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1. Log into Concur and select Request.

SAP Concur E Requests Travel Expense
UNIVERSITY OF
SOUTH ALABAMA

Hello, Manuel

2. Click “Create New Request”.

SAP Concur [C] | Reauests = Travel  Expense Invoice

Manage Requests

Manage Requests  vew

Create New Request

3. Complete all required fields of the Header. Required fields are marked with a red asterisk. Then click Create.

Approvals

Reporting ~ App Center Locate

+ 00

App Center

THERE ARE NO ACTIVE REQUESTS
Q Click Create New Request to create a new request

Required
Approvals

Administration ~ |

00 00

Authorization
Requests

Available
Expenses

Help ~

Profile ~ &

00

Open
Reports

Create New Request

\ Y v ‘ (4300) Public Service

‘ Y v ‘ Search by Code

Additional Information

Who will cover teaching and admin duties? List courses covered

Request/Trip Name * Request/Trip Start Date * Request/Trip End Date *

\ | | MmpDrYYYY ‘ | | MmDDYYYY ‘ |
Request/Trip Purpose * Conference/Event Name Trip Type *

‘ None Selected v | ‘ ‘ ‘ None Selected v ‘
Destination City * Main Destination Country Division * [1]
‘ @ v | ‘ Y v ‘ (40) Academic Affairs Colleges ‘
Division 2 * ® oo~ ®@ rud* (4]
‘ Y + | (41) College of Allied Health | ‘ Y v ‘ (410001) Allied Health General ‘ ‘ Y v ‘ (170042) Microbiology Diagnostic Services ‘
Program * @  Adivity

»

4. Then click Add and add each expected expense to your request one by one. Example below was a search for hotel.

Travel

SAP Concur

Requests Expense

Manage Requests

Orlando $0.00 @

Not Submitted | Request ID: 64QP

Request Details v Print/Share v Attachments v

EXPECTED EXPENSES

hot

“01. Travel Expenses

Hotel Reservation

1|Page

Invoice App Center

/b Expected Expenses

ected Expenses to submit Request

ceneel

Support | Help~

Profile ~ &

Copy Request Submit Request




5. Select your expense and complete the required fields as indicated by the red asterisk next to the field name and
click Save.

New Expense: Hotel Reservation e s |
* Required field
Check-In
Date At City *
\ MM/DD/YYYY ‘ \ \ hh:mm A ‘ ® ‘ ‘ @ v ‘ Orlando, Florida
Detail *
‘ Hilton ‘
Check-Out
Date At
MM/DD/YYYY ‘ \ | hhmm A ‘ ®© \
Comment
‘ ¥,
Amount * Currency *
1,200.00 | Us, Dollar ‘ v \

e

6. Once you click Save you will see the expected expense added to your request. Follow steps 4 & 5 until you have
added all of your expected expenses.

Support | Help~

SAP Concur Requests Travel Expense Invoice App Center oro o
rofic ~ o

Manage Requests

Orlando $1,200.00 i Copy Reauest

Not Submitted | Request ID: 64QP

Request Details v Print/Share Attachments v

EXPECTED EXPENSES

a Expense type Details Date = Amount Requested

(m] Hotel Reservation Orlando, Florida 10/19/2021  $1,200.00 $1,200.00

Estimated Total: $1,200.00

7. After you have added all of your expected expenses click Submit Request. If you need to allocate, assign multiple
funding sources to this request, please see the following pages concerning allocations.

Support | Help~

SAP Concur Requests  Travel  Expense  Imvoice  AppCenter °
Profile +
-

Manage Requests

Orlando $2,270.00 @ -

Not Submitted | Request ID: 64QP

Request Details v Print/Share v Attachments v

EXPECTED EXPENSES

O  Expense type Details Date = Amount Requested
0  Hotel Reservation Orlando, Florida 10/19/2021  $1,200.00 $1,200.00
[m] Taxi 10/19/2021 $60.00 $60.00
O Air Ticket Mobile (MOB) - Orlando (MCO) : Round Trip 10/19/2021 $950.00 $950.00
O  Baggage Fees 10/19/2021 $60.00 $60.00

Estimated Total: $2,270.00
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NOTE: If you need to allocate any expense to funding sources other than the one you entered on the header (the first screen
when you created the request), then follow steps 8-14. The following steps, 8-14, are applicable to Allocations only. If you do
not have any allocations, then you do not need to complete these steps.

8. To allocate an expected expense select the expense the click Allocate.

Support | Helpv
SAP Concur Requests  Travel  Expense  Invoice  App Center - °
Tofile v
[

IManage Requests

Or\ando $2,27000 ﬁ Copy Request

Not Submitted | Request ID: 64QP

Request Details v Print/Share v Attachments v

EXPECTED EXPENS

©  Expense type Details Date = Amount Requested
Hotel Reservation Orlando, Florida 10/19/2021  $1,200.00  $1,200.00
0 Taxi 10/19/2021 $60.00 $60.00
O Air Ticket Mobile (MOB) - Orlando (MCO) : Round Trip 10/19/2021 $950.00 $950.00
O  Baggage Fees 10/19/2021 $60.00 $60.00

Estimated Total: $2,270.00

9. Select whether you wish to allocate by Percent (default) or by Amount.

Allocate x Funding
Expenses: 1 $1,200.00
source
Percent Amount
from the
$1,200.00 100% 0%

header

Default Allocation

Cod —
-41-410001-170042-4300 100

No Allocations
“This expense s assigned to your default allocation shown above. Click the allocate button to allocate partor al of tis expense diferently.

10. After you have selected Percent or Amount click Add.

Allocate x
Expenses 1 $120000

Percent Amount

nnnnn Alocated $120000 ©Remanng $0.00

Amourt
$1,200.00 100% 0%
Default Allocation

percant%

cote
40-41-410001-170042-4300 100

=

No Allocations
This expense is assigned to your defaul alocation shown above. Click the allocate button to allocate partor alof this expense differently.
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11. Complete the required fields and click Add to List or select from your Favorite Allocations tab (see Saving an
Allocation as a Favorite on page 5 of this manual).

Add Allocation X
+ *
New Allocation Favorite Allocations

* Indicates required field

Division * o Division 2 * o
| Y ~ | (17) Finance and Administration | ‘ T v ‘ (172000) University Accounting/Cor ‘
Org * o Fund * o
(T ‘ (172800) PCard and Travel Service |~ ¥ ‘ (110000) University \
Program * B Activity

| h ‘ (4600) Institutional Support | ‘ Y - ‘ Search by Code ‘

Cancel ’ Add to List

12. Key the percentage or amount you wish to apply to this funding source.

Allocate x

Expenses: 1 $1,200.00

Percent Amount

Allocated $1,200.00 © Remaining 50.00

t
$1,200.00 100% 0%
Default Allocation

Percent %

code
40-41-410001-170042-4300

O  Division Division 2 org Fund Program Activity  Code = Percent %
O Finance and Administration  Finance and Administration  Office of VP Fin and Administration  University Institutional Support 17-17-170000-110000-4600
O Academic Affairs Colleges  College of Allied Health Allied Health General Microbiology Diagnostic Services  Public Service 40-41-410001-170042-4300

“ Caneel

NOTE: Concur will automatically calculate the remaining to apply to the funding source keyed on the header.

13. If you need to add more funding sources repeat steps 10-12 for each new funding source.

14. After all funding sources are added click Save. On your report you will see “Allocated” under the
Requested amount.

[m] Expense type Details Date = Amount Requested
1,200.00

O Hotel Reservation Orlando, Florida 10/19/2021  $1,200.00 5,
Allocated
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SAVING AN ALLOCATION AS A FAVORITE

After entering your desired funding sources into the allocation in step 12, (pg. 4) you can click Save as Favorite give it
a name and save. It will then be available under the Favorite Allocations tab the next time you need to allocate to
the same funding source(s) as the favorite you saved.

Add Allocation

-+ *

Mew Allocation Favorite Allocations
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