CES Quick Reference Guide - Concur

Create and Submit a Monthly Mileage (MM) Travel Expense
Report

Procedures to create and submit a monthly mileage (MM) travel
expense report. Reports will be routed to the appropriate
supervisor and business officer for review/approval via Concur
workflow.

Procedures

From the Concur
launch page, click on oA Concur ] reqws
the "+ New” and

T T University of
select “Start a K Kentucky: i 00 00 00 00
New Required Authorization Available Open
n” Hello, Tina Approvals Requests Expenses Reports
R e p o rt . o, Tin @ PP qu P P
Start a Request
TRIP SEARCH ALERTS

Start a Report

County extension employees in Field Programs are not
required to submit a travel request for normal monthly
mileage travel reports.
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Report

The Create New
Report screen will
open.

Complete the
required fields.
Required fields are

marked by a red (*).

Be sure to scroll
down to view all
fields on the Create
New Report Screen.

Complete the
required fields with
the travel
information.

ppppppp

Tiip Name * Tiip Start Date * Trip End Date *

MMDDYY-MM.-Initials-Other 08/01/2020 =] |083112020

10. Agriculture Ext-County Travel v Domestic

Jated RequestExpense Report Does this trip nclude personal travel? *

Cost ObjectType * ©  CostObjectiD*
Y v | (CC) Cost Center Y v | (1013250001) BATH - CES INCOME

led here. Notes to supervisor, budget office, fiscal

;;;; o @  statstcnl Ot
Y- A

led here. Notes to supervisor, budget office, fiscal contact, other, etc

The following Create New Report fields are required:

e Policy: To create a Concur Travel Expense Report, choose the
“General Travel Policy”

Trip Name: See Travel Report Naming Conventions QRG
Trip Start Date: First date of the month.

Trip End Date: Last date of the month.

Business Destination: Enter “"See monthly mileage log”

Trip Purpose: Choose the correct trip purpose from the

dropdown menu.
Trip Purpose *

10. Agriculture Ext-County Travel v

None Selected

01. Advancement/Fundraising

02. Capital Construction

03. Conference/Workshop - Participant
04. Conference/Workshop - Speaker
05. Group/Team Travel

06. Meeting/Collaboration

07. Other Travel

08. Recruiting

09. Research/Teaching
10. Agriculture Ext-County Travel

11. Agriculture Ext-Professional Improvement

Note: For Field Staff Monthly Mileage travel use Trip Purpose
“10” for county travel or "11"” for professional improvement.
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Trip Type: Choose Domestic or International from the dropdown
menu. Typically "Domestic”.

Traveler Type: Choose the correct traveler type from the
dropdown menu. Typically “Employee”

Does this trip include personal travel?: Choose “"No” or “Yes”
from the dropdown menu. This should be *No” for monthly
mileage travel reports.

Personal Dates of Travel: This field will become mandatory if
“Yes” is selected on the previous field. Include the dates of the
personal travel included with the business trip.

Cost Object Type: Choose Cost Center, WBS, Fund or Internal
Order. *County Monthly Mileage is Cost Center

Cost Object ID: Enter the appropriate cost object for the report
header. *County Monthly Mileage should be your county cost
center (101325XXXX — County Name).

Fund: The fund will be required if a cost share WBS element was
entered in the Cost Object ID field. Choose an allowable fund.
Otherwise, leave this field blank.

Other fields that may need to be populated but are not required by
Concur on the Report Header:

Additional Information: Enter the business purpose for the travel
expense report. Enter "Monthly Mileage Report for employee
name” and include any other pertinent information unique about
the travel for that month (state fair, staff meeting, carpool,
justification for unusual mileage amounts, etc).

Related Request/Expense Report: If other expenses related to
this travel are on another expense report, it is optional to use
this field to track those expenses for future reporting.

Statistical Order: Enter the appropriate statistical internal order
for this travel expense report. *Blank for county mileage log
Comments To/From Approver/Processor: Add any additional
comments or explanations necessary for the review/approval of
this travel expense report. *Please add comments as necessary
Claim Travel Allowance: If meal per diem needs to be paid for
this report, be certain to select the radio button for “Yes, I want
to Claim Travel Allowance”. *If no per diem, skip to page 7
after you click Create Report in bottom right corner.




CES Quick Reference Guide - Concur
Create and Submit a Monthly Mileage (MM) Travel Expense

Report

To claim meal per
diem, click the radio
button for “Yes, I
want to Claim Travel
Allowance”.

Click Next.

Concur will open to
the Travel
Allowances for
Report screen.

The default is to
Create New
Itinerary.

Enter the Departure
City, Date and Time.
Enter the Arrival

City, Date and Time.

NOTE: When
searching for a city
and state, the state
abbreviation cannot
be used.

Click SAVE.

nnnnnnnnnnn

Note: For Extension, you may need to search for the county
name if the specific city cannot be located in the system.
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Complete the =T
itinerary be entering |
the data for the trip
home.

usasa

Enter the Departure
City, Date and Time.

Enter the Arrival
City, Date and Time.

Click Save. —
The itinerary :
information will be
displayed and can be
modified if changes
are needed.
Click Next.
=

The Travel :
Allowances for
Report will display
the itinerary once
again and allow for
the itinerary to be
edited. If the
itinerary is correct,
click Next.

[ cpovee | rei- ]
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The per diem
allowance will be
displayed for each
day.

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

s

Click box for each
meal provided and
the per diem
allowance will be
reduced for those
meals.

Click Create
Expenses.

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

2700

The travel expense
report will be
created and
populated with the
daily per diem
allowances.

Manage Expenses

Aug 2020 Mthly Mileage $99.50

O Returned | COMMENT - Christian Shotwell: i chang...  View Report Timeline

Report Details v Print/Share v Manage Receipts v Travel Allowance w

Add Expense

(0 Alerts Receipt Payment Type Expense Type Vendor Details Date v Requested
O 6 Paid by Employee Personal Car Mileage 08/31/2020 $57.50
0 Paid by Employee Daily Allowance Burlington, Kentucky 0817/2020 $27.00
0 ﬂ Ag - Paid by County Travel Registration Fees 08/03/2020 $15.00

$99.50

Note: For any local travel per diem allowances, the traveler
must include comments on the Daily Allowance expense details
screen to document the starting location, ending location and
distance traveled.
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For any local travel
per diem allowances,
the traveler must
include comments on
the Daily Allowance
expense details
screen to document
the starting location,
ending location and
distance traveled.

Click on Daily
Allowance expense

type.

Enter comments on
daily allowance
expense details
screen.

Save expense.

Manage Expenses Screen:

Manage Expenses

092820 DT TMW NashvilleTN $41.25

Submitted & Pending Supervisor Approval

Report Details v Print/Share w Manage Receipts w  Travel Allowance w

Aleits  Receipt Payment Type Expense Type Vendor Details

[+~ ] Paid by Employee Daily Allowance Scolt County, Kentucky

Details Screen:

Manage Expenses

Daily Allowance $41.25 @

09/28/2020
Details

@ Allocate

Expense Type

Daily Allowanc&

Transaction Date

09/28/2020

Trip Purpose * Traveler Type * Additional Information
086. Meeting/Collaboration v 01. Employee v
Payment Type Amount Currency
Paid by Employee 41.25 uUs, Dollar
Related RequestExpense Report @ Comment

Copy Report Recall Report

Date ~ Requested
09/26/2020 $41.25
$41.25

Show Receipt E

* Required fisld
Trip Type *
Domestic v
City of Purchase

Scott County, Kentucky

Transaction ID

If no per diem you
should see the
following screenshot.

Click Add Expense.

N
Aug 2020 Mthly Mileage $0.00 @

Not Submitted

Report Details v Print/Share w Manage Receipts v Travel Allowance w

No Expenses
Add expenses to this report to submit for reimbursement

Submit Report
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The Add Expense
window will appear.

The Available
Expenses tab
contains transactions
on your own procard
that are pending
allocation and review

on a report. *Not used
by county employees in
Field Programs.

To add a procard
transaction(s), click
the check box next
to each transaction
to be added to the
travel expense

report. *Not used by
county employees in
Field Programs.

Add Expense

0 +

Available Expenses Create New Expense

b

~ Recently Used
Travel Registration Fees
Personal Car Mileage
Parking
Hotel
~ 01. Travel & Transportation Expenses
Airfare
Car Rental
Hotel

Hotel - Group

To enter monthly
mileage scroll down
to

03. Personal Car Mileage.

Click on Personal Car
Mileage.

Add Expense

0 +

Available Expenses Create New Expense

10IS/KVEU LTdIges
Travel Visa Fees

~ 03. Personal Car Mileage
Personal Car Mileage

~ 04. Food & Entertainment
Business Meals <10 Attendees
Business Meals 10 or More Attendees
Fundraising Activity
Tickets

~ 05. Other Expenses

Exception Purchase
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Click Cancel in _— .

bottom right corner : - o ey

when you see this e

mileage calculator. 5 e G LI o
®“ Q v

cccccc
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Concur will display
the transaction
Details tab.

Review and modify
the data in all fields
if necessary. Be
certain all fields
denoted with a red
(*) are populated.

Transaction Date -
should be last day of
travel for the month
and/or match last day of
travel in KERS monthly
mileage log.

From & To Location
should read “See KERS
Mileage Log”

Add Additional
Information or
Comments to
provide the business
purpose of the
transaction.

Vehicle ID - ensure
system is using the
“Federal Rate”. This
is assigned in your

profile settings.

Distance should
match KERS monthly
mileage log.

Manage Expenses

» ) Personal Car Mileage $129.38 i

08/31/2020
Details Itemizations
2. Mileage Calculator ® Allocate

Expense Type *

Personal Car Mileage

Trip Purpose * Traveler Type
10. Agriculture Ext-County Trav v 01. Employee
To Location * Payment Type
See KERS Mileage Log Paid by Employee

Comment

See KERS monthly mileage log attached

View Report Timeline

Tina Ward 09/08/2020

See KERS monthly mileage log attached

Vehicle ID * Distance to Date
FEDERAL RATE v 0

Amount Currency
170 20 11 Nallar

Transaction Date *

08/31/2020

Additional Information

KERS

Transaction ID

Distance *

225

Reimbursement Rates:
0 and above — USD 0.575 per mile

Show Receipt [

* Required field
Trip Type *

Domestic v

From Location *
See KERS Mileage Log

Related Request/Expense Report @

Number of Passengers

0

10
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Click on Allocate to
review/modify the
allocation for this
expense.
*Save and Skip to
page 13 if no
allocation

The Allocate window
will open.

*Rarely used by county
employees in Field
Programs. May be used
for state fair
assignments.

Expenses can be
allocated by Percent
or Amount. Click the
correct option for the
allocation.

Click Add to add a
new allocation.

eeeeeee
$129.38

CC-1013250001

No
abo

Allocations

100

11
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On the Add

Add Allocation @

Allocation window,
select the Cost
ObJeCt Type and % New A-It;ca'lon FavOI'II@:OCﬁ‘IOHS
Cost Object ID for I ‘
the new allocation. * Required field

Cost Object Type * ©
Click Add to List. ¥ v | (CC) Cost Center

Cost Object ID * (4]

Y v | (1013250001) BATH - CES INCOME

Fund (5]
Y~

Statistical Order

Y~
Add the allocation e
percentage or EC—
amount to the new
a”ocatlon_ Tab out Of 1013250001 -
the field to see the i ==
allocation calculate. S T .

Click Save.

12
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Concur will return to
the expense Details
tab.

*Start here if you
skipped allocate
process.

You can hide or show
receipt in top right
corner under Save
Expense.

Show Receipt B

N

Next, add an
attachment by
clicking on the red
(+) Attach Receipt
Image.

8/31/2020
Details Itemizations
¥, Mileage Calculator @ Allocate

Expense Type *

Personal Car Mileage

Trip Purpose *

10. Agriculture Ext-County Trav v

To Location *

Work

Comment

> ) Personal Car Mileage $129.38 i

Transaction Date *

v 08/31/2020
Traveler Type Additional Information
01. Employee v KERS

Payment Type

Transaction ID

Paid by Employee

See KERS monthly mileage log attached

View Report Timeline

Tina Ward 09/08/2020
See KERS monthly mileage log attached

Vehicle ID *

FEDERAL RATE v

Amount

129.38

Conce

Distance to Date

0

Currency

US, Dollar

Distance *
225

Reimbursement Rates:

0 and above — USD 0.575 per mile
Rate Per Passenger — USD per mile

Fhow Receipt ]
* Required field
Trip Type *
Domestic v

From Location *

Work

Related Request/Expense Report @

Number of Passengers

0

The Attach Receipt
window will appear.

If any receipts have
already been
uploaded to Concur
they will appear.
Otherwise, click on
Upload Receipt
Image to upload an
attachment from
your computer.

Note — 5MB limit per
file upload.

Attach Receipt

[+

Upload Receipt
Image
SMB limit per file

Example Attachment.pdf
Uploaded: 7/30/2020 5:37 PM

Attach View

Close

13
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The file upload
window will appear.
Locate the file on
your computer, click
on the file and click
Open.

Note: Locate your
scanned and
sighed KERS
mileage log and
add as a receipt.

@ File Upload

A E » ThisPC » Documents »

Organize + MNew folder
A
[ This PC Name
J 3D Objects Managing Account Form-7748
I Deskiop Managing Account Form-8571

Wire Transfer-JJP Enterprises 07-30-20

|5 Documents
1901746312

¥ Downloads 1901746310

b Music 5108258173-5101336217

=] Pictures 1901746307

B Videos Wire Transfer-Carvel 07-29-20

i, Local Disk (C) Example Attachment

= apS (Vuk-oct.a PO 4500080572-WES 4217511300-GL 5301...

= apmgmts (uk- PO T500232640-WBS 4102521000-GL 5600...
PO 7500212768-WES 4102523000-GL 5600...

= procards Muk-c PO T500245046-WBS 4102530000- GL 560...

& iris (nemo.ad.t PO 4500080976-WES 4217511300-GL 5301...

= uky (nemo.ad. Wire Transfer-Commonweslth of Kentuc...

Date modified

1212 PM

125 PM
12:24 PM
122 PM

Type

Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...

Adobe Acrobat D...

File name: |ExampIeAttachment

- ‘ All Supperted Types -

x
Search Documents
=~ O @
A
v

The Attach Receipt
screen will appear
while Concur is
uploading the receipt
and saving it to the
transaction.

This might take a
few moments to
load.

Attach Receipt

Close

14
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Once the attachment
is uploaded, the file
will open. Review to
be certain the
correct attachment
was added to the
expense.

Close the file by
clicking on the X in
the top right corner.

If this doesn’t open
it will show up in the
receipt box.

CCC17E47ERAEIDB5S0760CODE4D 11668, pdf - Adobe Acrobat Pro DC
File Edit View Sign Window Help

Home Tools CCCI17EATEGAE3D.. %

e D = Q 10 59.3%

Travel Request for Pilot Program

=

L O |
- - a2 =

v

[ J
)

M & &

3

»

34CFFD1FO40ESCE1C0657... 1
* Required field

/1 (CHE S ]

lloyee

{Expense Report @

4 Aug2020miles.pdf

Detach

Uploaded:09/08/2020

Append

15
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The attachment is
now saved to the
expense.

If the wrong file was
uploaded, click
Detach and repeat
the attachment
process, selecting
the correct file.

When the expense
information is
complete and
correct, click Save
Expense.

Details Itemizations

2. Mileage Calculator @ Allocate

Expense Type *

Personal Car Mileage

Transaction Date *

08/31/2020 B

Trip Purpose *

10. Agriculture Ext-County Travel v

Additional Information

KERS

To Location *

Work

Transaction ID

Comment

See KERS monthly mileage log attached

Trip Type *

Domestic

Traveler Type

01. Employee

From Location *

Work

Payment Type

Paid by Employee

Related RequestExpense Report @

* Required field

View Report Timeline

Tina Ward 09/08/2020
See KERS monthly mileage log attached

Hide Receipt [

Aug2020miles. pdf

Detach

Uploaded:09/08/2020

Append

Concur will return to
the expense report.

To add another
expense, click Add
Expense.

Manage Expenses

Aug 2020 Mthly Mileage $171.38 @

@ Returned | COMMENT - Christian Shotwell: i chang

Report Details w | Print/Share v Manage Receipts v Travel Allowance v

Add Expense

[J Alerts Receipt Payment Type
O &3

Paid by Employee

0 Paid by Employee

Expense Type

Personal Car Mileage

Daily Allowance

View Report Timeline

Vendor Details

Burlington, Kentucky

Date v

08/31/2020

08/17/2020

Requested

$129.38

Allocated

$27.00

16




CES Quick Reference Guide - Concur

Create and Submit a Monthly Mileage (MM) Travel Expense

Report

The Add Expense
window will appear.

Click in the Search
for an Expense Type
field or scroll down
to search for the
Expense Type to be
added.

Click on the Expense
Type.

Add Expense

11 +

Available Expenses Create New Expense

Add Expense

0 <+
Available Expenses Create New Expense

registration

~ Recently Used
Travel Registration Fees
~ 01. Travel & Transportation Expenses

Travel Registration Fees

17
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The New Expense
will open to the
expense Details tab.

Be sure to review
and complete all
required fields.

NOTE: Many fields
will autocomplete
from the report
header. Other fields
such as Transaction
Date, Vendor Name,
Payment Type,
Amount and
Currency are
transaction specific
and will need to be
completed for each
expense not charged
to the procard.

NOTE: The business
purpose needs to be
added to the
Additional
Information field or
the Comment field.

New Expense

Details Itemizations

@ Allocate

Expense Type *

Travel Registration Fees

Trip Purpose * Traveler Type *

10. Agriculture Ext-County Trav v 01. Employee
City of Purchase Payment Type *

@ v Ag - Paid by County
Transaction ID Relatec Request/Expense Report @

Save and Add Another Cancel

Bhow Receipt []

* Required field

Transaction Date * «Trip Type £
08/03/2020 E Domestic
Additional Information Vendor Name

District Staff Meeting

Amount * Currency *
15.00 US, Dollar
Comment

Paid by county check # 5125 - additional comments can be added here

v

18
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For Payment Type,
be certain to choose
the correct payment
from the dropdown
menu.

NOTE: Payment
Type AG-Paid by
County should only
be used by the AG
Extension for
expenses charged to
the county credit
cards or prepaid by
county funds.

Payment Typa *

PLEASE SELECT PAYMENT TYPE

None Selected

Paid by Employee
Ag - Paid by County
PLEASE SELECT PAYMENT TYPE

Paid by 3rd Party

University Paid - Other

Once all of the
expense Details
fields have been
completed, add the
attachment.

As before, add an
attachment by
clicking on the red
(+) Attach Receipt
Image.

New Expense

Details Itemizations

@ Allocate N
Expense Type *
Travel Registration Fees

Transaction Date *

08/03/2020 &

Trip Purpose *

10. Agriculture Ext-County Travel v

Additional Information

District Staff Meeting

City of Purchase

* Required field

Trip Type *

Domestic v
Traveler Type *

01. Employee v
Vendor Name
Payment Type *

Ag - Paid by County v
Currenc; y*

US, Dollar v

Related RequestExpense Report @

Paid by county check # 5125 - additional comments can be added here

Hide Receipt [

©

Attach Receipt Image

19
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The Attach Receipt

Attach Receipt

. . X
window will appear.
. Example Attachment.pdf
If a ny receipts have Uploaded: 7/30/2020 5:37 PM
already been
Upload Receipt
uploaded to Concur P P o
: Image
they will appear. g
H H SME limit per file
Otherwise, click on P
Upload Receipt Attach
Image to upload an
attachment from
your computer.
Close
The file upload @ Fie Upload x
Window Wi” appear 4 = » ThisPC » Documents » v O = Search Documents
.
Locate the file On Organize » New folder = O @O
. ; A Name Type Size ~
= Fyp
your computer, click iz PC _ _
. . 3D Objects Managing Account Form-7748 Adobe Acrobat D... 118 KB
On the fl Ie and Cl Ick [ Desktop Managing Account Form-8571 Adobe Acrobat D... 118 KB
% Documents Wire Transfer-JJP Enterprises 07-30-20 Adobe Acrobat D... 266 KB
Open . N Douniond 1901746312 Adobe Acrobat D... 270 KB
¥ aumoacs 1901746310 Adobe Acrobat D... 264 K8
& Music 5108258173-5101336217 Adobe Acrobat D... TITKE
=] Pictures 1901746307 Adobe Acrobat D... 025 KB
B Videos Wire Transfer-CorVel 07-29-20 Adobe Acrobat D... 270 K8
#i, Local Disk (C1) Example Attachment Adobe Acrobat D... 20 KB
= ap$ (uk-oct.a PO 4500080572-WES 4217511300-GL 5301... Adobe Acrobat D... 355 KB
- L
= apmgrmts$ (\uk- PO 7500232640-WBS 4102521000-GL 5600... Adobe Acrobat D... 164 KB
- 5 PO 7500212768-WES 4102523000-GL 5600.. Adobe Acrobat D... 181 KB
% procard (k< PO 7500245045-WES 4102530000 GL 560.. Adobe Acrobat D... 23k8
I iris (nemo.ad.. PO 4500080976-WES 4217511300-GL 5301... Adobe Acrobat D... 36 KB
== uky (\\nemo.ad. v Wire Transfer-Commonwealth of Kentuc... Adobe Acrobat D... 595 KB v
File name: |Example Attachment ~| AN Supported Types v

20
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The Attach Receipt
screen will appear
while Concur is
uploading the receipt
and saving it to the
transaction.

Attach Receipt

Close

Once the attachment
is uploaded, the file
will open. Review to
be certain the
correct attachment
was added to the
expense.

Close the file by
clicking on the X in
the top right corner.

v <

21
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(MM) Travel Expense

Once the attachment
is closed, Concur will
return to the

expense Details tab.

Click Save Expense.

New Expense

Details Itemizations

@ Allocate

Hide Receipt [F]

FF373EBD1BE165083BES.. 1 / 1 [¢) 3 =

* Required field

Expense Type *

Travel Registration Fees

Transaction Date * Trip Type *
08/03/2020 Domestic
Trip Purpose * Traveler Type *
10. Agriculture Ext-County Travel 4 01. Employee

Additional Information Vendor Name

District Staff Meeting

City of Purchase Payment Type *

@ v Ag - Paid by County
Amount * Currency *
15.00 US, Dollar

Transaction ID Related Request/Expense Report @

Y,
Comment

Paid by county check # 5125 - additional comments can be added here

District Staff Agenda August 03, 2020
XYZ County Extension Office

Paid by county
Check #5125 signed/inital
by employee o responsible
person.

PRESENTATION AND GUESTS

Aug District Staff pdf

Concur will return to
the expense report.

When complete,
review the expense
report to ensure all
expenses are
complete and
accurate.

Manage Expenses

Aug 2020 Mthly Mileage $171.38 i

NotSubmitted | COMMENT - Christian Shotwell: i chang View Report Timeline

Report Details w  PrintShare v Manage Receipts w  Travel Allowance v

Add Expense

[0 Alerts Receipt Payment Type Expense Type

0O & Paid by Employee Personal Car Mileage
m] Paid by Employee Daily Allowance
0O & Ag - Paid by County Travel Registration Fees

Copy Report Submit Report

Vendor Details Date v Requested
08/31/2020 i:iif

Burlington, Kentucky 08/17/2020 $27.00
08/03/2020 $15.00

$171.38

To review the Report
Header data and
expense data on one
file, click on
Print/Share and UK-
Detailed Report.

Print/Share +  Manage Receipts w

Travel Al

*UK-Detailed Report

**Report - Detailed Report with Summary Data

22
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Report

Review the
Employee details,
report header
information, and
expenses including
allocations.

Expense Report

% Report Name : Aug 2020 Mthly Mileage

User Name : Ward, Tna M.
User 1D : 00011624
Email Address : tnaward@uky.edu
Default Approver : Shotwell, Chrstian S.

Report Header

Policy : "UK-General Travel Poicy
Report Id : A43FC7C4E18D4382861D

Report Key : 1475
Trip Start Date : 08/01/2020
Trip End Date : 08/31/2020
*Does this trip include personal travel? : No
*Cost Object Type : Cost Center (CC)

*Cost Object ID : BATH - CES INCOME (1013250001)

Total Paid By User :

Expenses
Transaction Expense Account *ReportTrip Vendor City of Payment Amount Related Additional
Date Type Code Purpose Business 0 Purchase Type RequestUExpense Information
Purpose Report
10
" Daily Agriculture Paid by
08/17/2020 Alowance 530019 Ext-County Burlington Em $27.00
Travel
Allocations : 100% ($27.00) R3PCLNT300-UK00-
C€C-1013250001
10
Personal Car Agriculture Paid by
08312020 i 530019 £3 County Emp $129.38 KERS
Travel
Allocations : 100% ($129.38) R3PCLNT300-UK00-
CC-1013250004
Lo Agricure Ag-Fe0 District Staft
08/03/2020 Registraton 530019 ng»coumy by $15.00 Meetng
Fees Travel County
Allocations : 100% ($15.00) R3PCLNT300-UK00-
C€C-1013250001
Note: The sum of allocation amounts may not exactly maich the expense amount due 1o rounding
Review the Expense Exponsa Typo Summary
Ty pe S umma ry Expense Type Account Code Amount
! Daily Allowance 530019 $27.00
Al | ocation Summa ry Personal Car Mieage 530019 $120.38
/ Travel Registration Fees 530019 $15.00
and Report Totals prm—
SeCtI ons fO r “Cost  ‘CostObjectiD ‘Fund ‘Statistical Amount
Object Order
accuracy. N
St INCOME $42.00
(1013250001)
CARTER - CES
St e INCOME $129.38
(1013250004)
Payment Type Amount
Ag - Paid by County $15.00
Paid by Employee $156.38
Report Totals
Report Total : $171.38
Personal Expenses : $0.00
Total Amount Claimed : $171.38
Amount Approved : $171.38
University Disbursements
Amount Due User : $156.38
Amount Due University Card : $0.00
Total Paid By University : $171.38
Employee Disbursements
Amount Due University : $0.00
Amount Due University Card From User : $0.00
$0.00
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Report

Additional sections of
the UK-Detailed
Report that should

Approval Flow,

UR— E—
be reviewed are the | | — S==™ ’ —

Approval Flow and I

Audit Trail.

Once the report is *UK-Detailed Report x
reviewed, click

C|Ose. Show Expenses [ ] Show ltemizations

You can save as PDF
to see all in one
screen without
scrolling.

You can e-mail to
the fiscal contact or
designated person to
record until the trip
billing arrives to
reconcile.

Expense Report
Report Name : Aug 2020 Mthly Mileage

User Name : Ward, Tina M
User ID : 00011624
Email Address : tinaward@uky.edu
Default Approver : Shotwell, Christian S.

Report Header
Policy : *UK-General Travel Policy
Report Id : A43FC7C4E18D4382861D
% Report Key : 1475
Trip Start Date : 08/01/2020
Trip End Date : 08/31/2020
*Does this trip include personal travel? : No

*Cost Object Type : Cost Center (CC) v
»
Once the report is
reviewed and ready | Aug2020 Mthly Mileage $171.38 fi

to be submitted for
approval, click
Submit Report.

Not Submitted | COMMENT - Christian Shotwell: i chang View Report Timeline

Report Details v Manage Receipts w  Travel Allowance v
Add Expense

[0 Alerts Receipt Payment Type Expense Type Vendor Details Date v Requested
$129.38
O & Paid by Employee Personal Car Mileage 08/31/2020 e
(m] Paid by Employee Daily Allowance Burlington, Kentucky 08/17/2020 $27.00
O e Ag - Paid by County Travel Registration Fees 0810312020 $15.00

$171.38
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Report

The User Electronic
Agreement will
appear. Read the
agreement and click
Accept and
Continue.

Scroll down to read
all detail and then
accept & continue
will turn blue.

User Electronic Agreement %

1. This report is a true and accurate accounting of the expenses incurred to accomplish official business for the &
University of Kentucky, and there are no expenses claimed as reimbursable which relate to personal or unallowable
expenses as defined by University BPMs, Appendices, and policies.

2. All required receipt images have been attached to this report.

3. Ifcharged to a sponsored project(s), | further certify that all charges provide direct benefit to the project(s) in
accordance with Costing Guidelines for Sponsored Projects, BPM Appendix 3.

4. Ifthis expense report contains personal expenses incurred by me on a University of Kentucky procurement card, |
acknowledge that these expenses are not allowable business expenses as defined by University policies. | understand
and accept that | must reimburse the University of Kentucky for the total amount of these personal expenses and that
this amount will be withheld from my wages through the University's payroll process.

5. | have not received, nor will | receive, reimbursement from any other source(s) for the expenses claimed.

6. In the event of overpayment or if payment is received form another source for any portion of the expenses claimed,
| assume responsibility for repaying the University of Kentucky in full for those expenses.

screen will appear.
Review the totals for Company Pays Employee Pays
accuracy. $156.38 $15.00 $0.00
Employee Card (Ag - Paid by Company
. . County)
Click Submit Report.
Amount Total Due Employee Owed Company
$171.38 $156.38 $0.00
Amount Due (Ag - Paid by
County)
$15.00
Requested Amount: Total Paid By Company: Total Owed By Employee:
$171.38 $171.38 $0.00
Cancel Submit Report
The Report Status Report Status x

window will appear
and confirm the
report has been
submitted.

Click Close.

& Report Submitted

Aug 2020 Mthly Mileage $171.38
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Report

Concur will return to
the Manage
Expenses Report
Library.

The report will show
as Submitted and
show the current
status in workflow.

Continue creating
expenses report,
correcting reports
that may have been
returned, or sign out
if finished.

Manage Expenses

Manage Expenses

REPORT LIBRARY v

Aug 2020 Mthly Mileage

&

Create New Report $171.38

Submitted & Pending Supervisor
Approval
Christian Shotwell

Displayed reports: 1, Total: 1
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