Concur Reference Guide
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1.0 Creating an Expense Report in Concur

All CSU related travel for faculty and staff must have an approved Travel Request before an expense
report can be created.

Per CSU Travel Procedures, Reporting Period “Travel Expense Claim must be submitted to the campus
Travel Reimbursement office within 60 days of the end of a trip unless there is recurrent local travel, in
which case claims may be aggregated and submitted monthly. Claims submitted after the 60-day
window are left to the discretion of the campus, considering the facts and circumstances, whether the
reimbursement will be made and if any reporting as taxable income will be required."

Please be aware Approved Travel Requests will automatically close on day 61 after the travel end date.
In order to submit a late expense report, the request will have to be re-opened. The request will not be
re-opened until a travel exception request has been approved.

Processing Steps Screenshot

Log into concur >
click on requests

SAP Concur Requests Expense

Click Request on SAP Concur [C] = Requess = Travel  Expense  App Center
the header toolbar, Manage Requests
and then select the

. . Manage Requests  vies|acie reaess +
tile for the specific g8 R

rp request ==
Unfunded Trip INTL Test A Request Example
Create New Request $0.00 82350
ezl Approved
APPROVED 08/0172020

£ 20721 Mileage

3862.50

Approved




Processing Steps

Click on Create
Expense Report
(This will link the
request to the
appropriate report)

Click on the Add
Expense Tab

A\ Alerts: 1

Test Request for Training $0.00 @

Not Submitted

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

Add Expense

Available
Expenses will
appear when you
have used your
University Liability
Travel Card or
booked Air/Rail
through concur.

Add Expense

0 +

Available Expenses Create New Expense




2.0 Adding Expenses to the Report

There are various ways to add expenses and compile a complete expense report. Overall, the goal is to
reflect all costs associated with a trip, regardless of payment method.

2.1 Travel Credit Card/Ghost Card Charges

You can add Concur Travel card transactions to an expense report in these ways:

e From the open expense report (Add Available Expenses)
¢ From the Available Expenses section (Expense > Manage Expenses)

Processing Steps Screenshot

From the open expense
report, click Add

Add Expense
Expense. P

2 +

Available Expenses Create New Expense

Select related expenses
and then Add to Report
button.

= Payment Type Expense Type Vendor Details Date ¥ Amount
Verify or update the “CSUUSBank.CBCP  Airfare ?ﬁiﬁ:ﬁ’:ﬁﬁf:ﬂ TOETAT  g3nanozt s16340
Expense Type

[0 *CsU-USBank-CBCP Airfare ALASKAAIR 0272176510618 03/03/2021 $184.40

Sacramento, California

classification of the
imported credit card
transactions or any other
required fields that need
to be populated.

Displayed expenses: 2, Total: 2

Close Add To Report

AVAILABLE EXPENSES

| il caras v Credit card icon
[¥]  Expense Detail Expense Type Source Dates r To New Report 0

Vd L Example Report
Courtyards SUNNYVALE, CA Other Expense (=)

From the Available
Expenses section select
each transaction that you
want to assign to the

current expense report.

a. Click Move and
select the related
expense report.

b. Verify or update
the Expense Type
classification of the
imported credit
card transaction.




2.2 Out-of-Pocket Expense

To add an out-of-pocket expense to an Expense Report:

Processing Steps Screenshot

From the open report,
click Add Expense.

Add Expense

Keyword search

+
Available Expense: Create New Expense

|Eea ch for an expense type

“ Recently Used
Hotel/Lodging
Aifare Select from list
Personal Car Mileage
Team/Group Meals
Other Accommedation (Group Only)

“01. Travel Expenses
Hotel/Lodging
Hotel/Lodging Tax
Incidentals

On the New Expense tab, | [ JevEpenge
click the appropriate pese i adisiall =
expense type. Each [FF="]
expense type will have " Reueete
their own set of required [ sirare B
fields and configuration. Transacion Dl * ke Humoer
(101972020 ‘ =| | )
Complete the required ender ity of Fuchase
fields. Click one of the | Southwest Airlines ‘ v | | @ v |Los Angeles, California
following: Payment Type o

‘ Out of Pocket ~ |

Attach Receipt Image

Amount * Currency *

» Save Expense

* Itemizations - to
itemize the expense and
classify as two different ot oo AP
expense types (i.e. T :
dinner and parking).
NOTE: Hotel expenses
require itemization to
break down nightly rates, I sovemverme || soveanana anomer [
taxes, efc.

« Allocate - to allocate
the expense between
various chartfields as
applicable

« Attach Receipts - to
upload and attach receipt
images

+ Cancel - to exit without
saving this expense

| 185.00 | | us. Doltar

Request*
| 11/04/2020, $185.00 - Request Examy v |




When adding an
expense that requires
a certain action an
alert message will
appear.

Processing Steps Screenshot
CSU and campus

specific audit rules are

. . Alerts: 8
integrated into the O Aers
system. REPORT

EXPENSE Airfare 12/08/2021

$76.00

A\ Please make sure to include the conference agenda. This can be attached under Manage Receipts > Manage Attachments. View

@ Action: You are not permitted to enter future dated expenses. View

@ This itemized entry has sub-entries with one or more exceptions. View

submission.

» Warning- /A\ eligible to continue and submit.
» Hard Stop- 0 cannot move forward and must make correction prior to

2.3 Personal Car Mileage

You must register a car for the applicable mileage type to be reimbursed for mileage. For instructions on
setting up your vehicle(s), see the Concur Personal Car Info Guide.

Processing Steps

Screenshot

With the Expense Report
open, on the New
Expense tab, select the
Personal Car Mileage
Expense Type.

The mileage form will
open with the required
and optional fields
displayed including the
Mileage Calculator link.

Complete all fields as
appropriate. Enter
business purpose in the
comment field.

Personal Car Mileage $102.93

ltemizations
@ Allocate

Expanse Typs *

Personal Car Mileage

To Location * Payment Type

Sacramento, CA, USA Qut of Pocket

Comments ToiFrom Approvers/Processors

Vehicle ID* Distance to Date

Personal Car 0

Amount Curency

102.93 US, Dollar

Show Receipt []

* Required field
Transaction Date * From Location *

11/04/2020 =] Chico, CA, USA

Reques
11/04/2020, 5103.50 - Request ~

Distance * Number of Passengers
179 0

Reimbursement Rates

USD 0.575 per mile

View all reimbursement rates



https://www.csusm.edu/travel/documents/concur_personalcar_information.pdf

Processing Steps

Click the Mileage
Calculator link and
review and update the
route as appropriate.

If round trip mileage
should be calculated,
click Make Round
Trip.

Click Add Mileage to
Expense.

Click Save




3.0 Itemizing Expenses

Use the Itemize feature to account for transactions that should be charged to multiple expense types
(accounts codes). Itemization should be completed prior to Allocation (charging to multiple chartfields).

3.1 Toitemize a general expense:

Processing Steps Screenshot

Add the expense as
usual and then click Rail $50.00 & P
Itemizations tab. The A EBIRE L :

. . 03/16/202 Amtrack

itemized amount must

match the total expense.

Details Itemizations Hide Receipt  [F]

Sele?t C_reate Amount ltemized Remaining
Itemization button, $50.00 $50.00 $0.00
select the expense type

that applies to the first —
itemization.

] Date4 Expense Type Requested

The page refreshes,
displaying the required T 031612021 Rail 52500
and optional fields for the

] 03M16/2021 Baggage Fee $25.00
selected expense type.

Complete the fields as
required. Click Save
Itemization.

Repeat for each
additional itemization, on
the Itemization tab, until
the Remaining amount is
$0.00.

5 (
10/19/2020 "BS'U g

Click Save Expense. Outof Pocket S |

The expense will now
reference an “itemized”
note under the amount.

3.2 Toitemize a hotel expense:

A hotel folio typically contains a variety of expenses including room fees, taxes, parking, meals, Wi-Fi
charges, and maybe personal items. You must itemize these expenses so that they can be reimbursed
correctly.



Processing Steps

Screenshot

With the Expense Report
open, on the Create New
Expense tab, select the
Hotel/Lodging expense
Type. The lodging form
will open with the
required and optional
fields displayed.

Complete appropriate
fields.

Rail $50.00 @
03/16/2021 Amtrack
Details Itemizations
Amount Itemized
$50.00 $50.00

Create Itemization

[J Date4
(] 03/16/2021 Rail

O 03M16/2021

Expense Type

Baggage Fee

Cancel Save Expense ]

Hide Receipt [F]

Remaining
$0.00

Requested

$25.00

$25.00

Click Itemizations tab
then Create Itemization
button. Search/select the
Hotel/Lodging expense

type.

The number of nights and
dates involve appear
automatically.

Select the Same Every
Night or Not the Same
depending on the
respective hotel details. If
not the same each night
(i.e. increase for
weekends, etc.) this
option will let you note
the differences from day
to day, otherwise select
same every night to
itemize full cost of stay by
respective classification.

Enter the Room Rate,
Room Tax, and
Additional Charges.

Click Save Itemization.

Repeat for each
additional itemization, on
the Itemization tab, until
the Remaining amount is
$0.00.

Click Save Expense.

Hotel/Lodging $500.00 @

03/10/2021 All Suites International

Details Itemizations

Amount

$500.00

Itemized

$0.00

New Itemization
Expense Type ¥

Hotel/Lodging

Entry Type:  Recurring ltemization ¥

Your hotel reom rate was

The Same Every Night

Date Room Rate Room Tax

03/08/2021 125.00 25.00

03/09/2021 200.00

(Amounts in USD)

Save Itemization Cancel

@ remaining
$500.00

03/08/2021 - 03/10/2021 (Nights: 2)

| Not the Same

Tax 2 Tax 3




Processing Steps

Screenshot

03/10/2021

New ltemization
Expense Type *

Hotel/Lodging

Entry Type

Your hotel roem rate was

Recurring Itemization ¥

Hotel/Lodging $500.00

All Suites International

Details Itemizations
Amount temized @ remaining
$500.00 $0.00 $500.00

03/08/2021 - 03/10/2021 (Nights: 2)

The Same Every Night

Not the Same

Room Rate (per night) *

200.00

(Amounts in USD)

cancel

Room Tax (per night)

20.00

Tax 2 (per night) Tax 3 (per night)

Continue to itemize the
amounts until the balance
is $0.00.

Details

Amount

$315.00

Hatel/lLpd

03/10/2021
Details

Amount

$500.00

Create Itemization

Date 4

03/08/2021

03/08/2021

03/09/2021

03/09/2021

03/M10/2021

C

&
A

ltemizations

ltemized

$0.00 $315.00

ing $500.00 @

\[l Suites Internationa

ltemizations

ltemized

$500.00

Expense Type
Hotel/Lodging
Hotel/Lodging Tax
Hotel/Lodging
Hotel/Lodaging Tax

Parking/Tolls

0 Remaining

@ remaining
$0.00

Requested

$200.00

$25.00

5200.00

525.00

$50.00




4.0 Allocating Expenses

The Allocations feature allows you to allocate selected expenses to multiple chartfields. This should be
performed after the Itemization if allocating to multiple expense types.

Processing Steps Screenshot

Allocate single expense -
With the report open,
select a single expense
and click Allocate. Select
Percent or Amount, then | |
Add and enter the new

Allocate
Expenses: 1 $315.00

Percent Amount

chartfield designation. Amount Allocated 100%
$315.00 $315.00

Default Allocation

Code

To allocate multiple

expenses (or the entire Request Example $602.93 i
report), select the Not Submitted

expenses and then select
the Allocate button.

Report Details w Print/Share w Manage Receipls w Travel Allowance w

REQUEST

Appraved

$823.50

[E  Alerts Recsipt PaymentType Expense Type Vendor Details

. Allsiar Hotels
(] 0 I:‘ Out of Pocket Hotel/Lodging Los Angeles, Califomia

Out of Pocket Personal Car Mileage

I:‘ Qut of Pocket Airfare Southwest Airlines

Los Angsles, California

Select Percent or

Amount, then Add and AddAlocaton

enter the new chartfield L x
designation_ New Allocation Favorite Allocations

C | ICk save ‘Ei“ei! L‘m(m(‘.}'ﬂc()) CHICO - California State Univ, Chico

RAaL

Department *

e

J

Fund* ©
J

[+

J

Tl




5.0 Receipts

The Allocations feature allows you to allocate selected expenses to multiple chartfields. This should be
performed after the Itemization if allocating to multiple expense types.

5.1 Using Available Receipts Library

Users can upload images to the Available Receipts library which stores the receipt until the user is ready
to attach it to an Expense Report. Receipts can be uploaded to Available Receipts using various
methods.

5.2 Email or Forward Receipts to your Concur Profile

1. Before emailing receipts to the Available Receipts library, you must verify your email address for
verification in the Personal Information section of your Profile.
2. Click Profile > Profile Settings. The Profile Options page appears.
3. On the left-hand side of the screen, click Personal Information.
4. On the Personal Information screen, scroll down to the Email Addresses section.
5. Follow the below steps to verify your email address:
a. Once you have saved an email address, click Verify.
b. Check your email for a verification message from Concur.
c. Copy the code from the email message into the Enter Code box next to the email address.
d. Click OK to submit the code and complete verification.
6. Prepare an email to receipts@concur.com, attach the images, and send the email.
7. Forward an existing emailed receipt to receipts@concur.com.

5.3 Receipts Captured with Concur App

Any receipts captured using the Concur app will automatically place the images in your Available
Receipts library and can be attached as described below.

5.4 To Attach a Receipt Image to an Expense Entry Using Available Receipts

Processing Steps Screenshot

In the Expense Report,
select an expense entry
to open it in Detail view.

Attach Receipt

Select a receipt image or reuse one from this report

Click Attach Receipt Available Receipts | Receipts in Report
Image > View Available

. TEST RECEIPT EXAMPL...
RECEIptS. ° Uploaded: 11/11/2020 2:30 P

Upload Receipt
mage
SMB limit per file




Processing Steps

Select the appropriate
image and choose
Attach.

Click Save.

Receipt  Payment Type

Out of Pocket

Expense Type  Vendor Details

Allstar Hotels
Los Angeles, Califomnia

Hotel/Lodging

Requested

$500.00
Itemized

You can also attach a
receipt by clicking on the
plus sign (+) within the
expense line.

Receipt

Payment Type

Expense Type

Hotel/Lodging

5.5 Uploading Scanned Documents

Files scanned and saved to a folder on your computer may be uploaded directly into an Expense Report

using the following steps:

Processing Steps

Screenshot

With your transaction
open, select Attach
Receipt.

Click Attach.

New Expense
Details ltemizations
® Allocate
Expanse Type *
Airfare

Transaction Date *

10/19/2020

Vendor *

Southwest Airlines

Payment Typs *

Out of Pocket

Amount *

185.00

Request”

11/04/2020, $185.00 - Request Examp v

Comments To/From ApproversiProcessors

* Required field

Ticket Number

Gity of Purchase

@& ¥ | Los Angeles, California

Currency *

US, Dollar

I Save Expense 1 Save and Add Another Cancel

g

Hide Receipt [F]

[+]

Attach Receipt Image




6.0 International Travel

6.1 Travel Allowance

International, Alaska & Hawaii trips will require Travel Allowance itineraries to be created to utilize GSA
per diem amounts, which are used as ceiling amounts for related expenses.

Processing Steps Screenshot

Create or open your =
related expense report INTL Test $0.00 m
and select the Travel Not Submitted

Allowance hyperlink,
then Manage Travel
Allowance to build your REQUEST

trip itinerary. Approved
$1,000.00

Add Expense

Report Details w Print/Share w Manage Receipts w

Manage Travel Allowance

The Travel Allowances
window will appear

1) Create New Itinerary o Available Itineraries 2 ) Expenses & Adjustments

ltinerary Info
allowing you to build Hinerary Nare Selection
. oy IFrance Conference USGSA
your trip itinerary. Select
Create New ltinerary Edit ltinerary Stop
and enter the first Ieg of ) Departure City 4 Arrival City Arrival Rate Location |~ DcParture €ty -
. . ﬂ Sacramento, California Paris, FRANCE PARIS. FRANCE |Sacram5mu California
your tl"lp and click Save. 04/19/2021 06:00 AM 04/19/2021 09:00 PM — —
|o.1*19s'2021 =] |cs 00 AM
. . Arrival City
Continue entering all legs [ Pans. France
of the trip by selecting Date _me
IO4“T§‘ZOQT eise] ICS 00 PM

the Add Stop button. An

itinerary must consist of
at least 2 legs; one leg
for departure details and
a second leg for your
return details.

When all portions of the
trip are entered, click
Next.




Processing Steps

On the Available
Itineraries tab, you can
view the itinerary that
you have assigned to this
trip.

A) Create Newltinerary () Available ltineraries

Assigned Itineraries
Departure City

@ ltinerary: France Conference

) Expenses & Adjustments

Date and Time » Arrival City Date and Time

Arrival Rate Location

Sacramento, California
Paris, FRANCE

04/19/2021 06:00 AM
04/23/2021 0800 AM

Paris, FRANCE 04/19/2021 09:00 PM

Sacramento, California  04/23/2021 12:00 PM

PARIS, FRANCE
SACRAMENTO COUNTY, US-CA, US

Click the Expense &
Adjustments tab to mark
any meals which were
provided during your
trip. Then click Create
Expenses to return to
the expense report and
add trip costs.

You can begin adding
either out-of-pocked
expenses and/or
University Credit Card
transactions to your
Expense Report.

A) Create New ltinerary  (2) Available Itineraries

Show dates from

Date/Location a
14/19/2021

Paris, FRANCE
04/20/2021

Paris, FRANCE

04/21/2021
Paris, FRANCE

04/22/2021
Paris, FRANCE

04/23/2021
Paris, FRANCE

e Expenses &Adjustments

ST -

Breakfast Provided Lunch Provided

Dinner Provided

6.2

Converting Foreign Currency Transactions

in the required and
optional fields (required
fields are indicated with
a red asterisk).

For the Amount field
enter the amount spent
in foreign currency. The
correct currency should
populate based on the
City of Purchase
information you entered.

Processing Steps Screenshot

With the Expense Report Newy £

open, click Add Expense, NeW Expense

and then enter the Details Itemizations
appropriate information ® Allocate

Expense Type *

International, Alaska & Hawaii Per Diem

Transaction Date *

04/19/2021 =5

City of Purchase *

& w | Paris, FRANCE

Amount *

50.00

Conversion Rate *

1EUR = | 1.19822560

Amount in USD *

59.91

Travel Allowance @)

* Required field

v
Enter Vendor Name
Payment Type *
Out of Pocket v
Currency *
Euro v
Reverse
usD




Processing Steps

Expense will calculate
the amount in USD.

If expense amount is
already in USD, enter
amount in Amount in
USD field and it will
calculate the foreign
amount for you.

Complete the remaining
fields as appropriate and
make sure the Travel
Allowance box is
checked before saving
the expense. This is what
will be used to check the
amount against the GSA
travel allowance rates for
that specific destination.
If this box is not checked
the report will not be
able to be submitted
until that occurs.

New Expense

Details

@ Allocate

Expense Type *

Itemizations

International, Alaska & Hawaii Per Diem

Transaction Date *

04/19/2021

City of Purchase *

@ w | Paris, FRANCE

Amount *

50.00

Conversion Rate *

1EUR = 1.19822560

Amount in USD *

59.91

Travel Allowance @)

Enter Vendor Name

Payment Type *

Out of Pocket

Currency *

Euro

* Reguired field

Review summary of
actual costs in relation to
allowance ceiling.

The example intentionally shows an expense more than the allowance ceiling to
demonstrate the adjustment that will be made to the reimbursable amount of the

traveler. Actual expenses, up to the allowance ceiling are reimbursable.

Travel Allowances For Report: France Conference

Create New Itinerary | Available tineraries || Expenses & Adjustments || Reimbursable Allowances Summary

Show dates from |

Expense Type
04/19/2021 (Paris, FRANCE]

Allowance Limit

Expense Total

Above Allowable Limit

Lodging 5435.00 50.00 50.00
L Meal Allowance $14175
04/2012021 (Paris FRANCE, ceiling.

Lodging Maximum $435.00
[+] Meal amount $189.00 Actual $0.00
0412172021 (Paris_FRANCE reimbursed Costs
[+] Lodging $435.00
L] Meal $189.00 50.00 50.00
0412272021 (Paris, FRANCE
© Lodging $435.00 50.00 50.00
[+] Meal $189.00 $0.00 50.00
04/23/2021 (Paris FRANCE
[+] Lodging 50.00 50.00 50.00
[+) Meal 514175 50.00 50.00




7.0 Blanket Mileage Claims

There are situations where a travel request may be submitted, for mileage and parking only, for an
entire fiscal year. While the travel request covers the full fiscal year, an expense report can to be
submitted monthly, at the closure of each calendar month. Start the expense report like any other, note
the total miles for that month. Enter in the mileage for the month or reporting period and submit for

approval.

8.0 Submitting an Expense Report

Processing Steps Screenshot
O.n the exp.ense report, Request Example $602.93 @ Cony ot | subnt Report
click Submit Report. Nt Submited

Report Details v Print/Share » Manage Receipls v Travel Allowance ¥

REQUEST

Approved

$823.50

The Final Review
window appears with the
USEI" Submlt Agl’eement, By clicking on the "Accept & Submit button, | cerfify that:

1. This iz a true and accurate accounting of expenses incumred to accomplish official business for CSU and there are no
expenses claimed as reimbursable which relate to personal or unallowable expenses. Expenses do not include alcohol
unless the funding sources specifically allows i

User Electronic Agreement

By C“Cklng Accept & 2. All required receipt images have been attached to this report
H H 3. I have not received, nor will | receive, reimbursement from any cther source(s) for the expenses claimed
contl nue' th e useris 4. In the event of over payment or if payment iz received from another gource for any portion of the expenses claimed |
accepti ng the terms an d assume respongzibility for repaying CSU in full for these expenses.
5. If 1 am driving a personal vehicle, | have taken the University Defensive Driving training (if applicable) andfor a current
Conditions Of the STD 261 (Authorizafion to use Privately Owned Vehicles on State Business) form is on file.

&. | have idenfified all personal days, if any, and have attached an itinerary if my university requires it.

agreement.

9.0 Tracking Status of an Expense Report

You can review the status of your submission in two different ways. Either way will show you what stage
of the approval workflow your report is in.



Processing Steps Screenshot

When logged in you
can select the Expense sAPConcur [€] | Womess T | Y Ao Gt
module and take note —

of the status on that
report’s tile.

1
Help+

Profle + &

Manage Expenses

REPORT LIBRARY View Active Reports w

SUBMITTED 1111672020

20/21 Mileage

$39.13

Submitted & Pending "Reports To"
Approvali
CH Approver ...

Alternatively, you can
open the expense
report and select the

20/21 Mileage $89.13

Report Details Submitted & Pending "Reports To" Approvali

hyperlink, then select
Report Timeline.

Report Details w Print/Share w Manage Receipts w

Report
Report Header

Remaining
Report Totals $773.37
Audit Trail
Allocation Summary | payment Type
Linked Add-ons |
Manage Requests | Qut of Pocket

The Report Timeline
will show what
approvals have
occurred thus far and
where it is in the flow.
In the example this
report is with the

Report Timeline
Supervisor Travel Spring 2021 | $119.28

Approval Flow Report Summary

o Budget Approval
Flores, Silvia EXPENSE COMMENT Personal Car Mileage | 04/14/2021 | $17.36 View
05/21/2021
Laguna Creek High School

25700 - Teaching Credentials (SA-SACST-
MDS01-25700)

Lugea, Linda C. EXPENSE COMMENT Personal Car Mileage | 04/29/2021 | $17.38 View
“R I’t T ” 0512172021
eports To ‘
25700 - Teaching Credentials (SA-SACST- Laguna Creek High School
ApproverZ, MDS01-25700)
Flores, Silvia

EXPENSE COMMENT Personal Car Mileage | 05/19/2021 | $17.36 View
05/21/2021
Laguna Creek High School

“Report To" Approval2
Sessoms, Deidre B

. Approval for Processing

EXPENSE COMMENT Personal Car Mileage | 04/13/2021 | $1512 View
05/21/2021
Ed Harris Middle School, Elk Grove, CA




10.0 Acting as a Delegate

If you have been assigned to work as a delegate, your delegator will define which tasks you can

complete.

Processing Steps

Screenshot

Click Profile > Act on
behalf of another user.

Type the name or select
the appropriate
delegator's name in the
drop down.

Click Start Session.
NOTE: Notice that the
Profile menu now
displays Acting as and
shows the name you just
selected.

You are now officially
working on behalf of that
person. Complete the
normal processes of
creating reports,
attaching receipts, etc.
To select a different user,
follow the same steps
but click a different
name.

To return to your own
tasks, click Acting as and
then Done acting for
others button.

Sarah Elizabeth David

Profile Settings Sign Out

>/ Acting as other user @

@ Act on behalf of another user

Cancel

Acting as Nahal, InvirS

&’0 Currently acting as Nahal, Invir S

Profile Settings Sign Qut

>/ Acting as other user @

@ Act on behalf of another user

Cancel

Done acting for others

11.0 Printing an Expense Report

Processing Steps

Screenshot

On the Expense Report
page, click Print/Share,
and then select *CSU-
Detailed Report with
Summary Data.

Request Example $602.93 @

Not Submitted

Mo s v Tt o ¥

*C5U - Detailed Report with Summary Data

Report Detalls ¥

REQUEST

Approved

$6823.50




Processing Steps

Screenshot

Click Print or Save as PDF
or Email to get complete
packet for expense
report (includes copies of
receipts attached).
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