile Update:

Use the Profile setup to review your Bl Manager, Supervisor/Approver and add your account Delegates
Step 1: Navigate/Mouse-over the “Profile” option

Step 2: Click “Profile Settings

Help ~

Home Requests Expense Approvals App Center

Profile ~ &

\
rtheastern Uni ity - 03 0] Steven F. O'Leary 1
New Required Authorization Avd [Profile Settings| | Sign Out
Hello, Steven Approvals Requests Exp a
MY TASKS
Required Approvals S

Michael M. | business meals 1009 Michael M. | business meals b Michael M. | Inter Exp w 4/5 led bu no Req
$50.00 - Expense $40.00 - Expense $10.00 - Expense




NEU Expense Management CONCUR Training Session

Setting up Expense Delegates:

Step 3: Select/Click Expense Delegates

Requests Expense Approvals App Center

Your Information

Profile Options

Company Information Select one of the following to customize your user profile
Contact Information

Personal Information

Personal Information System Settings

Email Addresses Which time zone are you in? Do you prefer to use a
12 or 24-hour clock? When does your workday

Request Seutings start/end?
Request Information Expense Delegates A Request Preferences
Request Delegates Delegates are employees who are allowed to Select the options that define when you receive

perform work on behalf of other employees email notifications. Prompts are pages that appear
Request Preferences when you select a certain action, such as Submit or
Request Approvers Print
Favome- Siandens Expense Preferences Change Password
Intemnational Travel Select the options that define when you receive Change your password

email notifications. Prompts are pages that appear
Expense Sewings \ghe:\ you select a certain action, such as Submit or

rint.

Expense Information 5 A a
P Mobile Registration

Expense Delegates Set up access to Concur on your mobile device
Expense Preferences

Expense Approvers
Favorite Attendees

Step 4: Click “Add” to Search for the person you would like to be your Previewer or Preparer, Select them

Your Information

Expense Delegates

Delegates Delegate For

Personal Information
Company Information
Contact Information
Email Addresses

Request Settings A
D are

Request Information ploy who are to work on behalf of other employees.
Request Delegates

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

Reguest Bréferences Type your new delegates name here... Cancel
Request Approvers
Favorite Attendees Expense and Reg share By igni issi toa you are ing permissions for and
International Travel Can Can View Receives Can Preview For Receives Approval
O Name Prepare Receipts Emails Approver Emails
Expef\se Settngs (I Coleman, Che
Tyl
c.colemar;@neuedu E IZ D (|

Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

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

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

WalshillEG) x Cancel

Walsh, Mary
E{ m.walsh@neu.edu ns to a delegate, you are assigning permissions for Expense and Request.
User ID: 000171591
Logon ID: 000171591@neu.edu Receives Can Preview For Receives Approval
[l oo —rcpare T = Emails Approver Emails
| Coleman, Cheryl
c.colemar;@neu.edu E‘ Iz lz D D




NEU Expense Management

CONCUR Training Session

Step 5: Select the appropriate work you’d like the individual to be able to perform on your behalf. Click “Save”.

Expense Delegates

Delegates Delegate For

[ERE N e

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

Can
Prepare

Can View
Receipts

Receives
Emails

Can Preview For

J Name Approver

Coleman, Cheryl .
- c cc:eman@neu.edu W v V1 [

] Walsh, Mary Y ',

mwalsh@neu.edu O 4 O 7

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

Receives Approval
Emails

O

=

A

Note: You can modify or delete Delegates in a similar fashion

By clicking on “Delegate For” you can see who has granted you Delegate privileges.
In the example below this user can Preview reports for the user “Mallon, Michael”

Expense Delegates

Delegates  Delegate For

This employee may act as a delegate for the listed employees.
Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request.

Name Can Prepare Can View Receipts Receives Emails Can Preview For Approver

Receives Approval Emails

Mallon, Michael

v
m.mallon@neu.edu -




NEU Expense Management

Viewing your BI Manager:
From the Concur “Home” Page...

Step 1: Navigate/Mouse-over the “Profile” option
Step 2: Click “Profile Settings”

Home Requests Expense Approvals App Center

03

Required
Approvals

heastern Unive

Hello, Steven

MY TASKS

Required Approvals

Michael M. | business meals 1009
$50.00 - Expense

Michael M. | business meals b
$40.00 - Expense

CONCUR Training Session

Help ~

Profie ~ @

01 Steven F. O'Leary

Authorization 'Profnle Settings| | Sign Out

Requests

Michael M. | Inter Exp w 4/5 led bu no Req
$10.00 - Expense

Step 3: Select/Click “Expense Information”

(@ CONCUR Requests Expense Approvals App Center

Your Information

Profile Options

Personal Information

Company Information

Contact Information c
7 Personal Information

Email Addresses

Request Settings

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

Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

5 Expense Preferences
International Travel

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

Favorite Attendees

Mobile Registration
Set up access to Concur on your mobile device

A

Help ~

Profile ~ &

Select one of the following to customize your user profile.

System Settings

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

Request Preferences

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

Change Password
Change your password.

Expense Information

User Group Reimbursement Currency - Audit Group Bl Manager

Northeastern US, Dollar v \ Brackett, Christopher (c.brackett@n
Banner Index Employee Class Field Division Home Organization

Accounts Payable AT DIV02 155300

Campus Mailbox
320RP
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Viewing your Supervisor/Approver:
From the Concur “Home” Page...

Step 1: Navigate/Mouse-over the “Profile” option
Step 2: Click “Profile Settings”

Home

Requests Expense Approvals App Center

Northeastern University - 03 0]
New Required Authorization Avd

Hello, Steven Approvals Requests Exp

Steven F. O'Leary

‘Prorflle Settings| | Sign Out

A

Required Approvals S5

MY TASKS

Michael M. | Inter Exp w 4/5 led bu no Req
$10.00 - Expense

Michael M. | business meals b
$40.00 - Expense

Michael M. | business meals 1009
$50.00 - Expense

Step 3: Select/Click “Expense Approvers” to location your “default approvers”

CONCUR Requests Expense Approvals App Center

Profile ~ .

Your Information

Profile Options

Select one of the following to customize your user profile.

Personal Information
Company Information
Contact Information

Personal Information
Email Addresses

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

Request Settings start/end?

Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees
International Travel

Expense Settings
Expense Information
Expense Delegates
Expense Preferences

Expense Approvers
Favorite Attendees

A

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

Expense Preferences

Select the options that define when you receive

email notifications. Prompts are pages that appear

\'g/hen you select a certain action, such as Submit or
rint.

Mobile Registration
Set up access to Concur on your mobile device

Request Preferences

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

Change Password
Change your password

Displays user’s current Expense Approve

Expense Approvers

Default approver for your expense reports.
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Adding Receipts to your Profile:
There are three ways to get a Receipt Image in to your “Available Receipts” area within your Concur profile

1. You receive a receipt in your NEU email
a. You have already verified your NEU email address within your Profile Settings
b. If you aren’t sure if you have verified you email yet click “Profile”, “profile settings”, email addresses.

Administration ~ | Help ~ -~
CONCUR Requests Expense Approvals Reporting ~ App Center

=18

Profile Personal Information System Settings Mobile Registration Kaitlin S Hendrick
Your Information P rOﬂ | e O ptl O n S Profile Settings || Sign Out
Personal Information
Company Information Select one of the following to customize your user prq Administer for anotheruser...
Contact Information Personal Information ® | am a delegate or travel assistant
Email Addresses Personal Information —

c. If you see the green check your email has already been verified. If you do not, click the blue word
Verify and follow the instructions.

Email Addresses Go to top

Please add at least one email address.

How do | add an email address?

How do | verify my email address?

Why should | verify my_email address?

Travel Arrangers / Delegates

© Add an email address

Email Address Verify Contact? Actions

Email 1 abersan@northeastern edu Not Verified Verify Yes &

d. Go to your Northeastern email and FWD the email received to receipts@concur.com

= FW: Emailed Receipt - Message (HTML)

w
Bl
I

a
X

MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW

1V i B i & &

Spelling & Research Thesaurus Word  Translate Language

Grammar Count v v
] Proofing Language -~
To... receipts @concur.com
e
Send

Subject FW: Emailed Receipt




NEU Expense Management CONCUR Training Session
e. Email loads as an available receipt and can be viewed by scrolling to the bottom of the Expense Page

Available Receipts

§ e T Tt T Ve T ST
. Delete Delete o Delete

Upload New
Receipt

Click here or drag & drop files to upload
new receipt images

1439923463008 FW Emailed Receipt.pdf

2. Click “Upload a Receipt” under the “Available Receipts section on your Expense Tab
a. This would be used for scanned files saved on a computer

Available Receipts

e
, . Delete [ Delete o Delete
1 i 2 5 - =
! 1
! 1 it A Ao
1 g 1
! 1
' Upload New i
1 : 1
i Receipt :
! Click here or drag & drop files to upload 1 2 >
! new receipt images ]
! 1
! 1
: 1 1439318266627 1439923463008 : FW Emailed Receipt pdf
1
B e e e s [

3. Using the Concur App, hit the Camera option inside the App, take the picture, hit “Done”
a. Will load as an available receipt and can be viewed by scrolling to the bottom of the Expense Page

*0000 Verizon T 10:53 AM < 59% WM

[@l CONCUR [

—. Expenses
\ List of your expenses

Expense Reports

Review and submit your reports

Approvals

Approve items anywhere, anytime

(O] -+ %

Receipt Expense Mileage

10



NEU Expense Management CONCUR Training Session

Available Receipts

. TR e T 1
' : Q] Delete Q] Delete
] 1 s
] ] =
1 (Rt R T
- + .
1
1
! Upload New I
1 -
. Receipt :
Poy= 1 A
I Click here or drag & drop files to upload I :";.‘;,"?':;:" VAR B, AT a2 Gl P 7aAN W
! new receipt images. i ;
! l
! [
1
1 ! FW Emailed Receipt.pdf 1441119274335
I
e e S o

11
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CONCUR Training Session
Submitting a Request:

Note: Requests are used to ask permission to spend money, not all departments require them
From the Concur “Home” Page

Help ~

Home RELIEE S Expense Approvals App Center

- 9
Profile P

Northeastern University + 03 0] 07 02

New Required Authorization Available Open
Hello, Steven Approvals Requests Expenses Reports

Step 1: Click “Requests”, then “New Request”

CONCUR Requests Expense Approvals App Center

Profile ~

Manage Requests New Request Quick Search

Active Requests (0)

Request Name Begins With

| Request Name Request D Status

Request Dates v Date Submitted

Step 2: Complete the report header by entering the appropriate information related to your planned/requested
expense.

CONCUR Requests Expense Approvals App Center

Profile ~ &
Manage Requests New Request Quick Search
g
q Status: Not Submitted
Request Name:

Purpose:

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

Request Name - Request Policy Start Date A
l’NU Request Policy |

End Date Banner Index Type of Expense
I(251220) ITS Business Analysis

Activities

Purpose Comment

Total Amount of Proposed Trip

Note: fields with a vertical red bar require data to be added
Type of Expense

12



NEU Expense Management CONCUR Training Session

Special Note: It's recommended that users enter meaningful and unique names for each request/expensereport.
This name can help identify a specific report at a later date.

Request

Status: Not Submitted

Request Name:
Purpose:

Request Header || S ts || Exp Approval Flow || Audit Trail

Request Name Request Policy Start Date A
I2014 Concur Conference Request ‘ l‘NU Request Policy ‘ ‘ I12/15I2014 ‘ ‘

End Date Banner Index Type of Expense

[12r192014 || |2s1220) 15 Business Anaiysis | |oomestic | ]

Activities Purpose C it

‘ ‘ ‘ Concur user conference & training concur demonstrations and industry best

practices

Total Amount of Proposed Trip
152,500.00 ‘

Step 3: After completing the form and entering all required fields, Click “Submit Report” then “Accept & Submit”

Final Review

Request Submit Confirmation
Are you sure you want to submit this request?

Note: a pre-approved Request is required for foreign travel.
Note: Concur will return the user to their Active Requests list once a request is submitted

Manage Requests New Request Quick Search

Active Requests (2) Copy Rouest

‘Reques! Name ‘ ‘ ‘ Begins With ﬂ ‘ ‘

O Request Name Request ID Status Request Dates v Date Submitted
O Magician Confernce Vegas 2015 3367 Submitted & Pending Approval - Walsh, Mary A 01/05/2015 10/10/2014
Leaming New Tricks
01/09/2015
O 2014 Concur Conference Request 3366 Submitted & Pending Approval - Walsh, Mary A 12/15/2014 10/10/2014
Concur user conference & training
C concur ions and industry best practices 12/19/2014
| Page| 1] oft] | Displaying 1- 2 of 2

13
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Request Travel Segments:

Special Note: Users may be requested to add the trip “Segment “details as part of their travel request approval.

Step 1: Complete the Request Header, then Click “Segments”. Ensuring to add all required fields (see above for
details)

Request 336C SISO CED 00

Status: Not Submitted
Request Name: Segment Example Request

Purpose: Display Segments on a Request

Request Header | Segmen, Expenses | Approval Flow || Audit Trail
Request Name Request Policy Start Date &
lSegment Example Request ‘ *NU Request Policy I12/‘08/2014 ‘
End Date Banner Index Type of Expense
|12/15/20|4 ‘ ‘ (251220) ITS Business Analysis ‘ International ‘
Activities Purpose _ Comment
fCONFERENCE | \ Display Segments on a Request [

Total Amount of Proposed Trip
35,111.00

Step 2-5: Complete requested travel Segments (Airfare, Railway, Vehicle Rental, Lodging...) then Submit Request

Request 336C

Status: Not Submitted
Request Name: Segment Example Request

Purpose: Display Segments on a Request

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

Add Segment E
Click icon to create segment ==\ o

Air Fare:
e Air Ticket ® RoundTrip () OneWay () Multi-Segment Amount:isg;'..u ‘ |UsD ‘
Outbound

q
From: %Logan Intl Arpt (BOS). Boston, MA, United States of Amen’cei’

To: %Pan‘s Area Airports (PAR), Paris, France ‘

Date: 12082014 | ||Departat | ||0500am | |

Carrier: iReno Airlines ‘

Comment: | Air Segment Example

14



NEU Expense Management CONCUR Training Session
Rail Fare: (Anticipated)

‘ Add Segment E
CLICK ICON TO CREATE SEGMENT e @ @ m Q
3

@ Railway Ticket @ RoundTrip () OneWay (O Multi-Segment Amount : [:

Outbound Locations Per Supplier: | UK RAIL 3

From: ’Heathmw Terminal 1 Bus,United Kingdom |

To: [ MANSFIELD,United Kingdom |

Date: | 09/07/2015 . | Depart at 3

C ‘adding a inan railway ’

Return

Date: | 09/11/2015 . | Depart at 3

Comment:

adding a comment in a railway return segment example ’

Auto Rental: (Anticipated)

‘ Add Segment g
CLICK ICON TO CREATE SEGMENT G q@ m Q

@ Car Rental Amount :

PICK-UP City: [San Francisco, California |

Date: |02/1412015 I] At [12:00pm |VI

Detail: [Expected Pickup ]

Drop-off

City: [San Francisco, California |

Date: | 021712016 E ot

Detail: ’Expecled Drop Off ]

Comment: | Rental Vehicle Required for Trip

Hotel Reservation: (Anticipated)

‘Add Segment a
CLICK ICON TO CREATE SEGMENT e @ % m e

L
@ Hotel Reservation Amount :

Check-In city: [ Detroit, Michigan I

Date: | 12/30/2015 At | 06:00 pm |V

Detail: [ Hotel Reservation ]

Check-Out

Date: (o0an0ts [ At | [~]

Comment: | comment on hotel reservation

15
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Step 6: Review and Submit Travel Request

Administration v | Help ~
CONCUR Requests Expense

Approvals Reporting ~ App Center

Profile ~ &

Manage Requests New Request Process Requests Quick Search

Request 333X G et

Status:
Amount: $1,850.00

Request Name: Concur Conference 3/31-4/3
Purpose: T&E Training & Conference

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

Add Segment

CLICK ICON TO CREATE SEGMENT G @ @ m 0

16
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Approving a Request:

From the Concur “Home” Page...

Step 1: Select the “Approvals” menu item from the Concur “Home”.

Contact Support | Help ~

Home Requests Expense Approvals Reporting App Center .
Profile ~ -

Northeastern University A + 02 01 |5 04
New Required Authorization Available Open
Hello, TESTER Approvals Requests Expenses Reports
MY TASKS
Required Approvals -2
tester T. | Tech Conference NYC 2014 tester T. | Tampa Trade Shew Summer 2014
$0.00 - Travel $980.92 - Expense

Step 2: Select the “Requests” Tab and Click on the Request you intend to Review

Approvals Home Requests Reports

Approvals
01 01 00

Requests Expense Statement

Reports Reports
Requests A

[ ]

Request Name Request ID Employee Request Dates Date Submitted
Tech Conference NYC 2014 11/03/2014
. Best Practices in Tech Conference 336D TECH, tester 11/07/2014 10/11/2014

When reviewing requests, it is recommended to begin with the request header then review any trip segments
that the requestor may have added. As an Approver, you may “Cancel” the Request, “Send Back” the request to
the submitter with comments, “Approve” the request or “Approve & Forward” the request to another Approver.

17



NEU Expense Management CONCUR Training Session
Step 3: Review Request Header, any completed Segments and Approve the Request (or Cancel / Send Back to the

submitter / Approve & Forward)

R 3 3 6 D Attachments Print / Email * Send Back Request Approve & Forward
e q U eSt [TECH, tester] ;

Status: Submitted & Pending Approval
Request Name: Tech Conference NYC 2014
Purpose: Best Practices in Tech Conference A

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

Request Name Request Policy Start Date

Tech Conference NYC 2014 *NU Request Policy 11/03/2014

End Date Banner Index Type of Expense
11/07/2014 (200148) Facilities-IT Domestic
Activities Purpose Comment

Best Practices in Tech Conference

User last name *NU Custom 03 ORAF COA Flag Total Amount of Proposed Trip
TECH, tester N $3,500.00

Sending the request back to the Submitter with comments:
Click “Send Back Request” then add your comments/directions for the Submitter and Click “OK”.

Send Back Request

Comment History
Creation date Entered By Comment Text

Add a comment to explain why you are refurning the request. Then click OK te return the
request to the employee.

Comment

Add your comments here when sending back to the Submitter

18
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The Submitter will then see the request returned to their Concur Request Queue
All Requests (1)

‘Request Name Begins With l | ‘
[N Request Name Request 1D Status Request Dates~ Date Submitted
O ® Tech Conference NYC 2014 336D Sent Back to User - SO, TESTER 11/03/2014 10/11/2014

Best Practices in Tech Conference

Comment: Add your comments here when sending back to the Submitter 11/07/2014

Clicking Approve & Forward when reviewing a Request (or Expense) will allow you to accept the request and send
it to another individual for their review.

Attachments Print / Email Send Back Request Approve & Forward

Status: Submitted & Pending Approval

After clicking “Approve & Forward” Search and Select the individual you wish to forward the approval to, the n
click “Approve”.

R 336D
eq U eSt [TECH, tester]

Status: Submitted & Pending Approval
Request Name: Tech Conference NYC 2014

Purpose: Best Practices in Tech Conference

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

anager Approval:
'S0, TESTER \

)]
(x]

User-Added Approver:
J,w ger, test (m walsh@neu.edu) X ‘

ginger, test (m.walsh@neu.edu)
| User ID: 111111111
 Logon ID: ginger@NEU.edu

)]
1)

+))
)

1 Search Approvers By

19
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Submitting an Expense Reimbursement Report:
From the Concur “Home” Page...

Step 1: Click “Expense” to navigate to the expense display
Step 2: Click on “Create New Report”

Administration ~ | Help ~
CONCUR Requests Expense Approvals Reporting ~ App Center .
Profile ~
&b
Manage Expenses View Transactions Processor v
Active Reports Report Library >

THERE ARE NO ACTIVE EXPENSE REPORTS.
Click Create New Report to create a new report.

)

CONCUR Requests Expense Approvals Reporting ~ Administration ~ App Center

Manage Expenses View Transactions Processor ~

Create a New Expense Report <)

Report Header

Report Name Business Purpose y? Report Key Policy
I *US Expense Policy ‘ v
Report Date Comment Banner Index Type of Expense o
08/27/2015 ‘— ‘ I (222120) Accounts Payable ‘ ‘ v|
International Activity N? Campus Mailbox

’ v 320 RP

Note: fields with a vertical red bar require data to be added

Type of Expense

Note: As with Requests, itis recommended that users enter meaningful and unique names for each expense
report. This name can help identify a specific report at a later date

20
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Step 4: Once header is completed, Click “Add” or “Next”

Create a New Expense Report

Report Header ‘

Report Name

Business Purpose 2 Report Key
ISF Conference Aug 2015

‘ IFrofesswnaI Development ‘

CONCUR Training Session

Do Not
Change the
Policy

showing

Policy
I *US Expense Policy ‘

Report Date Comment Banner Index Type of Expense jy» ‘
| 0812712015 == ‘ ‘ |11222‘20bAccounts Payable ‘ | Domestic |v ‘
International Activity > Campus Mailbox
i v [320RP
Requests
[C] RequestName RequestID Cancelled Request Total Amount Approved Amount Remaining

Clicking “Add” will allow the user to pull data directly from any available REQUESTS
Note: If no Request is associated with this report scroll to the bottom and click “NEXT”
Clicking “Next” will allow the user to manually enter Out-of-Pocket expenses.

Step 5: Manually add Out-of-Pocket Expenses to Report

Click on “New Expense” and Select the appropriate Expense Type for the list provided. You can add additional
out-of-pocket expenses by clicking “New Expense” once you have completed adding each expense entry.

SF Conference Aug 2015

Import Expenses Details ~ Receipts Print/ Email ~

Expenses ‘ View ¥ & | New Expense

Delete Report ‘Submit Report

Available Receipts
@) | Date v Expense | Amount Requested
Adding New Expense Expense " ||
' . To create a new expense, click the appropriate expense type below or

type the expense type in the field above. To edit an existing expense, click

the expen. n the left side of the page

@ Recently Used Expense Types
73027 Travel-Lodging
Books -73110 -

I Select Expense Type from List I

73025 Travel-Auto Mileage
73021 Travel-Airfare
73022 Travel-Train

All Expense Types

01. Travel Account Codes
73021 Travel-Agency Booking Fees
73021 Travel-Airfare
73022 Travel-Train
73023 Travel-Bus

TOTAL AMOUNT TOTAL REQUESTED 73024 Travel-taxi
$OOO $OOO 73025 Travel-Auto Mileage =
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NEU Expense Management

CONCUR Training Session

Step 6: Enter Expense data, attach receipt when necessary and Click “Save”

New Expense ‘

Available Receipts

‘Transaction Date

Expense Type Type of Expense
73021 Travel-Airfare |v|  Jornsnois 5| | pomestic | v]
Business Purpose Ticket Number Enter Vendor Name
IAirfare to Conference ’ I 123456789 ’ ‘ | ’
City of Purchase Payment Type Amount
‘ ICash/PersonaI Credit Card \ v] |400.00 |[usp | v]
Comment

||’ Itemize l ’ Allocate ]l
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Attach Receipt: There are two ways To Attach a Receipt.

1. Select “Browse” and search for the file, select the file, click “Attach”
2. Select the image under the “Available Receipts”, click “Attach”

Attach Receipt =

Click Browse and select a .png, .jpg, .Jpeg, .pdf, .html, .tif or .tiff file for upload. 5 MB limit per file.
File Selected for uploading: |
No file selected =

Or choose an image from your Available Receipts.

Available Receipts

N N \ -1 A r:-
1433167298603 1436888662655

1439923463008

! Cancel ‘

Note: The receipt image will be removed from your Available Receipts area once you have either attached it to a line
item or delete it out.

To add a second receipt, click “Attach Receipt” within the line item again

1. The system will ask you if you wish to append a new image, click yes.
2. Select the receipt image or browse for the second file, click “Attach”
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CONCUR Training Session
Step 8: Repeat for all expenses, resolve error warnings/messages. Click “Submit Report” when complete.

O Red or Yellow circles = Hard Stops — Problem must be corrected before you can submit the report

Avellow Triangles = Soft Warning — User can’t clear this, but it will not prevent the report from being submitted.
Indicates a detail or reminder we want the submitter and subsequent reviewers to pay attention to

DBlue Circles = Line item detail — Hover over each Blue circle to see additional information about the line

item

© Green Circle = NUCard transaction — Hover over each to see additional detail about the NUCard charge

CONCUR Requests Expense Approvals Reporting ~ App Center

Administration + | Help ~

Profile ~ &

Manage Expenses  View Transactions Processor v

SE Conference Aug 2015

Delete Report Submit Report

73024 Travel-taxi 08/25/2015 $32.00 4\ Entry allocation ORAFV/

Import Expenses Details * Receipts Print/Email * Hide Exceptions
Exceptions X
Expense Date Amount ‘ Exception
73028 Travel-...  08/26/2015 $15.00 @ Missing required field: Attendees.

Expenses [ Move * Viewr  «
O Date v | Expense Amount ‘ Requested
[ _0826P015 73028 Travel-Meals . $15.00 $1500
[v|  08R52015 73024 Traveltaxi $32.00 $32.00

AO® ‘/

ITnere are one or more allocation exceptions associated with this item l

07/16/2015 Books -73110 $90.00 $90.00

07/15/2015 73021 Travel-Airfare $400.00 $400.00

5"y

TOTAL AMOUNT TOTAL REQUESTED

$537.00 $537.00

Expense \ Receipt Image

Available Receipts

Expense Type Transaction Date
|73024 Travelaxi ‘ v| |os.n25.r20‘5 =
Type of Expense ) Business Purpose

Domestic ‘ v taxi to airport
Enter Vendor Name City of Purchase :
|
Payment Type o Amount

Cash/Personal Credit Card v |32.00 ‘ (usD |w

Comment =~
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NEU Expense Management CONCUR Training Session
Report has been submitted for Approval

Report Successfully Submitted

SF Conference Aug 2015
Approver: 1 Test, APPROVER

Expense Report

Report Total : $537.00
Less Personal Amount : $0.00

Amount Claimed : $537.00
Amount Rejected : $0.00

Company Disbursements

[Amount Due Employee : $537.00

Total Paid By Company $537.00
Employee Disbursements

Amount Owed Company :

Total Owed By Employee :

Note: Submitted report now displays in your “Active Expense Reports”
Note: You can view past reports by clicking the Report Library

CONCUR Requests Expense Approvals App Center S
rofile ~

®

&b
Manage Expenses View Transactions View Cash Advances

Active Reports i

S ET—T

SF Conference Aug 2015

A\ Exceptions

Submitted & Pending Approval
1 Test, APPROVER

[
1
1
1
1
1
1
1| $537.00
1
1
1
1
1
1
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Approving an Expense Report:

From the Concur “Home” Page...

Step 1: Click the “Approvals” menu item from the Concur “Home”, click on the ‘Expense reports” tab and Select
the Expense report you wish to review/approve.

§ CONCUR R i I Reporti Cent

Approvals Home Requests Reports

Approvals
01 01 00

Requests Expense Statement
Reports Reports

Expense Reports

Report Name Employee Report Date Amount Due Employee Requested Amount

o [IampaTrade Show Summer2014  tpcy tester  10/11/2014  $980.92 $930.92

Tech Trade Show n

Step 2: Initially review and resolve any necessary “exceptions”, then review each Expense line.

m mm Sk e R ] oo o
Tampa Trade Show Summer 2014 o e BT
Summary Details v Receipts ~ Print / Email ~ A Hide Exceptions
Exceptions =
Expense Date Amount Exception
N/A Expense is Cash/Personal Credit Card
Expenses View |« | Summary ‘
[Detey  |[Expense; W | Amount|  Requested| | Renort Summary
08/27/2014 73028 Travel-Meals $67.14 567.14 Report Totals
0 applebee's, Tampa, Florida - L
A S — S — R Amount Due Company Amount Due Employee
08/27/2014 73027 Travel-Lodging $500.50 $500.50
> Marriott Hotels, Tampa, Florida $0.00 $930.92
08/252014 73021 Travel-Airfare 5374.80 $374.80
O Continental, Boston, M husett:
08/25/2014 73028 Travel-Meals $38.48 $38.48
@ Q Chili's, Tampa, Florida
TOTAL AMOUNT TOTAL REQUESTED
$980.92 $980.92

Note: The “icons” can be helpful and allow quick access to expense item details; such as, receipt images and
attendees. “Mouse-over” each icon to view the detail.

200
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Receipt Image:

: Approvals Reporting
Receipt
Moo ie
i 1E 20
Sumn
Exce
Expen;
N/A se is Cash/Personal Credit Card
Expe v View ¥
Daf Amount Requeste|
084 < 567.14 $67.1
Qv S
> (E'Receipt Image Available LLg_gg::g Florida S0 e
08/25/2014 73021 Travel-Airfare $374.80 $374.
Continental, Bosion, M. husetts

Meal Attendees:

Expenses View * [« | Summary
Date v Expense Amount Requested Re port Summ ar)
08/27/2014 73028 Travel-Meals 567.14 $67.14 R
annlehes's Tamna Flarida eport Totals
noun
S e
jee summary :
~

€0 Attendees: 1 | Attendee Total: $67.14 | Remaining: $0.00

Attendee Name @ Attendee Title Institution/Co... = Atftendee Type Amount

TECH, tester Employee 567.14

Expense Exception:

Exceptions
Expense Date Amount Exception
N/A ... Expense is Cash/Personal Credit Card
There are one or more exceptions associated with this
item
Expenses Yovr— mary |
Date v Expense Amount Requested Re p ort Sumi
08/27/2014 73028 Travel-Meals $67.14 $67.14
P W, . annlehee's Tamna Flarida Report Totals

27



NEU Expense Management

CONCUR Training Session

Step 3: Once reviewing all expense detail and agreeing, Click “Approve” (or “Approve & Forward”) to accept the
expense report and forward it on to the Processor for reimbursement.

Tampa Trade Show Summer 2014 e wser

Summary Details v Receipts v Print / Email ~

Send Back to User Approve & Forward

A Hide Exceptions

Exceptions o
Expense Date Amount | Exception
N/A .. Expense is Cash/Personal Credit Card
Expenses View v [« | Summary
v A ' [=) tarl
Dats Exponse a Report Summary
08/27/2014 73028 Travel-Meals $67.14 $67.14 Report Totals
Q 0 applebee's, Tampa, Florida P
Amount Due Company Amount Due Employee
08/27/2014 73027 Travel-Lodging $500.50 $500.50
> 9 Marriott Hotels, Tampa, Florida S0.00 $980.92
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NEU Expense Management CONCUR Training Session
Submitting a Green NUCard Reconciliation:

Note: Green NUCard expenses flow in to Concur as Available Expenses. All transactions will show the Green Circle
with the picture of a credit card

Step 1: Click “Expense” to navigate to the expense display

Step 2: Click on “Create New Report”

Help ~
CONCUR Requests Expense Arnrovals App Center P .
L=
Manage Expenses View Transactions View Cash Advances
Active Reports Report Library >
: ________________ ]
i 1
i 1
i 1
1 : THERE ARE NO ACTIVE EXPENSE REPORTS.
1 f i Click Create New Report to create a new report.
1
1 Create New Report '
1
1
; 1
i 1
i 1
e ——— 1
Available Expenses
‘ All Corporate and Personal Cards ¥ ‘
[J card Program Type Expense Detail Expense Source ‘ Date s Amount
0O WATERCRESS ASIAN BISTRO ... 73028 Travel-Meals e 01/02/2014 $25.00
O GTP 1275181670 RFND DULUT... 73028 Travel-Meals e 01/28/2014 $6.25
O ACTE ALEXANDRIA, VA 73023 Travel-Bus e 01/30/2014 $425.00
Step 3: Complete the report header by entering the appropriate information related to your Expenses.
Step 4: Scroll to the bottom and Click “Next”
Note: If there is a Request associated with this reconciliation report Click “Add” then Click “Next”
Create a New Expense Report
Report Header
Report Name Business Purpose o Report Key Policy
I Concur Training 8/31/15 IF(ofesswonal Development I *US Expense Policy v
Report Date Comment Banner Index Type of Expense o>
083122015 =) ‘ | 222120) Accounts Payable | pomeste [~]
International Activity 7 . Campus Mailbox
= ‘ ‘
Requests
[[] RequestName RequestID Cancelled Request Total Amount Approved ‘ Amount Remaining
& = -
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Step 5: Select appropriate NUCard Expense(s) from “Available Expenses”, Click “Move to Current Report”

Concur Training 8/31/15

Details ~ Receipts ~ Print/Email *
Expenses Vview+  « |Available Expenses X
O Date v Expense Amount Requested All Corporate and Personal Cards v
Addmg New Expense [[] CardProgra... | Expense Detail Expense Source Date a Amount
No Expenses Found = WATERCRESSASIAN BISTR.. 73028 Travel-Meals = 01/02/2014 $25.00
] GTP 1275181670 RFND DUL... 73028 Travel-Meals e 01/28/2014 $6.25
ACTE ALEXANDRIA, VA 73023 Travel-Bus e 01/30/2014 $425.00
TOTAL AMOUNT TOTAL REQUESTED
$0.00 $0.00

Note 1: If a list of Account Codes is showing instead of “Available Expenses” Click “Import Expenses” to view the
available NUCard transactions.

Note 2: If the expense was charged to a University corporate credit card, please, wait for it to appear in
Concur before reconciling it, otherwise, the expense will create reimbursement.

Step 6: Resolve any exceptions/warnings showing on line items

O Red or Yellow circles = Hard Stops — Problem must be corrected before you can submit the report

Avellow Triangles = Soft Warning — User can’t clear this, but it will not prevent the report from being submitted.
Indicates a detail or reminder we want the submitter and subsequent reviewers to pay attention to

© Blue Circles = Line item detail — Hover over each Blue circle to see additional information about the line

item

© Green Circle = NUCard transaction — Hover over each to see additional detail about the NUCard charge

Concur Training 8/31/15

+ Ne Quick E Import Expenses Details ~ Receipts » Print/ Email * Hide Exceptions
Exceptions X
Expense Date Amount | Exception
73028 Travel- 01/02/2014 $25.00 @ Missing required field: Attendees.
Expenses view+ « [Available Expenses x
O Date v Expense Amount Requested | | | || Corporate and Personal Cards v |
Adding New Expense i [] Card Progra... | Expense Detail Expense Source Date Amount
[1 01302014 73023 Travel-Bus $425.00 542500 | GTP 1275181670 RFND DUL... 73028 Travel-Meals 0122812014 $6.25
ACTE, Alexandria,® — e
(N 01/02/2014 73028 Travel-Meal $25.00 $25.00
1) e WATERCRESS AS
TOTAL AMOUNT TOTAL REQUESTED
$450.00 $450.00
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NEU Expense Management
Step 7: “Attach Receipts” where appropriate, “Allocate,” “Save” and “Submit Report” for approval.

CONCUR Training Session

Note: There are two ways To Attach a Receipt. Click the “Attach Receipt” button within the line item

1.

Select “Browse” and search for the file, select the file, click “Attach”

2. Select the image under the “Available Receipts”, click “Attach”

Concur Training 8/31/15

Delete Report Submit Report

Hide Exceptions

Import Expenses Details Receipts * Print/Email
Exceptions x
Expense ‘ Date Amount‘ Exception
73028 Travel-...  01/02/2014 $25.00 @ Missing required field: Attendees.
Expenses View * & | Expense ‘ Available Receipts
[ |pate~ | Expense | Amount | Requested |
] 01302014 73023 TravelBus $425.00 $425.00 Expense fype JTransaction Date Type of Expense
ACTE, Alexandria, Virginia | 73023 Traver-gus [v] o004 | omestc [~]
(]| 01/02/2014 73028 Travel-Meals $25.00 $25.00 Purpose Enter Vendor Name City of Purchase
WATERCRESS ASIAN BISTRO, I Professional Development ‘ ACTE l Alexandria, Virginia ‘
Payment Type — Amount — Comment
A ravel IBCP - TEST v 425.00 usD |w| l|
TOTAL AMOUNT TOTAL REQUESTED
$450.00 $450.00 m [ temize ]II Allocate l]ﬁ Attach Receipt m cancel |

The Green NUCard Reconciliation Report has been successfully submitted.

i X
Report Successfully Submitted
Concur Training 8/31/15
Approver: 1 Test, APPROVER
Expense Report
Report Total : $450.00
Less Personal Amount : $0.00
Amount Claimed : $450.00
Amount Rejected : $0.00
Company Disbursements
_Amount Due Fmployee - S000
Amount Due AMEX Travel
IBCP - TEST - $430.00
Total Paid By Company : $450.00
Employee Disbursements
Amount Owed Company : $0.00
Total Owed By Employee : $0.00

| Close ‘
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Submitting a Blue NUCard Reconciliation:

Note: Concur Auto-generates a Statement Report for all Blue NUCards. Do not alter the Statement name or delete
any transactions from the Statement Report.

Step 1: From the Concur “Home” page, Click “Expense”
Step 2: Click on the auto-generated Statement Report box

Help ~
CONCUR Requests Expense Approvals App Center .
Profile ~
-
Manage Expenses View Transactions View Cash Advances
Active Reports ReportLibrary >
iR
Statement Report 6/28-7/29 ‘
09/01/2015

Create New Report

1
1
1
1
1
1
1
1| $456.25
1
1
1
1
1
1

A\ I‘\il‘\hlf\ E\/V\ﬁr\(‘f\(‘

Step 3: Click “Details” then “Report Header” and select the appropriate “Expense Type” and click “Save”

Statement Report 6/23-7/29

+ 4+ New Expense + Quick Expenses |  Import Expenses Details * REC v Print/Email =
Exceptions Report
Expense ‘ Date ‘ Amount ‘ Exception Report Header
73028 Travel-..  01/02/2014 $25.00 @ Missing requiredfig 1 0tals
73028 Travel-... 01/28/2014 $6.25 @ Missing required fie Audit Trail
Approval Flow
Expenses Comments « | New Expense ]
1
‘ Date v E ‘
E ........ ‘ ..... ? ...e, ....................... ‘ xDense ............................................ ‘ ....................... .A Cash Advances :
- Adding New Expense Available Expense \
[ 01302014 73023 Travel-Bus §  Assigned To create a new expen
e ACTE, Alexandria, Virginia
Allocations @ Recently Use
[l 01/28/2014 73028 Travel-Meals : '
0 e GTP 1275181670 RFND, Duluth Allocations 73028 Travel-Meals
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Report header for: Statement Report 6/28-7/29

CONCUR Training Session

Report Name Report Id Eusiness Purpose R? Report Key

IStatemem Report 6/28-7/29 F3BB3BEABADY4BEFACE6 I Statement Report 12740

Policy ) Report Date Report Currency Approval Status

S Expense F v ‘09;‘0‘;‘2015 US, Dollar Not Submitted
Comment Banner Index ) FrreotErpeTe . International Activity N?
||j222‘20} Accounts Payable ‘ | | v v

iDomestic i
j International

Campus Mailbox

820-177

Step 4: Resolve any exceptions/warnings showing on line items

O Red or Yellow circles = Hard Stops — Problem must be corrected before you can submit the report

Avellow Triangles = Soft Warning — User can’t clear this, but it will not prevent the report from being submitted.
Indicates a detail or reminder we want the submitter and subsequent reviewers to pay attention to

Blue Circles = Line item detail — Hover over each Blue circle to see additional information about the line

item

© Green Circle = NUCard transaction — Hover over each to see additional detail about the NUCard charge

Statement Report 6/28-7/29

Delete Report Submit Report

' Hide Exceptions

Import Expenses Details ~ Receipts ~ Print/Email ~
X
Expense Date ‘ Amount ‘ Exception ‘
73028 Travel-... 01/02/2014 $25.00 @ Missing required field: Attendees.
73028 Travel-... 01/28/2014 $6.25 @ Missing required field: Attendees.
Expenses View+ & | Expense Available Receipts
O \ Date v | Expense Amount Requested
2 017302014 73023 Travel-Bus $425.00 $425.00 EXpenseiiype ransaction;Date
ACTE, Alexandria, Virginia I73023 Travel-Bus [ v \ 01/30/2014
[ 01/2p/2014 73028 Travel-Meals $6.25 $6.25 Type of Expense Business Purpose
GTP 1275181670 RFND, Duluth |Dor1est!c [v ‘ IStatememReport \
| ‘3028 Travel-Meals $25.00 $25.00 Enter Vendor Name City of Purchase
WATERCRESS ASIAN BISTRO, [
ACTE Alexandria, Virginia
Payment Type — Amount -
EX Trave 425.00 USD |w
Comment
|
TOTAL AMOUNT TOTAL REQUESTED
$456.25 $456.25 m [ Itemize ]” Allocate "[ Attach Receipt II[ Cancel ]

Step 5: “Attach Receipts” where appropriate, “Allocate,” “Save”

Note: There are two ways To Attach a Receipt. Click the “Attach Receipt” button within the line item
1. Select “Browse” and search for the file, select the file, click “Attach”

2. Select the image under the “Available Receipts”, click “Attach”

Step 6: “Submit Report” for approval
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Signing in Concur as a Delegate:
From the Concur “Home” Page.

Step 1: Under your user “Profile”, Search the individual you are looking to Administer for, by typing their name or ID

Administrationv | Help~
SAP Concur Requests Expense Approvals Reporting v App Center .
Profile ~ -
Approvals Home Requests Reports Ariella Bersan Mendonca
Profile Settings Sign Out
Approvals
00 00 00 /3 Acting as other user @
Requests Expense Statement | search by name or ID ‘ Q|
Reports Reports
Cancel
Cunanan DAanari~

Note: If you do not see the “Acting as other user” box, no one has made you a delegate

Step 2: Select/Click the Appropriate Individual, Click “Start Session”

Ariella Bersan Mendonca

Profile Settings Sign Out

~/2 Acting as other user @

[Walsh, Mary A | Q ‘

Cancel Start Session

Note: You will now be logged in as a Delegate and will be able to preview reports or prepare reports for the user
Support | Helpv

SAP Concur |C Expense
Acting as Walsh, MaryA ~ &?’

Northeastern University S L 00 02
Start a Upload Available Open
Report Receipts Expenses Reports
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Ending your Delegate session:

From the Concur “Home” Page

Step 1: Click on the drop down menu on the right side of your name

Support | Helpw

SAP Concur Expense
. Acting as Walsh, MaryA ~ &"

&'v Currently acting as Walsh, Mary A

Profile Settings Sign Out

/3 Acting as other user @

Search by name or ID ‘Q‘

COMPANY NOTES

End of Fiscal Year Processing Cancel
Concur expense reconciliations - All Concur Expense Report transactions dated prior to July 1, 2021 will be posted against your
and processed by Accounts Payable through end of work day, July 23, 2021. Reports received after July 23rd end of work day will

All Statement Report transactions dated prior to June 29, 2021 will be posted against your FY 2021 budget provided they are inclu
through end of work day, July 23, 2021. Reports received after July 23rd end of work day will be charged to your FY 2022 budget

Step 2: Click “Done acting for others” to return to your user account activity

Note: You will then be viewing your own Profile again.

Administration ~ | Help ~

CONCUR Requests Expense Approvals Reporting ~ App Center [}
Profile ~ -~

00 01 00 01

Required Authorization Available Open
Approvals Requests Expenses Reports

Hello, Kaitlin

Admin Notice:
Microsoft ending support for Internet Explorer 8 and 9
Following Microsoft's announcement, Concur will be discontinuing support of IE 8 and 9 on February 12, 2016.

Upgrade your company for a faster web
EXPEVELCES Talk with your IT department right away if your company uses IE 8 or 9.

Hide this message

35



NEU Expense Management CONCUR Training Session
Getting Help with Concur:
From within the CONCUR expense application, Click the “Help” option and Select the “Training” option.

Administration v | "Help +
Y

CONCUR Requests Expense Approvals Reporting ~ App Center Training

elp
Manage Expenses Process Reports Expense Administration Help
Tools Help

Request Help

Active Reports

Request Administration Help

Contact Support

- -

Click the © sign above Expense. Which will expand to display the available help topics.

(@4 CONCUR

Concur Training Site

|nteract|ve S|mu|at|°ns Northeastern University
e Welcome to the Concur training site!
Expense i
Click the links in the left menu to access interactive simulations that will help you fgr:tc;létteshons. proass
” to quickly learn the basics of booking travel, submitting your expenses, or creating ;
Introduction to Travel & Expense and managing requests. Each simulation takes about 5 - 10 minutes to complete. %‘%L;ihr}t;l;r:cl)rConc ot
e ) i You can also find these simulations by clicking Training from the Help menu in the g

Working with Receipt Store Concur system.

Activating E-Receipts
Updating Your Expense Profile

Creating a New Expense Report
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