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Creating an Expense Report

1. From your profile home page, select “Start a Report”.

SAP Concur Expense Reporting™ App Genter

SAP Concur + + 00 00
Start a Upload Available Open
Report Receipis Expenses Reporis

2. Enter datainto the fields for your Report Header. Fields with red asterisks (*) are required. The
“Report Name” field should reflect the travel month in which you are seeking reimbursement for
(example: January Travel). After you have entered your date, select “Create Report” at the bottom
right-hand corner.

Create New Report

0712712023 | | FINANCE / FACILITIES Boston - 75 Federal Street

inog?* @

None Selected v [ None Selected

Canc Create Report

Note: The Question mark besides a field name provides additional information about the field.

3. You will now have the ability to add expenses to your Expense Report. You can select the “Add Expense” button.

July Travel $0.00

Not Submitted | Report Number: 6E4QKQ

Report Details v PrinyShare ~  Manage Receipls ~ View Available Receipts [

Add Expense

No Expenses
Add expenses to this report to submit for reimbursement.
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4. Select the category that closely relates to the expense type

Add Expense x

0

Available Expenses | Create New Expense

| Search for an expense type

~ Recently Used
Public Transport
Remote Waork Equipment Stipend (FY23)
Personal Car Mileage
Office Supplies
Mobile/Cellular Phone - Stipend
A 01, Travel
Airfare
Airiine Fees
Car Rental
Hotel
A 02 Transportation
Bus
Parking
Personal Car Mileage
Public Transport
Taxi
Tolls/Road Charges

Train

Entering Personal Car Mileage

1. Under the “Transportation” category, select “Personal Car Mileage”.

Add Expense

0

Available Expenses | Create New Expense

| Search for an expense type

A Recently Used
Public Transport
Stipend (FY23)

Personal Car Milsage

J
Office Supplies

WMobils/Cellular Phone - Stipend
A 01. Travel

Airfare

Ailine Fees

Car Rental

Hote!
A 02 Transportation

Bus

Parking

Personal Car Milsage

Public Transport

Taxi

Tolls/Road Charges

Train
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2. Assoon as you select “Personal Car Mileage”, you will be prompted to enter your mileage into the
Mileage Calculator.

Nilszg Caleuistor x

SR p—
Waypoins

 —
o

Caleulste Route

A e i TOTALPERSONAL | TOTALBUSINESS.
fa .0M

0.0Mm

3. Enter the from address in field “A” and to address in field “B.” Once you have enter both
addresses, it will calculate the miles traveled. Suggested routes appear and can be selected if it
was the route traveled. It also shows the one way mileage.

Mileage Calculator

L) pwoid Tolls L swoid Highways |

Waypoinis -
E 75 Fedaral St 8th Floor, Soston, MADI |
7.0 MI &
[ Parsonal
M 6 Fleazant Streat, Malden, MA 02148, L|
®| | i
Calculate Route Make Round Trip
Directions
Suggested routes:
1-82 M 7.0 mi. About 18 mins f
1-82 M and Salem 5t 8.2 mi. About 21 mins|
I-83 M and Main 5t 8.4 mi. About 22 mins I

101 Federal 5t. Boston, MA 02110, USA |

7.0 mi. About 19 mins
1. Head north on Federal 5t toward Franklin 5t 0.1 mni |
r* 2 Tum right onto Milk St 115 ft

3. Tum right onto Congress 5t 0.3 mni
™ rg =]

<« ——
() Dedust e TOTAL PERSOMAL TOTAL BUSINESS
et Camr 0.0 MI: 7.0 Mij|
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Calculating Round-trip Mileage

If you made a round-trip, select the “Make Round Trip” link. The final address is added to field “C”. The additional
mileage is also added as well. You will see the total Round-Trip miles under the Turn by Turn directions. The amount
will be rounded to a whole number and added to your entry.

Mileage Calculator

' Awgid Tolls [ Aveid Highways

Waypoints -
-.| 75 Federal &1, Gth Floor, Beston, MA :'2|
7.0 MI
|| Personal
.l § Plaazant Straat, Maldan, MA 02148, L|
2.0M
[ Personal
-.l 75 Federal E2., 6th Floor, Boston, MADZ
Calculate Route
Mileage Calculator Directions

101 Federal 5t. Boston, MA 02110, USA
[ Awid Tolls [ Awoid Highways

7.0 mi. Apowt 19 mins 7

WA, e - E
Waypoints 1. Head north on Federal St toward Franklin St 0.1 mi
= - N N - r 2. Tum right onto Milk 5t 115t
| 75 Fderal 1., Gth Floor, Boston, MA0Z

] 7.0 M [ 2. Tum right onto Cangress St 0.2mi
.| § Cleazant Street, Malden, MA 02148 L| [ Persons + 4 Tum left onto Atlantic Ave 0.1 mi
L ake the Route ramp on the left to .4 mi

5. Take the Route 03 M he laft od4mi ™
@ | : 4

0 TGTAL PERSONALE  TOTAL BUSINESS

Calculate Route |Make Round Trip Deduct Commute o.0omMi 15.0 MI

Adding Multiple Trips

Enter the 3™ address into field “C”, and then select “Calculate Route” to update the total mileage.
The new total will now appear under the Turn by Turn directions. The amount will be rounded to a
whole number and added to your entry.

Mileage Calculator

[ aweid Tolis [ Awoid Highways
Waypoints -

@ 75 Federal 5., 6th Floor, Boston, MADZ
oM
[JPersona
6 Fleasant Street, Malden, MA 02148, L
184 M
[ Personsl
35 Cangrass Suest, Salam, MAQ1970,

@

l Calculate Route I“z{e Round Trip

Directions
101 Federal St, Boston, MA 02110, USA B
7.0mi. Aboust 19 mins

1. Head north on Federal Stioward Frankiin St 0.1 mi
[ 2 Tum right enta Milk 5t 15
2 Tum right onto Congress 5t 0.3 mi
4 4 Tum left onto Atlantic Ave 0.1 mi
% 5. Take the Route 83 N ramp on the left to 04mi 7
4 L3

oL rersonal]  Tora susivess |

[ Deduct Commute

0.0 MI 23.4 MI
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4. Select the “Add Mileage to Expense” button in the bottom right-hand corner.

Mieage C:

(S p——
Waypoints =1

“

>
TOTALPERSONAL ! TOTALBUSKESS (22
O educ Commuse

rom
Opensens
team
[SEESS
e T
Directions i
101 Federal St Bosion, MAQ2110, USA
oim
r2 e 8
P 3 Tom b 0am
o 4 TumEmono i oim
N 5. Take the Route 83 Nramp an the et o 0am >

0.0 MmI 23.4 M1 Gorgle

5 Wildife
Refge

Billeica

Midd!esex

s alle
Rese valof
%

5. The total distance and dollar amount will prepopulate in the “Distance: Amount” fields.

Distance *

Amount

23

14.26

6. You will now be able to enter the details for your Personal Car Mileage. Fields with

are required.

red asterisks

New Expense

Details Itemizations

& Mileage Calculator * @ Allocate

Expense Type ™

Transaction Date ©

Business Purpose *

Show Receipt ]

* Required field

Personal Car Mileage

v | | o7rer023

=)

| stte visit

From Lacation

75 Federal St , 6th Floor, Boston, MA 02110, US

To Location

35 Congress Street, Salem, MA 01970, US

Payment Type

Cash / Personal Card

Asccount

| None Selected

Save and Add Another [JRCROTH

Unit (Qnly for PCARD users) Activity Functian In State *
‘ None Selected v | ‘ None Selected v ‘ ‘ None Selected v ‘ | Yes v ‘
Comment
)
Distance = Amount Currency Reimbursemant Rates
USD 0.62 per mile
|23 1426 US, Dollar

Note: You will see the starting address and the ending address populate in the “From Location”and “To

Location” fields respectively.
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7. Once you are satisfied with the data entered, select either of the “Save Expense” buttons or the “Save and Add
Another” button if you want add another expense to this report.

New Expense

Details Itemizations

£ Mileage Calculator * @ Allocate

Expense Type *

Transaction Date *

]

Show Receipt ]

* Required field

Business Purpose *

[ sove copense | save ana naa anatner Icar\cel

Personal Car Mileage v [ 07126/2023| ‘ﬂ] | site isit |
From Location To Location Paymen: Tyoe Account

75 Federal St., 6th Floor, Boston, MA 02110, US 35 Congress Street, Salem, MA 01870, US Cash / Personal Card | None Selected ~ ‘
Unit (Gnly for PCARD users) Activity Function In State
‘ None Selected ~ | ‘ None Selected v | | None Selected ~ ‘ | Yes ~ ‘
Somment

4

Distance * Amount Gurrensy Reimbursement Ratzs
(23 1426 US, Dalar gEanseme

8. The saved entry will appear along with the totalamount of the reimbursement.

July Travel $14.26

Not Submitted | Report Number: 6E4QKQ

ReportDefails v PrintShare v Manage Receipls v

Add Expense

Delete Report | Copy Report | Submit Report

View Available Receipts [l

[J  Receiptll  PaymentType T Expense Type Tl Vendor Details T, Date = Requested Tl
m] Gash [ Persanal Gard Persansl Car Mileage o7i282023 51428
$14.26
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Entering a Non-Mileage Expense

1. Select the expense from the list of expense types.

Add Expense x

0 +

Available Expenses | Create New Expense

‘ Search for an expense type

Harking
Personal Car Mileage
Public Transport
Taxi
Tolls/Road Charges
Train
~ 03. Meals and Entertainment

Breakfast

2. Enter the data into the fields. Fields with red asterisks (*) are required.

New Expense -

Details Itemizations Hide Receipt E
@ Allocate
* Required fisld
Expense Type *
‘ Tolls/Road Charges v ‘
Transaction Date * Business Purpose *
[ MDYy =] |
Wendor Description * Payment Type *
‘ | [ casnPersonal Card v x
. . Add Receipt
Amount Currency
‘ | [ us. Doler “] Gick toupload or drag and & upload =
Valid fie fypes for uploa s,
U i per e
Account Unit (Only for PCARD users)
[ None Selected | [ None Selected v
Activity Function
‘ None Selected v ‘ ‘ None Selected v ‘
In State *
[Yes v | [ personai Expense do not remourse) @
Comment

Save and Add Another [JRRISH
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Attaching Receipts to a Non-Mileage Expense

NOTE: If a receipt cannot be provided:

A. Select the “Manage Receipts” drop down menu. Select “Missing Receipt Declaration.” A pop up box appears.

July Expenses $150.00

@ Returned | Report Number: JJZ1YV

Report Details v Print/Share »

Manage Attachments
Add Expense Missing Receipt Declaration

() Alerts?, Commentf, Receiptll PaymentTypetl

View Available Receipts [

Expense Type Tl Vendor Details TL. Date= Requested |

0O Ao =

Cash /Persenzl Card Remote Work Expenses (WFH) Staples 07/26/2023 $150.00

$150.00

B. Review the declaration and select the missing expense(s).

Create Receipt Declaration X

This is 3 valid business relsted expense for which | cannot provids & receipt.

To creste = Missing Receint Declaration, select the Expensas below that raquie 3 receiot

Expense Type Tl Vendor 1 Date = Amount T,

Remote Work Expenses (Wi

Staples 07/28/2023 3150.00

@ Tnisis 2 valid business reiated expense for which | cannot provide 3 receipt. | hereby ces

nd correct, were incurred by me in the
Gommonweslth. and conform fully with the GPGS Employee Travel Policy (Personnel Policy). | do under-

stand that a reimbursement may be denied at any time if | do not provide a receipt

Cancel

C. Select “Accept & Create.”

Create Receipt Declaration x

This is a valid business related expense for which | cannot provide a receipt

To create 3 Missing Receipt Declaration. select the expenses below that require a receipt

[¥]  Expense Typetl Vendor 1, Date = Amount 1|

(¥]] Remote Work Expenses (WFH) Staples 072812023 $150.00

9 ™™

aity of pe:

a valid business reiated expanse for
1jury that the amounts indicated a:
Commonweslth, snd conform fully with the Ci

S Empioyes Travel P
stand that 3 reimbursement may be denied at any time if | 4o not provide 3 recsipt

Cancel Accept & Create
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D. Itresolves the Alert and creates a declaration statement for the expense item(s).

July Expenses $150.00

@ Retumned | Report Number: JJZ1YV

Report Details ~ Print/Share ~ Manage Receipts w View Available Receipts []
Add Expense
(]  CommentT. Receipt?l PaymentTypeTl Expense Type 1L Vendor Details T, Date = Requested T}
O -] @ Gash | Persanal Gard Remote Wark Expenses (WFH) Staples 07/26/2023 $150.00
S—
$150.00

3. Attach a copy of the receipt, select the “Add Receipt” button.

New Expense Cancel

Details ltemizations Hide Receipt 5]

@& Allocate
* Required field

Expense Type ™

| Tolls/Road Charges ~ |
Transaction Date * Business Purpose *
| 072612023 | | sie Visit |
Vendor Description * Payment Type *
| E-zPass || CashPersonal Card ~| —
. . Add Receipt
Amount Currency
| 2.00 ‘ ‘ US. Dollar - | Click to upload 2 new receipt.
. Valid fiie tyoes for upload are .png. jog. .jpeg. .pdf. .tif or tiff.
SMS limit per file
Account Unit (Only for PCARD users)
| None Selected ~ ‘ ‘ None Selected ~ |
Activity Function
| None Selected v ‘ ‘ None Selected ~ |
n State *
| Yes v ‘ [] Personal Expense (do ot reimburse) @
Comment
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4. If the receipt has already been uploaded, click the “Attach” icon.

Aftach Receipt

Drag and drop files to upload a new receipt. Valid file types for upload are .png. .jpg. .jpeg. .pdf. .tif or tiff.

[ © Upload New Receipt ]

Test META Ticket 07252023 pdf Toll - 07262023 . pdf
Uploaded: 07/28/2023 10:00 AM Uploaded: 07/28/2023 8:52 AM

rd

5. If the desired receipt is not listed under “Attach Receipt”, select the “Upload New Receipt” button to

locate the file on your computer. Once you have located the file, select the file and then select
”Open”,

@ Open X
« v 4 [ ThisPC » Deskiop > Receipts v | © | O SearchReceipts
Organize »  New folder Ev M @
& OreDiive A Name Date modified Type Size
B Thi pC Test META Ticket 07252023 2/28/202312:53 PM Adobe Acrobat D... 85 KB
= This
= Test MBTA Ticket 2/28/202312:53 PM Adobe Acrobat D... 85 KB
P 30 Objects Toll - 07262023 Adobe Acrobat D... 33KB
I Desktop
Documents
& Downloads
D Music
= Pictures

. RS (docushare-rcg)

B Videos

‘ia Local Disk ()

= djee (\CPCS-SAL-FS02\Private_Counsel) (H:)
= Accounting (\\epes-SAL-fs02) (1)

= Private_Counsel (\\CPCS-SAL-FS02) (L)

File name:

~ | Custom Files

s
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6. Once the file has been uploaded successfully, it will appear in the receipt section of the New Expense entry. Make
sure your receipt image is clear and legible.

New Expense e ([

Details Itemizations. Hide Receipt ]
@ Allocate
R 1/ - + | ® LA

Requiras field
Expenze Type ” o
| Tolls/Road Charges v ‘

Ton.§200

Transaction Date * Business Pumose *
| 0712672023 | | Sie Visit |
Vendor Description * Payment Type *
| E-ZPass | ‘ Cash / Personal Card - ‘
Amount * Currency *
| 200 | us. Dolar |
Acsount Unit (Only for PCARD users)
| None Selected ~ | ‘ None Selected - ‘
Activity Function
| None Selected v | ‘ Mone Selected > ‘
n State =
| Yes ~ | [ ] Persenal Expense (ge not reimourse) @
Comment

‘I Remove I
l

Note: If you need to remove the receipt, select the “Remove” button below the image of the receipt.

7. If you are satisfied with the data entered, select one of the “Save Expense” buttons. If you would like
to add another expense to this report, select the “Save and Add Another” button. If you would like to
cancel this entry, select one of the “Cancel” links.

New Expense
Details Itemizations Hide Receipt  [F]
@ Allocate -
R 171 - + | L )

Required fiels
Expense Type * -
| TollsiRoad Charges ~ |

Tanm
Transacton Date * Business Purpose *
| 071262023 | | SiteVist |
Vendor Description * Payment Type *
| Ezpass || Cash/Personal Card v
Amount * Cumrency *
| 200 | | us, Dollar v
Aocount Un (nly for POARD ussrs)
| None Selected v| | None Selected |
Aoty Functon
| None selected v| | None Selected |
" State *
[ ves V| [ Personal Expense (do not reimourse) @
Comment o
Remove
)
o
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8. Alternatively, you can drag and drop files into the Add Receipt section. Your browser should not be maximized.
Select the file you would like to upload. Drag and drop it to the Add Receipt section in Concur. You should see
the section change and “Drop receipt” appear. Once dropped, it will upload the file and display the receipt. Make
sure your receipt image is clear and legible.

- x v
o Expense - New Expense x o+ aox
(%)
< c a /e '31F93739906943478E TOLLSexpCo.. @ 12 % O &
N ~ < t A PCS @9 CPCSITHelpDesk (@) n @ Officeofthe Compt.. J) MS { C
L Test WA ket 07252023 5K8 T . [——
Test MBTA Ticket 5k8
7B Tou- 07262023 33K
P
<) () New Expense e ([
Detais temizations -
@ Alocate H
requrearefl | |
Exense Type * }
[ TollsRoad Charges N I }‘“
: PDF
Trvsacten oxe - Susiess Purpose © |
(0282023 m| [stevist : o]
Vendor Descrpton * PaymenType * |
(Ezpass | [(Cash  Personal Cara .
Amount Curensy * ;
H Drop receipt
| 200 | | us.Dolar v
Ut (ony or POARD users)
ounse) () [ None Selected «] [ None Selected v
Aty Functon
[ None setected ~| | None Setected ~
[ Yes v Personal Expanse (60 ot reimburse) @
Comment
4
Shoms | st 2710 [E6l SAD SAP Concur [C] §

New Expense
Details. Itemizations Hide Receipt 5]
@ Allocate
" 171 - + O 3 B

Required field
ESxpense Type * -
‘ Tolls/Road Charges ~ |

Ton- $200
Transaction Date * Business Purposs *
| 0712612023 M| | SiteVisit |
Vendor Description * Payment Type =
‘ E-ZPass | ‘ Cash / Personal Card v |
Amount * Currancy *
200 | | us. Dollar ~|
Account Unit (Qnly for PGARD users)
‘ MNone Selected v | ‘ None Selected v |
Activity Funetion
‘ Mona Selected v | ‘ None Selected v |
in State *
‘ Yes ~ | || Persenal Expense (de not reimburse) @
Comment -
Remove
Y

Save and Add Another Cancel
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9. You will now see the saved expense listed under the “Expenses” Column, along with the updated
total.

July Expenses $2.00

Not Submitted | Report Number: JJZ 1YV

Report Details « Prin/Share Manage Receipis «

Add Expense

iew Available Receipis []

[  Receipt?, PaymentTypeTl Expense Type T Vendor Details T} Date = Requested T
J D Cash / Personal Card Tolls/Road Charges E-ZFass 07/26/2023 3200
$2.00

Submitting your Expense Report

1. If you are satisfied with your expense entries and total amount, select “Submit Report” in the upper
right-hand corner. If you would like to delete your report completely, select “Delete Report”.

—_—
July Expenses $2.00 Copy Reporl | Submit Report

]

Not Submitted | Report Number: JJZ1YV

Repori Defails w  PrintShare hlanage Receipls v

Add Expense

View Available Receipis []

[ Receipt’i Payment Type Tl Expense Type L Vendor Details 1L Date = Requested 1L
O |:| Gash / Personal Card Tolls/Road Charges E£-ZPass 07r2612023 s2.00
§2.00

2. It will show a final summary of your expenses. Confirm you're the totals are correct and select the “Submit Report”
button.

Report Totals x

Company Payments

$2.00

Employee

Employee Payments

3

50.00

Company

Amount Total Dus Employes Qwed Company.

52,00 5200 50.00

Requested Amount Total Paid By Company Total Owed By Employee
s2.00 s2.00 s0.00

Cancel Submit Report
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3. You will receive a confirmation that your report has been submitted successfully. Select the “Close” button to
close the message box.

Report Status X

QRepor‘t Submitted

July Expenses £2.00

=

4. Your submitted report will now appear under “Active Reports”, pending the approval of your
Supervisor.

Manage Expenses

REPORT LIBRARY @ view- [ sstive Repors + | [ © Create New Report
July Travel July Expenses
07/28i2023 o7iza/z022
$14.26 $2.00

Not Submitted Due Emplayee:
52.00

Submitted

Submitted & Pending Approval
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Appendix

Recall a Report

1. You can recall a submitted report so that you can make corrections. The report will still have to be
pending the approval of your Supervisor in order for you to complete this task. Select the report that
you would like to recall under “Active Reports”.

Manage Expenses

REPORT LIBRARY @ vier]| Active Repors "I [ © Create New Report
July Travel July Expenses
077262023 o7I28/2022
$14.26 $2.00
Not Submitted Due Emplayze:

52.00
Submitted

Submitted & Pending Approval

2. Select “Recall” in the upper right-hand corner.

July Expenses $2.00 T e

Submitted & Pending Approval | Report Number: JJZ1YV

Report Details « Print/Share « Manage Receipls w

Receipt?] Payment Type T} Expense Type T, Vendor Details T} Date = Requested T}
Cash / Personal Card Tolls/Road Charges E-ZPass 07/26/2023 §2.00
$2.00

3. Confirm that you would like to recall the report by selecting the “Yes” button.

Confirm

A Are you sure you want to recall this report?
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4. Once the report has been successfully recalled, you will be able to add/delete/edit entries. You will
then have to resubmit the report for approval and processing.

enses $2.00
Returned | Report Number: JJZ1YV

Report Details « Print'Share ~ Manage Receipis «

Add Expense

(] Receipt 7l  Payment Type T,

(] [I Cash / Personal Card

Delete Reporl Copy Report Submit Report

Expense Type 1L Vendor Details T,

Tolls/Road Charges E-ZPass

View Available Receipts []

Date = Requested 1

077282023 §2.00

$2.00

Manage Expenses

REPORT LIBRARY

July Travel
07/2812023

$14.26

| Returned |

Sent Back to Employes
I A r

If a report has been returned/rejected by your Supervisor, it will appear under “Active Reports” in the Report Library
section. You can click the report and make any corrections as needed. Once you make all necessary corrections, you

Returned/Rejected Expense Report

will then have to resubmit the report.
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