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TRAVEL APPLICATION

Expense

HEeLPFUL HINTS

e A non-travel expense report does not require pre-approval within the Concur system.

e A non-travel expense reimbursement must be submitted, approved and processed through the University
expense management tool (Concur) no later than sixty (60) calendar days after the expenses were incurred.
PROCEDURE

On the Concur homepage, hover your mouse over the new button and select Start a Report.
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Upload Receipts

1. Select Non-Travel from the policy dropdown field.
2. Inthe report name field, enter a description to name your report.
3. Select an option from the Business Purpose dropdown field.

Manage Expenses

Create a New Expense Report
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4. Select the cost object type (cost center or WBS) and make a selection from the cost object dropdown menu.
5. The personnel area and employee ID are read-only fields. No action is required.
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6. Enter information in the Reason/Business Purpose field.
7. Click the next button.
8. Atravel allowance pop-up window will appear asking if this expense includes meals or lodging. Select No.

Travel Allowances X

Expense reports containing meals or lodging require a daily lfinerary be
created. Select es' if this expense report includes meals or lodging and you
are ready to create an itinerary now. Select ‘Mo’ if meals or lodging will not be
included on this report OR you wish to skip this step (and will access the
itinerary screen at a later time).

9. Select the expense type from the right-side menu.

Office Supplies Ootte Repart

+ New Expense Details ~ Receipts * Print / Email ~
Expenses View v & | Mew Expense Available Receipts

o \ Date v \ Expense Type Amount Requested \ =
i Expense Type \ | \

To creste & new expense, click the appropriste sxpense fype below or typs the expense type In the fisid above. To edit an existing expenss, click the
expense on the eft side of the page

{ Adding New Expense

@ Recently Used Expense Types

Copy Charges (521500)

Subscriptions/FeesDues (521300)

Conference Expense (521800)
All Expense Types

Agricultural Supplies (531500)
Awards Expenses (521700)

Cellular Charges (521204)

Chartered Student Transportation (521951)
Communications (521200}

Computing Software (531952}

Computing Supplies (531300)

Computing Supplies PC Under S5000 (531955
Comoufing S i PC, Printer Linder S5000 (5319501

10.Enter the information in the required fields.

Office Supplies -
+ Mew Expense Import Expenses Delails * Receipls * Print / Email v

Expenses View * & | New Expense Available Receipts
O ‘ Date v ‘ Expense Type Amount Requmedl
. Expense Ty Transaction Date Business Purpose
Adding New Expense pe P
I Copy Charges (521500) | v] I || I Books/\Videos/elc ‘ v}
No Ex| Fi d
R Reason/Business Purpose Enter Vendor Name City of Purchass
Payment Type Amount Comment
Cash/Personal Funds v I [[usp |+ ‘
Logical System Company Cest Object Type
{UNP00S) Production Glient (1000) University of Nebraska (GC) Cost Center ~
Caost Object

(9146200500) Administrative | v

TOTAL AMOUNT TOTAL REQUESTED
[ Itemize ][ Allocate ][ Attach Receipt ][ Cancel ]

$0.00 $0.00
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11.Click the Attach Receinl| |y jon.
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Office Supplies

+ New Expense Details * Receipts v Print / Email *
Expenses View * & | New Expense

Delete Report Subrmit Report

Available Receipls

Cost Object

(9146200500) Administrative

[ |oater | Expense Type Amount Requested |
Expense Type Transaction Date Business Purpose

Adding New Expense - "
I Copy Charges (521500) ‘ ~ ] | |] I Supplies (Lab/Office) | ~ I
Additional i Enter Vendor Name City of Purchase
Payment Type Amount Comment
| casneersonai Funas [~] | |[uso [~ ‘ ‘
Logical System Company Cost Object Type

(UNS005) SandBox System (1000) University of Nebraska (CC) Cost Center

Itemize [ Allocate ][ Attach Receipt ]][ Cancel ]

12.Upload the receipt(s) orselect an image of the receipt if uploaded from the Concur mobile app.

Attach Receipt

Click Browse and select a .png, .jpg, .jpeg, .pdf, .html, .tif or .tiff file for upload. 5 ME limit per file.

File Selected for uploading:
Mo file selected

Or choose an image from your Available Receipts.

Available Receipts

Ue

| Cancel

13.0Once the receipt has been selected, click the button.
14.Click the save button.
15.Click on submit report.
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