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Travel Staff

**Frank Ramon
Concur Financial Analyst
(210)784-2032

s Betty Ponce

Manager of Disbursements
(210)784-2012
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Short Cuts

How to Order a Travel Card After Submitting Travel Request
How to log onto Concur Out of Pocket Expenses
Adding Assistants or Expense Delegates Mileage
Creating Travel Request Allocating Expenses
Encumbering Your Expenses Uploading a receipt
How to Submit Request Printing Report
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How to Order a Travel Credit Card

O rorcnasin
[ ThavEL

% Fill out the Travel Cardholder Application found on our Procurement e
page HERE

ProcurementiTravel Card Appiication Form

t's FAMIS Code (Faur-Five alpha

¢ Please fill out the form in its entirety and have your department
manager sign for completion

Default FAMIS Acoaunt {desipnate only one sccaust]

Monthly Limit Request (Max 35,000) Transaction Limit Request (Max 31,500)

cantact for Audi

% Once complete, your department manager/or yourself will need to e

| understand that | mist atsend a fraing

submit the original application to the Procurement Office o G o e T

maxd this i 1 will assure moe
doc tatian | unelerstand t y
dissiplinary action, up 1o and including termination of the applicant's emaloyment.

Ghvsion Hiwd PrenTyRe) Dtz A T

Favined DiRGEETE
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What is Concur?

% Concur integrates pre-trip approval and expense reporting with
a complete travel booking solution.

CONCUR

% This comprehensive Web-based service provides all of the tools
users need to book travel as well as create and submit expense
reports.

% Managers use the service to review and approve expense

reports.
. . . . S E
% Back-office employees use the service to produce audit reports,

ensure compliance, and deliver business intelligence to help

your company reduce its costs.
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How to log onto Concur:

https://sso.tamus.edu/

Login to Single Sign On using UIN and
current password

Select Concur Tab under SSO Menu

Online Resourees | These are available online resources for all faculty/staff to ufilize.

Blackboard Faculty/Staff Directory Faculty Senate Strategic Plan A&M Software Store Single Sign On

Webmail Student Success ASM-SA Intrangt Staff Council e-portfolio Digication JagWire
Collaborative

Heritage Months site Open Enrollment Wellness Program
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( SINGLE SIGN ON P

Ho My Managers My Employees My Roles Frofile Log Blocked Countries Contact

Applicabions you have access to

Mame : Ramon, Francisco M UIN : 414004297 ADLOC : 25218260

550 Menu Recent Logon Activity Help
n AgaieBuy n Business Objects Date/Time Activity

n Business Objects CMC n Canopy [J 07/02/2020  Successful Logon.

n Canopy (Training) n Concur [ 07/01/2020 Successful Logon.

n HRConnect Legacy n Maestro () 07/01/2020 Successful Logon.

B myevive B TrainTraq (] 07/01/2020 Successful Logon.

n Workday n Workday Help [J 07/01/2020  Successful Logon.
[anage venu

What should I report?
Report Problem |

System Enterprise Applications
Office of Information Technology

The Texas ARM University System
Privacy Statement
5/21/2020 5:39:19 PM  5.3.0.31779
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Select Profile Tab
Select “Personal Information”

Verify pre-loaded content

Complete remaining requirements and preferences

Designate Assistants and Travel Arrangers, if applicable

Designate Expense Delegates, if applicable

Add credit card information
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Selact one of the followng 1o customize your user profile

Personal information
Your home address and emerpency contact informaton

tion
credit card information here 50 you don't have
e yOu PUIEhase 30 fem of senice

Travel Profile Options
Carmser. Hotel, Rental Car and other ravel-related praferences
Expense Preferences

efine when you receive email notifeations.
Appear when you select & certsn action,




Adding Assistants/Travel Arrangers and
Expense Delegates

To setup Assistant/Travel Arrangers: To setup Expense Delegates:

% Select Profile Tab % Select Profile Tab

% Select "Assistant/Travel Arrangers” under the <+ Select "Expense Delegates” under the
“Travel Settings” header on the left hand “Expense Settings” header on the left hand
column column

% Click on "Add an Assistant” * Click on “Add”

% Type in the delegates UIN# % Type in the delegates UIN#

% Select "Can book travel for me” and “is my % Check mark “Can prepare” and “receive
primary travel assistant” if applicable e-mails”

+* Select Save
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Profile Personal Information

Your Information
Persanal Information
Company Information
Conltact Infarmation
Email Addresses
Emergency Contact
Credit Cards

Travel Se::-‘*g‘:
Travel Preferences

Internatbonal Travel

Frequent-Traveler Programs

Assistants/Arrangers _

Request Settings
Request Information
HRequest Delegates
Requast Preferances
Request Approvers
Favorite Attendees

Expense Settings
Erpense Infarmation
Expense Delegates
Expense Preferences
Expense Approvers
Company Car
Favonte Attendees

System Settings Mobile Registration

Profile Options

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact information

Company Information
Your company name and business address or your remote
location address.

Credit Card Information
You can store your credit card information here so you don't have
to re-enter it each tme you purchase an tem or service

E-Receipt Activation

Enable e-receipts lo automatically receive electronic receipts from
participating vendors.

Travel Vacation Reassignment

Going to be out of the office? Configure your backup travel
manager.

Request Preferances

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

Company Car

Company Car

Travel Vacaton Reassignment

System Seftings
Which time zone are you in? Da you prefer 1o use a 12 or 24-hour
clock? When does your workday startiend?

Contact Information
How can we contact you about your travel arrangements?

Setup Travel Assistants
You can allow other people within your companies to book trips
and enter expenses for you,

Travel Profile Options
Carrier, Hotal, Rental Car and other travel-related preferences.

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

Expense Preferences

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

Mobile Registration

Set up access to Concur on your mobile device

TEXAS A&M-SAN ANTONIO




Customizing Home Page

“*To customize additional user settings, select “"System Settings”

“*Select "Other Preferences”

“*Click on Home Page down arrow

“*Select "My Concur”

“*Home page allows you to see all of your Concur activities on one page

“*You may move these windows and place them in any order you prefer

“*To add mobile access via apps for iPhones or Android devices, select
“Mobile Registration” under the "Other Settings” header on the left-
hand column
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Creating the Travel Request

¢ Under the "Request” tab, select "New Request,” select "New Request”, complete the request details,
and then select "Save.”

tQHCUR Reguess  Treed  Expomse Appovdls Reporing » App Cosler

Request = =

Status: Mt Suzmitied
Trig: Hama![lestnation:
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Entering Trip Information

¢ AddTrip/Destination field which should include the City & State
+¢ Fillin trip start and end date (manual or calendar)

¢ Fillin purpose of travel

% Select the travel classification

% Select the traveler type

% Denote personal travel - “Yes or No”

¢ Add notes to supervisor or auditors

% System Member is always “25” (DO NOT CHANGE)

% Department/Sub-Department

«» Account & Account Attributes

TEXAS A&M-SAN ANTONIO




Sastus:: Nol Submified

Request

Trip Kama(Tlestination:
Trip Purpose & Banal:

Rsques] Header  Expessss | Approvdl Fiow | Aud T

g hameTebratisng T St e Tng End Caix el Closwizaace  Toreier Tipe  Sent Trawel iy Trpe  Conimeineanty

[uwnr TAEL angoriaf1i)- :-:' |Ifl'-!!-.'.‘:' '-__'- Expspyeein bmir Ll w w| ho v

Fion-EmpispesSden! Trawaier |Las! lama
Trip Prrpone & Benelt :'Efm!i_lb-r“':lﬂ'r:-'h? ﬁ!:'.-.-l‘-‘:ﬁ? Hotzy
Tims| 1 Houston iz siend Concar ] L%
tOienaase

Toragn Akl Foreige Cauriry | Faegn Cogtry ! Formgn Coumy 1 Foreigr Couriry &

Zyelan Merrtes _ DepsmenSetDepanment ot _ Aeepor Aarbute Deparment Agleseree humber

£} Toooms ABM Lnie-Corpus Crimt w || (FURGC] PROCUSEMENT & DISSUASE | w o i
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Select an Account Number

“*Do not change the System Member number. It will always
default to our system number “25"

“*When selecting an account number click in the box labeled
account and a drop down box will appear. Type the department
for the account being used, list of account numbers will appear
where you can pick your account number

“*If you are not sure of your department number, please ask your
department manager
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Traveler Classification and Type

“*When adding traveler classification and type make sure the correct
classification is being used

“*For example: if creating a TR for a prospective employee, guest
traveler, or student make sure to select the appropriate classification

“*If you are creating a TR for a traveler who is a prospective employee
or guest traveler a W-9 form needs to be filled out and sent
appropriate entity (please see next slide). Please note on the W-9 that
the traveler needs to be added in Concur.
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“*Notes: The notes section is reserved for any extra information you will need
to explain about the trip. Here is where you can add notes regarding
students and/or for multiple traveler approval. Any notes that will help put

trips together or offer any type of explanations.

“*Department Reference Number: This field may be used by department and

is not mandatory

“*Contracts: This field will be defaulted as “No” even if you do have a contract

or grant. You will need to change to “Yes” if using grant funds.
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Foreign Risk Acknowledgment and Foreign
Country1, 2, 3, 4

“*Click “Foreign Risk Acknowledgment” box and select
“Country(s) not under a warning” or “Country(s) under US State
Dept warning”

“*Foreign Country 1,2,3, and 4: “Foreign 1" — select the first
country; “Foreign 2,3,4" — select the second, third or fourth
countries (if applicable) where traveler will visit
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Request FUXD o ] 5= | - ] - J o e i

Status:; Mot Ssemitted

Trip Mama/Diestinatian: Houston, TXELongena 1

Trip Prutpase & Benefit: Travel % Houskn to atiend

Figuesi Heaser | Copenses | Approwsl Fiow || Audt Trad

Tz gme Lememings Trip i D TrigErd D Towel Clasaficaion Thaveler Tipe St Trave! ety Type Conbachy s

Houston, TA/ELoegonaltd| |1:|.1]"211'.* =] |||:£'5.'.\:1? BT v |omt v v| |m v

- Employee S fuent Travsler fLBs: Hame

Trig 2urpese & Bensit Fessonal Taavel incuded 9 Firsl Mae Holes

el Iy Fowslon i siens Conewn I v

Lorfenenie x

Fomign Rl Fonsgn Couety 1 Foseign Couny 2 Fssge Coutry 3 Fareign Caunty 4

;l :‘_ L' | ™ 'H': EY
| Courmy(s] nat under & waming
.l |

,wm:ushh‘m | System Marbes DecarimeriSutDeparinent Aot Aesount Adrbule Depariment Firierente Humber

FRAES W (093] Texes Al UnneLomus Gl | ¥ IHHEIFHDIJ.HEJEthilﬁLHEE!‘-' v ¥
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Once you have filled out all the
required fields, hit SAVE

Request FUXD m*m CEn E e

Stafus: Mot Submitad
Trlp NemeiDessination: Houston, THEL cngoniall-1

Trip Paspose & Benefit: Travel % Houston 1 atiend
Cone

RecuestHaacer | Expemses | Aporow Fiow || At Tre

Trig MamaDesbrating o

Trip En Dsle Travl Clsssticsbon Traseler Tt Shucient Truml Activty Tipe TR
|-u:-.m~‘-i:-;:-s.:?' 12 & |1nosant ]| [E'a.-:.'—. 1 S URET v v [ha "

Hor-E mpioymaSiuden Traveler (Last e
Trig Purpse & Bena®: Persaral Traved |achaded T

Frid Henegyn [reve
(] b? (]
Cangur i ¥
Fasegn fisshyy Famson Coun Fonmgn Couniry Fonegn Cawriry Fomige Gy
¥ ¥ v W v
ST Ssem Membe DepaineniSybDepanment Lz ou Errpunt Atkibute Ciecariment Raizence fiumbe
FEAaE W 15 Tenns ALM Univ-Corpes Chrstl w PURC: PROCUREMENT & DISBURSE |
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Encumbering your Expense

“»Select “New Expense”
“*Choose the expense you would like to add to your Travel Request
“*Type in the amount you are requesting for each entry

“*Make sure the account number is correct. You may encumber a different
account for each expense up to 4 accounts including the account listed on
the Request Header by using the Allocate button.

“+*Add any notes and/or higher lodging rate requested for your hotel expense

“*When selecting loding and meals please make sure you include the General
Services Administration (GSA) per diem rates GSA
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Request FUXD

Trip MamaiDestination: Mouston, TIELongonal1l-1
rip Purpose & Banafit: Travel 4o Mouston to atiend

A teste | Expemses | ApormuiiFlow | Audd Trel

L 3

— SN - L |
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Aminiiil Fetueated

Saptus: Mot Submitied

To creale & new expenss, chok Me sppropnale sapense fine beiow or ivpe Me sxpenas fype i the feld above Toedt an swating expense. oick te sxpense on the st

e of e page.

Comeuneaions
Phome
Incredus Weak
Busness Waal
Busnass Mag-Arohol
Heas
Maas-Non-Cvarmaghi
Lodgirg
el
ot Tax
A ApartrrattiHouse

TOTAL AMCUNT TOTAL REQUESTED

$0.00 $0.00

Corference agsiaion

Edoc Bocks < §ik
G

ntidentals
nisma

Fantal of Space
Secves-Citer than Trawel
Supplies

Trawei Agent Feas
Fatsona’ Car - Misage

Trarsporuier

AFam

A Ticksl Tax

airng Foss

aiing Tickal Change Fes
Boal

Buassnume:

Car Fantal

Basgine

Limousing

Wieape Single Engne Aatraf!
Wisage Turo Amrafl
Wisags Twn Engrg Arciat
PFasng

Suteay

Tarel




“*Ifrequesting a higher lodging rate please choose “Yes” or “No” in the Higher lodging rate
request box

Request FUXD e+ | s+ | crrepes | et
Status: Mot Subsimed

“*A higher lodging rate is sometimes needed if the GSA per diem rate is not available or the
hotel of the conference site has a specific rate that is higher than the standard rate
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Submitting the request

“*Once you have requested all your expenses for the trip they will appear on
the left side of your Travel Request

“*You will then click on the “Submit Request” tab. This will send the request
to your supervisor for approval

3
Request FUND
: Staus: Mot Submited

ame/Destination: Houslon TXELongaralfl-

o B Benefit: Travel 1o Houston b atend

Eimema Ty

Tocreate @ pew expenge, ¢k e appropnate epense e helom orfyme e sxpense hpe m e fud above, Toecttan asting expense, ook fa eenenaa on o ef
i of e pape
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How to read your Travel Request

There are different ways to read your travel request:

“*Click on the “Requests” tab and all “Active Request” will come
up. Choose the one you want to look at

“*This will show you the basic information of your TR. It will also show
you the “Request ID” assigned to your request

“*Click on “Audit Trail”
“*This will tell you who has touched your document

“»Click “Approval Flow”

“»*This will show the status of your TR and who'’s box it is setting in
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Travel Request ID

Request FUXD

Trip Name/Destination: Houston, TX/ELongona/10-1

Trip Purpose & Benefit:\Travel to Houston to attend
Conc...

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

Trip NamefDesunaﬁnﬂQ? Trip Start Date

Houston, TX/ELongoria/10-1 10012017 i
Trip Purpose & Benefit Personal Travel Included?ly?

Travel to Houston to attend Concur Mo | b |
conference
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TEXAS A&M-SAN ANTONIO

Audit Trail View

Request CJPP

Trip Name/Destination: Houston/Longoria/081016
Trip Purpose & Benefit: Travel to Houston to attend the

Reguest Header || Expense Summary | Approval Flow | Audit Trail

Reguest Lave

Date/Time Updated By Action Description

07220160324 PM  LONGORIA, ELIZABETH Confirmation Agresment Acceptance FAMIS Request Submit Confirmation

071220160324 PM  LONGORIA, ELIZABETH Approval Status Change Status changed from Mot Submitted to Submitted
Camment

07122016 03:24PM  LONGORIA, ELIZABETH Approval Status Change Statuz changed from Submitted to Submitted & Pending Approval
Comment

0722060324 PM System, Concur Approval Status Change Status changed from Submitted & Pending Approval to Auto Approved
Comment

07182016 05:02 AM  HARRAL JUDY Approval Siatus Change Status changed from Pending Cest Object Approval to Approved
Comment

07182016 0902 AM  System, Concur Approval Status Change Status changed from Submitied & Pending Approval to Auto Approved
Comment:

O7ME2016 0902 AM  System, Concur Approval Status Change Status changed from Submitied & Pending Approval to Auto Approved
Comment:

O7TME2016 0802 AM  System, Coencur Approval Status Change Status changed from Submitied & Pending Approval to Auto Approved
Comment:

O7TME2016 0802 AM  System, Concur Approval Status Change Status changed from Submitied & Pending Approval to Auto Approved
Comment:

O7TME2016 0802 AM  System, Concur Approval Status Change Status changed from Submittzd & Pending Approval to Auto Approved
Comment:

071182016 0802 AM  System, Concur Approval Status Change Status changed from Submitied & Pending Approval to Auto Approved
Comment:

O7/182016 0802 AM  System, Concur Approval Status Change Status changed from Submitted & Pending Approval to Auto Approved
Comment:

12102016 06:2T AM  System, Concur Closefinactivate Status Change Request was closedinactivated




Approval Flow

Request C|PP
] -

Trip Name/Destination: Heustan/Lengona/0B1016

Trip Purpose & Benefit: Travel to Houston 1o attend the

4 ADMINISTRATIVE SERVICES |FAMIS.A5-ADMIN|: (07/18°207€ Approvad)
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Booking Hotels, Flights, and Car Rentals

Once the trip is approved in Concur, the traveler may:

“*Book local and international flights

“*Make car rental reservations

“*Reserve hotels

“+Using Expedia, Travelocity, and other online booking agents is highly discouraged
“+Using our contracted Concur travel agent, Corporate Travel Planners is recommended

“+To take advantage of special rates (Conference Rates) the traveler is able to book this
outside of Concur. Upload reservation confirmations to plans@ concur.com and/or receipts
to receipts @ concur.com . Concur will automatically upload this information to your report
once received/completed

“*Once all reservations are complete, traveler is ready to go on trip
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Corporate Travel Planners

“*Will provide and deliver comprehensive, client specific travel
management services faster and cheaper

“*Online booking fees will be included with total amount charged
to credit card

“*For group travel it is recommended you utilize corporate travel
planners, fees will apply

“*Corporate Travel Planners is the only State Contract travel
agency we can use
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Line Item Detail Corporate Travel
Planners
Description On-Line Full Service
Booking Booking

Domestic Airline ticket only $2.00 $18.00

Car reservation only $0.00 $0.00

Hotel reservation only $0.00 $0.00

Rail ticket only $2.00 $10.00
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CTP Fee Schedule Continued

Bus ticket only $2.00 $10.00
Flat fee for booking any | $2.00 $18.00
combination of airline, car

rental, lodging, rail and bus

ticket.

Group Tickets: Per person flat | $0.00 $18.00
fee for group tickets.

Ticket exchange fee $5.00 £5.00
Ticket refund fee $0.00 $0.00
Voids $0.00 $0.00
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TEXAS A&M-SAN ANTONIO

International

Adrline ticket only $27.00
Car reservation only £0.00 $0.00
Hotel reservation only $0.00 $0.00
Rail ticket only $2.00 £15.00
Bus ticket only $2.00 £15.00
Flat fee for booking any $2.00 $27.00
combination of airline, car

rental, lodging. rail and bus

ticket.

Group Tickets: Per person flat $0.00 $27.00
fee for group tickets.

Ticket exchange fee £5.00 $10.00
Ticket refund fee $0.00 $0.00




CTP Fee Schedule Cont.

Voids $0.00 $0.00
|

Miscellaneous/ Direct Connect —domestic or $4.00 N/A

Other international®
Paper ticket-domestic or $15.00 $£15.00
international
Express paper ticket delivery fee $30.00 $30.00
Group and meeting planning See Below
fees (per person)
After Hours Service (per call) $16.00 $16.00
Non-GDS Hotel Reservation $0.00 $0.00
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CTP Fee Schedule Cont.

Additional Fees

Corporate Travel Planners

Description - o -
On-Line Full Service

Bookings Booking

Agent Assist Fee -Examples include but are not| $10.00 $10.00
limited to: Modify ground transportation (car, limo,
car service), hotel, or air booking that does not require
a new ticket, quotes requested through an agent but
ticketed online or not ticketed at all, manual Pretrip
approval process that is not able to be automated

TEXAS A&M-SAN ANTONIO




CTP Fee Schedule Cont.

Call

(online or to an agent direct) requires an agent to call

Diirect to Supplier - If a request to an agent

a vendor, we will charge $10.00 for each outbound
call.

Professional services fee (per hour) - assistance with
account management; I'T projects; customization of
program for individual agencies: and other projects
outside of mandatory scope of RFP

£10.00 5¢.00

CTP will assign an Account
Executive to help manage The
Texas ALK M Swstem at nao

additonal cost.

* CTP does not charge a per person research fee for group travel.

TEXAS A&M-SAN ANTONIO

CTP charges a flat research fee of $200.00-5500.00 depending on group size and complexity of trip.

This fee is applied towards the cost of the trip. if booked through CTP.




I'm back from my trip...What do | do next?

“+Once you have returned from your trip you will create an expense report to reconcile your
charges and be reimbursed for any out of pocket expenses

“*Log onto SSO, select “Concur” and select the “Expense” tab

“+Available expenses will be listed here. Click on the items you need to move to your expense
report and click on “Move” then choose “To New Report”

“+Once you have started your report you can click on the report header and add your
approved travel request and it will populate all your information into your report

“*Type in the correct account number
+*Click on the “Auth. Encumbrance Release” and select “Final”

“*Once you verify the information on the report click on “Next”
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Assigning Expenses to Begin Expense Report

AVAILABLE EXPENSES

¥ SACNAS 5314500170, CA Conference Registration
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Report header for: Houston/Longoria/081116

[1

Destination Trip Start Date
Houston/Longona/081118 DEM0RNE
Policy Purpose & Benefit

FAMIS v | Travelto Houston to attend the

o Concur Fusion Exchange Event

Report Currency Approval Status

US, Dollar Approved
Depariment / Sub-Depariment Arcount

(PURC) PROCUREMENT & DISEU

Depariment Reference Number Travel Classific ation
Employee-in State

Famis Extenal VID o

Trip End Date
08122016

Report Key
305455

Payment Status
Payment Confirmed

Account Attributes
(L) LOCAL

Student Travel Type

Correct account

Report Date
0832016

Report Id
144B0S 10299547 C48805

System Member

(15) Texas ASM Univ-Corpus Christi
Final release
Personal Travel Included? y»

No

Auth. Request Encumbrance Rele

Final

<@ href="http fwww.gsa.gov"
target="_blank™>GSA RATES</a» b7

5800

Requests

Regquest Name Request ID
Houston/Longoria/DE1016  CJPR

TEXAS A&M-SAN ANTONIO

| Cancelled
No

number goes here

Approved travel request
will show here.

Request Total Amount Approved | Amount Remaining |

50.00




Claiming Out of Pocket Expenses

“*Click on New Expense
“*Select the expense you are claiming
“*Fill out all required fields denoted in red

“*If claiming hotel you need to itemize your expenses
+*Click on hotel; select itemize

“*On payment type choose “Out of Pocket”

“*Choose your expense type; Fill in the required fields; and select “Save
[temizations”

“*The expense will populate to the left of the screen with the expense
type and itemized amount(s)

“*The total itemization must balance to the amount being claimed

TEXAS A&M-SAN ANTONIO




Claiming mileage

**The maximum state mileage reimbursement rate for travel by
state employees in a personal vehicle is 58 cents per mile (Jan. 1 -
Dec. 31, 2019)

“*This rate is consistent with the Internal Revenue Service’s
standard mileage rate. For more information see State Mileage
Reimbursement Rate (FPP S.005) , Transportation: Mileage in a
Personal Vehicle 1n Textravel
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Credit Card Charges and Expense

“*Once your charges and expenses appear on report you will need to assign the
expense type to each expense. If “undefined” is showing, that indicates Concur does
not know what the expense type is, so you need to tell it

“*Click on the line item to complete transaction details and make sure that the
orange circle with a credit card in the middle showing

This indicates you used your travel card

**Line items can also be itemized and/or allocated to a different account
“*Attach receipt if required

*Save
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Allocating Charges & Expenses

[fthe line item needs to be expensed to a different account
number:

“*Click on line item

“*Select allocate (located on lower right side of screen)
“*New window appears

“*Select account number

“*Allocate by amount or percentage

“»Click Save and Done
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Missing a

receipt!

Expenses |
] ‘ Date v ‘ Expense Type ‘
[] 08/0912017 Hotel

o D e O ALA MOANA HOTEL, Honolulu,

¥ /08082017  Taxi
QOO  STTIPRON POONPIROM, Hon

F/

The red circle with the exclamation mark indicates a hard warning and will
not allow you to submit this report until the error has been corrected.

TEXAS A&M-SAN ANTONIO




Uploading a receipt

Attaching a receipt to the expense line: Attaching a document(s) and/or receipt(s) to
% Scan receipt(s) expense report:

% Save receipt(s) to desktop * Scan receipt(s)

% Select “Attach Receipt” % Save document(s)/receipt(s) to desktop

e Box pops Up % Se|eCt ReCEIptS

o
% Select “Browse”  Box pops up

% Find receipt on desktop % Select "Browse

% Click “Attach” % Find receipt(s)/document(s) on desktop
< Receiptis attached < Click *Upload”
% Verify box shows “"Attached”

+* Select“Close”

TEXAS A&M-SAN ANTONIO




Houston/Longoria/081116 [ cony e |

ey Clalaiy = Forects ¢ Pril i Emad &
Expenses mw* & | Ereaiie | Mateic g iconintls Mezepin
Daie Expemye Type Enirni Apprwved
w208 Car Fsrasl PdT] T AE = Thirtaie e Dl haiilier o S hi vESEM Wi (RfEEd  Bidaeid PUiSole il
ENTERSRISE RENT-A-CAN Copu Car Marms! v Pkl ]
» N Hoasl FaEL s w Hars Fegmesn| Tepe Arinirt
HOTEL NGO, Hoiias, T Syreonsl Eaperar i3 nal remmbore
E‘Gﬁ . . e ENFERPAISE AENT-A-CAR Chiiid, Tooomi ITag ¢
ST Ganilieg 890 = el
= SHELL DL AEENNE - B Carmps o Epprmesd Amouri Trvel Clansfman Clemring droourt FRAE REF.4 il Y1
. T4 Errgmirpse-in Staie (E& ey
AT als . Hm iR
E1 SHEL OL 0IAEH0E B Camps YTk ol D6.C Comp 18
1170 Maaly bEA] e i
= MARAIDTT 2N HOUSTDA I Heaa
SENTO Farking 1840 s1a40
[=1= M RIRTY AN FICUEIT SV, He attendees {5 Anendess: 0 | Arimncles Totol: S0.00 | Remaiing: 57743
seaadie Meanis 14 1] LiFE ]
= EHELL DL #000353:08, B Campo
Sl Maaln 2408 L R =
G WAAOTRENCES HOLISTOH. H - | Ahences Hams Afanass Tiils Comgany Altessdps Type Am oo
TOTAL AMERNT TOTAL APPROVED
§33747 $337.47

TEXAS A&M-SAN ANTONIO




Hﬂusmn“nmmriﬂ!ﬂm 114 m

(el o vt rigeof riemss o i dateli

fmniy  Dwlmc  Mecapmt  PonilEmad

T Receipts Ragured ST =
Fipnsas LA i
ShpRiat 'II'E‘ RP‘:E{E n m.‘ll.mm Ewﬂ F.I‘:EH F‘# "'"II*F'fI-“"
Dotz * Expins) ; Appreed
T Ik kL L B e yrd £ Tresacir e Nirtes o dap e et g Buamess s oin
00 B At Receqt g NN (R e o ‘
DOTDIE Mol | View Avaladle Racepls neEs | e
} "":'TE- rr 'II"'II'|:|" = E'.'F - HH“ m Tﬁ T o T WEWMM ieman)
208 ENTEAPRISE RENT-A-LAR Cerpus Chvikt Teama scrsly Lo Ageney Lintly (% | | 7748 5 |
BMNE  Cancine i WH |
'5' AL CiL 1B000E008, B Campe Ao snout Trevel Clesarinin Cleing konont Fasg® 2R Pl iERR
ma Ermpiceyen Shne 15003560
DEME Mah 5 L
E SR | DI YOTOECE El Camp | il Contom BE.C Cap i
B et BE gy ||
a MARRIOTT JA HOLSTOR PR, Hou
Bl Paing $18.43 LT
1 bl Misndees (@) Atandses: ) | Atandse Total:30.00 | Romaining: §77 42
BRIIE M N un
E| SHELL QIL 1000152008, E1 Carge
E"me o M SR e e Mwdsete |Congary | Al | A
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TEXAS A&M-SAN ANTONIO

Click on “Browse”, search for
receipt(s),select “"Attach”,
“Upload” and then “Close”

Aftach Receipt

Chich Erowed w5 nakied o g, 0. {iep. pit, himL 57 or 0 le e it & 0 frsd pai Ml

Fie Selected for upioading [ orowe|

Hafie ssecied

O choose an image Fom yous Aeafishle Recesips.

Available Receipls




How to view your receipts

“»*Select the “Receipts” Tab
“*Click on “View Receipts in New Window
“*Your receipts will pop up in a PDF session

a/0811
Pe B Atach Receip mapes
> DEMENE 1
08
DEMmE 600
- £l Larpo
Q VWeRTTamRAETRRLRm | Aftendees ) Attendees: [ | Atendes Totak S0.00 | Remaining: 577.48
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Printing Detailed Report

“+Open Report

¢ Select the “Print/E-mail” Tab

“»Click on “Texas A&M Detailed Report”

“*Report will populate

"Able to prmt e- ma1l or get a PDF copy of report

Toas. !

=]n) el oo il i, Attendees

e

(%) Anendees: [

Attendee Todal: 50.00 | Remaining: 57740




) show temizatons —

Expense Report
Report Name : Houston/Longoria'081116

Authonzation Request
Name : Houston/Longoria/081016
Request ID : CJPP

Employee Name : LONGORIA, ELIZABETH A
Employee ID : 319005726
*Custom 9-Job Title : CARD SERVICES COORDINATOR
*Custom 8-Headquarters : CORPUS CHRISTI, TX

Report Header
Paolicy : FAMIS

Business Purpose : Travel to Houston to attend the Concur
Fusion Exchange Event.

Report Key : 305455
Report Id : 14AB091D292547C40B05

TEXAS A&M-SAN ANTONIO




La

« 11720/2012 Hotel Tax Quinta

Report Total @
Personal Expenses @
Total Amount Claimed :
Amount Approved :
Company Disbursements
_} Amount Due Employee :
Amount Due Company Card :
Total Paid By Company :
Employee Disbursements

TEXAS A&M-SAN ANTONIO

Amount Due Company :
Amount Due Company Card From Employee :
Total Paid By Employee :

Transaction Expense Vendor  Vendor
Date Type Name
La "
.
11,/15/2012 Hotel Quinta La Quinta
11/20/2012 Hetel La L& Quinta
e G Quinta o

La Quinta

City Payment Amount
Type
Austin Out of Pocket  5§113.90

Austin  Out of Pockst  5108.00

Allocations :  100.00% (5108.00) FAMIS-15-PURC-285523 00000-L

Austin Out of Pocket  §5.90

Allocations :  100.003: [55.00) FAMIS-15-PURC-285523 00000-L

Meote The sum of allocation ameunts may nat eactly match the expense amount due to rounding.

§11350

$0.00
§113.50
§113.50

§113.50
50,00
§113.50

50.00
50,00
50,00

Account Code
1

3030

3025

“FAM-Custom 03-FAMIS
REF A

“TAM - Custom 01 - Travel
Classification
In State

I State

In State

Mo

Ma

No




Now you are read to Submit

“+Once you have completed your Expense report for your trip you will now Submit the
Report

“+Click on the “Submit Report” button on the top right

“*You will be prompted to a “Final Review” \

“»Select “Accept and Submit” e

& trevel Is «50 mile redius of TAMUCC, or you are only claiming mileage reimbursamant. &l student ravel »25 mile redius of TAMUCC requines pre-inp approvel

Meals Hotel Businass Meal Hotel Tex Sasolne
Communica tians Ladging Dther

Phone Hotel Dues Services-Othar than Travel
Individual Meals Hotel Tax Educ Boods « 55k

Business Meal FRent-apanmentHouse ] 38 nt Fees

Susinzss Meal-Alzohol Dther OCK Ay Personal Car - Mileage

ATM G

Persansl Car Milsage

Transportation
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TEXAS A&M-SAN ANTONIO

Final Review

User Submit

| certify that these expenses are true, comect, and unpaid to the best of my knowledge. | further certify that these
expenses were incumed in the course of conducting official business, research, or other sponsored activities, and
that these expenses are properly chargeable to the account(s) listed. | further certify that no alcohol was purchased
in association with meals being expensed, or if there was, a receipt has been provided, the expenses marked
sppropriately and the business purpose of the alcohaol has been documented in the comments or purpose fiekd.

Reminder: Receipts Required!

Atcording to company policy, you must provide receipts for the axpenses listed balow
You may sttach scanned images to individual expenses or to the report

D.

ate & Amount I

kY

Accept & Submi Cancel




