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Profile

Update profile information

1. From the My ASU TRIP homepage, click profile.
2. Then, click profile settings.

Help =

CONCUR Requests Travel Expense App Center .
Profile « -

‘ARIZONA STATE Sparky Test
MUN]\'I‘RS[TY + 0 parky -
New Authori s| | Sign Out
Hello, Sparky Req

3. Click personal information.

Administration ~ Help ~
[BJCONCUR  Requests  Travel  Expense  Repoting~  App Center °
Profile =
-
Profile Personal Information System Settings Concur Mobile Registration Concur Mobile Devices Travel Vacation Reassignment
Your Information Profile OptiOﬂS

Personal Information

Company Information Select one of the following to customize your user profile.

Contact Information Personal Information System Settings
Email Addresses Your home address and emergency contact information. Which time zone are you in? Do you prefer to use a 12 or 24-hour
Emergency Contact Company Information clock? When does your workday start/end?
Credit Cards Your company name and business address or your remote Contact Information
location address. How can we contact you about your travel arrangements?
Travel Settings Credit Card Information E-Receipt Activation
You can store your credit card information here so you don't have Enable e-receipts to automatically receive electronic receipts from

[ e nces to re-enter it each time you purchase an item or sevice. participating vendors.

4. Verify that the first, middle and last name fields match the official identification
documents you will present at airports. If any of the fields do not match your ID, changes
can be made as shown below:

Title Optional.

First Name To change, contact the Travel Service Center.

If your travel documents do not display a middle name, use the
Middle Name checkbox below the field. If the middle name needs to be changed,
contact the Travel Service Center.

Nickname Optional
Last Name To change, contact the Travel Service Center.
Suffix Optional

Changes made by the Travel Service Center are not permanent. Changes can be overridden by
PeopleSoft when there are changes in your department or your position. The Travel Service
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Center recommends you make the name change permanent by contacting the Office of Human
Resources.

Company information is auto-populated from PeopleSoft.

Complete the optional work address field.

Enter contact information. A work phone or home phone is required.
Register your mobile device to receive Safety Text message Alerts.

® N oo

Note: Required** does not disappear after field completion.

Contact Information Go to top

[Required™] does not disappear after completion

Waork Phene[Required™] Wark Extension Work Fax 2nd Wark Phone/Remote Office
| 4809852453

Home Phone[Required™]

|602-555-1212 |

Pager Other Phone

Concur Mobile Devices

Register and manage your mobile devices here.

|:I Add a new davice »

ooo
[-1-1-]
[=1=]1-]

9. Verify email to receive e-receipts and forward itineraries. E-receipts and forwarded
itineraries simplify expense report preparation.

Email Addresses Go to top

Please add at least one email address.

p How do | add an email address?

p Travel Arangers / Delegates

» Why should | verify my email address?
p How do | verify my email address?

@ Add an email address
Email Address Verification Status Verify Contact? Actions

Email 1 @asu.edu Not Verified Verify Yes &

10. Enter an emergency contact.

11. Complete optional travel preferences and frequent-traveler programs.

12. Enter gender and date of birth. Note: [Required] does not disappear after completion.
13. Passports, Visas, and Credit Card fields are optional.
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Activate E-receipts

Follow these steps to activate e-receipts to ease expense report preparation.

1. Click profile.
2. Click profile settings.
3. Click e-receipt activation.

[@concur

Profile

Your Information
Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees

Other Settings

System Settings
Connected Apps

Requests

Personal Information

Travel Expense App Center

System Settings Concur Mobile Registration

Profile Options

Selact 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 time you purchase an item or senvice.
Travel Profile Options

Carrier, Hotel, Rental Car and other travel-related preferences.
Expense Delegates

Delegates are employees who are allowed to perform work on
behalf of other employees.

Expense Preferences

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.

E-Receipt Activation

Enable the automatic collection of electronic receipts and folio data, or "e-receipts”, from participating suppliers!

Caoncur Mobile Devices

Administration ~ |

Travel Test Robert User

Profile Settings| |

Help =

Profile ~ &

Sign Out

System Settings

Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday start/end?

Contact Information

How can we contact you about your travel arangements?
E-Receipt Activation

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

Travel Vacation Reassignment

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

Request Preferences

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.

Concur Mebile Registration

Set up access to Concur on your mobile device

Click here to enable the automatic collection of electronic receipts and folio data, or "e-receipts”, from participating suppliers!

Once you complete the e-receipt activation, the e-receipts generated by your transaction with a participating supplier will be automatically collected and matched with
your itineraries and expense reports. You can access and print these e-receipts at any time from your Trip Library. If your company uses Expense, then your e-receipts
will be automatically matched with your itineraries and expense reports, as applicable, so you can avoid keying in folio data and submitting paper receipts for your
expense reports. Participating suppliers of our e-receipt program are identified by our icon during the online booking process: (3]

View sample e-receipts:  Car Hotel Taxi

4. Click I accept.
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E-Receipt Activation and Use Agreement

Please read the following E-Receipt Activation and Use Agreement. To view the rest of the agreement,
please scroll down.

We are pleased to offer you participation in our e-receipt program (our "e-receipt program"), which
enables our automatic collection of the electronic receipts and folio data generated by your
transactions with suppliers that participate in our e-receipt program (collectively, "e-receipts") for
use in connection with Concur services. In consideration for providing you with access and use of
our e-receipt program in connection with Concur services, you hereby understand and agree to
the following:

1. You hereby grant Concur Technolegies, Inc., your company, and each of their respective

affiliates, agents, suppliers, successors, and assigns (collectively, the "data processors") the
irrevocable, perpetual, worldwide, royalty-free right and license to send and receive e-receipts
generated by your transactions with participating suppliers, including without limitation air, rail, v
hotel, car rental, and other ground transportation suppliers, and to use such e-receipts provided

You must ACCEPT all of the terms of the E-Receipt and Use Agreement in order to proceed with use of

our e-receipt program by pushing the | ACCEPT button below. If you do not wish to proceed with such use
of our e-receipt program, then please press the | DECLINE button below and you will not participate in our

e-receipt program.

g
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Add a delegate

A delegate can create a trip request or expense report on your behalf and book travel, but
cannot submit an expense report for you.
1. Click Profile at the top of the My ASU TRIP home page. Then, click Profile Settings.

Administration + Help ~

CONCUR Requests Travel SR

App Center .

MARIZOM STATE
UNIVERSITY

Hello, Test

Click Expense Delegates.

New Authori

Test Robert User

Profile ~
-

Profile Personal Information

Your Information
Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent Traveler Programs

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers

System Settings  Concur 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 ¢an store your credit card information here 50 you don't have
to re-enter it each time you purchase an ftem or service.

Travel Profile Options

Carrier, Hotel, Rental Car and other travel-related preferences
Expense Delegates

Delegates are employees who are allowed to perform work on
behalf of other employees:

Expense Preferences

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

Concur Mobile Devices

Travel Vacation Reassignment

System Settings

Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday startlend?

Contact Information

How can we contact you about your travel arrangements?

E-Receipt Activation

Enable e-receipts to automatically receive electranic receipts from
participating vendors

Travel Vacation Reassignment

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

Request Preferences

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

Concur Mobile Registration
Set up access to Concur on your mabile device

Favorite Attendees

Expense Settings

Expense Informatit

Expense Preferences

Expense Approvers
Favorite Attendees

3. Add delegate by clicking Add. You can search by employee name, email address,
employee ID or logon ID. Select your delegate and Add.

Expense Delegates

Delegates  Delegate For

save || Delete

Delegates are employees who are allowed (o perform work on behalf of other en

Search by employes name, email address, employee id or

Sparky Learii

& Sparky Learn

ori beene@asu.edu

User ID: testuserd

Logon ID: SparkyLeam@asu edu

' to 3 delegate,

el

Sparky Learn 1

ori beene@asu.edu

User ID: testuserb

Logon ID: SparkyLeam1@asu.edu

Sparky Learn 10

lori beene@asu.edu

User ID: testusert5

Logon ID: SparkyLeam10@asu.edu

Sparky Learn 11

lori beene@asu.edu

User ID: testuser16

Logon ID: SparkyLeam11@asu.edu

Sparky Learn 12
lori beene@asu.edu >
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4. Check boxes that apply. You have not assigned a delegate until these boxes are
checked.

Can Prepare: Delegate can prepare requests and expense reports on your
behalf.

Can Book Travel: Delegate can book travel within My ASU Trip for you.
Can Submit Requests: Delegate can submit a completed request on your
behalf; they will not be able to submit an expense report for you.

Can View Receipts: This allows them to view receipts and is necessary for
them to be able to complete requests and expense reports.

Receives Emails. The delegate receives an email when requests or expense
reports have been approved or sent back for revision.

Expense Delegates

Delegates  Delegate For

3

Delegates are employees who are allbowed to perform work on behalf of other employees.

Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request.
Hame Can Prepare Can Book Travel Can Submit Requests Can View Receipts Receives Emails
Learn, Sparky — — — .
Iuriteéna@asu edu & v ] ]

5. Click Save.
My ASU Trip Back to Table of Contents 1/26/2022
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Apply for an ASU Travel Card

1. Sign into the travel card application page with your ASURITE ID and click submit new
form.

2. Enter the applicant’'s ASURITE ID. If applicable, include the ASURITE ID of the
department contact.

ASU Travel Card Application

Submit New Form Submit New Form

Forms Requirin roval
o 9 App Student employees and Graduate Students may not request a Travel Card.

Forms in Process Applicant's ASURITE: Search for Applicant
Contact's ASURITE: Search for Contact

Completed Forms {optional)

Search Forms [ Cancsl ] [ Continue

3. Click continue.

The submit new form page appears with the user's employee information and an
approving cost center or grant field, which requires completion. The system uses the
approving cost center of grant field to route the card application for approval. The cost
center or grant entered does not affect where the card charges are expensed.

4. Click the ASU Travel Card Standards of Use and ASU Commitment to Ethics links
and read both documents.

5. Complete the phone number field. This information is provided to U.S. Bank, who will
contact you at this number if necessary.

ASU Travel Card Application

Submit New Form

Training Requirements

ASU Travel Card Standards of Use
ASU Commitment to Ethics

Employee Information

Employee Name:

Employes 1D: HR. Mail Code:

Email Address: Phone Number: l:l Mo Spaces
Employee Job Title:

Employee Group: SAL Campus Location:

HR Department Code: D0206002 HR Depariment Mame:

VPIColliege Code: BF

ample: CCO0M2 or GROD223 Search CC or Grant ID

Approving Cost Center or Grant: l:l

My ASU Trip Back to Table of Contents 1/26/2022 7
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6. Scroll down to complete the card use section.

o If this is your initial application, request a monthly limit of $2500, $5000 or other for
an alternate amount. Request the greatest amount of travel expenses you expect per
month.

o If you currently have a card and are requesting a card limit increase or decrease,
check the increasing limit or decreasing limit box and enter the requested new
limit in the text field labeled other.

o If you are changing departments check cardholder transferred departments.

Card Use

Indicate monthly maximum dollar amount of travel expenses for this card.
Amount Select ONE

© $2,500.00 Check if application is revising existing card (check all that apply).

© $5,000.00 0o Increasing limit

i [] Decreasing limit

-/ Otner [] Cardnolder transferred departments (this application should be entered with new department information)
If Other:

7. Review and select each checkbox in the acceptance of terms section.
Acceptance of Terms

lunderstand the ASU Travel Card is a corporate liability card paid directly by ASU.
I have read the terms of this application and have agreed to each term as noted below.

[T] I'have reviewed the ASL Travel Card Standards of Use and
ASU Commitment to Ethics.

N The card is to be used anly for University travel related
expenses with an appropriate business purpose.

[l I'will promptly submit my travel claims within 30 days after
completion of my trip.

[[] The travel card is notto be used for personal expenses,
alcohol,
or other expenses prohibited in the ASL Travel Card
Standards of Use.

| Ifluse my ASU Travel Card for expenses not reimbursable by
ASUL I will immediately repay ASU; otherwise,
| authorize ASU Financial Semvices to deduct these expenses
from my ASLU payroll check.
Ifno longer employed by ASU, | understand amounts owed
may be sentto an outside collection agency.
(Mote: Travelers will see the balance due ASU at the time they
submit their travel expense repaort.
Employees will also be notified by ASLU Travel when the
deduction amount has been sentto Payroll for processing.)

[T] Pwill notify LS .Bank immediately if my card is lost,
| believe my account number has been compromised,
or | believe fraud has occurred. | will notify LS. Bank within 60
days to dispute a fraudulent charge.

| This card may be suspended or canceled at the discretion of
ASU Financial Services or ASU Department.

[ Cancel ] [ Continue

My ASU Trip Back to Table of Contents 1/26/2022 8
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8. Click continue.
9. Select an option in the Travel Approver and Dean/VP Approval sections and click

continue.

ASU Travel Card Application

Submit New Form

Approval Information

Travel Approval - select ONE

Dean/VP Approval — select ONE

Cancel | | Continue

10. A confirmation window appears to explain your application has been received and is
awaiting approval.

Click forms in process to check on the application status.

My ASU Trip Back to Table of Contents 1/26/2022
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Request an approver role

1. Click service in My ASU.
2. Click access requests under IT Services.

My ASU

_ Resources Service Teaching Profile

Dashboards & PeopleSoft ASUDropbox(# Gmail Canvas Customize Shortcuts

IT Services

Request Services
Get agsistance with your IT needs from an ASU representative.

%, Live Chat © MNew Ticket My Service Portal

You can also call us at (480) 965-6500 or 1-855-278-5080.

Service Catalog

Search all of our services for what you need.
e Tie z

Initiate or manage user access to various services.

ServiceNow Training
Become a ServiceNow expert.

My ASU Trip Back to Table of Contents 1/26/2022 10
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3. Inthe drop-down menu, click PeopleSoft security.

m Arizona State
University

Home & ServiceCatalog ¥ Security ¥ Identity and Access Management

Categories

Identity and Access Management

Summary: Services relating to authentication, access, role-based provisioning,etc.

Detailed Description: Identity and Access Management provides logical and role-based access to syster
resources and tools fosters academic learning and collaboration.

Service Supported By: University Technology Office, Cybersecurity Strategy and Assurance

Hours Of Availability: Standard business hours

Costs: Provided by University Technology Office

How To Request: These service offerings are requested via a ServiceNow request (see list below). Reque

Administrative and Business

Communication and Collaboration

Departmental Catalogs

End-Point Computing

Infrastructure

IT Professional Services

Role-based access Computer Accol
B Security -
Dashboard Access [ASU Dashboards) Data access (my
Bl identity and Access Management
Enterprise Password Manager (LastPass) Application Acce
PeopleSoft Security ’
Duo security PeopleSoft Cam
Secure Computing
§ PeopleSoft Security
Security Incident Response and Investigation
Security Policy and Compliance
Teaching and Leaming Analytics Group Access ASU Dashboard
Request access to a group within the Analytics environment ASU Dashboards We

[analytics.asu.edu)

4. Select PeopleSoft — Submit a Role Request.

PeopleSoft Security

Summary: Includes PeopleSoft Campus Community and PeopleSoft role-specific access for CS, HR, PRD and Data Warehouse
Service Supported By: PeopleSoft Campus Community, PeopleSoft Security, and PeopleSoft Systems Support
Hours Of Availability:
«  Metwork Availability & Incident Response: 24xTx365
«  Service Request Availability: Standard Business Hours
Costs: Maintenance and support of ASU network funded by UTO, new connections and other project costs may apply.

PeopleSoft Campus Community PeopleSoft - Submit a Role Request 7~

ASU Identity & Affiliation Inquiries, Courtesy Affiliate Business Process Submit a PeopleSoft Oasis Security Request
and Related Request(s)

View Details View Details

My ASU Trip Back to Table of Contents 1/26/2022 11
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5. Enter your ASURITE and click continue.

ASU PeopleSoft Security Request svanord

- Enter the UserlD for which you are requesting a change, then click the Continue>> button. The
system will evaluate whether this is a new access request or one which has been started but not
yet submitted.

- Note: Fields which have a label preceded by an asterisk (*) are required

*End-User's UserlD |:| A Continue ==

ASU PeopleSoft Security Request

"End-User's UserlD: View Employee Data

*Purpose for Access Request ( maximum of 2 lines)

g i ==
*Supervisor's UserlD: ) Continue

Cancel/Reset

6. Explain in the purpose for access request field the reason for the requested role.
7. Enter your supervisor's ASURITE and click continue.

If you are applying for an ATO role, ensure the name is a dean or vice president.

8. Click add role.
o If applying for the My ASU TRIP approver role, you must be a Cost Center Manager
or Grant Manager in Workday.
9. Select the necessary role under human capital management — financial services
travel.

My ASU TRIP Approver My ASU TRIP Dean/VP Approver
My ASU TRIP ATO

10. Click save and return.
11. Click save and submit to forward your request for approval.

My ASU Trip Back to Table of Contents 1/26/2022 12
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Approve a trip request

1. From the My ASU TRIP homepage, Click Approvals at the top of the page >
Requests > and the name of the Trip.

Help +

SAP Concur @ Requests Expense Approvals App Center

Profile ~ a

Approvals Home ~ Requests  Reports

Approvals

03 03

Reguests Expense
Reports
Requests
Request Name Request 1D Employee Request Dates Date Submitted Total
Workday Rising 7RPN Beene, Lori joiaanis 54,100.00
KO WF Test 3 A4 1 Default 7RPR Beene, Lofi 06/11/2018 55.500.00

2. The Request Header opens. Review the details. Any field not grayed out can be
modified as necessary. Hover over i? for additional information about a field.

Request FHKW we e 3 £ 0 CE T T

Status: Pending Cost Center Approval
Trip Name: Workday Rising Amount: $1,447.50

Public Purpose/Benefit to ASU: To leam about best

practices re.
Request Header A\, || Expense Summary || Approval Flow || Audit Trail || Travel Advisory

/\COVID-19 requirements: Attach the email approval of a Dean/VP and Provost/Executive VP and a completed Travel Considerations Checklist. The request routes to Risk Management for final approval. Booking should
not begin uniil fully approved.

Trip Name Trip Type Traveler Type Employee ID Depariment ID

[ wenkaay rising [+ outarstate [~] [stam [v] testuser | (D0206002) Fs Trave

Business Travel Begin Dalely Business Travel End Dately Main Destination Gyl Cost Center

|ns¢:eau2u ‘_H |wzmu20 ‘_H |Ta\lapaasa Georgia PGO0029) BDI-Administration I-TRIF ~ ~  (CC0007) BDI-Administration ~
Travel fisk advisory - Medium (Level 3)

Does his trp contain personal travel7yy» Business Type Gonference/Event Hostyy Public Purpose/Bonsit to ASU v

[no [~] 03 Training [~] [worksay To leam about best practices related to travel

processing in Workday o increase efficiency
and impreve compliance with policy

3. Yellow exceptions are informational. These should be reviewed, but do not prevent
approval.

Request FHKW g

Status: Pending Cost Center Approval
Trip Name: Workday Rising Amount: 51,447.50

Public Purpose/Benefit to ASU: To learn about best
practices re...

RequestHeadar& Expense Summary | Approval Flow | Audit Trail || Travel Advisory

/NCOVID-18 requirements: Attach the email approval of a Dean/VP and Provost/Executive VP and a completed Travel Considerations Chacklist. The request routes to
Risk Management for final approval. Booking should not begin until fully approved.
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4. Open the Expense Summary to view individual expenses. Expenses with an Approved
Amount field can be reduced by the approver; calculated fields are unable to be
reduced (mileage and daily allowances). For a change to the calculated fields, the
request will need to be returned to the traveler. Add comments as necessary.

Request FHKW e e
Status: Pending Cost Center Approval
Trip Name: Workday Rising Amount: $1,447.50

Public Purpose/Benefit to ASU: To learn about best
practices re...

RequastHeader& Approval Flow || Audit Trail | Travel Advisory

« Expense Type Estimate
Date Expense Type Amount Requested h h
06/26/2020 Airfare $300.00 $300.00 Comment | | Approved Amount
| 300.00
06/26/2020 Hotel $350.00 £350.00
06/26/2020 Taxi 560.00 560.00
06/26/2020 Daily Allowances $112.50 $112.50
06/26/2020 Conference Regi... $625.00 $625.00
TOTAL AMOUNT TOTALREQUESTED m
ocate Cancel
$1,447.50 $1,447.50 -

5. For hotel, the Allowed Lodging rate lookup shows the state allowed lodging limits for
the destination as selected by the traveler. If not completed, you can populate the field.
To search for a US destination, start typing the 2-letter state abbreviation and then the
city name. These rates are exclusive of taxes.

Allowed Lodging rate Iookup[k-p
OR F‘Drl

Type to search by: (® TEXT () CODE () EITHER
Text (Code)

OR: Portland Apr 1 - Oct 31 5184 (US-OR Portland 04-01 5154)
OR Portland Mov 1 - Mar 31 $150 (U5-0R Portland 11-01 $130)

To search for an international destination, start with the country name, then city. These

rates include all taxes.
Allowed Lodging rate Iookup[\\h?

Germany h

Type to search by: (8 TEXT () CODE (_) EITHER
Text (Code)

Germany Hamburg $219 (DE Hamburg $219)
Germany Hannower 5158 (DE Hannover $158)
Germany Heidelberg 5192 (DE Heidelberg $192)

Germany Hoechst 5242 (DE Hoechst $242)
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6. Review allocations, modify if necessary. These determine how a request will be pre-
encumbered. Optional worktags (department reporting roll, department reporting, ASU
audit reporting and academic employee) can be modified or added.

Req U eSt FH KW [User, Test]

[ Atachments ~ ] P Emal+ ]| Sond Bock ot e

Status: Pending Cost Center Approval

Trip Name: Workday Rising
Public Purpose/Benefit to ASU: To learn about best
practices re...

Request Header fl\ || Expense Summary || Approval Flow || Audil Trail || Travel Advisory

Amount: 5144750

« Expense Type Estimate
Airt v 30000 usD v
Date | Expense Type Amount Requested | e g U
062612020 sirfare 5300.00 5300.00 Comment Approved Amount
[a00.00

0612612020 Hotel 5350.00 535000
0612612020 Taxi 560.00 560,00
062612020 Daily Allowances s112.50 11250
06262020 Conferancs Regi 562500 5625 00

TOTALAMOUNT |  TOTAL REQUESTED

B Allocate || Cancel
$1,447.50 $1,447.50

Allocation Summary

= x

ProjGmiGiftsPrgm Department Reporting Roll Department Reporting

| cost center

ASU Audit Reporting | Academic Employee

Trip Type Amount

(PG03812) LAW-Law Joumal-LCL  (GC0421) LAW-Journals

(DRO084€) GL-UTORTS - SLA Proje. . (D0342) UTO- Misc Opsrati

(1. Out-ofState)... 595000

(PG03836) LAW-Social Justice Jo... (GCO421) LAW-Journals

(1. Out-of-State)...  5950.00

7. Click Attachments, View Documents in a new window to review any attached
documents, Attach Documents to add anything additional. Be sure your pop-up

blocker is not enabled.

Aftachments » Print / Email *

Request FHKW e, e

Trip Name: Workday Rising

View Documents in a new window

Attach Documents

Public Purpose/Benefit to ASU: To learn about best

practices re...

Request Header & Expense Summary | Approval Flow | Audit Trail | Travel Advisory

« | Expense Type

|
Send Back Request Approve & Forward |

Status: Pending Cost Center Approval
Amount: 51,447.50

Estimate

8. Open the Approval Flow and select the next approver. Select the next approver by
typing in the first letter of the last name and selecting the appropriate individual.

My ASU Trip Back to Table of Contents
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Request 7RPN e s

Status: Submitted & Pending Approval

Trip Name: Workday Rising Amount: $1,960.00

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

Cost Center Manager (Enter an * for list of spprovers to choose from)

AT
: oe
Fuentes, Adrienne M. (Adrienne. Fuentes{@asu.edu)
User [D: 1000497367

Legon ID: adri23@asu.edu

Fiacco, Beth A (Beth.Fiacco@asu.edu)

User ID: 1205740675

Legon |D: bfiacco@asu.edu

Flores, Carole L. (Carole.Flores@asu.edu)

User ID: 1000348736

Legon ID: ciflore@asu.edu

Forbes, Carolyn E. (carclyn forbes@asu edu)
User ID: 1000116061
| annn N meslea@mas adu

Click @ to search for and add an approver that is not part of the standard workflow.

ReqUESL 7RPN pae o

Status: Submitted & Pending Approval

Trip Name: Workday Rising Amount: 51,960.00

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

Cost Center Manager (Enter an * for list of approvers to cheese from):

ATO:

Fuentes, Adrienne M. {Adrienne Fuentes@asu edu) | 0 o

Select the additional approver by typing in the first letter of the last name and selecting
the appropriate individual.

Request 7RPN e an sncmer

Status: Submitted & Pending Approval

Trip Name: Workday Rising Amount: $1,960.00

Request Header | Segments || Expense Summary || Approval Flow || Audit Trail

Cost Center Manager (Enter an * for st of approvers to choose from)

User-Added Approver.

B °
Acuna, Stepharis D. (nomail@asu.sou)
User ID: 1200363740

Logon ID: sdacuna@asu sdu

Aguero, Jennifer (Jenny.Aguero@asu.edu) [+ )
User ID: 1211545955

Logon D jaguerc @asu.edu

Aguilar, Kathleen E. (Kathleen Aguilar@ssu.edu)
User ID: 1000781770

Logon ID: keaguila@ssu.edu

If you do not know the appropriate ATO or Dean/VP, use the Travel Approvers
Dashboard available on the travel home page.

9. The Audit Trail shows activity for the history of the request.
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Request FHKW e T T T )

Status: Pending Cost Center Approval

Trip Name: Workday Rising Amount: $1,447.50
Public Purpose/Benefit to ASU: To learn about best
practices re...
Request Header & Expense Summary || Approval Flow || Audit Trail | Travel Advisory
Reguest Level -
Date/Time ‘ Updated By | Action Description
06/23/2020 09:31 AM  User, Test Approval Status Change Status changed from Mot Submitted to Submitted
Comment.
06/23/2020 0%:31 AM  User, Test Exception COVID-19 requirements: Attach the email approval of a Dean/VP and Provost/Executive VP
and a completed <a href="htips:/luwmw. asu OVID-19-t |-checklist pdf*

target="_blank™= Travel Considerafions Checklistz/a=. The request routes to Risk

10. The Travel Advisory is an assessment of the risk associated with the main destination
in the request.

Request FHKW e e

Trip Name: Workday Rising

Public Purpose/Benefit to ASU: To learn about best
practices re...

RaquestHeader& Expense Summary || Approval Flow || Audit Trail J| Travel Advisory

Country | Risk Level

UMITED STATES Travel risk advisory - Risk Level: Medium (Leve...

11. Send Back Request or Approve. Add a comment if you want to send back the request.
The traveler will receive an email with the comments included. They should make the
appropriate adjustments and resubmit. Approve will send the request to the next
approver you have specified.

Send Back Request

Comment History
Creation date | Entered By Comment Text

Add a comment to explain why you are returning the request. Then click OK to return the
request to the employee.

Comment

Please provide a more compleie public purpose - 'atiending a conference’ is not sufficient

m Cancel
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Approve an expense report

1. Click the name of an expense report. The expense summary tab opens.

TRIP SEARCH ALERTS

0 You haven't signed up to receive e-receipts.@ Sign up here

4 o= = @

Please select your preferred departure and return flight COMPANY NOTES

times from the drop down menus provided below. The tool
will automnatically search for flight options within +/- 4 hours
of your selected preferred fimes. You may expand this +/-

window lo increase your fight search results Welcome to My ASU TRIP! asu Travel Service Center 480-965-3111, myasutrip@asu.edu

Your 4-digit Request ID will be needed to complete your
purchase at the end of the booking.

Completed your trip? Expense reports are due 30 days from trip end and all ASU travel card transactions must be processed on an expense

Mixed Flight/Train Search repert. Leave no transaction in your profile unless they are related to a future trip and are related to an approved request.
| Round Trip One Way Muli Gity |
From @ Read more
[ Departure city, aiport or rain station |

Find an airport | Select muliple sirports MY TASKS

airport or train station |
Find an aitport | Select multple aiports Required Approvals = Available Expenses— Open Reports —=
TestU. | WACUBO 2020 You currently have no available 10/21 fds
m $1,959.21 — Expense expenses. $2,625.00
Show Mare

Approvals Home Requests Reports

Budapest Dec 2015 e s

Send Back to User Approve & Forward

Summary  Detsls *  Recepts *  Print/Emai v
Expenses view <« [ summary |
‘ Date ¥ ‘ Expense Type Amount Requesleu‘ Repor‘t Su"nmary
12182018 Aifare $1,000.00 51,000.00 Report Totals
@ = Amount Due Company Amount Due Employee
12182015 Daily Allowances $100.00 $100.00 50.00 5445400
Budapest, HUNGARY
> iznseos otel 52,008.00 52,008.00
Amsterdam Hotels Org., Budapest, Requests (1)
> | Request Name Request ID | Amount Approved Amount Remaining |
121142015 Daily Allowances $100.00 $100.00
Budapest, HUNGARY >  Budapest Dec 2015 X6 $6,700.00 52,855.00
121122015 Daily Allowances $100.00 $100.00
Budapest, HUNGARY
12122015 Daily Allowances $100.00 $100.00
Budapest, HUNGARY
12112015 Daily Allowances $100.00 $100.00

Budapest, HUNGARY

My ASU Trip Back to Table of Contents
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2. Review report summary. Amount due company is owed to ASU and will be payroll
deducted. Amount due employee will be reimbursed to the traveler.
WACUBO 2020 e rest

Send Back fo User Approve & Forward

Hide Exceptions

Summary  Defals*  Receiptsv  Print/ Email v
Exceptions X
Expense Type | Date Amount ‘ Exception
MiA £\ Dean/VP approval nesded: trip ended » 60 days ago
i A\ Conference documentation showing relevant infor dates. hotel rates, provided meals can be attached to '+ New Expense’ = Conference Brochure
Expenses View = & | Summary |

| Date ~ Expense Type | Amount Requested | Report Summary

0200772020 Daily Allowances 542.00 542.00 Report Totals

Griando, Florida

Amount Due Company Amount Due Company Card Amount Due Employee

021062020 Daily Allowances $56.00 $56.00

Oriando, Florida 50.00 50.00 5195921
02052020 Daily Allowances 542.00 542.00

Criando, Florida Requests (1)
L2 S22 gﬁ‘;mﬂ‘“}ﬁﬁ“ £ £ > ‘ Request Name Request ID Amount Approved Amount Remaining
020312020 Daily Allowances 542,00 542,00 > WAGUBO 2020 FHT3 51.886.00 554679

Griando, Florida

3. Click details to access menu to review report header, allocations, comments, itinerary,

hotel allowed rates and daily allowances meal grid.
WACUBO 2020 wer v

Summary | us-l Receipts v

Print / Email *

Send Back lo User Approve & Forward

Hide Exceplions

— | Report
Exceptiong Report Head x
Epol eader
Expense Type P
NiA Totals al needed: trip ended = 60 days ago
NiA Audit Trail Lmentation showing relevant info: dates, hotel rates, provided meals can b atached to ' New Expense’ > Gonference Brachure
: Approval Flow h
Expenses Comments Viewr & | Summary ‘
Dater |, tions Amount Requested|  Report Summary
021071202 : 542.00 542.00 Repor Tolals
Allocations
Amount Due Company Amount Due Company Card Amount Due Employee
021062020 1.\l Allowances 556.00 556.00 w00 o0 e
o2msi202g  Mineraries 542,00 542,00
Expenses & Adjustments Requests (1)
02/041202¢ 542.00 542.00 | Reuest [® | —— | P
Reimbursable Allowances Summary > | Request Name eq {LEE TS A IS
B2H2020 Dy 200 e200 | [> wacuso 2020 FHT3 $1,886.00 5546 79
Orlando, Florida

4. Click View, then expense type to view sorted expenses for easier review.

My ASU Trip
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Training Session ez spm

Summary Details * Receipts » Print / Email
Exceptions
Expense Type Date Arnount| Exception

MIA /i Dean/VP spproval nesded: trip ended » 60 days ago
M &ATO approval needed: Claimed expenses exceed reques
Expenses viewr |€ | g
| —
| Date v | Expense Type | Expenses As Re
R
© Expense Type: Airfare o List
0511212016 Airfare Detail b
& e AMERICAN AIRD017776363364, Fort' [
Group By
© Expense Type: Business Meal Date Re
> 051172016 Business Meal | >
WOODWARD TABLE, i Dit [
ADOQ No Grouping >
@ Expense Type: Daily Allowances Calendar
051212017 Daily Allowances One week
‘Washington, District of Columbia
05/11/2017  Daily Allowances Two weeks
‘Washington, District of Columbia Month
051072017 Daily Allowances T =
‘Washington, District of Columbia
D5/09/2017 Daily Allowances $47.00 547.00
‘Washington, District of Columbia
© Expense Type: Hotel
» 05M2/2016 Hotel 51,133.18 $1,10045
i
e 0 SOFITEL HOTELS @ LAFAYETT, Wa
© Expense Type: Intemet Fees
D5/09/2016 Internet Fees 52995 52985
e GOGOAIR.COM

5. Review each trip expense, payment type, assigned expense type, reasonableness of
charge, and compliance with ASU and funding source policy. Add clarifying comments

as needed.

o e
$110.00

ko
Airfare
America West

021192018 5110.00

> 08m32017  Airfare
SOUTHWES 5268756438134

5273.98 5226.98

© Expense Type: Conference Registration
08/0212017

Conference Registration 533560 5335.60

QDOBA 2808, Spokane, Washington

© Expense Type: Miscellaneous
022372018

Miscellaneous. 530.00 §30.00

© Expense Type: Other Accommodations/Airbnb
021202018

Other Accommodations/Airbnb 5400.00 5400.00

TOTAL AMOUNT

$1,154.58

TOTAL REQUESTED

$1,104.58

Expense

Send Back to User Approve & Forward

© show Exceptions

Vendor

Payment Type

Comment
economical round tip

Enter Vendor Name
] [soumwes swersssine

Amount
V| |2rsse

&) Total Amount: 5278 95 | ltemized: $278.98 | Remaining: 5000 |
Expense Type Transaction Date Ticket Number
Airfare 02282017 5263758425134

Airline Travel Service Gode
Cosch Class

Approved Amount Pay Zero
22898

| Attach Receipt

6. View receipts by hovering over the blue receipt icon. Hover over the green travel card or
purple ASU airfare card icon for additional transaction information.

My ASU Trip
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Chelf 2015 - College Station TX

Summary Details * Receipts * Print / Email »
Expenses Viewr € | ummary

Date v Expense Type Amount Approved Report Summary
> _1n2ens Hotel $368.08 $388.08 Report Totals

0 HILTON COLLEGE STA AND CO, College

Icon Key

111112015 Daily Allowances
College Station, Texas

Copy Repf

© show Except

112015 Parking

HILTON COLLEGE STATION

Sky Harbor Parking
11112015 car Mileage — + AutomaticZoom *
nMizmns Miscellaneous

0 Conference Agenda and Hote @
Hilton

HOTELS & RESORTS

1100812015 Daily Allowances
College Station, Texas
10MS2MS  Airfare
06 American Airines, Phoenix, A Reom No:
Arrival Date:

Departre Date

AdultChild
TEMPE A7 85284 Cashier ID:
UNITED STATES OF AMERICA Room Rate.

AL

HH#

VAT 2

Folio Na/Che

Confirmation Number. 3208819764

HILTON COLLEGE STATION 11/10:2015 12:40:00 AM

TELEPHOMNE §79-693-7500 - FAX 979-846-7361

807 UNIVERSITY DRIVE EAST
COLLEGE STATION. TX 77640
United States of Amencs

Reservations
wwwhilton.com or 1800 HILTONS

70102

11302015 356:00 PM
11205

10
WKRAMERMILLIAM
159.00

[par= | =

[DESCRIPTION

192015 3594961
1102015 3594961 STATETAX
192015 3594961 CITY TAX.

GUEST ROOM

112015 3594961 COUNTY TAX

Transaction paid with ASU Travel Card

Transaction paid with ASU Airfare Card

E-receipt attached

Receipt image attached added via mobile device

Receipt attached

Expense has an allocation or optional worktags

Expense marked as personal

Comment added

Flight itinerary

Hotel reservation

Car rental reservation

Denotes exceptions associated with the trip

00000 0@200

My ASU Trip
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7. To attach an additional receipt or documentation, click attach receipt on the appropriate

Send Back to User Approve & Forward

WACUBO 2020 serrest

Summary Details » Receipts + Print / Email =

Hide Exceplions

Exceptions x
Expense Type | Date Amount | Exception
N/A £\ DeaniVP approval needed: trip ended > 60 days ago -
A /\ Conference documentation showing relevant infor dates, holel rates, provided meals can be atiached to '+ New Expense’ » Conference Brachure
Expenses vieu = | Expanse || Receipt image |
| Date ~ Expense Type | Amount Requested
020072020 Daily Allowances 542.00 54200 - | EvpenseType Transaction Date Vendor
Orinco hioma Conference 05122016 WACUBO
0200672020 Daily Allowances 556.00 556.00
Crlando, Florida Payment Type Amount - Approved Amount
02052020 Daily Allowances 542.00 542,00 Out of Pocket j 500.00 usD j |590 o0
Crlando, Florida
0200412020 Daily Allowances 542 00 54200 Gomment
Orlando, Florida |
020032020 Daily Allowances 542.00 542.00
Crlando, Florida —_—
05/672015  Meals on Travel Card 512,60 30.00
2 5Q *VERY FRESH NOODLES, New
TOTAL AMOUNT TOTAL REQUESTED
$2,023.65 $1,959.21 Alocate f| Aliach Receipt
U023, 5999,

8. View allocations and/or optional worktags by hovering over the allocation icon. Click

allocate to modify.

05109 Parking 520.00 2000 ‘
AIRPORT PARKING CONNECTIO

 Expense 1| Allocations 0Ox

051102016

| percent.. | projectGiftGrantrogram Cost Center | Department Reporting Roll | Department Reparting | Audit Reporting | Academic Employes | Trip Type Cote
0510018 50 (GRODATE) GROD4TE COLLABORATIV...  (CCO165) ENG... 1. QuiofSiate  GROO4TE-CCOT
50 (GFOD0000000008) BDI-EB-Swefle End...  (CC0D12) BDI-E 1. OutorState  GFO0D000DOOC

® Expense T

Expense ” Receipt Image

Comment

Expense Type Transaction Date Vendor
Conference Registration 05122016 WACUBO

Payment Type Amount o Approved Amount
Out of Pocket j 500.00 usD |w

Altach Receipt

Seattle Conference som mem

SendBack fo User | Approve || Approve & Forward

Summary Details + Receipts » Print / Email v Hide Exceptions.
Exceptions X
Expense Type | Date Amount | Exception

NiA

/A, Deanv spproval nesdeg: mp sndes > 60 dys ago

Expenses View & | Expense
| pate - Expense Type Amount Requested |
02232018 Miscellanzous 530.00 3000 EzpencllyEe emisaconii ey
Conference Registration 081022017 QDoBA 2008
02120201 Other Accommodations/Airbnb 540000 5400.00 Payment Type _ Amount - Approved Amount
Travel Card v| |[ssse0 usp |v] 33560 |
02132018 Airfare $110.00 5110.00 — —
America West R
Conference Registration 533560 335,60 [ ‘
508, Spokans. Washinaton
S oarzg o x
This expense has been allocated
|Percenmue ‘Pmi:th\H!Ganongram Cost Center ‘ Department Reporting Roll k2 ‘Demmmem Reporting | ASU Audit Reporting | Academic Employee | Trip Type Code
EY (PGO3936) LAW-Sotial Justic... (CCO421) LAW-Jounals (DRODO10) ENGR-AT Devils 1.OutorState  PGIAEIE-CCOA.
0 (PGO3936) LAW-Sotial Justic... (CCO421) LAW-Jounals (RB00045) Assosiate... 1.OutorState  PGIAEIE-CCOM.
TOTAL AMOUNT TOTAL REQUESTED prT—
$1,154.58 $1,104.58 eh Recew

My ASU Trip
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9. Review exceptions, which populate as red or yellow warning icons, and add comments
to clarify any unresolved issues.

WACUBO 2020 wee s PT——
Summary Details - Receipls » Print / Email ~ Hide

Exceptions

Expense T... | Date | A... Exception

NIA & Dean/VP approval needed: trip ended = 60 days ago

MNIA A Conference decumentation showing relevant info: dates. hotel rates, provided meals can be attached fo '+ New Expense’ > Conference Brochure

MiA &Trauelar has UNASSSIGNED TRAVEL CARD TRANSACTIONS. Review the Outstanding Travel Card Dashbeard fo ensure the fransacfions do not

beleng to this trip.

MNIA & Personal fravel in conjunction with official ASU travel is subject to ASU Travel Policy Standard 12. Attach airfare and car rental quotes and any other

documentafion necessary to support that the personal fravel component did not add any incremental costs to this trip. VWithout appropriate documentation
the expenses claimed will be adjusted

10. If necessary, reduce the amount for any expenses, except for the calculated fields
mileage and daily allowances. Explain why you made the change in the expense’s
comment field. The comment field is not available for the business meal expense
type. Comments can be made in the business meal purpose field or in the report
header by clicking details, then report header.

Expense Type Transaction Date Vendor Payment Type

Conference Registration 05M2/2016 WACUBO
Amount Approved Amount Comment
500.00 I 450.00

| Allocate || Aftach Receipt

11. Approvers have three options:

o Approve the expense report. A pop-up window appears. Accept the final
confirmation. If other approvals are required by the designed approval workflow,
insert the name of the next approver by beginning to type in the last name. Select
the appropriate approver and approve. An additional pop-up window will appear
confirming your approval. The next approver is notified by email.

o Approve and forward sends the report to an approver who is in addition to the
designed approval flow. To enter the approver, begin typing the last name, select
the appropriate approver and approve and forward. A pop-up window appears.
Accept the final confirmation. An additional pop-up window appears to confirm
your approval. The next approver is notified by email.

o Send back to user returns the report to the traveler. The traveler receives an
email the report has been returned to them. They can make corrections, add
clarifying comments, or attach additional documentation and then resubmit. Any
comments you add in the comment field provided when you the report back are
included in the email that is sent and are recorded in the audit trail.
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Designate an approval delegate

If you are an approver, you can designate a delegate to:

e approve in your absence or
e preview requests and expense reports in your approval queue and notify you when they
are ready for your approval.

To approve on your behalf, assign an individual with an equivalent approver role in My ASU
TRIP (ATO for ATO, Travel approver for Travel approver, etc.)

To preview for you, the individual does not need to be an approver.

1. Click profile at the top of the My ASU TRIP home page.
2. Click profile settings.

Reqt

SAP Concur E

m.ﬁmzom STATE
UNIVERSITY

Hello, ATO

Travel  Expense  Approvals  App Center

3. Click expense delegates.

SAP Concur [C]

Profile

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings
Expense Information
Expense Delegates
Expense Preferences

Expense Approvers
Favorite Attendees

My ASU Trip

Personal Infarmation

Requ

System Settings

Profile Options

Concur Mabile Registration

Profile ~ L

ATO Test Approver

App Center
=L Profile =

Concur Mobile Devices

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
50 you don't have to re-enter it each time you
purchase an item or service.

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

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

Expense Preferences

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.

Back to Table of Contents

System Settings

Which time zone are you in? Da you prefer to
use a 12 or 24-hour clock? When does your
workday start/end?

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

E-Receipt Activation
Enable e-receipts to automatically receive
electronic receipts from participating vendors.

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

Request Preferences

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.

Concur Mobile Registration
Set up access to Concur on your mobile device

1/26/2022

Travel Vacation Reassignment

Help ~

Help =
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4. Click add. You can search by employee name, email address, affiliate ID or ASURITE
and then select the appropriate individual.

Expense Delegates

Delegates | Delegate For

oen e

Delegates are employees who are allowed to perform wark on behalf of other employees.

Search by employee name, email address, employee id or login id

| sdaato@asu.edu - SDA ATO Test Approver Cancel

B sdaato@asu.edu - SDA ATO Test Approver stoa delegate, you are assigning permissions for Expense and Reguest.

User ID: sdaatotest
Can Preview Receives

Logon ID: sdaato@asu.edu Receives Can Can Approve For Approval
i  *Department ID: SDA Administration Emails Approve Temporary Approver Emails

5. If you want them to approve on your behalf: Check can approve. If you want them to
receive approval emails, that checkbox should also be checked. Many approvers will
check that box only during the time they would like the delegate approver to approve on
their behalf. As long as the box is checked, the delegate approver receives an email
every time you have something to approve.

6. If you want them to preview for you. Check can preview for approver.

7. Click save.

My ASU Trip Back to Table of Contents 1/26/2022
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Find requests and expense reports you have approved
All requests and expense reports you have approved remain in your history.

Click approvals > requests > view for a drop-down menu. Select the time frame of approved
requests.

SAP Concur @ Requests Expense Approvals App Center

Profile ~

Approvals Home Reports
All Approved Requests (959)

Requests Pending your Approval —
With ~| | Y
Requests you Approved this Month L S — —
Requests you Approved last Month  lypioyee Name | Requestin Request Dates* | Com... | Status Date Submitted Total | Approved a...
Requests you Approved this Quarter ub, Janne TRL7 06/11/2018 Approved 04/05/2018 5121483 5121483
Requests you Approved last Quarter 06/172013
Requests you Approved this Year lene, Lori TRMR 08/0212013 Submitted & Pending Approval 050712018 $1000000  $10.000.00
Requests you Approved last Year 06/10i2018
o Al Approved Requests lene, Lori TRMJ 061052015 Approved 05/03/2018 50.00 50.00
080712013
o Copy of Workflow - Risk Beens, Lori TRMB 0512612015 Approved 05/01/2018 52.500.00 52,500.00

Click approvals > reports > view for a drop-down menu. Select the time frame of approved
expense reports.

Help ~

SAP Concur E Requests Expense Approvals App Center e

Profile ~

Approvals Home Requests

Expense Report List

All Reports you Approved

Reports Pending your Approval — —

. ins With v | I

Reports you Approved this Month — —
Reports you Approved last Month me ‘ Comments Status ‘ Payment Status | Report Date Date Submitted Total | Request...
Reports you Approved this Quarter 019 Approved Sent for Payment  05/21/2018 05212018 $57.83 $57.83
) RE Testing Approved Sent for Payment  05/17/2018 05/17/2018 $12.50 $12.50

Reports you Approved last Quarter = =

’ udent Trip to Chicago Approved Sent for Payment  0SM7/2018 0511712018 542.00 542.00
Reports you Approved this Year a Approved Sent for Payment  05/17/2018 05172018 36825 36825
Reports you Approved last Year ip to Atlanta Approved Sent for Payment  05117/2018 05172018 $99.00 $99.00
e Al Repoﬂs you Apprm’ed | ip to Bethlehem Approved Sent for Payment  05/17/2018 05/17/2018 $55.00 $55.00
- = = ip o Chicago Approved Sent for Payment  0SM7/2018 05/17/2018 562.00 562.00
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Approvers

Use the search bar to search for a specific request or expense report.

Reguest Name b Beging With b |

Request Name

Employee Name |

=

Employes First Nams

| (o]

Request ID

| Request Dates v

| Comment | Status

Gaub, Janns TRLT

Employee Last Name
Employes 1D

De/11/2018

06/17/2015

Approved

""" Reguest ID
Status
Date Submitted

Beene, Lori TRMU

DE/M1172018

06/13/2018

Approved

Total i
Approved amount

Beens, Lori TRNF

----- Remaining amount

DSM172018

06/13/2018

Submitted & Pending &y

Beene, Lori TRMR

Request Type

Click the blue column headings to sort.

All Approved Requests (38)

Employes Last Name E| Begins With E| [ Beene )

06/08/2018

Submitted & Pending &y

[m] | | Request Name | Employee ame | Requestin Request Dates * | Comment

Status

| Date submitted \r Total

Foy Workday 2019 Beens, Lon TRMO TEriT2078

My ASU Trip

Approved

Back to Table of Contents

T 56,500.00
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Delegates

Act as a delegate

1. Click profile at the top of the home page.
o If you have been designated a delegate, the acting as other user field appears
below the profile settings link.
2. Click in the field
o a list of employees for whom you can act on behalf of appears or you can begin
typing a name to search.
3. Select the appropriate name.

[« CONCUR Requests Travel Expense App Center

Profile ~
m.ﬁmzom STATE + 3 Test Robert User
UNIVERSITY
New Authori Profile Settings | Sign Out
Hello, Test Req
/2 Acting as other user @
TRIP SEARCH COMPANY NOTES | ljfv
. Approver, SDA ATO Test
H == B O 1 . User ID: sdastotest
Welcome to My ASU TRIP! asu Travel Servi
Logon ID: sdasto@asu.edu
On March 21, 2017, the United States government issued oamo
Please select your preferred departure and return fiight X i y .
times from the drop down menus provided below. The tool originate from the Middle East and Morth African countries. It is recc| Approver, Test
will automatically search for flight options within +i- 4 hours owned property unless necessary. If you do, encrypt all your device | Lori Beene@asu.edu (Email)
of your selected prefered times. You may expand this +/- o ) ! i ) N User ID: testapprover
window to increase your fiight search results. Visit the encryption and traveling with mobile devices webpage Logon ID: testapprover@asu.edu

Your 4-digit Request ID will be needed to complete your Unon return to the United States:

Basd mars

4. Click start session.

5. The My ASU TRIP home page automatically updates and shows you are now
administering for another user.

[SICONCUR  Expense  Approvals  Administration ~

Acting as -
Approver, Test

' ARIZONA STATE
mu.\'wmsm' 07 02
Required Cash
Approver, Test Approvals Advances

To stop delegating, click done acting for others.

[HCONCUR | Expense  Approvals  Administration -

Acting as -
Approver, Test s

m ARIZONA STATE &n‘ Currently acting as

UNIVERSITY Approver, Test

A T 'Eroﬁle Settmgg’ | Sign Qut
pprover, Test

/3 Acting as other user @

| oroose a user v |

TASKS

Cancel

0 Required Approvals - Open Reque

A1MG A el CA hoafars Ewn IR
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Delegates

Remove yourself as a delegate

1. Click profile at the top of the My ASU TRIP home page.
2. Click profile settings.

CONCUR

Requests Travel

Expense Approvals

mm\]zm\a STATE
UNIVERSITY

Hello, Test

Click expense delegates.

App Center

+ 07 0

New Required Authori
Approvals Req

Test Approver

Profile ~

Sign Out

Profile Personal Information

Your Information
Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel

Frequent-Traveler Programs

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings

Expense Information
Expense Delegates
Expense Preferences

Expense Approvers
Favorite Attendees

System Seftings  Concur Mobile Registration

Profile Options

Select one of the following to customize your user profile.

Personal Information

Your home address and smergency contact information
Company Information

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

Credit Card Information

You can store your credit card infarmation here so you don't have
fo re-enter it each time you purchase an item or service

Travel Profile Options

Carrier, Hotel, Rental Car and other travel-related preferences
Expense Delegates

Delegates are employees who are allowed to perform work on
behalf of other employees.

Expense Preferences

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

4. Select delegate for.

5. Check the box next to the name you would like to delete.
6. Click delete.

Expense Delegates

Delegates

Delegate For

This employee may act as a delegate for the listed employees

Concur Mobile Devices

Travel Vacation Reassignment

System Settings

Which time zone are you in? Do you prafer to use a 12 or 24-hour
clock? When does your workday start/end?

Contact Information

How can we contact you about your travel arangements?
E-Receipt Activation

Enable e-receips to autsmatically receive electronic receipts from
participating vendors

Travel Vacation Reassignment

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

Request Praferences

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

Concur Mobile Registration

Set up access to Concur on your mobile device

Expense and Request share delegates. By assigning permissions to & delegste, you are assigning permissicns for Expense and Request.

O Name

Can Prepare

Can Book Travel

Can Submit Requests

Can View Receipts

Receives Emails

Approver, SDA ATO Test o] W

Approver, Test
Lori Beene@asu. edu

v v

v

7. Click ok.

My ASU Trip
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Requests

Create a trip request header

To be reimbursed and for duty of care, every trip requires an approved trip request prior to
booking travel. The unique 4-digit id in the upper left corner of the trip request is used when
booking your arrangements in My ASU TRIP.

1. The request header tab displays a list of fields. Text fields with a red bar indicate a
system requirement.

Reques{FHLD £ £ £ T ) T
Status: Not Submitted
Trip Name: CHELF 2021 Amount: $731.20

Public Purpose/Benefit to ASU: to collaborate with
other higher

Request Header || Expenses | Approval Flow | Audil Trail | Travel Advisory

Trip Name Trip Type Traveler Type Employee ID Department ID
|GHELF 2021 |1 Out-of-State: v |Slaﬂ v (00206002} FS Travel

Business Travel Begin Datep Business Travel End Datepy, Main Desfination Citypyp Project/GivGrantProgram Cost Center

| 061082020 = | 0611072020 | Copenhagen, DENMARK | (PG02914) FS-Tempe Operations-GOT |~ | | (CC0258) FS-Financial Services v
Travel risk advisory - Medium (Level 3)

Doss this tip contain personal travel7y » Business Type ConferencelEvent Hosty Public Purpose/Benefil o ASU ;

|Nn v |n4 Meeting - |Com:m to collaborate with other higher ed Concur Higher Education Leadership
institutions that utiize Concur. withthe | Fgrum 2019
intent of increasing efficiency vithin v
Concur. | will leam about best practices,

Field Instructions

Trip name Create a unique, descriptive name for your trip.

Trip type Select from the drop-down menu.

Traveler type No action necessary. Field auto-populates based on profile information.

No action necessary. Field auto-populates based on the department of
Department ID the primary job of the traveler. Information can be changed if traveling
for a different department.

Business travel begin date Enter the start date for the business portion of your travel.

Business travel end date Enter the end date for the business portion of your travel.

Enter a city name. If your destination is not found, email the

Mkl ElEnE o ey ASU Travel Service Center.

Previously used funding sources appear in bold at the top of the drop-
down list.

To utilize a new funding source, start typing (slowly) to search. New
options are shown below the line and are not bold.

If ASU is not paying for your trip, enter a departmental program and
cost center so that the request can be routed for approval for insurance
purposes.

Contact your business office if you do not know this code.

Project/Gift/Grant/Program

Use the drop-down arrow to select the appropriate cost center. All cost
Cost Center centers connected to the selected Project/Gift/Grant/ Program are
shown. Previous selections are shown in bold at the top of the list.

Use the drop-down menu for yes or no. If yes, enter the personal travel
dates in the comment field. No expenses should be claimed for the
personal portion of the trip.

Does this trip contain
personal travel?

Business type Select the appropriate option from the drop-down menu.
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Requests

Enter the name of the conference host. Attach a conference brochure.
A link to a conference brochure is not sufficient. Links expire and audits
can occur after the expiration. If no conference or event host available,
enter N/A.

Conference/event host

Public Purpose/Benefit to

ASU Describe how ASU benefits from the trip..

2. Click save.

If all information is entered correctly, you will be directed to the expenses tab. If not, you will
receive exceptions.

a. o Red exceptions indicate information needs to be corrected and the text will
provide guidance. Contact the ASU Travel Service Center for additional
assistance.

b. & Yellow exceptions are informational. They should be read and understood.
They will remain as a permanent part of the request.
3. A travel risk advisory level populates beneath the main destination city and the travel
advisory tab will appear when you click save.

Request FHL6 = 23 T I T

Status: Not Submitted

Trip Name: CHELF 2021

Public Purpose/Benefit to ASU: to collaborate with
other higher...

RequestHeadelo Expenses | Approval Flow || Audit Trail | Travel Advisory

@Missing required field: Traveler Consent. Please review your Travel Advisory.

/M Have you attached conference documentation showing relevant info; dates, hotel rates, provided meals?

/\To expedite risk management approval, request should contain sufficient details concerning purpose and scope of trip, travel plans, familiarity with region, and
other relevant data.

If the destination city risk level is a 4 or 5, exceptions will display and the traveler will
need to click the travel advisory tab and open the travel risk advisory.

Request FHL6 [ s

Trip Name: CHELF 2021
Public Purpose/Benefit to ASU: to collaborate with

other higher...
Request Header 0 Expenses | Approval Flow || Audit Trail || Travel Advisory
Country Risk Level [ Traveler Consent

MEXICC Travel risk advisory - Risk Level: High (Level 4) D

Review the provided risk information.
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Requests

Congur | Riskline Admin - # X

coneur.riskline.com,

. AR

o RISKLINE
o B
( ) Mexico Risk Level High

Summary

4. Close the pop-up window.
5. Click the traveler consent checkbox and save.

Request FHL6 [ e e e

Status: Not Submitted
Trip Name: CHELF 2021
Public Purpose/Benefit to ASU: to collaborate with

other higher...

Request Header o Expenses = Approval Flow || Audit Trail | Travel Advisory

Country Risk Level Traveler Consent
MEXICO Travel risk advisory - Risk Level: High (Level 4)

Allow for additional time for approval for trips to at risk destinations. The trip will route to the risk
manager for approval. Allow time for their review.
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Requests

Request a cash advance

Cash advances are available on an exception basis and must be requested prior to the approval
of your request. Cash advances cannot be added to a request that has already been approved

or to a request that is allocated between different funding sources.

The cash advance amount and justification is added on your request header.

Request /RQ3

Trip Name: Workday Rising

Request Header | Segments | Expenses

Trip Name

Warkday Rising
Department ID

(D0S01001) HR Partners
Project/GitiG
||.UUDU:

ant/Program

Conference/Event Host

Warkday

Highest Location Risk Level

£ 63 =0 EE

Status: Not Submitted

Approval Flow || Audit Trail
Trio Type Traveler Type Employes ID
| 1. Qutot-State v | Staft v

inancial System Replaceme | v |\C

Business Travel Begin Date Business Travel End Date
|1: 018 ] |1:w:' 8

Cost Does this trip contain personal travel 7}y

U-FS Plant Projects v | No ~ | 03. Training
Reason for Trip (48 character limit) Trip Not to Exceed Comment

To collaborate with other Workday users

lain Destination Risk Level

Cash Advance

Cash Advance Amountlyy

usl

o

Justification

If you do not see the cash advance field, email My ASU TRIP and they can add the option.

Cash advances are not approved for airfare and conference registration.

\ain Destination City
EH |Eusk)r| Massachusetts

Busingss Type

You may use the ASU Airfare Card on file with the travel agency to pay for airfare and a P-Card

for conference registration. Seventy-five percent of the remaining estimated expenses can be

advanced and are issued approximately 10 days prior to the start of your trip.

My ASU Trip
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Requests

Estimate expenses

1. Click the expenses tab. The right-side lists expenses that can be added.
Request FHL6

Status: Not Submitted
Trip Name: CHELF 2021

Public Purpose/Benefit to ASU: to collaborate with

other higher

Request Header /) Approval Flow | Audit Trail | Travel Advisory

" + New Expense ‘ «
— Expense Type
[] Date Expense... Amount Requested

To creafe a new expense, click the appropriate expense type below or fype the expense lype in the field above. To edit
an existing expense, click the expense on the leff side of the page.

01. Airfare 04. Other Transportation 07 Misc Travel Expense
Airfare Taxi Conference Registration
02. Lodging Train Miscellaneous

Hotel 05. Meals

Ofher Accommodations/Airbnb Daily Allowances Zero Dollar Trip
03. Car Rental Non-Standard Meal Allowance Mileage

Rental Car

TOTAL AMOUNT TOTAL REQUESTED

$0.00 $0.00

2. To add a new expense, click the appropriate expense type and enter the required fields.
Add comments as necessary.

Expense Type Estimate Comment
| Parking v | 30.00 usp | w parking at Sky Harbor

Allocate || Cancel |

3. Click save.
o Repeat these steps for each expense you are adding.

Meals: ASU reimburses meals based on rates set by the State of Arizona. To estimate your
expected meal expenses

4. Click the daily allowances expense type.

o The system estimates the amount based on the destination and trip dates entered on
the request header. Meals on the first and last day are calculated at 75% of the full
day rate. There is no adjustment on the request for meals that will not be reimbursed.
Those adjustments are made when the expense report is filed. If you want to
estimate less than what is allowed under daily allowance, use the non-standard
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Requests

meal allowance. This option is used when there is limited funding for the trip or long-
term travel.

The date and destination fields are prepopulated from the header.

Expense Type Travel Start Date Travel End Date
| Daity Allowances A _ G|
Destination Estimate(;z Comment

Travel risk advisory - High (Level 4)

Allocate || Cancel |

5. Click save. The expense appears on the left side of the page, with the estimated daily
allowance for the trip.

Lodging: ASU follows the lodging maximums set by the State of Arizona.

6. On the hotel or other accommodations/Airbnb expense type, document the maximum
rate using the allowed lodging rate lookup drop-down menu.
o For a domestic location, type the 2-character state abbreviation for the state and
city where you are lodging. Some cities have seasonal rates; select the rate
appropriate for the season of your stay. These rates are exclusive of taxes. If

applying the rates to non-hotel stays, any cleaning fees are considered part of
the nightly room rate.

Expense Type Estimate
|Hotel v |4nn.00 |u5|3 v
Allowed Lodging rate Iookuph? Comment

TX Addic

Type to search by: (@ TEXT () CODE () EITHER
Text (Code)

TX Addicks Jun 1 - Sep 30 5120 (US-TX Addicks 06-01 5120)
TX Addicks Oct 1 - May 31 $131 (US-TX Addicks 10-01 $131)

o For an international location, type the country name and select the location and
season for your stay. These rates include taxes and all fees.
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Expense Type Estimate

|Hute| v | [1.400.00 usD | v
Allowed Lodging rate IOOkUpQ‘p Comment

France 1

Type to search by: (® TEXT () CODE () EITHER

Text (Code)

France Marseille $333 (FR Marseille $333)

Rental car: If a rental car will be driven, it must be approved on the request prior to rental. The
driver must have completed Authorized Driver Training prior to rental.

7. Check the box to indicate you will be in compliance with the requirement.

E

Expense Type b
| Rental Car v | [Jwill have completed Authorized Driver
Program prior to rental

Estimate Comment
| 0.00 USD | v |

No expenses: If no expenses are being paid by ASU, you can estimate your expenses at $0.00
or use zero-dollar trip. If your trip arrangements are not being made through Concur, then
prior to travel, call the ASU Travel Service Center or forward your travel arrangements to

myasutrip@asu.edu.

Expense Type Comment
| Zero Dollar Trip W All expenses are being paid by CHELF and
arrangements have been made by them..
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Allocate between funding sources or add optional worktags

In cases where more than one funding source pays a travel expense, the estimated expenses
can be allocated among those sources. Optional worktags can also be added to estimated

expenses.
1. Select an expense in the request expenses tab.

2. Click allocate.
Request FHL6 S T T

Status: Not Submitied

Trip Name: CHELF 2021 Amount: $1,34550

Public Purpose/Benefit to ASU: to collaborate with
other higher..

A | Exvenses | Approvairiow || Avat Tean | Travet Acwsory
B o--- | PR —— estmate
e [t [ o0 | [us0 [+
] owe [ExponseTyoe Amount|  Roquesid |
] 040172020 Rental Car 515000 515000 Comment
04012020 Aifare 520000 520000
[ o41/2020 Hotel 550000 550000
[] 042020 Daiy Allowances 537050 537050
] o4mi/2000 Miscellaneous 52500 52500
TOTALAOUNT | TOTAL REQUESTED
EY) [ vocse || conce
$1,345.50 $1,345.50

3. The allocations pop-up window appears.
Select the expenses to allocate.
5. Click allocate selected expenses.

B

Allecations for Request : Workday Rising 0Ox
Request List Allocations Total:550.00  Allocated:$50.00(100%)  Remaining:$0.00(0%)
[] Percentage | * ProjGmtGifts... | = Cost Center Department Re... | Department Re... | ASU Audit Rep... | Academic Emp... | * Trip Type
] pater |Expense T... | Group | Amount |
D 1072412018 Airfare $430.00
: 1072412018 Hotel $950.00
Z 1072412018 Drsily Allow. $236.00
: 102472018 Parking $50.00
6. Click add new allocation to create a new row for each allocation.
- ox

Allocations for Request : Workday Rising

Reguest List Allocations Totali$236.00  Allocated:$235.00(100%) Remaining:$0.00(0%)
Allocate By: + Add New Allocation Delete Selected Allocations ‘Add to Favorites

[] Percentage | * ProjGmGifts... | * CostCenter | Department Reporting Roll | Department Reporting | ASU Audit Reporting | Academic Employee | * Trip Type

O s (PGDE103) UT... | | (cCO8g9) UTO... | |+ | 1. Out-of-State
50 (PGDE103) UT... | | (CCO8S9) UTO... | | Type to search by: () TEXT () CODE (® EITHER 1. Out-of-State
(Cods) Text
(DRO0SE4) EOSS-Cap .

(DROSSS) EOSS-Crbal
(DRO0341) EOSS-DOS Tempe Community Ambassadors
(DR00842) EOSS-DOS Tempe Smoking Enforcement
(DRO0SSS) EOSSHnlab

7. Type an asterisk to see a list of all available tags or begin typing and elect to search by
text, code or either.
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Total:$236.00  Allocated:$236.00(100%) Remaining:$0.00(0%)

Allocations

Allccate By: ~ Il Add New Allocation Delete Selected Allocations Add to Favorites

* ProjGmitGifts...

* Cost Center ‘ Department Reporting Roll ‘ Department Reporting | ASU Audit Reporting | Academic Employee | * Trip Type

[] Percentage

|0 (PEO6103) UT.... | | (ccosss) u‘ro..l] a | | 1. Out-of-State

¥ |50 (PGO6103) UT (CC0658) UTO.. ||| Type to search by: () TEXT () CODE ® EITHER | 1. Out-of-State
STCoOST TERT

(DROD554) EOSS-Cap
(DRO0558) EQSS-Crbal

(DR0OJ341) EQS3-DOS Tempe Community Ambassadors
(DR00342) EQS3-DOS Tempe Smoking Enforcement

8. Click save.

Total:$236.00  Allocated:$236.00(100%)  Remaining:$0.00(0%)

Allocations

Allocate By: v Il Add New Allocation Delete Selected Allocations Add to Favorites

* ProjGmiGifis...

[] Percentage

* Cost Center | Department Reporting Roll | Department Reporting | ASU Audit Reporting | Academic Employee | = Trip Type

[RE:] (PGOE103) UT... | | (CCO88E) UTO...

(EDDDOT) Abry - T... | | 1. Out-of-Siate

50 (PGDE103)UT... | | (ccosgg) UTO...

(RBD00&4) Tech Su...

1. Out-of-State

My ASU Trip Back to Table of Contents
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Attach documents

Documents attached to the request are not visible from the subsequent expense report, but will

always be accessible on the request.

Acceptable file formats:
e html
* Jpg
o pdf
o if

File size limit 5MB.

1. Click attachments.
2. Attach documents to attach a document.

Request 9J3A

Trip Name: Juarez 2018 Symposium

Request Header A) || Segments || Expenses | approval Fiow | audit Trail | Travel Advisory

3

Delete Request || Submit Request

Check Documents Status: Not Submitted

Amount: $1,175.00

/A\To expedite risk management approval, request should contain sufficient details concerning purpose and scope of tip, travel plans, familiarity with region, and other relevant data

i Type Traveler Type
2 ntemationai V] [Facury

Business Travel Segin Datepy Business Travel End Datepyy Main Destination Gityyyy

(owi72018 & [omemote
High (ever4)
(vitze

Business Type Conference/Event Hostyo

(04 Mesting ~] [=

forinil development

Department ID
(D0206002) FS Travel

Does this trip contain personal travel?y

(A\/51013) Accounting Services No v

with JWSPCA and Forward Thinkers

3. Click browse and select the necessary documentation.

Document Upload and Attach

You may sttach scanned images.
fou may choose up to 10 files to attach to the request.

For best results, scan images in black & white with a resolution of 300 DPI or lower.

Click Browse and select a .png, .ipg, .jpeg, .pdf, .htmil, .if or .tiff file for upload. 5 MB limit per file.

Files Selected for uploading:

Mo files selected

Close
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4. Click open.

m

Name
L St Julien Hotel
Spend_Authorization_Report
Spend_Authorization_Report (6)
Spend_Authorization_Report (5)
Spend_Authorization_Report (4)
Spend_Authorization_Report (3)
Spend_Authorization_Report (2)

Date modified
11/17/2017 8:37 AM
12/4/2017 10:37 AM
12/13/2017 1:33 PM
/472017 11:53 AM
2017 11:53 AM
2017 11:52 AM
2017 11:52 AM

Type Size
Adobe Acrobat D...

Microsoft Excel W
Microsoft Excel
Microsoft Excel W
Microsoft Excel
Microsoft Excel W
Microsoft Excel

Spend_Authorization_Report (1) 12/4/201711:20 AM  Microsoft Excel W...
@ Southwest Comparison flights for CHELF 2017 9/22/2017 1119 AM_ Adobe Acrobat D... |
=] Single Sign on 10/7/2016 1244 PM JPEG image

<

T

LF 2017

5. Click upload and then close.

Document Upload and Attach

“fou may attach scanned images.
You may choose up to 10 files to attach to the request.

For best results, scan images in black & white with a resolution of 300 DPI or lower.

Click Browse and select a .png, .jpg, .jpeg, .pdf, .ntml, .tif or .tiff file for upload. S MB limit per file.

Files Selected for uploading:

C: G

flights for C...

Browse. ..

Remove

Upload

| Close ‘

To view documents attached:

1.

Click attachments.
2. Select view documents in a new window.

Request /RQ3

Trip Name: Workday Rising

Request Header | Segments

Cancel Save

Expenses

Appraval Flow || Audit Trail

Aftachments v Delete Request
View Documents in a new window

Attach Documents

Print / Email v

Status: Not Submitted
Amount: $1,666.00

Delete Documents

Trip Name Trip Type Traveler Type Employee 1D
Workday Rising ‘ | 1. Out-of-State | v | | Staff | v ‘ 100
Department ID Businsss Travel Begin Date Business Travel End Date Main Destination ity

[ iposa1001) HR Partners

| [10m4r2018

[ [10erms

|‘ | Boston, Massachusstts |

ProjectiGiftiGrant/Program

Caost Center

Does this trip contain personal travel?lyp

Business Type

| (PGOB103) UTO-Operations-LCL

‘ | | (CCO688) UTO-Development

] [

~| |03 Training

Conference/Event Host

Reason for Trip (48 character limit)

Workday

‘ To collaborate with other Workday users

My ASU Trip

Trip Not fo Exceed

Comment
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Submit a request

1. Click the approval flow tab.

2. Type an asterisk in the cost center manager or grant manager field.

Request FHL6

Status: Not Submitted

Trip Name: CHELF 2021

Public Purpose/Benefit to ASU: to collaborate with
other higher.

Request Header A | Expenses || Approval Flow | Audit Trail | Travel Advisory

Cost Genter Manager (Enter an * for list of approvers to choose from):

Tram, Lily M. (Lily. Tram@asu.edu)

User ID: 1000079398

Logon ID- tramlity@asu edu

*Department ID: FS Accounting Services

Mulhollan, Marilyn G. (MGMulhollan@asu.edu) oo
User ID: 1000420883

Logon 1D: mulholin@asu.edu

*Department ID: Financial Services

Oliphant, Ryan T. (Ryan.Oliphant@asu.edu)

Amount: $1,345.50

3. Select the correct name from the drop-down list and click submit request.

o If you do not see the appropriate name, you may need to change the cost center.

Ask your department to help identify the correct approver if unsure.

The traveler is not responsible for assigning the ATO, Dean/VP or the Risk Manager.

Request 9J3A

Trip Name: Juarez 2018 Symposium

RequestHeader /) | Segments | Expenses | Approval Flow || Audit Trail || Travel Advisory

‘Account Signer (Enter an * for list of approvers o choose from):
pprover, DeanUP Test (or beene@ssu edu) °

aTO:

Dean VP

(this step may be skipped)

Risk Manager:

(this step may be skipped)

4. One of two pop-ups appear
o A pop-up to confirm the request submitted successfully.
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Confirm

o The Request has been successfully submitted.

o A pop-up with a notification that a field requires modification. Click on the tab with
the red exclamation mark to read the exception text. Contact My ASU TRIP if you

need help.

Request Submit Status

x

This request cannot be submitted until all exceptions with red flags are resolved. To view the
exceptions, click each tab.

Once a request is fully approved, you will receive an email notification from

autonotification@concursolutions.com. Once received, you are approved to book your travel.

Book your travel in My ASU TRIP in the travel tab. You will provide your unique request ID when
booking in My ASU TRIP.

A

AutoNotification@concursolutions.com Lori Beene

Request Status Change

O Click here to download pictures. To help protect your privacy, Qutlook prevented automatic download of some pictures in this message.

B}

My ASU Trip

Your travel request listed below has changed status.

Request Name Workday Rising

Submit Date 06/24/2020

Approval Status Set To Approved

Approver's Comments

Flease provide a more complete public purpose - ‘'attending a conference’ is not
sufficient

Link To Request Processing
https://myasutrip.asu.edu/login

Back to Table of Contents
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The request ID is also found on the request header and the list of all requests.

Creale Expense Report m Print/Email * J| CancelRequest || Closefnactivate Request

Status: Approved
Amount: §1,447.50

Request

Trip Name: Workday Rising
Public Purpose/Benefit to ASU: To learn about best
practices re..

Request Header A\ | Expense Summary || Approval Flow | AuditTrail || Travel Advisory

/\COVID-19 requirements: Attach the email approval of a Dean/VP and Provost/Executive VP and a completed Travel Considerations Checklist. The request routes to
Risk Management for final approval. Booking should not begin until fully approved

Previous Comment View all
(Emerad By SDA ATO Test Approver: Please provide a more complete public purpose - "attending a conference’ is not sufficient —‘

Trip Name Trip Type Traveler Type Employee ID

Vorkday Rising 1. Out-of-Stale v Staff N testusel
Department ID Business Travel Begin Datelyy Business Travel End Datelys Main Destination Citylyz

D0206002) FS 06/26/2020 061282020 :l Talla a, Georgia

Travel risk advisory - Medium (Level 3)

Deria I nt Bennram st Cantar Does this lrio contain personal travel7hs Rucinase Tuns

Adminisiration ~ | Help ~

SAP Concur @ Requests Travel 5% LY App Center e .
-

Manage Requests New Request Quick Search
-

Active Reguests (68)

View
Request Name v| | Begins win vl | |
] | Request Name | Requestio | status | RequestDates+ | Date Submitiea | Total | Approved a... | Remaining...|  Action
oSOy
L '@/ Workday Rising I FHICW | Approved 062612020 061432020 siaarsnsiaarse 144750 Expense
To learn about best practices
relaled to Iravel processing in Comment: Pleass provids 0612812020
Workday to increase efficiency ang 2 mare complele public
improve compliance with policy e e ]
conferance! is not

sufficient
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Copy a trip request

1. Click requests from the home page.
2. Select the trip request to copy.
3. Click copy request.

SAP Concur Requests Travel Expense Reporting ~

Manage Requests New Request Process Requests Quick Search

Active Requests (2)

Request Name e Begins With e
[] Request Hame Request ID Status
Tokyo AL Te] Not Submitted

In the pop-up window:

4. Update the request name.

5. In the starting date for new request field, enter the business travel begin date.

App Center

Delete Request Copy Request

(o]

Request Dates »
03/11/2015

031272015

Date Submitted Total
5220889

6. Leave the expected expenses and cash advances checkboxes checked.
o If you uncheck them, the related information in the original request will not copy

over.
7. Click ok.
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Modify a request

An approved request cannot be modified.

o If trip dates change by more than 48 hours, cancel the current request, copy it and
resubmit a new request with the current details. Otherwise, update the actual travel
dates on the expense report when submitted.

o If estimated costs change, you do not necessarily need to create a new request.
Expenses not included on the request can be submitted for approval on the expense
report. Ask your business office if a new request is needed if the estimated
expenses change significantly.

To modify a request that has not been approved, access the trip request and click recall.

SAP Concur Requests Travel Expense App Center

New Request Quick Search

Active Requests ( 1)

View ~
Request Name v Begins With v Go
(| Request Name Request ID Status Request Dates v
[ ® & Workday Rising FHCW Pending Cost Center Approval - Approver, SDAATO Test 04/12/2021
test

Comment: send back for back office testing 01/13/2022

Request FHKW pamT

Status: Pending Cost Center Approval
Trip Name: Waorkday Rising Amount: $1,447.50

Public Purpose/Benefit to ASU: To learn about best
practices re..

Request Header /) || Expense Summary || Approval Flow || Audit Trail || Travel Advisory

/HCOVID-19 requirements: Attach the email approval of a Dean/VP and Provost/Executive VP and a completed Travel Considerations Checklist. The request
routes to Risk Management for final approval. Booking should not begin until fully approved

Previous Comment View all

Entered By SDA ATO Test Approver: Please provide a more complete public purpose - "attending a conference’ is not sufficient

Trip Name Trip Type Traveler Type

of-State v

Employee ID Department ID Business Travel Begin Datefyp

Business Travel End Datefyz

Update fields as needed and resubmit.
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Close or cancel a request

Cancel your trip request if you will not be taking the trip. Contact myasutrip@asu.edu prior to
canceling if your request contains a cash advance. You will also need to cancel any
reservations made. Please review the My ASU TRIP manual for directions on canceling
reservations.

Close a trip request if the expense report filed for the trip displays a status of sent for payment.

Close a trip request for completed zero-dollar trips. You do not need to complete an expense
report.

Adminisiration ~ | Help +
SAP Concur [C] | Requests | Egense  Reporing ~  App Center

Manage Requests | New Request  Process Requesis  Quick Search
Request 7RM|

atus: Approve

Profile ~ &

Trip Name: Workday Rising 2018

Request Header || Segments || Expsnse Summary || Approval Flow || Audit Trail

Trip Name Trip Type Traveler Type Employes ID
Department ID Business Travel Begin Date __ Business Trouel End Date __ Mein Destinaion Ciy
FrojectiGiftGrant/Program Cost Center Does this trip contain personal travel7lyz Business Type
Conference/Event Host Reason for Trip (48 character limit) Trip Not fo Exceed Comment

test
Highest Location Risk Level Main Destination Risk Level

If you have travel card transactions or ASU Airfare card transactions that are related to a
canceled trip, you will file a non-travel expense report.

Contact myasutrip@asu.edu if you have questions.
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Book a flight

You can search for a flight any time, but prior to booking be sure the name in your Concur
profile is the name on the credentials to be provided to TSA. If not, contact myasutrip@asu.edu
to update your name prior to purchasing a ticket.

If you have an unused ticket that you will apply towards the purchase of a new ticket, search for
the new flight and then contact Anthony Travel at asu@anthonytravel.com and they will
complete the purchase for you.

Without an approved request, a booked flight is considered personal. You will need the
approved request’s id when booking travel arrangements. The request id is found in the
approval email sent from Concur and on the manage requests tab.

SAP Concur |§| Requests

Manage Requests New Request t

All Requests

Request Mame ~ Begins With ~
| Request Name Request 1D Status
[} (5] & Workday Rising FHEW Approved
To learn about best practices
related to travel processing in Comment: Please provide a more compleie public purp

Workday to increase efficiency and
improve compliance with policy

You can book a flight using the steps below on a desktop computer or using the Concur mobile
app.

1. From the My ASU TRIP homepage, select round trip, one way or multi city.

Hh = = &

Please select your preferred deparfure and refurn flight
times from the drop down menus provided below. The tool
will automatically search for flight options within +/- 4 hours

of your zelected preferred fimes. You may expand this +/-
window to increase your flight search results

Your 4-digit Request 1D will be needed to complete your
purchase at the end of the booking.

Mixed Flight/Train Search
Round Trip One Way Multi City

From @)
PHX - Phoenix Sky Harbor Infl Airport - Phoenix, AZ
Find an airport Select multiple airports

To@

Find an airport Eelect multiple airports
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2. Type a city or airport in the from and to fields and select from the options in the drop-
down list.

From @

Y A7 - Sky Harbor Intl Amf] \

PHX Sky Harbor Intl Arpt
Phoenix, AZ, United States of America

AZA Phoenix-Mesa Gateway Airport
Mesa, AZ, United States of America

= 2} = T =T T

3. Enter the date in the depart and return fields from the drop-down menus and search.

Uepart )

“1 H depart | v H Moming |+ H 4 v |
<< < Sep2016 > >>
Su M Tu WTh F Sa 7”Aftemoon VH147V|

1]2]3
4|5/6|7 g | 10 frort

11[12|13|14|15|16| 17
18119|20(21|22|23|24
25|26|27|28|29 30

Clace &3 Search hv

4. A matrix may appear. Click any cell for more details. If the matrix does not appear, you
can show matrix.

PHOENIX, AZ TO CINCINNATI, OH show as [uso [w]|
THU, JUL 30 - FRI, JUL 31

prt e

Shop by Fares Shop by Schedule

Please Note: BASIC ECONOMY and SAVER fares are VERY restrictive. Always review the Benefits/Services and Rules of these flights prior to
purchase. Call Anthony Travel (480-739-9145) for clarification on the restrictions.

Displaying: 224 out of 224 lts.
Flight Number Search Q, Sorted By:  ASU Preferred spaying oute results
Previous | Page: 1 of 23 | Next | All
American Airlines ' Basic Economy Main Cabin
\‘ 0804 AMPHX - 0547 PMCVG 1CLT 6h 43m $231.20 $295.70

\ 0
". 03:35 Pm CVG > 07:42 pm PHX 1CLT ThOo7m

5. Click the shop by schedule or shop by fares to search for flights. Shop by fares will
show both the departure and return flights in one selection. With shop by schedule, you
select the outbound and the return separately.
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PHOENIX, AZ TO DENVER, CO Show as [USD [v]
WED, JUL 22 - SAT, JUL 25

Hide matrix  Print / Email

by [
« ] A N *

Al American Southwest Delta United Multiple
132 results Airlines

Preferred Preferred
Nonstop 102.20 20296 - - o
9 results 1 results 8 results
1 stop 128.70 _ 223.20 243.70 467.70
83 results 74 results 4 results 3 results 2 results
2 stops 238.20 _ 244.20 416.20 448.20
40 results 25 results 8 results 3 results 4 results

Shop by Fares Shop by Schedule

Please Note: BASIC ECONOMY and SAVER fares are VERY restrictive. Always review the Benefits/Services and Rules of these flights prior to
purchase. Call Anthony Travel (480-739-9145) for clarification on the restrictions.

Displaying: 132 out of 132 It
Q,  Sorted By: ASU Preferred j piaving oure resus
Previous | Page: 1 of 14 | Next | All
American Alrlines Basic Economy Main Cabin
\‘ 08:59 am PHX 12:02 P DEN Nonstop 2h 03m s102.20 s169.16

0 Select
A
'Y 08:20 am DEN 09:18 am PHX Nonstop 1h 58m

Least-Cost Logical

NOTE:

Basic Economy and Saver flights are very restrictive. They are displayed because they

may be appropriate for a small portion of ASU travel, but they are not appropriate for
most ASU travel. Be sure you understand all the restriction of a basic economy fare
prior to booking. You are not required to book a basic economy fare because it is the
least cost.

Fly America Act compliant international flights have an icon of a white shield with a blank

checkmark. International travel on sponsored funding may need to be Fly America Act
compliant. Ask your business office if you are unsure if your flight is subject to the
requirement.

American Airlines ! Basic Economy Main Cabin

\\ 09:15 M PHX € 06:50 am LHR 130 35m $1,020.15 $1,139.15

AN 02:30 Fly America Act L X 3 A m A
“ 30 PM LHR 1h 00m

This option is Fly America Act with Open
1 4A 7000 operates  Skies Exceptions compliant.

Preferred Airline %] More fares/details +

6. Click more fares/details for more information about a flight.

My ASU Trip Back to Table of Contents 1/26/2022

49



Booking

Shop by Fares Shop by Schedule

Please Note: BASIC ECONOMY and SAVER fares are VERY restrictive. Always review the Benefits/Services and Rules of these flights prior to
purchase. Call Anthony Travel (480-739-9145) for clarification on the restrictions.

Displaying: 132 out of 132 resulis.
Flight Number Search Q Sorted By: ASU Preferred paying
Previous | Page: 1 of 14 | Next | All
American Airlines Basic Economy Main Cabin
\‘ 0859 AMPHX - 12:02 pw DEN Nonstop  2h03m $102.20 s169.16
. ®
[ 08:20 am DEN > 09:18 am PHX Nonstop 1h 58m
Preferred Airline More fares/details ~
Southwest Wanna Get Away Anytime
Q 0605 AMPHX  — 08:50 am DEN Nonstop 1h 45m 3202.96 3655.38
5
Q 06:15 aMm DEN > 07:05 am PHX Nonstop 1h 50m

Preferred Airline

7. Review benefits/services to see if the fare allows bags, changes, food and drink, etc.
Review rules for the complete list of fare rules and restrictions. Click other icons for
additional details on the flight.

Remove X
. 08:59a PHX ~+12:02p DEN Nonstop 2h 03m $143.20
“ American
Airlines Hide F

03:39p DEN04:30p PHX  Nonstop 1h 51m 0 (e rares

Preferred Airline for ASU Show all details v
DEPART X Thu, Jul 30 — Phoenix, AZ to Denver, CO Hide details ~

Thu, Jul 30 08:59a PHX — 12:02p DEN 2h 03m American Airlines 482 View seats
Airbus Industrie A320-100/200 / 258 Ibs CO,

RETURN ¥ Tue, Aug 4 — Denver, CO to Phoenix, AZ Hide details ~

Tue, Aug 4 03:39p DEN — 04:30p PHX 1h 51m American Airlines 482 View seats
Airbus Industrie A320-100/200 / 258 Ibs CO,

Info

Fare Options 5
@ This trip conforms to your company travel rules.

0 This is a Basic Economy fare class ticket with many 0 $143.20
restrictions. Please click on the Rules/Fare Details
link for further information or contact Anthony Travel

I—‘—-—i—l“"ai“ LabiniS O at 480-739-9145
Rules Benefits/Services ° $205.14

Main Cabin Flexible (M) Yes e
Rules Benefits/Services 0 Fees may apply & $667.88

Basic Economy (B)
Rules Benefits/Services

View more fares

8. Select the flight you would like to book.
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9. Review the flight information and ensure your name is the name on your travel

Trip Summary Review and Reserve Flight
@ Flights Selected REVIEW FLIGHTS
RoundaTre DEPART ¥ Thu, Aug 4 — Phoenix, AZ to Mexico City, Mexico / 2h 33m layover in Los Angeles, CA Hide details
PHX - MEX
Depart: Thu, 08/04/2016 ~
Return: Fri. 0812/2016 Thu, Aug4  07:08a PHX = 08:45a LAX 1h37m  Delta#2202 =
View seats / Main Cabin (L) / Boeing 717
Select a Car Remove Layover in Los Angeles, CA 2h 33m Los Angeles Intl

Pick-up: Thu, 08/04/2016
Drop-off: Fri, 08/12/2016 11:18aLAX = 05:20p MEX 4h02m  Delta #8156
View seats / Main Cabin (L) / Boeing 737-800

Operated by Aeromexico

Select a Hotel Remove

Nights: 8 RETURN ¥ Fri, Aug 12 — Mexico City, Mexico to Phoenix, AZ /3h 22m layover in Los Angeles, CA Hide details
Mexico City, Mexico

Check-in: Thu, 08/04/2016 Fri,Aug 12 03:40p MEX = 05:48p LAX 4h08m  Delta #8021

Check-out: Fri, 08/12/2016 View seats / Main Cabin (K) / Boeing 737-800

Operated by Aeromexico

Layover in Los Angeles, CA 3h22m Lo Angeles Intl

09:10p LAX 10:41p PHX 1h 31m Delta #5787 =
View seats / Main Cabin (K) / Embraer E-175

ENTER TRAVELER INFORMATION

Ensure all traveler information below is correct. g

Primary Traveler Edit| Review all

Name: e Phone: y ’ v

Frequent Flyer Programs Add a Program
For Delta

No Program selected | W

|SEAT ASSIGNMENT

Make your trip more enjoyable by selecting your seats now. Otherwise, Concur will request them for you.

Select Seats

10. Select a seat for each flight, if applicable.

SELECT SEATS

Select your preferred seats, otherwise Concur will request them for you based on your Profile.

Flight Seat
DL 2046 Main Cabin (T) Select a seat
DL 1115 Main Cabin (X) Select a seat

If you are flying American Airlines, preferred seats may be available to be booked for no
additional charge once your flight is ticketed. Visit American Preferred Select after you
receive your confirmation from Anthony Travel. In that site you enter your last name and
record locator and can select a preferred seat at no charge, if available.
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11. In the select a method of payment field, click the drop-down arrow to select your
payment option from the ASU Airfare card, your ASU Travel Card or personal card that
has been added to your profile or you can add credit card.

SELECT AMETHOD OF PAYMENT

How would you like to pay?

| ASU Airfare * (.. 6386) v|@ Add credit card

ASU Airfare * {...6886)
AS\) TRavel Card (...4447)

12. Review the airline terms and conditions for the selected flight.

13. Click reserve flight and continue. This reserves the flight — it is not yet purchased.
Continue through the additional screens to complete the purchase.

14. From the trip overview page, you can add a rental car or hotel by clicking the
corresponding links in the add to your itinerary section or review the travel details and
click next at the bottom of the page.

. Travel Details
Trip Summary

Enter Trip Information Print
Submit Trip Confirmation

o TRIP OVERVIEW
Finalize Trip
Review Travel Details Iwantto... Trip Name: Trip from Phoenix to Denver i Add to your Itinerary

Start Date: September 30, 2020 ) o @ Hotel

End Date: October 01, 2020

Created: August 18, 2020, Lori Beene (Modified: August 18, 2020) Booked outside Concur? Enter your trip mancsly,

Description: (No Description Available) i) connect with Trit, or send your itinerary to
plans@concur.com.

Agency Record Locator: QVGEHC

Passengers: Lori Dawn Beene

Total Estimated Cost: $189.74 USD (Details)

o Airfare must be ticketed by: 08/19/2020 8:30 PM Arizona

Change frequent fiyer program

15. Enter the four-digit ID associated with your trip request and click next.
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Trip Booking Information

Please note that your reservation is not complete until you have clicked Purchase Tickat on the next page. Please click 'Next’ below to continue to
the Purchase page

Any portion of the trip that is advance purchase or deposit required has already been booked and paid. That booking is non-refundable and will not
be cancelled even if you do not move forward te the next page.
The irip name and description are for your record keeping convenience. If you have any special requests for the fravel agent, please enter them into the agent comments section.

Trip Name Trip Description (optional)
This will appear in your upcoming trip list Used to identify the frip purpose

Trip from Phoenix to Denver

A

Comments for the Travel Agent (optional)

Special Requesls may incur a higher service fee. Send a copy of the confirmation to: @)

Send my email confirmation as
(@HTML (CPlain-text

A

da Triplt Privacy

(@Share trip destination and dates with your Triplt Cannactions and Groups
(CMake this trip private

What is your approved 4 digit Request ID? [Requirad]

‘You may HOLD this reservation until: 07/29/2020 08:30 pm Arizona

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

Display Tip [ Hold Trip << Previous Cancel Trip

The request ID can be found on the Requests page, under Active Requests.

onv | Helpw.

SAP Concur Requests ~ Travel  Expense  Approvals  Reporiing~  AppCenter  Locale

Profie ~ &

Manage Requests NewRequest  Process Requests  Quick Search
Active Requests (1)

Requst ame 7] [oeomevn S ]
O [Rouwstnome | Foauestio | suws Roquest Dotes | Dot submite o
(5] GHELF 2021 FHLD. Not Submitted 06/0612020 573120
ooy, o
m‘“"‘““’;‘: 2t utilize C“;“" with with other higher of Goncur to address 06/10/2020

vithin Goncur. | illleam about
best practices, solutions to
common issues and to review

Concur to ensure we are utiizing the software o the fullest potential. | will be adding personal time to the front end of
thetrp.

16. Click Next, then click Purchase Ticket on the Trip Confirmation page to complete your
reservation. Until you click purchase ticket, you have not purchased a ticket.
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Trip Summary

@ Finalize Trip

v Review Travel Details
~ Enter Trip Information
Submit Trip Confirmation

My ASU Trip

Trip Confirmation

To COMPLETE BOOKING, please press the "Purchase Ticket” Button after reviewing this page
To CANCEL, press the Cancel bution

TRIP OVERVIEW

Trip Name: Trip from Phoenix Sky Harbor Intl Airport, Phoenix, AZ to Denver Intl Airport, Denver, CO
Start Date: August 26, 2020

End Date: August 27, 2020

Created: July 28, 2020, Lori Beene (Modified- July 28, 2020}

Description: (No Description Available)

What is your approved 4 digit Request ID?: TEST

Agency Record Locator: ERTRJU

Passengers: Lori Dawn Beene

Total Estimated Cost: §170.14 USD

o Airfare must be ticketed by: 07/29/2020 8:30 PM Arizona

Viiew your plans in Triplt to stay one step ahead while traveling
Agency Name: Anthony Travel (ASU)
Daytime Phone: 480-739-9145 - University / 480-965-2603 - Athletic

RESERVATIONS

Wednesday, August 26, 2020

e Flight ~ Phoenix, AZ (PHX) to Denver, CO (DEN)

American Airlines 0482
Opersted by: American Airlines

Departure: 09:03 AM Confirmation: ERTRJU Seat: 22D (confirmed)
Phosnix Sky Harbar Intl Arport (PHX) Status: Confirmed
Terminal: 4

Arrival: 12:06 PM

Denver Intl Arpart (DEN

Additional Details

Airerai: Alrous 4320 Distance: 501 mikes
E-Ticket

Emissions: 2584 Its C0;

Catin: MAIN CABIN (0)

L ]
e Flight ~ Denver, CO (DEN) to Phoenix, AZ (PHX)

American Airlines 0482
Opersted ty: American Airlines

Departure: 03:39 PM Confirmation: ERTRJU Seat: 24C (confirmed)
Denver Intl Airport IDEN} Status: Confirmed
Duration: 1 hour, 51 minutes

Nenstop

Arrival: 04:30 PM
Phosnix Sky Harbar Intl Airpart (PHX)
Temingt: 4

Additional Details

Aircrste Alrbus 4320 Distance: 601 mikes
E-Ticket

Emissions: 2584 Ibs C0;

Cabin: MAIN CABIN (@)

L ]
TOTAL ESTIMATED COST
Air View Fare Rules
Airfare quoted amount: $149.94 USD
Taxes and fees: $20.20 USD
Total Estimated Cost: $170.14 USD
Restrictions

Quat= NONREF/SVCCHGPLUSFAREDIF/CXL BY FLT TIME OR NOVALUE

TICKET NOT YET ISSUED. AIRFARE QUOTED IN ITINERARY 1S NOT GUARANTEED UNTIL TICKETS ARE ISSUED.

**AFTER 24 HOUR
MEKE CERTAIN ALL F:
EXACTLY MATCH THE PHOT

Almost done... Please confirm this itinerary.

Display Trip m Purchase Ticket Caneel Trip
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Once purchased you will receive a confirmation from Anthony Travel with the flight
details and confirmation numbers. Please review the details. Let Anthony Travel know
within 24 hours if there is something that is not correct. After that time the airlines will

charge change fees.

To make any changes to your purchased reservation, contact Anthony Travel.

View your upcoming reservations on the my trips list, on the My ASU TRIP home page, by

clicking travel, then trip library. The trip status will remain confirmed until it's ticketed. when

ticketed, the status will change to ticketed.

CONCUR Travel Administration ~

Travel Trip Library Templates Meetings Tools Meeting Admin

Trip Library

Search Trip Names Dates To Use: Date Range

(®)Booking Dates () Travel Dates |07/28/2015 || 01/28/2016 | [_] Include withdrawn trips

Trip Name/Description Status
Trip from Hanoi to Can Tho (Manual) Confirmed
Trip from Phoenix to Chicago (AREZRA)

ASU/Allstate Opportunties Cenfirmed
Trip from Phoenix to Chicago (UCGYUX)

ASU/Allstate Opportunties Ticketed
UMich Benchmark (HSFSVB) Confirmed
Hotel Reservation at Denver Intl Arpt, Denver, CO (DQGMHE) Confirmed

USAID Build It Grant Meeting (EPYAKX)

Meet with US State Depariment to finalize Maker Forum November program; USAID meeting to
formalize contract for new build It grant; Meeting and 70 year reception at Vietnam Ambassador to
us

Ticketed

O Manage your trip details in one place.

Note: Any ticket purchased by the university is owned by the university and not the traveler.

Date Booked Start Date

01/11/2016

11/04/2015

11/04/2015

10/22/2015
09/30/2015

09/10/2015

My ASU Trip Back to Table of Contents

01/11/2016

11/28/2015

11/29/2015

1012712015
10/07/2015

09/15/2015

End Date

01/30/2016 Remove | Hide Personal Trip

11/30/2015
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Reserve a hotel or Airbnb

Lodging should not be booked unless you have an approved request in My ASU TRIP and
lodging must be reserved in My ASU TRIP. If you have a conference code for your hotel and
must book your lodging directly with the hotel or if you book other lodging that cannot be booked
through My ASU TRIP, forward your booking to both plans@concur.com and
myasutrip@asu.edu prior to travel. Lodging is not reimbursed if booked prior to approval or
booked outside of My ASU TRIP and not forwarded to travel.

To reserve a hotel:
1. Select the hotel tab on the My ASU TRIP home page.

" Arizona State
University

Hello, Lori

TRIP SEARCH

:. Booking for myself | Book for a guest

4 ﬁ!:g

Hotel Search

Your 4-digit Request ID will be entered at the end of the
booking

Understand all cancellation policies prior to reserving a

hotel It is your respansibility o ensure any unneeded

reservation is cancelled to avoid cancellalion fees

Check-in Date  Check-out Date

Search within | 5 miles from

() airport () Address

(JiCompany (@) Reference Point / Zip
Location Code

Reference Point f Zip Code
(e.g. ‘Statue of Liberly’ '90210" or ‘Alexsndris, VA')

[C] with names containing

2. Enter the check-in and check-out dates.

3. Enter search criteria based on the arrival airport, a company location, a reference point,
or a specific address. You can complete with names containing field to limit the search
results.

4. Click search.

5. Alist of hotel search results based on proximity to the destination populates.
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Booking

o Blue icons represent hotels matching your search criteria. Hover over blue icons
for more information.

o The red icon represents the entered destination.

o E-receipt enabled properties ease expense report preparation. If you have
verified your email and enabled e-receipts in your profile, an e-receipt is
delivered directly into your My ASU TRIP profile when you check out of the hotel.

6. Use price, display settings, property brand, and amenities to filter results.

Trip Summary

Select a Hotel

Nights: 2

Boulder, CO, USA

Check-in: Mon, 09/14/2020
Check-out: Wed, 09/16/2020

Change Search

Price |
$92-5785

|Displny Settings |

(] Hide Sold Out
[_JE-Receipt Enabled

Property Brand |

@ Chain () Superchain

[JCourtyard (1)
[IDays inn (1)
[CJEmbassy Suites (1)
[JHampton Inns (1)
[JHilton Garden Inn (1)
[Cltioliday tan (1)
["IHemeweod Suites (1)
Check All | Reset

Amenities |

[Breakfast (16)
[

[JBusiness center (15)

(_IBroadband Intsmnet (20)
Convention center (0)
[Jry cleaning (19)

[Fitness center (15)

Game room (0)

For ASU lodging per diem rates, please click here.

CHECK-IN MON, SEP 14 - CHECK-OUT WED, SEP 16

Hide Map Print / Email

9

Pine Brook Hill

T @ Valmbnt
v, 9 @0

Q Sorted By | ASU Preferred

1. Basecamp Hotel Boulder

RR 2020 Arapahoe Ave, Boulder, CO 80302 Map it
[ & 0.1 miles

E-Recsipt Enabled

2. Boulder University Inn
1632 Broadway, Boulder, CO 80302 Map it

¥0.42 miles

Niwot

Gunbarrel

7. Click view rooms for room policies, types and rates.

Note:

Show as | USD v

W Company Preferred Accommodation

El Road
1 i O
—  Gooding
Liggett
Leyner canfield
Erie

©2020 HERE, ©2020 Miceos

Displaying: 20 ou

Not Available
Unable to retrieve rates for this hotel

Hotel details

$125

Hotel details

e The room selected should be the most economical room to accomplish the
business purpose of the travel and should be under the lodging rate set by the
State of Arizona for the destination.

¢ Prepaid and advance purchase rates are not selectable in My ASU TRIP.

o Do not select AAA or AARP rates if you do qualify for them.

o Govt/military rates display. Some properties consider ASU as a government

entity, some do not. Reach out to the specific property for clarification if booking
a govt/military rate.
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Booking
8. Click hotel details to open a pop-up window with hotel details.

11. Hyatt Place Boulder-Pearl Street
2280 Junction Place, Boulder, CO 80301  Map it

V118 miles WX X

E-Receipt Enabled Hotel details

9. Click the blue button with a price to choose a room.

11. Hyatt Place Boulder-Pearl Street $95
2280 Junction Place, Boulder, CO 80301  Map it

=
V118 miles R K e

Hotel details

E-Receipt Enabled

Room Options

Government Rate Ada King Showe - Ada King Room W/ada Roll-in Shower: 42in Tv: (Sabre) ° 495
Rules and cancellation policy

Government Rate Ada 2quen Tub - Ada Room W/2 Queen Beds: Sofabed: Free Wifi: (Sabre) °
Rules and cancellation policy

$95

10. Click the drop-down arrow in the select a method of payment field or add credit card.
You can reserve your hotel with

o Your ASU Travel Card,
o A personal credit card

SELECT AMETHOD OF PAYMENT

The credit card you select will be held to confirm your reservation. You will not be charged in full until your hotel stay.

| ASU TRavel Card (...4447) v |9 Edit | Add credit card

11. Review the rate details and cancellation policy. Prior to clicking reserve hotel and
continue be sure you understand the cancellation policy. ASU does not reimburse no
show charges or late cancellation charges.

éACCEF’T RATE DETAILS AND CANCELLATION POLICY

Please review the rate details and cancellation policy provided by the hotel.

Please review the rate rules and restrictions before continuing
The hotel provided the following information:

RATE: USD 95.00
TOTAL RATE: 320.58 USD

I 24HRS PRIOR TO CHECKIN TO AVOID 1NT FEE I
AMERICAN EXPRESS (AX)

D *1 agree to the hotel's rate rules, restrictions, and cancellation policy.

Reserve Hotel and Continue
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12. To change your selection, click back. To continue, click | agree to the above rate
rules, restrictions, and cancellation policy checkbox and click reserve hotel and
continue.

13. Review your reservation information on the travel details page.

14. Click next and follow the prompts to confirm your reservation.

15. Click next to continue.

16. My ASU TRIP enters in a default name for your trip. Enter the four-digit ID associated
with your trip request. This can be found on the Request page, under active requests.

Administration~ | Helpv
SAP Concur [G] | Requests = Teavel  Expense  Approvals  Reporingw  AppCemer  Locate

Manage Requests |  MewRequest  Process Requests  Quick Search

Profile + &

Active Requests (1)

<] [segnewn v

\ \

[ Requesto | s

FHLD | Not Submitted
with other higher education users of Coneur 10 address issues/ st
nsure we are utlizing the software o the fullest potential. | will be adding pers

Date Submitted Total
573120

olutions/ best practics of 06/1012020
sonal time to the frant end of

17. Click next, then click confirm booking to finalize your reservation.

TOTAL ESTIMATED COST

Car: $289.24 USD
Total Estimated Cost: $289.24 USD

. THANK YOU FOR SELECTING ANTHONY TRAVEL ....
UNIVERSITY TRAVEL
MONDARY - FRIDAY SO00A-500P PLEASE CALL 480-73%-9145
S0.
ATHLETIC TRAVEL
MONDARY - FRIDAY SO00A-500P PLEASE CALL 480-965-1980

TSA REQUIRES PASSENGERS PRESENT BOARDING PASS AND A
GOVERNMENT ISSUED ID TO CLEAR SECURITY CHECK POINTS

PLEASE CHECK WEBSITE BELOW FOR INFORMATION
REGARDING ALL BAGGAGE ALLOWANCES AND ADDITIONAL FEES
HTTP.//WAW.ANTHONYTRAVEL . COM/BAGGAGE-FEES

Almost done... Please confirm this itinerary.

18. You will receive an email from both Concur and Anthony Travel with the details of your
reservation.
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Reserve a rental car

To book a rental car without airfare, click the car tab in the trip search section of the
My ASU TRIP home page. Be sure you are an Authorized Driver prior to driving a rented
vehicle and that your rental car is authorized on your approved request.

1. Enter the pick-up and drop-off dates.

2. If picking up the rental car from the airport, enter the airport name, or begin typing the
name and select an option from the drop-down list.

3. Click search.

' Arizona State
University
Hello, Lor

TRIP SEARCH

&, Booking for myself | Book for a guest

R |=

Please be sure you have completed the Authorized Driver
Program prior to driving a rented vehicle. Information can be
found at hitps:/fefo.asu.edu/authorized-driver-program

Your 4-digit Request 1D will be entered at the end of the

booking
Car Search
Pick-up date
[ 08/26/2020 || 12:00 pm W
Drop-off date

[ osr28i2020 (| 12:00 pr
Pick-up car at

(®) Airport Terminal ) Off-Airport
Please enter an ainport.

Denver, CO - Denver Intl Airport

|:| Retumn car to another location

® Wore Search Options

4. Review the information in the pop-up window and click continue.
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0 The us%ﬂ' a rented vehicle must be pre-approved by the ATO during the
Trip Retjaest process. Before renting a vehicle, the renter must have
completed the Authorized Driver Program. For more information on the
program, visit https:ifcfo.asu edu/authorized-driver-program

Cancel Continue

5. If the pick-up/drop-off car at airport checkbox is selected, the car rental results appear
in a matrix based on car type, company name and price. Narrow results by clicking any
cell. This expands corresponding search results below the matrix.

6. Hide the matrix by clicking hide matrix.

The rates for Hertz, National and Enterprise below are negotiated rates and include collision damage waiver (CDW)
and liability insurance for vehicle rentals in the United States, Canada, Puerto Rico and the District of Columbia. If
another provider is selected, insurance coverage will be an additional charge. Travelers renting a car for an
international destination (other than those above) should purchase insurance from the car provider or other reliable

source.
PICK UP: (SFO) ON SUN, FEB 11 12:00 PM
RETURN: FRI, FEB 16 12:00 PM
Hide matrix  Print / Email
All - P =R i =4 - = =] - ]
110 results Economy Car | Compact Car Intermediate Car | Standard Car  Full-size Car  Premium Car | Luxury Car | MiniVan | Intermediate SUV  Stand
Hertz
3615 36.15 37.45 3745 40.90 105.78 105.78 56.20 50.00 6
Most Preferred
44.50 44550 4550 4650 47.50 63.50 73.50 73.50 7350 7
Most Preferred
| 2iremoonar}
38.00 38.00 40.00 40.00 4250 176.80 198.90 60.00 58.00 6
Most Preferred
—rOX == - 40.00 41.00 4200 43.00 - — - 45.00 q
T ivencar - - 69.00 69.00 69.00
soal - 36.57 37.20 37.83 38.46 - - - 4224 4
R, - 4678 - 4919 4939 - — - 60.42 6
TRy - 4678 48.22 4919 4939 - - - 60.42 7
Burdaor 49.80 51.00 59.40 64.40 66.80 58.00 78.80 59.40 59.00 3
Aaensss - 51.86 6043 65.54 68.15 - - - 60.28 18
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Sorted By: | Policy - Most Compliant | v

Displaying: 103 out of 103 results Previous | Page: 1 of 11 | Next | All
Hertz Economy Car - $13.17 per day (Sabre)
. Total cost*
ST Unlimited kilometers
— Manual transmission $162.86
S e
% (Corporate rate)
$92 16 weekly rate
Preferred Vendor for Arizona State University/The AZ Board of Regents / E-Receipt Enabled @ Location info
Hertz Compact Car - $20.91 per day (Sabre)
Total cost”

Unlimited kilometers

Manual transmission $254.52
(Corporate rate)

$146.34 weekly rate

Preferred Vendor for Arizona State University/The AZ Board of Regents / E-Receipt Enabled @ Location info

Compact Car - $21.50 per day (Sabre)

Unlimited kilometers

Automatic transmission $261.52
(Corporate rate)

$150.48 weekly rate

Total cost*

Preferred Vendor for Arizona State University/The AZ Board of Regents / E-Receipt Enabled @ Location info

7. Click the price to select the rental car.
8. Rates for Hertz, National and Enterprise are negotiated rates and include collision
damage waiver (CDW) and liability insurance for rentals in the U.S. and are the

preferred vendors.
9. Review the rental car information. Enter any preferences and update the driver's

information, if needed.

Review and Reserve Car

REVIEW RENTAL CAR
Enterprise Car Rental Location Details

Type Pick-up Drop-off
Economy Car  Airport Terminal Airport Terminal
Features 'ORD: Chicago ORD: Chicago

11:02 am Tue, 10/04/2016  06:25 pm Fri, 10/07/2016

PROVIDE RENTAL CAR PREFERENCES
Your preferences and comments will be passed to the rental car agency.

Comments (30 character max)

ENTER DRIVER INFORMATION

Ensure the name below matches the 1.D. you have with you on the day of pick-up. @

Driver Edit| Review all
Name: Joshua Adam Spiegel ~ Phone: 480-727-2361 | joshua spiegel@asu edu | v

Rental Car Agency Program Add a Program

No Program selected | v

REVIEW PRICE SUMMARY
Description DailyRate  Dates Total
Enterprise Car Rental $4450  Oct04-Oct07  $278.28
Total Estimated Cost : $278.28
Total Due Now: $0.00

10. Click reserve car and continue.

11. Review the reservation information in the trip details page. Click next.

12. Review the trip booking information and enter your approved four-digit travel request ID.
The ID can be found on the Request page, under Active Requests.
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Administrationy | Helpr

SAP Concur Requests  Travel  Expense  Approvals  Reportingw AppCenter  Locale Prot 'y
rofile
-

Manage Requests  New Request  Process Requests  Quick Search

Activg Requests (1)

Request tiame [~]  [eeginawim [~ | ]
O | Reauestin | status Request Dates + Date Submitied Total
5] [FAE ] orswmiea 061082020 sz
n 061102020

with other hig! of Concur to address. )
Concur to ensure we are utiizing the software to the fullest potential. | wil be adding personal fime to the front end of
the trip.

13. Click next.
14. Review the Trip confirmation and confirm booking or cancel.

15. After you confirm booking, your reservation will have a confirmation number and the

status should be confirmed. Your car has been reserved, not paid.

£

TRIP OVERVIEW

Trip Name: Car/Hotel Reservation

Start Date: September 14, 2020

End Date: September 15, 2020

Created: July 28. 2020, Lori Beene (Modified: July 29, 2020)
Description: (No Description Available)

What is your approved 4 digit Request ID?: TEST

Agency Record Locator: CYEMHT

Reservation for:

Total Estimated Cost: $44.59 USD

View your plans in Triplt to stay one step ahead while traveling.

s N gency Name: Anthony Travel (ASU)
&> Anthony;

TRAVEL Daytime Phone: 480-735-9145 - University / 480-965-2603 - Athletic

@ Enterprise Car Rental at: Denver US (DEN)
Pick-up at: Denver US (DEN)

Pick Up: 12:00 PM 100 5e0 14 Confirmation: 1319887715COUNT
Pick-up st Denver LS (DEN) Status. Confirmed

Number of Cars: 1 Rate Code: Z5KZNH

Return: 12:00 PM e sgp 15
Returning to: Denver US (DEN)

Additional Details
Rater $31.75 USD daily rate, unlimited miles; $31.75 USD adra daily rate, unkmited miles; $10.43 USD extra hourly rate, unlimited miles
Total Rate: £44.55 USD Corporate Discount: ¥Z250290

Rental Details
Compact,/ Car / Auwtomatic trsnsmission / Air canditioning

RESERVATIONS
Monday, September 14, 2020

TOTAL ESTIMATED COST

Car:
Total Estimated Cost:

16. You will receive an email from both Anthony Travel and Concur with the details of the

reservation.

$44.59 USD
544,59 USD
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Reserve a train

1. From the My ASU TRIP homepage, select round trip or one way and complete fields.
You can select to search by schedule and click search.

Hh = = &
Train Search amersk)

“four 4-digit Regquest |D will be needed to complete your
purchase at the end of the booking.

| Round Trip One Way Multi City |

From
| Mew York - Penn Station, NY |

To
|Elc\st0n - Back Bay Station, MA |

Depart
|Evsr2172018 || Moming [v]|

Search by
| Sehedule ﬂ |

2. From the shop by schedule tab, click the select button next to the train you’'d like to
select.

NEW YORK - PENN STATION TO BOSTON - BACK BAY STATION Show as [UsD 8
TUE, AUG 21

Show matrix  Print / Email
Shop by Fares Shop by Schedule

ber Search Q| soredBy Depart—Ear\ieslj Displaying: & out of & results

= pcela 06:15a 10:08a Direct |Business |[v|
DEPART: NEW YORK - PENN STATION TO BOSTON - BACK BAY STATION
3h 53m / THS 2190
(Amirak) 4=
... Amtrak . 41 .
=% Regional 06:55a 11:14a Direct |Coach  [v| m

DEPART: NEW YORK - PENN STATION TO BOSTON - BACK BAY STATION

4h 19m / Train 190
(Amtrak) ==

3. Click show all details.
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NEW YORK - PENN STATION TO BOSTON - BACK BAY STATION show as [usp [v
TUE, AUG 21

Show matrix  Print / Email

Selected Fare

Remove X
$49.00
... Amtrak . ) .
Regional 06:55a 11:14a Direct 4h 19m

Show all details ~

‘ NEW YORK - PENN STATION TO BOSTON - BACK BAY STATION

4. Review rules, hover over icons for additional information and select the fare.

Selected Fare

Remove X
$49.00
... Amtrak . ) .
Regional 06:55a 11:14a Direct 4h 19m

Hide all details ~

NEW YORK - PENN STATION TG BOSTON - BACK BAY STATION

DEPART & Tue, Aug 21 Hide Details ~
Tue, Aug 21 06:55a NEW YORK - PENN STATION 4h 19m Amtrak Regional Train 190 =
11:14a BOSTON - BACK BAY STATION

Fare Options

Refundable
Coach Reserved Seat
No
Business Class Seat Yes
Rules Fees may appl

Amirak

5. Complete purchase. Enter payment information, reserve train and continue, click next
and purchase ticket to finalize your reservation.
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View, change or cancel a reservation

View your upcoming reservations on the upcoming trips list, on the My ASU TRIP home page,
by clicking travel, then upcoming trips.

Administration» | Help~

SAP Concur Requests || Travel = Expense  Approvals  Reporlingw  AppCenter  Locate orol 0
rofile +
-

Travel  Amangers  TripLibrary  Templates  Meetings  Tools  Meeting Admin

Carpary Ntes

& Booking for myself | Book for a guest

Add new finerary manually

Trip Name/Description Status. Start Date End Date Action
[Coiote Resewvaton moLM] Confimed 062712020 0672972020 Gancel Tip
(£ v yourip it mane place g

Your 4-digit Request ID will be needed tc

Click on the trip name/description to review the travel details.

If reservations need to be canceled, flights must be canceled prior to departure and hotels must
be canceled in time to avoid any cancellation fees. ASU does not reimburse no-show fees.

e To cancel an air, hotel or rental car booked in My ASU TRIP, click cancel.
e To change a hotel or rental car booked in My ASU TRIP, click change.
e To change a flight, email Anthony Travel at ASU@anthonytravel.com.

Travel Details

TRIP OVERVIEW
| want to... Trip Name: Hotel Reservation at BOULDER, CO, USA i Add to your ltinerary
Start Date: September 14, 2020 e ur @ o
End Date: September 17, 2020
ol Created: July 29, 2020, Lori Beene (Modified: July 29, 2020} @ Hotel
Clone Trip Description: (No Description Available) zai
2;;;;‘:‘,5 Tip What is your approved 4 digit Request ID?: TEST Booked outside Concur? Enter your trip manuzlly

connect with Tiok, or send your itinerary to

Agency Record Locator: SZOYNM plans@concur.com

Reservation for: Lori Dawn Beene
Total Estimated Cost: $285.00 USD Dzt
View your plans in Triplt to stay one step ahead while traveling.

RESERVATIONS
[ Monday, September 19,200
@ Hyatt Place Boulder-Pearl Street

2280 Junction Place

Boulder, Colorado, 80301
us
303-442-0160

Checking In: Mon Sep 14 Confirmation: HY0007152871
Room 1, Days 3, Guesss 1 Status: Confirmed

Checking Out: Thu Sep 17

Additional Information
Daily Rate: §95.00 USD Total Rate: £285.00 USD

Room Details
Room Destription: RoomDestriptionCodekNGGVDS
Spedal Instructians: Nonsmoking Earlychkin

Cancellation Policy

Cancellstion Faes may apply
Must Cancel 24 Hours Prior To Amrival.

o Add to your Hinerary
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Expense Reports

Create an expense report header

When your trip is complete, you may need to create an expense report from the approved trip
request.

1. Click the blue expense link under action in the active requests section of the requests
page and the expense report will be started for you.

Administration ~ | Help +
SAP Concur @ Requests Expense Reporting ~ App Center

Profile - &

Manage Requests New Request Process Requests Quick Search

Active Requests (3 )

Request Name ~| Begins With | | [eo]

[ ‘ Request Name ‘ RequestiD | Status | Request Dates v ‘ Date Submitted | Total | Approved a... | Remaining .. Action

05172018
Dress for Success 2019 TRKA Approved 04042013 032312018 $120000  $120000  $1.05000

04062018 [

] Workday Rising 2017 7RKS Approved 04012018 032312018 $800.00 $800.00 SB00.00 | Expense
040372018

5] Concur Fusion 2018 TRKT Approved 037282018 032312018 S310000  S$310000  $3.10000
03312013

2. If you do not see expense under action and your request status is approved, your
expense report has already been started.

Administration + | Help

SAP Concur [C] | Requests | Expense  Reporting ~  App Center °

Profile ~

Manage Requests New Request Process Requests Quick Search

Active Requests (3 )

Request Name ~| Begins With v| | | [ e |

o | Request Name | rRequestin | status | Requestpates+ | Date Submitted | Total | Approved a... | Remaining...|  Action
0511712013

D Dress for Success 2018 TRKA Approved 04/04/2018 03/2372018 $1,200.00 $1,200.00 $1.050.00
0410612018

[m] Workday Rising 2017 TRKS Approved 0410172013 03232013 580000 $800.00 530000 Expenss

— 04/03/2018 —_—

[m] Goncur Fusion 2015 TRKT Approved 0312812018 03232015 5310000 5310000 53.100.00

03/31/2018
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Review expense report header

Click the expense report from the expense tabs.

SAP Concur @ Requests Travel Expense Approvals Reporting » App Center Locate

Manage Expenses View Transactions View Cash Advances Process Reports

Manage Expenses
ACTIVE REPORTS

NOT SUBMITTED

Concur Fusion 2020
06/22/2020

o
Create New Report $0.00

@ Exceptions

From the details drop down, select report header.

SAP Concur Requests Travel Expense Approvals Reporting «

Manage Expenses View Transactions View Cash Advances Process Reporis

Concur Fusion 2020
Import Expenses | Details * | Receipts * Print / Email =

Report
Excepuions FES———
eomiaype [oe | amou
NIA Totals ed or, if appropriate, should be named 'Medification’ or 't
Audit Trail
Approval Flow -
= = &
cXpenses Comments New Expense
O | Date v | Expense Type ‘
| Addina Now Evnoncs Cash Advances ETEER TS

Verify the details. They were populated from the request. If the trip dates changed from the
request, update the dates to the actual dates of travel. If the funding source changed, that can
also be changed.
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Report header for: Concur Fusion 2020 O x

Trip Name Trip Type Create Date Traveler Type
I Concur Fusion 2020 | I 1. Qut-of-State ‘ v| 06/22/2020 I Staff | |
Employee 1D Department ID Business Travel Begin Date 7 Business Travel End Date [y

1000204991 [ (D0206002) Fs Trave! | | 06/22/2020 |‘ I 061232020 ||
Project/GiftiGrant/Program } Cost Center ) Business Type : Conferenca/Event Host }
I (PG02914) FS- Tempe Opera | v ‘ | (CC0259) FS-Financial Servii ‘ v | | 03. Training | v ‘ | Cancur ‘
Does this trip contain personal travel? lyz public Purpose/Benefit to ASU Trip Not to Exceed
I No | ~ ‘ We are aftending 1o learn about =

’ the best practices across higher

Comment ) Report Id Repart Currency Approval Status

‘ ‘ 3BCSCCBACB3A4TIABI20 Us, Dollar Not Submitted
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Add travel card expenses

1. Click import expenses.

Help ~
R s Travel App Cente
SAP Concur [G] | Requests  Travel | Expense | AppCenter profie -~ @
-
Manage Expenses View Transactions View Cash Advances
London Data Collection e merort ([T

|+ | Detail »  Receipts»  Print/ Email -
Expenses View* & | New Expense Available Receipts
O Date » Expense Type Amount Requested

Adding New Expense Expense Type

type below or type the expense
Ho Expenses Found e

The right side of the page lists available expenses from your ASU Travel Card indicated by the

green colored card icon. =/ If airfare was purchased with the ASU Airfare card, the
transaction is indicated by a purple colored card icon. @ Al card transactions must be
processed on an expense report and cannot be deleted.

The list also includes:
o E-receipts — should be matched to expense entries and can be deleted if not needed.
o ltineraries — should be matched to corresponding expense entries, but not required. If
not added, they cannot be deleted, but the amounts can be reduced to zero.
¢ Receipts added to the system through the Concur mobile app
o These can be matched to expense entries and can be deleted if not needed.

2. Click the checkbox next to the expenses related to the trip and move > to current
report.

Manage Expenses  View Transactions  View Cash Advances

London Data Collection

Dekcte Report [t ]
New Expense | Import Expenses Details v Receipts * Print { Email v

Ex sew+ & |Available Expenses ®

O Date v Expense Type Amount Requested | | [ ancards - Move w Delete

| Adding New Expense

9 o [1_Expense Detail Expense Type Source To Current Report L Amount

No Expenses Found Southwest Airiines 800-435-0792, TX  Airfare o To New Report 51250

RWANDA REVENUE AUTHORITY K... Undefined ) 1110572012 53000
SOCIETY FOR SOCIAL STUDIE 715...  Undefined ) 11672015 5445.00
HOTEL DES MILLES COLLINES Kl Hotel e 1110672015 RWF 8,000
HOTEL DES MILLES COLLINES Kl Hotel e 1110672015 RWF 18,000
1" GOGOAR COM 877-350-0038, IL Unallowsbie Travel Card .. g2y 0si11/2018 55.50
[] SQEL CHALAN RESTAURANT WA... Undefined ) 05122016 514,16
D GOGOAIR COM 877-350-0038, IL Unallowable Travel Card e 05/13/2016 $26.95
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3. Review the expense type assigned by the system. Update the expense type if it is not

correct for the transaction.

Expenses View * & | New Expense Availsbls Receipts
O Date v Expense Type Amount Requested
i Adding New Expense Expense Type
[m] 11062015 Hotel $12.45 $12.45 siow or typs the expenss type in the fisid above. To edit an
HOTEL DES MILLES COLLINES RWF 8,000
O 10612015 Undefined 5445.00 5445.00
0o SOCIETY FOR SOCIAL STUDIE
1082015 Hotel 524.93 52492 Hetel Rentsl Gar
HOTEL DES MILLES COLLINES RWF 15,000 Aitare Unallowabls Travel Gard Exp
110052015 Airline Fees $12.50 $12.50 Meals on Travel Card
'Y= SOUTHWES 5260677657656
All Expense Types
1100502015 Undefined $30.00 $30.00 L
RWANDA REVENUE AUTHORI™
01. Airfare 07. Misc Travel Expense

4. Click the expense and update the expense type on the expense tab.

Expenses mm Viewr & | Expense Avsilable Receipts

O Date + Expense Type Amount
[m]

e e Sars Shis Expense Type Transaction Date Business Purpose
@)@  HOTEL DES MILLES COLLINES RWF 9,000 I [indzned v 1106/2015

110612015 Undefined 5445.00 5445.00 | - Payment Type
(1 Y=) SOCIETY FOR SOGIAL STUDIE Passport\isa Fees - iE

07. Misc Travel Expense

Baggage Handling Tios b not reimburse) Comment

The entry hes Undefined expense type. You must select an expense type for the entry
. Conf; Erorhie

befare you can submit the expense repof

] 110612015 Hotel 52493 52483 Conference Registration |
HOTEL DES MILLES COLLINES RWF 18,000 RiTance Fees (Study Abroad Use orly
2 Immunizations
110052015 Airline Fees 51250 51250 :
SOUTHWES 5260677657858 International Medical Insurance
Internationsl Phore
110052015 Undefined s30.00 s30.00

RWANDA REVENUE AUTHORT Inemet Fees

Manifest (Team/Group use enly)
Miscellansous

Other Supparting Decumentation

Parking

Service Providers (Study Abrozd Use Only)

Zero Dollar Trip
TOTAL AMOUNT TOTAL REQUESTED
$524.89 $524.89 E“ temize || Alocste || Attach Recept || Cancel |

5. Complete fields as necessary and save. See below for the instructions concerning
expense types with specific requirements.

o Airfare — Airline Travel Service Code is required. Select Business Class, Coach

Class or First Class from the drop-down menu. Click save.

Expense Available Receipts
Expense Type Transaction Date Ticket Number Vendor
l Airfare = 127222017 5268795383865 Southwest Airlines. b
Enter Wendor Name Airline Travel Service Code Payment Type Amount

SOUTHWES 5268795383965 E 167.86

Business Class
| ECDacn Class |
Comment | First Class
l Hone ™

[ ltemize || Allocate H Aftach Receipt || Cancel |

o Hotel: Add the lodging location if not auto populated. Click itemize. If the hotel is

not listed in the vendor field, you can enter the name.
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Expense || Nightly Lodging Expenses Available Receipts
Expense Type Transaction Date ‘Wendor Enter Vendor Name

I Hotel b 02/05/2018 Marriott Hotels v MARRIOTT MARINA DEL RE

Lodging Location Payment Type Amount Travel Allowance (Do Not Modify)

I Santa Monica, California 299.46

Comment Request

| 02/03/2018, 5253.00 - Santa || v

List nightly hotel expenses on the nightly lodging expenses tab. Click save

itemizations.
Expense || Mightly Lodging Expenses Avaiable Receipt
Check-in Date Check-out Date Number of Nights
| 02032018 . = B
Recurring Charges (each night)
Room Rate Room Tax
[ 10100 1251
Other Room Tax 1 Other Room Tax 2

Room rate and taxes will be shown as separate expenses

Additional Charges (each night)

Expense Type Amount

Parking v 10,00
Expense Type Amount
Choose an expense type v

Save ftemizations Cancel |

Any remaining balance that needs to be itemized is shown in red. Complete the
new itemization tab for one-time charges, such as room service, a late check-
out fee or a hotel advance deposit. Click save.

New ftemization Available Receipts
e Total Amount: $255.45 | ltemized: 324702 |Remaining: 552.44
-—
Expense Type -
v
Rental Car Fuel ~ /] F

04. Other Transportation
Car Mieage Stipend/Courtesy Car
Charter Bus

Public Transportation ’_|

Tavi

To modify a single line for rounding errors or differing room rates, select an
individual line and adjust the amount as necessary.

Expenses | Dlete | View & | romization

Date v Expense Type Amount Requested
L=t = o < ) Total Amount: 5299 45 | itemized: $297 46 | Remaining: $2.00
[| »v 02052018 Hotel $299.46 5247.02

MARRIOTT MARINA DEL RE, Sant:

[ Tol=]) gL Expense Type Transaction Date Vendor
02/03/2018 Hotel 5101.00 5101.00 Iﬂum v | 0200312018 B
O 0203018 Hotel Tex Tt $1251 | Lodging Location Payment Type Amount
[} 020032018 Parking 51000 $10.00 [ror00 1
D 02/04/2018 Hotel $101.00 5101.00
[} 02042018 Hotel Tax sizst s1251
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When completed, the remaining balance should be zero.

Expenses

[] |pate~

v 020512018

(&]=]
02/03/2018
021032018
02/03/2018
021042018
02/04/2018
021042018
02/0512018

oooooog

Expense Type

Hotel
MARRIOTT MARINA DEL RE, Santa

Hotel
Hotel Tax
Parking
Hotel
Hotel Tax
Parking

Meals on Travel Card

Amount
5299.45

$103.00
51251
$10.00
5101.00
s1251
510.00
55044

Requested
5249.02

$103.00
51251
$10.00
5101.00
s12.51
510.00
$0.00

« | Expense || Nightty Lodging Expenses

Expense Type
| Hotel v

Enter Vendor Name:
MARRIOTT MARINA DEL RE

Amount
299.46

Receipt Image

Available Receipts

eToca\ Amount: $299 46 | ltemized: $299 45 | Remainin, g: $0.00

Transaction Date
021052013

Lodging Location
I Santa Monica, Calfornia

Comment

Vendor
Warriott Hotels

Payment Type

If you receive an itinerary error, you may need to add an itinerary.

Hotel advance deposit — Use when a deposit required for a hotel stay is paid in

advance with the ASU Travel Card. The initial deposit is recorded as a hotel
advance deposit. The expense type is used again when itemizing the hotel bill

to account for the deposit.

m

[ » oanzezo17 Hotel $833.36 $833.36
e AIRBNB * HMF4S4WF84, Tucson, £
|:|| 08M1/2017 Hotel Advance Deposit 5-388.00 £-388.00
| 08/06/2017 Hotel $180.00 $180.00 —
| 08/06/2017 Hotel Tax $11.50 511.50
| 08/07/2017 Hotel $180.00 $180.00
1 08/07/2017 Hotel Tax $11.50 $11.50
| 09/08/2017 Hotel £180.00 £180.00
| 09/08/2017 Hotel Tax $11.50 511.50
09/08/2017 Hotel £200.00 £200.00
0
] 09/08/2017 Hotel Tax 514,28 514.836
| 081102017 Hotel 3200.00 $200.00
| 08102017 Hotel Tax 516.00 $16.00
| 08112017 Hotel 5200.00 $200.00
| 081172017 Hotel Tax $16.00 $16.00
-] Expense Type: Hotel Advance Deposit
] 08M12017 Hotel Advance Deposit $388.00 $388.00
e AIRBNB * HMB82YFS2FQ, Tucson, £

o Business meal — The vendor, business meal purpose, and attendees fields
are required. List each attendee individually. Advanced search can be used to
find ASU faculty and staff. New attendee adds non-ASU individuals. The
business meal purpose must explain the ASU business purpose of the meal.

An itemized receipt must be attached. ltemize any alcohol and any

corresponding tax and tip on the alcohol as an unallowable travel card
expense.
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o Business Meal (> 9 attendees) — Identical to business meal, but used if the
number of attendees is more than nine and allows one entry for the group of
attendees with a field for number of attendees. Attach a detailed list of the
attendees along with the itemized receipt.

Expense Avalable Receipts
Expenss Type Transaction Date Vendor Payment Type
Business Meal (> 9 Attendee: | v 1042142017 | STUDY UNIVERSTY CITY
Amount Business Meal Purpose
101.96 discuss upcoming GASH and impact
on ASU Financial Reporting
Attendees € Attendees: 10 | Attendee Total: $101.96 | Remaining: $0.00 | No Shows: o $0.00
New Attendee § Advanced Search Search Recently Used m Create Group
Attendee Hame Attendee Title InstitutioniCo... | Attendee Type Attendee Count Amount
AICPA Board of Directors Group (Employe 2101.06

l ttemize || Allocate H Aftach Receipt H Cancel |

o Meals on travel card — Used for a meal paid with the ASU Travel Card. These
transactions net against the daily allowance and you receive reimbursement for
any difference. Claim your Daily Allowance for that meal.

Expense Available Receipts
Expense Type Transaction Date Business Purpose
Daily Allowances 08/22/2015
City of Purchase Payment Type Amount
Philadeiphia, Pennsylvania 44.00
Personal Expense (do not reimburse) Comment Request
I D8/16/2015, $392.00 - Tina's
Mone
§08/16/2015, $392.00 - Tina's Trip for Live Training PA
{£)Show fixed allowances for 08/2212015 : £ =

o Unallowable travel card expense — Use for travel card transactions that are
prohibited or not reimbursable. They reduce any reimbursement due to you.

Expense || Receipt Image

Expense Type Transaction Date Amount Personal Expense (do not reimburse)
I Unallowable Travel Card Exp | W 1243002017 61.73
Comment

Personal expense - card used in
error

It is also used when itemizing an expense to remove an unallowable portion, for example,
parking was $30, but only $20 is reimbursable. The remaining $10 is itemized as an
unallowable travel card expense.
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W TZ12ZMT Parking
O O SKYHARBORPARKINGTERMZ, Phot

10212017 Unallowable Travel Card Exp

@0

1021207 Parking

6. Attach receipts

Missing travel card transactions:

Do not submit your expense report if there are travel card transactions that do not
appear in the available expenses. Most transactions will be in your profile within three

$30.00 520,00 .

510.00 50.00

320.00 320.00

days of the transaction, but timing depends on vendors. It could take up to 14 days for a
transaction to appear. Email My ASU TRIP for any questions or concerns.

Remaining travel card transactions:

Any remaining travel card expenses should be for future approved trip requests. If that

is not the case, email My ASU TRIP for help to determine the next step.
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Import, create or edit an itinerary

An itinerary is used to generate daily allowances and for hotel expense entries.
To add an itinerary to your expense report:

1. Click the details drop-down menu.

2. Select new itinerary under travel allowances.

ges Details * Receipts * Print / Email =
Report

p &

Report Header

Totals

Audit Trail -
ce
Californ, Approval Flow
Ice Comments
Californ/

Allocations
Allocations

Travel Allowance
New ltinerary

Auvailable ltineraries
Expenses & Adjustments

Reimbursable Allowances Summary

If you booked your flight using My ASU TRIP, the itinerary may have been created for you.
1. Click import itinerary.

Travel Allowances For Report: Suborg and Function =

Create New ltinerary || Available ltineraries | Expenses & Adjustments | Reimbursable Alowances Summary

tinerary Info
Itinerary Name
| Suborg and Func tion |
ew Itinerary S
Add Stop Import inerary New Itinerary Stop
0| peparturecity » Artval City Arval Rate Location | PePerureCly |
No Itinerary Rows Found
Date Time
Arrival City
Date Time

GotoSeokeDay s | tet-= ] Dore |
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2. Select the appropriate itinerary and import.
o If you stayed in a location different than the one you flew into, edit the itinerary to
add the leg of travel from the arrival city to the city you lodged.
o Otherwise, click next.

To enter an itinerary

If there is no available itinerary, you must create one. Enter your departure and arrival cities in
the departure city and arrival city fields. The arrival city should be the city you lodged, not flew
into. You do not need to add layover legs.

Use the calendar icon to select the dates of your actual travel in the date fields.

Enter the times of departure and arrival in the time fields.

Click save.

Add your return trip and any legs that include an overnight stay.

Click save after each leg.

Click done after adding all legs to your itinerary.

S e o

To edit an existing itinerary:
1. Click the details drop-down menu and select available itineraries.
2. Select the appropriate itinerary from the pop-up window and click edit.

Travel Allowances For Report: Workday unwound 0=

Create Mew tinerary || Available fineraries || Expenses & Adjustments || Reimbursable Allowances Summary

Assigned [tineraries

—

| Departure City Date and Time & Arrival City Date and Time Arrival Rate Location

@ ltinerary: Workday Rising

Vancouver, British Columbia 04/08/2018 05:00 AM Chicago, llinois 04/08/2018 08:00 AM COOK COUNTY, US-IL, US

Chicago, llinois 04/11/2018 05:00 AM Vancouver, British Columbia 04/11/2018 08:00 AM VANCOUVER, CANADA

3. Check the box next to the line you would like to edit. Edit the fields and save.
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Edit finerary || Available tineraries || Expenses & Adjustments | Reimbursable Alowances Summary

[tinerary Info

tinerary Mame
I Workday Rising |

] | Departure City » | Arrival City Arrival Rate Location | DeparheCh]
Vancouver, British Columbia |
Vancouver, British Columbia Chicago, llingis COOK COUNTY, US-IL, US
0410872018 05:00 AM 04/08/2018 08:00 AM Date Time
.
0 Chicago, llinois Vancouver, Briish Columbia  VANCOUVER, CANADA I painaz01E || I 0500 AM |
041172018 05:00 AN 0471172015 08:00 AM
Arrival City
| Chicago, llinois |
Date Time
I 04/0812018 || | 08:00 AN |

Arrival Rate Location
COOK COUNTY, US-IL, Us |

Done

4. Click add stop to add an additional leg. Complete fields. Click save.

Edt finerary || Available tineraries || Expenses & Adjustments || Reimbursable Alowances Summary

ltinerary Info

tinerary Name
I Workday Rising |

New Itinerary Stop

|:| | Departure City & | Arrival City Arrival Rate Location

Departure City
0 Vancouver, British Columbia Chicago, llinois COOK COUNTY, US-IL, US = N |
04/08/2018 05:00 AW 04/08/2018 08:00 AN Vancauver, British Columbia e
Tokyo City, JAPAN |
D Chicago, llinois Vancouver, British Columbia ~ WVANCOUVER, CANADA
04/11/2012 05:00 AM 04111/2012 02:00 AM Tokyo, JAPAN
Tokyo, JAPAN L
Ty, AP ]
Tokyo, JAPAN

Phoenix, Arizona |
Bornhoeved, GERMANY
Frankfurt, GERMANY o
| Fitter by Country ~ |

5. Click done when complete.
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Create and adjust daily allowances

ASU uses daily allowances for calculating meal reimbursement. The allowances are based on

preset lodging location rates and the first and last day are automatically calculated at 75% of the

full day allowance regardless of the times of travel. All rates are loaded into My ASU TRIP and
are based on the itinerary entered for the trip.

To create Daily Allowances, first create an itinerary.

Then you can create or adjust the daily allowance as follows:
e Click the details link.
o Select expenses and adjustments.

Concur Fusion 2018
New se | Import Expenses Receipts Print / Email +

—— |

Report

Report Header
O Date* Expense Type _ ]
otals

Adding New Expense
Audit Trail
(@] 09/042017 Taxi 2

UBER US SEPD4 Approval Flow
O 09/0472017 Taxi Comments n
UBER TIP LHTIV
Cash Advances
Available

Assigned

Allocations
Allocations

Travel Allowances
Mew ltinerary

Available ltineraries

Expenses & Adjustments

Reimbursable Allowances Summary

Complete or adjust the expenses and adjustments:

1. The system assumes you should receive the daily allowance for each meal. The first and

last day meals are automatically calculated at 75% of the full day allowance regardless
of the times of travel. Opt out of provided meals, check breakfast (check to exclude),
lunch (check to exclude) and dinner (check to exclude) where applicable.
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Opt out of the following meals:
o A business meal for which you were a guest.
o Any meal during a portion of the trip considered a personal portion of the trip.
o Any meal served on a plane or train.
o A meal for which you are claiming a business meal.
= you paid for yourself and other non-ASU people where you discussed ASU
business and the bill is being reimbursed by the university.
o Meals provided by a conference.
= Breakfast provided for no charge by the conference.
Do not opt out of meals because you charged them on your ASU Travel Card. Assign
those charges the expense type meals on travel card and they will net against the daily
allowance claimed here. You receive reimbursement for any difference. You do not need
receipts for these meals.

2. Click create expenses. This adds or updates the daily allowance reimbursement
claimed.

3. The expense page opens, with the daily allowance expenses on the left and the new
expense tab on the right side.
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Add non-standard meal allowance

The non-standard meal allowance expense type is only for when you claim less than the
standard daily allowance for your trip location.

CHELF 2018 Flagstaff PRI ..t vt

mport Expenses Defails©  Receips*  Print/ Email + @ show Exceptions

Expenses View v & | New Expense | Available Receipts

00 |pates Expense Type Amount Requested

| Adding New Expense

[m] 11142017 Other Accommodations/Airbni $5.200.00 5520000 pense, click the appropriste expense type below of type the expense type in the field above. To edlt an existing expense, click the expense on the left
O 111412017 Car Mileage $66.75 $66.75
O 110612017 Airline Fees $50.00 55000 Airiine Fees Parking Public Transportation

Air New Zealand
Charter Bus Unallowzble Travel Card Exp

All Expense Types

01. Airfare 05. Meals -..07. Misc Travel Expense
Airfare Business Meal (> 9 Altendees) Manffest (Team/Group use only)
Airline Fees ravel Card Miscellaneous

02. Lodging Gther Supporting Decumentation
Hotel . Parking
Hotel Advance Deposit Credit Card Fees Bervice Providers (Study Abroad Use Only)
Other Accommodations/Airbnb Currency Exchange Fees Zero Dollar Trip

03. Car Rental Passpori/Visa Fees 03. Office & General Expense
Rental Car 07. Misc Travel Expense Books & Reference Materisls
Rental Car Fuel Baggage Handiing Tips Courier/Shipping/Freight

04. Other Transportation Conference Brochure Postage
Car Milezge: Conference Registration Printing & Photocopying
Charter Bus Entrance Fees (Study Abroad Use Cnly) 09. Personal Expense
Public Transportation Immurizations Unaliowable Travel Card Exp
Taxi Intemationsl Medical Insurance 10. Cash Advance
Train Internationl Phane Casn Advance Retum

05. Meals Internet Fees

Business Meal

Indicate in the comments what the standard daily allowance would have been.

CHELF 2018 Flagstaff otec Repor [T

| + NewExpense | ImportExpenses  Details v Receipts ¥ Print / Email * © Show Exceptions
Expenses Vit €| Hew Expense | Avsilsble Receipts
[] |pater | Expense Type Amount Requested |
i i Expense Type Transaction Date Amount
: Adding New Expense E B 10 -
i H Il\lsn—Standam Meal Allowanc | v | I 05/07/2018 ‘ 20.00 | ‘ usD ‘ v |
O 11472017 Other Accommodations/Airbnl $5,200.00 §5,200.00
‘Comment Request
] 111412017 Car Mileage 366,75 566.75 Allowed 128.00 for trip, only |1:.,.]5m17 53581 - All Exp v|
claiming §:
O 11062017 Airline Fees $50.00 $50.00
Air Mew Zealand
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ltemize expenses — required for hotels

Hotel expenses always require itemization whether paid out of pocket or with the travel card. If
the hotel charged your card in the foreign currency listed on the folio, itemize the hotel trip in
that currency and My ASU Trip will perform the rate conversion. If the folio is listed in foreign
currency but your card has been billed in U.S. dollars, you will need to calculate the conversion
rate used by the bank and convert each line item. Contact My ASU TRIP for additional
assistance.

CHELF 2018 Flagstaff catereport ([T
ComD | o ( Py
0210172018 530000 () temizations are required for this entry.
Expenses == & ew T € | Expense | Nightly Lodging Expenses Available Receipts
[m] Dater xpense Type Amount Requested
O 0270372018 55400 55400 EL T - vendor Lodging Location
[} 02/032018 §78.45 §78.45 I o I S h
20 i"‘::“f:l;;ri = Te ¥ Travel Allowance (Do Not Modify)
() 020212018 $54.00 §54.00
() 02012018 55400 55400 Request
{) Show reimbursable allowances for 02/01/2018
\
Tisias " eaoss e ) (e
For a hotel:
1. Enter the check-in and check-out date with the calendar tool.
o The number of nights automatically populates.
2. Enter the nightly room rate, exclusive of taxes.
3. Add taxes and add other nightly charges under additional charges
o Example — parking or resort fees
Expense Mightly Lodging Expenses Available Receipts

Check-in Date Check-out Date Mumber of Nights
I 02/01/2013 = I 02/03/2018 g I 2

Recurring Charges (each night)

Room Rate Room Tax
I1'5'J: 18.50
Other Room Tax 1 Other Room Tax 2

Room rate and taxes will be shown as separate expenses

Additional Charges (each night)

Expense Type Amount
Parking w 10.00
Expense Type Amount

Choose an expense type w

Save emizations Cancel
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4.

Click save itemizations.

o The itemizations appear on the left, under expenses. Any remaining amount
displays in red.

ses [ viove - | GO
O Date v Expense Type Amount Requested
] 02032018 Daily Allowances $54.00 55400
Flagstafi, Arizonz
[ 2092018 Rental Car s78.45 S78.45
0 Dollar
D 02/02/2018 Daily Allowances $54.00 55400
Flagstaff, Arizona
D 02/0112018 Daily Allowances $54.00 554 00
Flagstaff_Arizona
v D2/0172018 1 $300.00 528700
Ashiey House, Flagstaff, Arizona
Attach Receipt ‘
The itemization ameunis do not 2dd up lo the expense amount
=] 02022018 Parking si0.00 510.00
0 02022018 Hotel 5115.00 s115.00
D 02/02/2018 Hotel Tax $13.50 518.50
D 02/01/2018 Parking $10.00 510.00
D 02/01/2018 Hotel $115.00 $115.00
D 02/01/2018 Hotel Tax $13.50 $18.50
TOTAL AMOUNT TOTAL REQUESTED
527.45 27.45

Expense || Nightly Lodging Expenses
Expense Type
I Hatel ~

Lodging Location
Flagstaff, Arizona

Comment

Transastion Date

Payment Type
I Qut of Pocket

Select the expense type for the remaining amount.

Availsble Receipts

Total Amount: 5300.00 | Hemized: $257.00 | Remaining: $13.00

Vendor

I Ashley House ~

Amount
v I 300.00 UsD | v

o Example — Fees for cancellation, early or late, and one-time resort

CHELF 2018 Flagstaff

mport Expenses

Details *

Receipts *

Print/ Email

Delete Report Submit Report

Hide Exceptions

Expense Type | Date

Amount | Exception

x

Hatel 02012018 530000 () Attach Receipt
Hotel 02012018 $300.00 ) The itemization amounts de not add up to the expense smount
Expenses fiew * & | New ltemization cipts
[] |pater Expense Type Amount Requested )
Total Amount; $300.00 | Itemized: $257.00 | Remaining: $13.00
D 02/03/2018 Daily Allowances $54.00 55400
Flagstaff, Arizona
Expense Type
O 02032016 Rental Car 575.45 578.45
Dallar
01. Airfas
(] 0210212018 Daily Allowances $54.00 354,00 irtare
Flagstaff, Arizona Airfare
[} 020172018 Daily Allowances $54.00 $54.00 Airline Fees
Flagstaff, Arizona 02. Lodging
D N 020172018 1 $300.00 $287.00
) Ashley House, Flagstaff, Arizona Hotel
Hotel Advance Deposit
‘Attach Receipt Hotel Cancellation Fees
The itemization amounts do not add up to the sxpense amount. Holel Early/Lsle Checkout Fes
Hotel Resort Fees
Adding New ftemization Hotel Tax
[m] 020212018 Farking $10.00 $10.00 Ciher Accommedations/Airbnt
[m] 02022013 Hotel $115.00 $115.00 03. Car Rental
O 02/02/2018 Hotel Tax $18.50 $18.50 Rentsl Car
O 02012015 Parking $10.00 510.00 04. Other Transportation
m| 02012018 Hotel §115.00 $1500 _ || Car Mieage
TOTAL AMOUNT TOTAL REQUESTED Charter Bus
$527.45 27.45

6.

If the room rate was different for any individual night, or if there are rounding errors,

select any line to adjust it individually in the amount field and save.
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CHELF 2018 Flagstaff

| + NewEspense | Import Expenses  Details = Receipts * Print / Email *
Expenses EX) vevr < | temization
O Date v Expense Type Amount Requested
I:I 02/0312018 Daily Allowances $54.00 554 00
Flagstaff, Arizona
Expense Type
[ 02032018 Rental Car 578.45 7845 [t -
Q Dollar
[m] 02022012 Daily Allowances $54.00 55400 SILETI LT
Flagstaff, Arizona
[ 02012012 Daily Allowances 35400 55400
Flagstaff, Arizona
[] v 02012012 Hotel 5300.00 5300.00 Travel Allowance (Do Not Modify)
Ashley House, Flagstaff, Arizona
| 02/01/2018 Hotel $115.00 $115.00
= 020172018 Hotel Tax 518.50 518.50
[ 02012018 Parking 510.00 510.00
5] 020172013 Hotel EstlylLate Checkout Fi 513.00 513.00
I:I 02/022018 Hotel $115.00 $115.00
[m] 020272018 Hotel Tax 518.50 518.50

Transaction Date
I 020172015

Payment Type

Comment

Delete Report (IR

Total Amount: $300.00 | ltemized: $300.00 | Remaining: $0.00

Viendar

Amount
I 11500

Request
I:summs $600.00 - SDA - | v

7. If the transaction is for a hotel advance deposit. The initial deposit is recorded as
a hotel advance deposit. The expense type is used again when itemizing the
hotel bill to account for the deposit.

[ » oanzezo17 Hotel $833.36 $833.36
e AIRBMB * HMF434WF24, Tucson, £ 3
|:|I 0812017 Hotel Advance Deposit £-338.00 2-323.00
| 09/08/2017 Hotel £180.00 $180.00 —
] 09/08/2017 Hotel Tax 211.50 211.50
| 08072017 Hotel $180.00 $180.00
| 08072017 Hotel Tax 511.50 511.50
| 08/08/2017 Hotel $180.00 $180.00
| 059/08/2017 Hotel Tax $11.50 511.50
1 09/09/2017 Hotel 5200.00 5200.00
| 09/09/2017 Hotel Tax 51486 $14.86
| 09/M10/2017 Hotel £200.00 £200.00
| 09102017 Hotel Tax 515.00 $16.00
] 09112017 Hotel £200.00 2200.00
| 0eM12017 Hotel Tax 515.00 $16.00
-] Expense Type: Hotel Advance Deposit
O 06M12017 Hotel Advance Deposit $383.00 $388.00

20

AIRBNB * HMB82YFS2F0, Tucson, £

Travel card expenses may need to be itemized if a portion is unallowable.
1. Click on the expense that requires itemization.
2. Complete any required fields.
3. Click itemize.
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Comment Ledging Location

‘ ‘ | Brooklyn |

Expenss | Awsilsble Receipts
Expense Type Tranzaction Date Type of Accommeodation
I Other Ancommodationsﬂhimr| ~ | 12182017 I Cther (Please Describe) | e |
Vendor Payment Type o Amount o
AIRBMB * HMWN3TS24Z Travel Card e | 1,140.28 USD |w |

- [

[ Allocate | | Aftach Receipt | | Cancel |

4. Select unallowable travel card exp.

MNew Itemization |

Available Receipts

&) Total A

nt: 51,140.2:

$1,140.29

9 | Itemized: 50.00 | R

Expenss Type

3

International Medical Insurance
International Phone
Internet Fees
Manifest (Team/Group use only)
Mizcellansous
Other Supporting Decumentation
Parking
Service Providers (Study Abroad Use Only)
Zero Dollar Trip

08. Office & General Expense
Eooks & Reference Materials
Courier/Shipping/Freight
Postage
Printing & Photocopying

09. Personal Expense

Unallowable Travel Card Exp iv

5. Enter the amount that is unallowable.

Mew Itemization |

Cancel

Awailable Receipts

) Total Amount: $1.140.28 | 50.00| R $1,140.29
Expense Type Transaction Date Amount
I Unsllowsble Travel Card Exp| v I 120182017 || I 126.00 UsD | v
+| Personal Expense (do not reimburse) Comment
Portion for personal day ‘
1
Save Cancel |
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6. Select the expense type for the remaining amount and complete the fields.

New ltemization | Avgilable Receipts

&) Total Amount: §1.140.29 | ltemized: $126.00 | Remaining: $1,014.29

Expense Type

01. Airfare
Airfare
Airline Fees
02. Lodging
Hotel
Hotel Advance Deposit
Hotel Cancellation Fees
Hotel Earlyi/Late Checkout Fee
Hotel Resort Fees
Hotel Tax
Other Accommodations/Airbnb

New Itemizafion | Available Receipts

‘ e Total Amount: 51,140.29 | ltemized: 5126.00 | Remaining: $1,014.29

Expense Type Tr icn Date Type of Accommodati

I Other Anccmmodationsfmrbr| v| I 120182017 || I Ofher (Please Describe) | v|

endor Payment Type _ Amount o
AIRBINB * HMWN3TS24Z Travel Card v| |1 01428 |{usD [v|
Comment Lodging Location

| Brooklyn |

‘6 days - I258 expensive than a hotel

Save Allocate Cancel

7. Your itemization displays on the left.

| =+ Mew Expense | Import Expenses Detailz » Receipis » Print / Email ~

Expenses EBED ) e <«
|:| Date = | Expense Type | Amount | Requested |
[¥] W 12A8R017 Other Accommodations/Airbnb 5114029 5101428 _

*
e 0 AIRENB * HMWHN3TS24Z
| 1218207 Unallowable Travel Card Exp $126.00 50.00
| 1211827 Other Accommodations/Airbnk 51,01428 51,01428
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Add out of pocket expenses

1.

Click new expense > expense type to add out of pocket expenses.

Manage Expenses Vi View Cash Advances eport:
CHELF 2017 Boulder okt epa
Do+ ecspar ot
v | New Exp Available Receipts
O [oster [owemsorioe amouns| reausted

Adding New Expense

No Expenses Found

5. Meals
Business Ieal (- 9 Attendees)
Meals on Tr

Service Providers (Study Abroad Use Only)

Zero Dolar Trip

2. Complete fields as necessary, selecting out of pocket as the payment type and click

save after each entry. See below for the instructions concerning expense types with
specific requirements.

o Airfare — airline travel service code required. Select the flight class from the
drop-down menu.

New Expense

Available Receipts
Expense Type Transaction Date Ticket Number

Vendor
Airfare v | 120042017 B

| American Airlines hd
Airline Travel Service Code

Payment Type Amount Comment
lm lDuIn'PnDke( 4 |162 (] usn | v round trip to Denver

Business Class.

iCoach Class

First Class.
l 05/1412015, 540000 - SDA - [V

| [ temize H Allocate || Aftach Receipt H Cancel ‘

o Hotel — Complete all fields. Amount should be the total being claimed.

Expense Type Transaction Date

Hotel T T

D01/2015

“endor
Atlas Hotels
Lodging Lot ation

Payment Type Amount
San Diego, California I Out of Pocket §00.00 usD
| Travel Allowance (Do Mot Modify) Comment
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1. Click itemize.
Expense Type Tranzaction Date “endor
lHoteI | v | lne}umms || lAlIas Hotels | v |
Lodging Location Payment Type Amount
I San Diego, California | I Out of Pocket | v| Ienn.uu || usp | v|
Travel Allowance (Do Mot Modify) ~ Comment
[ ltemize l [ Allocate l [ Aftach Receipt l [ Cancel l

2. List nightly hotel expenses on the nightly lodging expenses tab and click save

itemizations.

Expense || Nightly Lodging Expenses |

Available Receiptz

Check-in Date Check-out Date

Number of Nights

| 02/03/2018 ||

I 02/05/2018

= |

Recurring Charges (each night)

Room Rate Room Tax
|1n1.un [ [12.51

Other Room Tax 1 Other Room Tax 2

Room rate and taxes wil be shown as separate expenses

Additional Charges (each night)

Expense Type Amount
[ Parking |v| [10.00
Expense Type Amount
| Choose an expense type | ~ | |

Save temizations Cancel

Any remaining balance that needs to be itemized is shown in red. Complete the new
itemization tab for one-time charges, such as a late check out fee or parking.

New temization |

Available Receipts

e Total Amount: 5299 45 | ltemized: $247.02 1Remair|ing: §52.44

Expense Type

[v]

Rental Car Fuel

04, Other Transportation
Car Mileage Stipend/Courtesy Car
Charter Bus

Public Transportation

Tawi
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To modify a single line for rounding errors or differing room rates, select an individual line and
adjust the amount.

Expenses  Decte ] View v & | gemization
Date v Expense Type Amount Requested _
1 Q Total Amount: $299 45 | temized: $297 46 | Remaining: $2.00
v 02082018 Hotel $299.46 5247.02
MARRIOTT MARINA DEL RE, Sant:
=) anta Expense Type Transaction Date Vendor
020032013 Hotel $101.00 £101.00 l Hotel v | 020032018 (=]
0 s 5
D EEEMER St #1251 Lodging Location Payment Type Emount
02032013 Parking 510.00 $10.00 [or.00 £
02/04/2018 Hotel $101.00 $101.00
02042018 Hotel Tax 51251 $12.51

For additional one-time charges, complete the new itemization tab and click save. When
completed, the remaining balance should be zero.

o Business Meal — The vendor, business meal purpose, and attendees fields
are required. Each attendee must be listed individually. Advanced search can
be used to find ASU faculty and staff; New attendee is utilized to add non-ASU
individuals. The business meal purpose must explain the ASU business
purpose of the meal. An itemized receipt is required to be attached. Do not
include any alcohol or the tax and tip on the alcohol.

o Business Meal ( > 9 attendees) — Identical to business meal, but used if the
number of attendees is more than nine and allows one entry for the group of
attendees with a field for number of attendees. Attach a detailed list of the
attendees as a receipt along with the itemized receipt.

Expense Avalable Receipts
Expense Type Transaction Date Wendor Payment Type
| Business Meal (> 9 Attendee: [ v 102142017 | STUDY UNMERSITY CITY
Amount Business Meal Purpose
101.96 discuss upcoming GASH and impact

on ASU Financial Reporting

Attendees €5 Attendees: 10 | Attendee Total: $101.96 | Remaining: $0.00 | No Shows: o $0.00
New Attendee | Advanced Search Search Recently Used [ Remove [l create Group
7 Attendee Name Attendee Title | InstitutioniCo... | Attendee Type | Attendee Count Amount

v AICPA Board of Directors, Group (Employe... £101.96

I temize | [ Alocate | [ Attech Receipt | [ Cancel |
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o Non-standard meal allowance — Use only when claiming less than the standard
daily allowance permitted. Indicate in the comments what the standard daily
allowance would have been.

Hew Expense

Available Receipts

Expense Type
I Non-Standard

Transaction Date Amount
I 121012015 I 150.00 uso

it

Allowed amount was 3250

Com

o Miscellaneous — The comment field is required. Explain what the expense is
and the business purpose of the expense in this field.

Expense

Availeble Receipts

Expense Type \endor

I Miscellaneous

Payment Type Amount Comment
University Paid I 30.00 usD |

Click save after each entry.
The expense is added to the left side of the page, and the total requested amount is updated.

CHELF 2018 Flagstaff

€ | import Expenses Details ~ Receipts v Print / Email *

A 4
Date ~ Expense Type Amount Requested
Adding New Expense
02/03/2018 Daily Allowances $54.00 554.00
Flagstaff, Arizona
02/03/2018 Rental Car $75.45 57545
00 Dollar
02/03/2018 Other Accommodations/Airbnl $350.00 $350.00
CHELF
02/0212018 Daily Allowances 355400 354.00
Flagstsff, Arizona
02/01/2018 Daily Allowances 355400 354.00
Flagstaff, Arizona
| TOTAL AMOUNT TOTAL REQUESTED
90.45 $590.45

My ASU Trip Back to Table of Contents 1/26/2022 90




Expense Reports

Add receipts or other documentation

My ASU TRIP requires an itemized receipt for airfare, business meal expenses, car rental, and
lodging. Receipts are required for any other expense greater than $50 not placed on the ASU
Travel Card. Departmental and funding sources may require additional receipts. A valid receipt
includes proof of payment, date of purchase, details of what was purchased and vendor name.
A lodging receipt should include the address of the lodging location.

Take a picture of your receipt with the Concur mobile app. The receipt will show in
available receipts and when imported to an expense report, will complete most fields
automatically for you.

Email your receipt to receipts@concur.com if your email address is verified in your My
ASU TRIP profile. The receipt will show in available receipts and can be attached to an
annually entered expense or travel card transaction.

Scan paper receipts and save them on your computer to attach to expense entries. My
ASU TRIP accepts these file formats: .png, .jpg, .jpeg, .pdf, .html, .tif and.tiff. Limit each
image to 5SMB.

Click the expense to which you wish to attach a receipt.
Click attach receipt.

Expenses [ ove - | BB vewr « [ Expense || Receptimage Available Ret ipts
Date v Expense Type Amount Requested

0810112015 Car Mileage $1,335.00 $1,335.00 achciimbe

v 09012015 Airfare £4,000.00 £4,000.00
American Aines

Payment Type
| University Paid

TOTAL AMOUNT TOTAL REQUESTED

$5,335.00 $5,335.00

3. The attach receipt pop-up window appears and allows you to select a previously

uploaded or emailed receipt from available receipts, or browse for one saved on your
computer.
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Attach Receipt x

Click Browse and select a .png, Jpg, .jpeg, .pdf, .ntml, .tif or .tiff file for upload. S MB limit per file.
File Selected for uploading:
No file selected

Or choose an image from your Available Receipts.

Available Receipts

Ue

MG_2312.PC B

Screen Shot
2017-08-27 at
AEE 3 AN e

Ue Uo Uo U
o <L | :

FURTIE —

Cancel

4. If you uploaded receipts, you can find the images under the view available receipts.
Select the receipts that must be included and click attach.

5. Click browse to upload a receipt or brochure saved to your computer.

6. Find the appropriate receipt and click open.

Organize ~ New folder ﬂj - j Q

" —_—— . ~

. Favorites T Y
| Computer Network
M Deskiop L& System Folder m System Folder T

4 Downloads
% Dropbox Acrobat Reader DC q ADM
: = Shorteut B o000 Profle
~» Recent Places - -
[ 199 KB 269 KB
- B Camtasia Studio Google Chrome
| Libraries
o Shortcut . Shortcut L
‘. Documents B & 110 KB & 209 KB 5
n .
Ut 5 vpaflogin Dropbox
= Pictures VBScript Seript File ? Shortcut
B Videos 46.7 KB [ 106 kB
I Receipt I  tuitionreduction_ASU
& Computer ., Adobe Acrobat Document } Adobe Acrobat Document L
<¥ local Disk(cy ™ 109 MB 341 KB m

File name: Receipt ~ |All Files -
o

7. Click Attach.
8. There is now a receipt image tab on the expense page to view the uploaded items.

To attach a conference brochure, create a new expense with the expense type 07. misc. travel
expense: miscellaneous. Enter zero in the amount field and click attach receipt to attach the
brochure.
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Allocate expenses to multiple funding sources or add optional
worktags

To charge expenses to different funding sources:

1. Click the expense you wish to allocate.
2. Click allocate on the bottom right side of the screen.

Expenses [ viove - Dereie | cory INCUREIEIERS Asiiable Receipts

0 Date Expense Type Amount Requested

Expense Type Transaction Date Ticket Number

@ Expense Type: Airfare I Airfare % I 04102018 =
041102018 Airfare 5367.58 5367.58

American Airlines Vendor Airline Travel Service Code Payment Type
OB " American Airlines v Coach Class v Out of Fockst ~

xpense Type: Daily Allowances

O 06/132018 Daily Allowances $27.00 $27.00 Amount Comment Request

Boston, Massschusetts I 3§7.58 usD v I 03/29/2018, $500.00 - Concu | v
[} 051212018 Daily Allowances 544.00 544.00

Boston, Massachusetts
() 081112018 Daily Allowances $59.00 359.00

Boston, Massschusetts
[} 05102018 Daily Allowances 547.00 547.00

Boston, Massachusetts

@ Expense Type: Other Accommodations/Aironb
O 04/102018  Other Accommodations/Airbnl 5575.00 $675.00
Air 8nB

© Expense Type: Taxi

[0 oemez017  Taxi 517.23 51723
UBER US SEPD4 NZIAB
[0 wenez017  Taxi s150 $1.50
UBER TIP LHTIV
TOTAL AMOUNT TOTAL REQUESTED — — —
$1,238.31 $1,238.31 m | remize | || Atach Receiot || cancel |

3. The allocations window opens.
o The left side of the screen is grayed out. To access the expenses on this side
of the window, click cancel on the bottom-right side of the screen.

Allocations for Report: Concur Fusion 2018 Ox
Expense List Allocations Total §367.58 Allocated $367.58 (100%) Remaining-$0.00 (0%)
£
[] Percentage | * Project/Gift/GrantP... | * Cost Center Department Reperting Rell 7 | Department Reporting | ASU Audit Reporting | Academic Employee | * Trip Ty
D 100 (PG02148) ENGR-5h. (CC0153) ENG. 2. Inter

:

o The left side of the window is now accessible. Click the checkbox next to the
date drop-down menu to select all of the expenses. Next, click allocate
selected expenses.
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Allocations for Report: Concur Fusion 2018 Ox
Expense List Allocations
Mlocate Selected Expenses || Clear Selections Alocate By: Add New Allocafion Add to Favorites
Percentage | * Project/GiftGrant/P... | * CostCenter | Department Reporting Roll b | pepartment Reporting | ASU Audit Reporting | Academic Emplo
[ET ppate + | Expense T... | Group | Amount |
Z |p&/1372018 Daily Allowsa $27.00
Z |psr122018 Daily Allowsa 54400
Z |p6/11/2018 Daily Allowsa $59.00
Z |ps/10/2018 Daily Allowsa $47.00
Z [p4/102018 Airfare $367.58
: [p4/102018 Other Aceo. $675.00
[] |pemarmo17  Tax 517.23 i
[] |pems017  Taxi $1.50 m Cancel

4. Click add new allocation to add as many rows as necessary.

Allocations Total:$367.58  Allocated:$367.58 (100%) Remaining:
Allocate By: Add New Allocation Add to Favorites

[] Percentage | * Project/Gift/G. .. | * Cost Center Department Re... | Department Re... | ASU Audit Rep... | Academic Emp... | * Trip Type Ce

0| se (PGO2148)EN.... | | (CCO153) ENG... 2 Intemational | Pt

0 [so (PGO2148)EN.... | | (CCO153) ENG... 2. International | Pt

5. Allocate by percentage or amount, by clicking the allocate by drop-down menu.
6. To enter a second project, gift, grant, or program, start typing and search by text or code
and a drop-down menu will appear with options to select.

Allocations Total:$367.58  Allocated:$367.58 (100%) Remaining:$0.00 (0%)
[] Percentage |'Projec1.'Giﬂ.’G... |'CostCenter ‘ Department Re... | Department Re... |ASU Audit Rep... ‘Academir. Emp... | * Trip Type Code

[ |so (PGO2148) EM... | | (CCO153) ENG... 2. Internationsl | PGO2143-CCO
& |50 | PGO33 [~] ] 2 International | PG02143-CCO

Type to search by:

() Text @ Code

(PG00257-CC0O038) CA-Cultural Affairs Gammage Administ ~
4 (GF 1-CC0007) BDI-Admi n 3

(PG03300) LAW-Instruction-LCL
(PG03301) LAW-Intelisctual Property CLE-LCL

(PG03202) LAW-James Hodge-IlA

(PG03903) LAW-Julia Fromholz-l|A
(PG03304) LAW-Jurimetrics-GOT h
T »

7. Use the drop-down arrow to search for the associated cost center.
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Allocations Total:$367.58  Allocated:$367.58 (100%) Remaining:$0.00 (0%)
Allocate By: Add New Allocation Delete Selected Allocations Add to Favorites

[] Percentage | * Project/Gift/G... | * Cost Center | Department Re... | Department Re... | ASU Audit Rep... | Academic Emp... | * Trip Type Code

] |=0 (PGO2148)EM... | | (CCO153) ENG... 2. International | PG02148-C

50 (PGO3S00) LA... | | v] | 2. International | PG03900—

Type to search by:

® Text Code
(Code) Text
(PGO0257-CC0O038) CA-Cultural Affairs Gammage Administ =
(GF000000000001-CCO007) BDI-Administration

(CC0413) LAW-Faculty Primary Instruction
(CCO417) LAW-Indian Legal Clinic

(CCO0420) LAW-Innovation Advancement Program
(CC0422) LAW-Juvenile Law Clinic

(CC0423) LAW-Law and Global Affairs

L] L4

8. Add department reporting roll, department reporting, ASU audit reporting, and academic
employee optional worktags by entering an asterisk or by typing and searching by text
code or either.

ANDLELIONS TULELDID .00 ANULELEN. DI0F.00 [ 1UUYa)  HEIIENITNY . DU (U 7]
Allocate By: + Add New Allocation Delete Selected Allocations Add to Favorites
[] Percentage | * Project/Gift/G... | * Cost Center | Department Re... | Department Re... | ASU Audit Rep... | Academic Emp... | = Trip Type Code
] (PGO2148)EM... | | (CCO153) ENG... | MCAA | 2. International PG02145-C
50 PGO2800) LA... CC0422) LAW... | | (DRODS3&) BH... . 3900-C
O ‘ ) ‘ ) ‘ ! Type to search by:
Text Code ® Either
(Code) Text
(RS00025) NCAA EXP-Admin Compensation -

(RSD0026) NCAA EXP-Admin Third Party Compenszation
(RSD0043) NCAA EXP-Assiztant Coach Compensation
(RS00044) NCAA EXP-Assistant Coach Third Party Compenss

9. Click save when finished. A pop-up window will appear to confirm that the allocations
are saved.
10. Click ok, then click done.
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Submit expense report

Prior to submission, review the totals from the details drop-down.
Manage Expenses View Transactions View Cash Advances Process Reports

Chelf 2018 Flagstaff ette ot ([
| import Expenses | Details - Receipts * Print / Email +

Report

[+ ewE

¢ [ ‘ Available Receipts

Expenses
P Report Header
[] |pater | Expense Type
Adding New Expense Expense Type |
Audit Trail
[m] DE12018 Car Mileage To create & new he expense type in
Approval Flow the field sbove. le of the page.
08042018 Conference Brac ~ _
= Comments @ Recently Used Expense Types
O DS/03/2013 Car Mileage Cash Advances
Hotel

Amount due employee will be reimbursed to you.
Amount owed company is the amount you owe Arizona State University.

Report Totals x
Expense Report
Report Total $540.45
Less Personal Amount : $0.00
Amount Claimed : $540.45
Amount Rejected : $0.00
Company Disbursements
| Amount Due Employee : $540.45 |
Total Paid By Company : $540.45
Employee Disbursements
| Amount Owed Company : $0.00 |
Total Owed By Employee : $0.00
| Close ‘

1. To submit your expense report, click the details drop-down arrow, then click approval
flow.

Administration ~ | Help ~

SAP Concur Req Travel Expense Reporting ~ App Center - °
rofile =
-

Manage Expenses View Transactions View Cash Advances Process Reports

CHELF 2018 Hagstaff -
| + newExpense | import Expenses | Detais - Recsipts * Print { Email v

Report
Expenses € | New Expense ‘ vaiae Receint
‘ | Report Header Available Receipts
] |pates Expense Type -
: Totals il
Adding New Expense it Tral Expense Type ‘

[} 02/03/2018 Daily Allowances|

Flagstaff, Arizona Approval Flow

(] 02/03/2018 Rental Car | Comments
-~

@ Recently Used Expense Types
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2. The approval flow pop-up window will appear. To complete the cost center manager
or grant manager field, type an asterisk to bring up all available signers.

3. Select the appropriate signer.

Approval Flow for Report: November Test

Cost Center Manager (Enter an * for list of approvers to choose from):

=

Approver, Authorized (ryan.nicole.dotson@asu.edu)
User ID: auth
Logon ID: authorizedapprover@asu.edu

Dotson, Ryan (ryan.nicole.dotson@asu.edu)
User ID: 1000797821
Logon ID: rmulholl@asu.edu

Search Approvers By

Approval for Processing:

(this step may be skipped)

Submit Report Cancel

4. Click submit report. The final review pop-up window opens.

Final Review

User Electronic Agreement

Traveler certifies that the items of expense were incurred for authorized official state business; the expenses are
correct and the charges proper; reimbursements claimed were out-of-pocket charges paid by the traveler and not
paid directly by ASU or previously reimbursed to the traveler. For expenses related to car rentals and state vehicles,
1 certify that I have attended Defensive Driver training within the last 4 years, and submitted the Driver
Authorization Form along with a copy of my current Arizona driver's license (or valid driver's license specific to work
location) to OHR. For claiming mileage on a personal vehicle, I certify that I have current vehicle insurance and a
valid driver's license.

Accept & Submit Cancel

5. Click accept and submit. You will see a pop-up window indicating your report was
successfully submitted or you will not be able to submit and you will see one of the two

following screens.
o Review and correct any exceptions. Email My ASU TRIP if assistance is needed.
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Report Submit Status x

0 This repart has one o more exceptions. Resolve the exceptions before submitting the report

Approval Flow for Report: CHELF 2018 Flagstaff x

This report could not be submitted. This report cannot be submitted because one or more
entries must be itemized. ltemize the entries and then submit the report.

Cost Center Manager (Enter an * for list of approvers to choose from):

Tyrrell, Chelsea D.

(this step may be skipped)

6. Once submitted, click close.
o You will be sent to the active reports page. The expense report’s status will
reflect that it has been submitted.

SAP Concur @ Requests Expense Reporting ~ App Center

Manage Expenses View Transactions View Cash Advances Process Reports

Manage Expenses

SUBMITTED 0211372018

CHELF 2018 Flagstaff

©

Create New Report $5,316.75

Submitted & Pending Approval
Tyrrell, Chelsea D.
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7. When it has been approved for payment, the report will not appear on your home page
and you can find it from your report library.

Administration ~ | Help =

SAP Concur Requests Travel Expense Reporting ~ App Center Bro 0
>rofile
-

Manage Expenses View Transactions View Cash Advances Process Reports

Manage Expenses
ACTIVE REPORTS Report Library - ‘;‘

I I |

SAP Concur Requesis  Trave! [NSUESESMN Ropoiing~  App Center

Manage Expenses View Transactions View Cash Advances Process Reports

< Manage Expenses

Reports for last 90 Days

O ‘ Report Name ‘ Report ID Comments Status Payment Status | Report Date Total | Requested..
[} Non-Travel Expenses 72B13AABE701443. Approved Sent for Payment 0112912018 §7,905.35 $7,905.88
yed.
I 1
0 | CHELF Boulder 2017 FCBU2ECTFOF3441E Approved Sent for Payment |11f1 52017 $840.56 $840.55

A\ Conference documentation showing relevant info: dates, hotel rates, provided meals can be atiached to “+ New Expense’ » Conference Brochure
A\ Personal travel in conjunction with official ASU travel is subject to ASU Travel Policy Standard 12. Attach airfare and car rental quotes and any other documentation necessary to support that the personal travel component

did not add any incremental costs to this trip. Without appropriate documentation, the expenses claimed wil be adjusted

When your report is approved and you received reimbursement, you can close your trip request.

Click requests, select the specific request and click close/inactivate request.
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Correct and resubmit an expense report returned to you

If a report is sent back to you, you must correct the errors or update information and resubmit

for approval

1.

2.

From the home page, click the returned report.

[BJCONCUR = Requesis  Travel  Expense  App Center

m}\mzom STATE
UNIVERSITY
Hello, Test

TRIP SEARCH

h =2 =8 0

Please select your preferred departure and return flight
nus provided below. The tool

times. You may expand this +/-

window to in your flight search resuits

Your 4-digit Request ID will be needed to complete your
purchase at the end of the booking.

+ 33 20

New Authorization Avallable
Requests Expenses

COMPANY NOTES

Profile ~

23

Cash
Advances

Welcome to My ASU TRIP! asu Travel service Center 480-965-3111, myasutrip@asu.edu

on March 21, 2017, the United States government issued a ban on electronic devices carried onto aircrafts that
originate from the Middle East and Morth African countries. It is recommended that you do not travel with ASU-owned

property unless necessary. If you de, encrypt all your devices.

Visit the encryption and traveling with mobile devices webpages for more information.

Upen return to the United States:

Mixed Flight/Train Search MY TASKS
| Round Trip Qne Way Multi ity |
From @ Open Requesis
| Prix - Sky Harbor Intl Arpt - Phoenis, AZ |
Find an sirport | et mukiple air
To @ L 05/17 UBER TECHNOLOGIES INC.
| Arrival city, airport or train station | Authorization Requests 33 $6.61
Find an sipart | Salset kgl 5

$345629 Retumned

05/16 NYC TAXI 4189

Read more

m Available Expenses—» m Open Reports -

Tto

To access the approver's comments, click the details drop-down and select comments.

[&f] CONCUR Requests

Travel Expense App Center

Manage Expenses View Transactions View Cash Advances

FieldWork 04.14.17 to 4.18.17

[+ | import Expenses Receipts v Print/ Email +
BT Report « [IEE—
xpenses MNew Expense
P Report Header " L
(| ‘ Date v | Expense Type
Totals —
Adding New Expense Expense Type ‘
Audit Trail L
O 05/09/2016 Taxi ] he
UBER TECHNOL! Approval Flow
] 050812016 Parking
AIRPORT PARKIN
03 N =
(| 11082015 Taxi Available =] =
=) ENTERPRISE RE; : B Conference Reg
O torens T Tax b Train
RESIDENGE INN | ajiocations
- All Expens
Allocations Al Expense T
Comment History x
Date » | Entered By Comment Text
01/23/2018 Approver, Test Please add sdditional details on the business purposs for the 3

taui rides.
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Expense Reports

3. Address the approver’'s comments.
4. Re-enter the cost center manager or grant manager on the approval flow tab.

Chelf 2018 Flagstaff
| =+ Mew Expense | mport Expenses Receipis » Print / Email *

- Report
Cxpenses «
Report Header
| Date v Expense Type il
: Totals
i Adding New Expense . ) :
: Audit Trail
O DEM11/2018 Car Mileage B
Approval Flow
O DEM4/2018 Conference Broc TR 1]
| 06/03/2018 Car Mileage Cash Advances B
Approval Flow for Report: Chelf 2018 Flagstaff x

Cost Center Manaaer (Enter an * for list of approvers to choose from):

®

Approver, Anthony (Lori Beene@asu.edu)
User ID: 9999933999
Logon 1D: WDEpproveM@gEu edu

Approver, Dave (Lon.Beens@asu. edu)
User ID: 9959355995
Logon |D: WDApprover2i@asu .edu -

| Search Approvers By v

5. Click submit report. A pop-up window opens with the user electronic agreement.

Click accept and submit.

7. The pop-up shows the amount of your reimbursement or the amount owed to the
university.

o
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Find an approved report

1. When an expense report has been approved for payment, you can find it in your report

library.

SAP Concur

Requ Travel

Expense

Reporting ~ App Center

Adminis

Manage Expenses View Transactions

Manage Expenses
ACTIVE REPORTS

l l

View Cash Advances

Process Reports

Report Library & |~

2. Sort the columns by clicking on the blue column name. Click on the report name to open

the report.

€ Manage Expenses

All Reports
Crecte 8.+

["ReportiD [ Comments ['status ["Payment status

CEABAECATEETEL ot Submited ot Paid

["Report Date | Total| Requested ... ‘I_
T W TE

O Report Name
=] ILW_ﬁ_dm 2y unwoun

) Expense report needs approved request attached or, if appropriate. should be named ‘Medification’ cr 'Non-Travel Expenses’. Contact Travel Service Center, 450-985-3111

[} Non-Travel Expenses T2B134AB570144...  Allocating siffars expenses  Approved Sent for Payment 0112812018 5790528 57.905.28
due to temp use of Lori Beene
Travel card when Ghost card
wss tancslisd

[m] CHELF Boulder 2017 FCA32ECTFOF344 Approved Sent for Payment 1HS2017 584056 584056

/i) Conference documentation showing relevant info: dates. hotel ratss, provided meals tan be attathsd to '+ New Expense’ = Confersnte Brochure
/i) Personsl travs in conjunction with official ASU travsl is subject to ASU Travel Policy Standard 12 Atisch airfars and car rental qustes and any other documsntation necsssary to support that the personal travel
compenent did not add any incremental costs to this trip. Without appropriate documentation, the expenses claimed will be adjusted.

1012512016 5692402 50.00
0812612016 5657.83 657,53

C1DB6EDALTACAS Sent for Payment

3TSCFEDESSD4E... Lori- pleass adjust the hotel
expense to the amounts on the
hotel receipts for the
conference days. Please

[m] Non-Travel Expenses Approved

O @ CHELF 2016 Denver Sent for Payment

Approved

3. Click on the details drop down menu. Totals show you the amount to be reimbursed to

My ASU Trip

you or the amount owed to the university. Approval flow shows when the report was
approved for payment.

CHELF Boulder 2017

Summary Receipts Print / Email *
= - - Report
cepuonsy R + Head
eport Header
Expense Type P
MI& T Lmentation showing rel
NIA Audit Trail h conjunction with offici
Approval F wel component did not ¢
Expenses Comments
Dat Al it Al
aer Travel Allowances moun B
) 11152017 . - $501.68
ltineraries
.
p Expenses & Adjusiments EEITT
Reimbursable Allowances Summary
TA32017 $13.00
Allocations
MM22017 Allocations $3.46
AM12017 Airline Fees 515.00
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Print an expense report

To print a report,

1. Click the print/email link.

SAP Concur Requests Travel Expense

Reporting = App Center

Manage Expenses

View Transactions View Cash Advances

CHELF Boulder 2017

Summary Details ~

Expenses

Receipts ~ Print / Email

*ASU - Comprehensive Report

Process Reports

ew & | Summary |

2. Click ASU — comprehensive report. A pop-up window displays report details and
options to email, print, or to save as a PDF file. Select PDF to print the report and

attached receipts. Checking the show itemizations box includes any itemizations.

| Show ttemizations |
Arizona State University Expense Report
Report Name : CHELF Boulder 2017
3. Click close to exit.
Back to Table of Contents 1/26/2022
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Complete a non-travel expenses report — process travel card
charges unrelated to ASU Travel

Follow these steps to reconcile a transaction for:

A canceled trip.

A fraudulent charge and a credit to clear the charge.

An ASU reimbursable expense that is not related to travel.
Use of the ASU Travel Card for a personal charge.

Click create new report.

SAP Concur E Requests Travel Expense Reporting ~ App Center

Manage Expenses View Transactions Process Reports

Manage Expenses
ACTIVE REPORTS

THERE ARE NO ACTIVE EXPENSE REPORTS.
0 Click Create New Report to create a new report.

Create New Report

AVAILABLE EXPENSES

2. Complete the fields in the report header.

3.

4.

o The trip name must be Non-Travel Expenses. Enter the trip name as Non-
Travel Expenses, or you will receive an error.

o Select in-state for trip type, enter the current date for the business travel begin
date and business travel end date, select other for business type, enter N/A
for conference/event host, select no for does this trip contain personal
travel?, enter N/A for public purpose and add comments for clarification.

o Select a department project/gift/grant/program and cost center. This is
needed to route the report for approval.

Click next.

Click import expenses to view a list of Travel Card transactions and move the
transaction to reconcile to the expense report.
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Non-Travel Expenses etete Repon

TN ] D Rec P
Expenses view-  « [Available Expenses %
oate Expense Type Amount|  Requested| | [arcarss ] e

oG N Erpance Expense Detail Expense Type Source Dates ToCurrent Report  funt
T s HOTELS COM 143424444738 HOTELS COM, WA Hotel Adkance Deposit - 052572018 SNerFaor P

£ BRIDGE BAR 1960 HEATHROW Ungefined s os292018 Gap 150

TOWBOW CIAO T4 Na PHX PHOENIX, AZ Undefined e corze2018 s21.05

BOOTS HEATHROW HEATHROW Undefined e 05/2912018 GBP 2.99

CBA PRIMA EELMISZER BUDAPEST Undefined o 05302016 HUF 1,073.00

5. When the transaction is moved to the report and showing on the left, click the expense.

For a personal expense, select unallowable travel card exp in the expense type field from the
drop-down.

For a fraudulent transaction and the corresponding credit, select miscellaneous in the expense
type field from the drop-down.

For a transaction that is reimbursable by ASU, select the most appropriate expense type.
Complete all fields and attach any documentation or receipts necessary for an ASU
reimbursable expense.

Non-Travel Expenses petseRepon

" + New Expense ‘ Import Expenses  Details + Receppts * Print / Email + @ show Excer
Expenses [ Move - J Deete | View s & | Exgense Availatie Recein
V] Date v Expense Type Amount Requested
061032018 Undefined 52356 $236 Expense Type Trarsaction Date Eusiness Purpose Enter Vendor Name
0 o) VIRGINTRAINSEC KGX STN GEP 17.20 | |undefined 06/03/2018 VIRGINTRAINSEC KGX STN
Conference Brochure
The entry has Undefined expense type. You must selec: an 2xpense type for e entry Conference Regisiation )
Defore you can submit the expense report
(Study Abroad Use Only)
Immunizations ntin USD

Intemational Medical Insurance
Interational Phore

Internet Fees

Manfest (Team/Group use only)

Other Supporting Documentation

6. Add an approver in the approval flow by entering an asterisk in the cost center
manager or grant manager field and selecting the appropriate approver.
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Non-Travel Expe

nses

| =+ Mew Expense | mport Expenses | Detailz * | Receipts » Print / Email *
Report
Expenses «
Report Header
[} | Date * | Expense Type H
- Totals
| Adding New Expense _ .
i Audit Trail hi
O De/042017 Unallowable Trav| D
e @ 0 UBER US SEPD4 Approval Flow
O DS/04/2017 Unallowable Travi Comments D
e @ 0 UBER TIP LHTIV
Cash Advances |
Available
Assigned
Approval Flow for Report: Non-Travel Expenses x
Cost Center Manager (Enter an * for list of approvers fo choose from):
]
Approver, Antheny (Lori Besne@asu.edu)
User ID: 9999555955
| ogon 10 Wisnoroveridpasy edy
Approver, Dave {Lori.Beens@asu.edu)
User ID: 9999395995
Logon 1D: WDApprover2i@asu edu
Search Approvers By | w
Save Workflow Cancel

7. Click submit report.

8. Click accept and submit in the pop-up window.

My ASU Trip

Back to Table of Contents

1/26/2022

106



Expense Reports

Modify an expense report

If a report is not yet approved

1. Click expense on the My ASU TRIP homepage.

SAP Concur [¢]

Requests

Expense

Reporting ~ App Center

m;\mzom STATE
UNIVERSITY

Hello, Lori

MY TASKS

m Open Requests

m Available Expenses

Authorization

36 03

Available
Expenses

03

Open
Reports

02

Cash

Requests Advances

> m Open Reports

Authorization Requests

09/04 UBER US SEP04 LHTIV

¥ $17.62

05/03 Modification
$100.00

Cash Advances

09/04 UBER US SEP04 NZIAB

02 $17.23

2. Select the report to modify.

Manage Expenses
ACTIVE REPORTS

1]

Create New Report

SUBMITTED 05/07/2018

CHELF 2018 Flagstaff tr—————

$15,000.00

Approved & In Accounting Review

05/01 Copy of Workflow - Risk
$100.00

Report Library -

3. Recall the report, make the necessary adjustments and resubmit.

Manage Expenses View Transactions

CHELF 2018 Flagstaff

View Cash Advances Process Reports

—

Summary Details » Receipts v Print / Email v
Expenses Viewr € [ Summary |
| pate» Expense Type Amount Aproved | |Repart Summary
1142017 Other Accommodations/Airbnb 5520000 5520000 Report Totals
Amount Due Company Amount Due Employee
110672017 Airline Fees $9,800.00 $8,500.00
Air New Zealand 2207 B I
Requests (1)
> | Reauest Name | Reauestin Amount Approved Amount Remaining
> AllExp Inil Advence »5k Gt TRCA 55.958.34 5604368

My ASU Trip

Cash Advances (1)

Cash Advance Name ‘ Request Date

Amount Requested Starting Balance Available Balance

AllExp Intl Advance > . 1D/DS2017

$5.000.00 $5.000.00 S0.00

Back to Table of Contents
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If the report is already approved and you need to modify it due to a missed expense or correct
an error. A modification expense report is required.

1. Click expense on the My ASU TRIP homepage.

2. Click create new report.

3. Enter modification in the trip name text field. Entering anything other than modification
creates an error that prevents submission.

SAP Concur [G] = Requests | Expense = Reporing ~  App Center

Profile ~ &

Manage Expenses ~ View Transactions  View Cash Advances  Process Reports

Create a New Expense Report

Report Header
Trip Name Trip Type Create Date Traveler Type Employee ID Department ID
I Modification v 06/192018 v 1000304881
Business Travel Begin Date Business Travel End Date Project/Gift/Grant/Program Cost Center Business Type Conference/Event Host
Dogs this Irip contain personsl travel? [y» Reasen for Trip Trip Mot to Exceed Comment Department Name

v DO0501001

4. Complete the balance of the fields in the report header with the same information that
appears in the expense report you are modifying.

5. Inthe comment field, include the four-digit trip ID modified with the report.

6. Click next.

Administration ~ | Help ~
[ concur Requests  Travel = Expense  App Center 0
Profile «
-
Manage Expenses
Modification Dstts Repon
4 Now Expen: mpor Expenses  Defails > Receipis=  Print/Email +
ense « ble E x
Date v Exp Type Amount Requested
Expense Detail Expense Type Source Date & Amount
Airfare Airfare o 09/03/2015 $1,100.00
TOTAL AMOUNT TOTAL REQUESTED
$0.00 $0.00

7. The expenses page opens.

8. Click new expense and create a new expense with the expense type 07 misc. travel
expense: other supporting documentation. Enter zero in the amount Field. Click
attach receipt to attach a copy of the original report you are modifying for approver
reference.
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§
)l

Modification

| | mgort Expenses Details Receipts v Print { Email +

Expenses View T & | New Expense Avsilable Receipts
Date ~ Expense Type Amount Requested

Adding New Expense Expense Type

No Expenses Found

ently

Unzllowable Travel Card Exp Hotel
GConference Brochure Car Mileage

Airfare
All Expense Types

01. Airfare .06, Fees
Airfare PassportiVisa Fees
Airline Fees 07. Misc Travel Expense
02. Lodging Baggage Handiing Tips
Hotel Conference Brozhure
Hotel Advance Depasit
Other Accommodations/Alrbnb
03. Car Rental
Rental Car
Rental Car Fuel
04. Other Transportation
Car Milage
Gharter Bus
Public Trenspertation

Parking

Tai
X Service Providers (Study Abroad Use Only)
Train
Zero Dollar Trip
05. Meals
08. Office & General Expense

9. Click import expenses and drag any travel card expense from available expenses not
included on the original report.

o For atravel card transaction left off the original report, but for which an expense
was claimed on the original report and marked as out of pocket, assign the travel
card transaction as an unallowable travel card exp. The traveler was previously
reimbursed for an expense paid directly by the university.

o For atravel card transaction left off the original report, but for which an expense
was claimed on the original report and marked as pcard, assign the travel card
transaction to the appropriate expense type and attach required receipts. The
traveler was not previously reimbursed and the transaction has not been
accounted for.

o For atravel card transaction for a meal that was left off the original report on
which daily allowances were claimed, assign the transactions as a meal on
travel card. The traveler was previously reimbursed for daily allowances and
owes money back to ASU for the meal.

o Ifatravel card transaction is for an ASU business expense and was omitted from
the original report, assign the appropriate expense type and add receipts as
required.

10. Click new expense to add a missing out of pocket expense and complete fields and
receipts as necessary.
11. Click the details drop-down menu and select approval flow.
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+ Mew Expense Import Expenses Receipts » Print { Email -

Report

Expenses «
Report Header
| Date Expense Type H
] 02M17/2016 Airfare Totals 0
ﬂ Delta Air Lines, Ph Audit Trail
[ w 11082015 Rental Car Approval Flow 0
a0 MATIONAL CAR R
Comments
11/08/2015 Unallowsble T D
@0 Allocations
11/08/2015 Rental Car Allocations 0

Travel Allowances
New Itinerary
Available Itineraries
Expenses & Adjustments

Reimbursable Allowances Summary

12. Type an asterisk to populate available cost center managers or grant managers and
select the appropriate approver.

13. Click submit report.

14. Click accept and submit.
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Canceled Trips

When your trip is canceled

Cancel all reservations. If the reservation was made through My ASU TRIP it can be canceled
through My ASU Trip by selecting Cancel from the Upcoming trips tab. Any reservation made
outside of My ASU TRIP will need to be canceled directly with the vendor. Airfare needs to be
canceled prior to the departure.

SAP Concur Travel

Travel Trip Library Templates Meetings Tools
¥R =2 = B Travel Alerts

© vou navent signed up to receive e-receipts.@ Sign up here

Please select your preferred depariure and return flight o You have unused tickets
fimes from the drop down menus provided below. The tool

will automatically search for flight options within +/- 4 hours
of your selected preferred times. You may expand this /- Company Notes|
window to increase your flight search results

Your 4-digit Request ID will be needed to complete your Add new itinerary manually

purchase at the end of the booking.

Mixed Flight/Train Search Trip Name/Description Status Start Date End Date ﬁ

Trip fi Pl i to Los As (MABCNI Ticketed 02/16/2022 021712022 C: | Tri
Rt | onews | oy | | LHOmFhoenioLos ingoles MABON) et 1 / l el o I
From @

Cancel the My ASU TRIP request if it does not contain a cash advance. If the request includes a
cash advance, contact myasutrip@asu.edu.

[ Support | Help»
Requests Expense o,
-’
Manage Requests New Request Quick Search
Request GG
Status: Approved
Trip Name: IAVM Region 7 Conference Amount: $1,201.80
Public Purpose/Benefit to ASU: Attend workshops and

network wit

Request Header A\ | Expense Summary | Approval Flow || Audit Trail | Travel Advisory

/\Book flights in My ASU TRIP after your trip request is fully approved. Failure to do so affects reimbursement. Vehicle rentals and lodging should be booked in My ASU TRIP, if possible
@COV\D—ﬂ) requirements: Follow current travel guidance

/\Do not book until your trip request is completely approved. You will get an email when this request is approved

éHave you attached conference documentation showing relevant info; dates, hotel rates, provided meals?

Trip Name Trip Type Traveler Type Employee ID Depariment D
AVM Region 7 1. Out-of-Stat ~  Staf ~
Business Travel Begin Datelyz Business Travel End Dateryp Main Destination Cityyz Project/GittGrant/Program Cost Center
0472412022 B 042712022 B  sattLake City, Utah P CA-Miscellanous Pat v (CC0038) CA-Cultural Affa v
Travel risk advisory - High (Level 4)
Does this irip contain personal travePly, Business Type Conference/Event Hoslyp Public Purpose/Benefitto ASU N2
No ~ 02 Conference v
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Incurred expenses for the trip are processed on a Non-Travel Expenses report.

1. If a transaction was paid with an ASU Travel card or the ASU Airfare card and a refund
is due, wait for the refund card transaction to post and the 2 transactions should be
processed on one report.

MNon-Travel Expenses

Summary Details * List Settings Receipts - Print / Email =
Expenses
Transaction ... | Expense Type Amount | Approved ... | Payment Type {
e 1212312021 Airfare 541479 541479 ASU Airfare Card
111072021 Airfare 541479 541479 ASU Airfare Card |
=1+

2. If the transaction is not refundable, the transaction will be expensed now and if there is
credit from a canceled flight the department should track it to ensure it is used for future
ASU business travel. For flights booked in My ASU TRIP, the system will display
available flight credits to the traveler and when traveling next for the university, the
traveler can contact Anthony Travel to utilize the credit.

m‘ Arizona State
University

Res
xR = =
Please select your preferred departure and return flight
times from the drop down menus provided below. The tool
will automatically search for flight options within +/- 4 hours UnusedTickets Close
of your selected preferred times. You may expand this </-
window to increase your flight search resulis.
Ticket Expiration
Your 4-digit Request 1D will be needed to complete your Carrier Number Credit Date Notes 1, my
purchase at the end of the booking.
Americanaidines Yy, 7684147697 S171.11 01/04/2023 Please contact your Anthony Travel agent to Coneur.

utilize this credit

Mixed Flight/Train Search

FEfm mhiiim AAIATAARA bl MR cmdde ] blm hmm b mm e i mn mmbim Emm bmmsemlm e mmbm i blem F] 8 S -
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Group travel in My ASU TRIP

Most steps in the request, book travel, and expense report processes for group travel are similar
to the steps for individual travel. There are some unique steps and requirements.
Group travel consists of three or more travelers.

One ASU student, faculty or staff member is responsible for request and report completion. The
responsible traveler submits the request and expense report in their name and includes
expenses for all members of the group.

ASU faculty or staff members may use their ASU Travel Card for group travel expenses. The
ASU Airfare card can be used to purchase airfare for all group members. Regardless if multiple
travelers have an ASU Travel Card, only the group member who completes the request and
expense report can use their ASU travel card for expenses.

ASU faculty or staff members who are the responsible traveler can request a cash advance for
group travel expenses that cannot be paid with the ASU Travel Card.

Group travel with a student as the responsible traveler is handled on a reimbursement basis
only.

For group travel requests and expense reports:
1. Begin your trip name with group in the trip name field.
a. Example: GROUP — CSULB debate
2. In the business type drop-down menu select 09. team/group.
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Request

Trip Name:
Request Header || Segments | Expenses || Approval Flow || Audit Trail
Trip Name Trip Type Tri
GROUP - CSULB Debate | | 1. Out-of-Stale | SRE
Employes D Department ID Bu
| (E0101300) University Innovation Alliance | |
Business Travel End Dateh? Main Destination Cityh? At
|0311Uf2013 || |Au5tin,Texas | |
Travel risk advisory - Low (Level 1)
Does this trip contain persunaltravel?[%? Business Type Co
| Ho | ~ | 09. Team/Group (group claims only) | 4 |
Public Purpose/Benefit to ASU (utilize Comment 01. Academic Vist
box for addrtiuna[%? 02. Conference c
03. Training
04. Meeting

05. Community Service Event

08. Research Project
Highest Location Risk Level 07. Student Services/Recrutment
ovel 0 08. Interview

09. Team'Group (group claims only}
10. Other

Estimate all of the group expenses in the trip request.

1. Enter the responsible party’s estimated meal cost in the daily allowances expense type.

2. Put the rest of the group’s estimated meal cost in the non-standard meal allowance
expense.

Request 9KFE

Status: Not Submitted
Trip Name: GROUP - CSULB Debate

Roquest Header A || Seqments || expenses. | ApprovaiFow | Audt Trat | Traver Advisory

(2 vow Epene ) «

BpenseType: | ]
3 o [expense yme Amoumt|  Reavestea

To create a new expense, click the appropriate expense type below or type the expense type in the field
above. To edit an existing expense, click the expense on the left side of the page.

01. Airfare 07. Misc Travel Expense
Aifline Fees Baggage Handling Tips
02. Lodging Conference Registration

Other Accommaodations/Aironp  Enfrance Fees (Study Abroad Use
Only)

04. Other Transportation
Immunizations
Charter Bus
International Medical Insurance
Mileage
International Phone
Public Transportation
Infernet Fees

I

Taxi
Miscellaneous
05. Heals
Parking
Business bleal
Senvice Providers (Study Abroad
Business bleal (> 9 Afiendees)  Use Only)

Zero Dollar Trip

08. Office & General Expense

Request 9KFE

Trip Name: GROUP - CSULB Debate
Request Header & Segments || Expenses || Approval Flow || Audit Trail || Travel Advisory

| + New Expense |

®
D Date | Expense Type Amount Requested
[] o3narzos Daily Allowances 7700 FTT.00
on-Standard Meal Allowance 655, 655,
[] o3rarzos Non-Standard Meal All 52,655.00 52,655.00

Q
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Attach a manifest to the group travel request and the expense report. Document all travelers.
To attach the manifest to your trip request:

1. Click the attachments drop-down menu.

2. Click attach documents.

Request 9KFA 2 0 T T e
Chegk Documents Status: Not Submitted
Trip Name: GROUP - CSULB Debate

Request Header /) | Segments || Expenses || Approval Flow || Audit Trail || Travel advisory

/A\Attach manifest listing all traveler names, ASU ID's, and faculty/staff/student designation. Standard form found on page 2 of http: /i asu.eduffs/forms/manifest. pdf

In the pop-up window, click Browse in the pop-up window.
Select the manifest and click open.

Click upload.

Click close once the document has uploaded.

o 0 bk w

To attach the final manifest to your expense report:
1. Select the manifest expense type.
2. Add the date and complete the number of travelers field.
3. Enter 0 in the amount field.

GROUP - CSULB Debate

se | ImportExpenses  Detalsv  Receiptsv  Print/Emaiv @ show Exceptions

(eme

Expenses View ™ & | New Expense Available Receipts

O [oer |openseryoe Amount|  Requestes
Expense Type Transaction Date Number of Travelers Amount
Adding New Expense
s e [onrest reamerop vseon] | [oviaanis [0 o [~

manifest i attached

TOTAL AMOUNT TOTAL REQUESTED
$0.00 $0.00

Click attach receipt.

In the pop-up window, click browse in the pop-up window.

Select your saved manifest document select open and then attach.
Click save.

No gk

If the ASU Airfare card was utilized to purchase flights, import the transaction into the expense
report. If you do not see the airfare transactions for the travelers, contact the ASU Travel
Service Center before submitting the report.

The lodging amount for the entire group can be claimed under the hotel expense type or the
other accommodations expense type.
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New Expense
v LI NN A | ILI_:PI o I_)’\r_/;l o IJ’

Hotel

Unallowable Travel Card Exp
All Expense Types

01. Airfare
Airfare
Airline Fees

02. Lodging
Hotel

Hotel Advance Deposit

Other Accommodations/Airbnb
03. Car Rental

Rental Car

For any questions, email the Travel Service Center or call at 480-965-3111.
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CONCUR mobile app

My ASU TRIP users can access the travel system via the mobile application. The mobile app
allows you to take pictures of receipts which populate your available receipts for easier

expense report completion.

»owbd =

My ASU Trip

Log into your My ASU TRIP profile.
Click profile settings.

Under the other settings tab, click concur mobile registration.

Get a link to download the Concur Mobile app.
o Android
o Apple
o Blackberry

Create a PIN along with the Concur username listed on the mobile registration page.
o Concur username is your asurite@asu.edu.

Concur Mobile

Manage your expenses and business travel on your mobile
device.

To get started, enter your email address below and we will send you a link to download the app.

Or, review your sign-in details:

To sign in to the Concur Mobile app, simply tap on "Company Code Sign In® after downloading

the Concur Mobile app and enter your company code. Then follow the instructions per your
company procedure for single sign on

Company Code: NCERQJ

Alternatively, you can use your Concur usemame and a Concur Mobile PIN.

Enter a new Concur Mobile PIN in the fields below to setup a new cne

Concur Username! ..., = ... ...

Create PIN
PiN may be letSers, numbars and special charscters such 83 |5, or § but no spaces
Retype PIN
Set Concur Moble PIN

Back to Table of Contents
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Lyft and CONCUR single sign on

Link your Lyft business profile and My ASU TRIP. Receipts and trip notes will be sent directly to
your profile in My ASU TRIP for use when completing an expense report.

1. Loginto My ASU TRIP.
2. Click the app center tab.

Administration~ |

SAP Concur @ Requests Travel Expense App Center
Profile ~

3. Search for the Lyft app and select.

Administration~ | Help~

SAP Concur @ Requests Travel Expense App Center S
rofile ~

App Center Ll M|

Category. All Apps ¥

Connections

Do more with your favorite apps and services by linking them to Concur

Lyft

BUSINESS TRAVEL
SIMPLIFIED

4. Click connect.

Back to Apo Cemer

o R S—
BLIRINFAR TRAVEL, BIMPUFED.

e app i makes petirg and ssperwig rides stortess, e than baiing 3 cu, and woes

Lyftis

Rl Mo

Wit wur Wewhists | Watch = Derro | Support

TAPTO SEEYQUR COST GET ARIDE PAY IN THE APP
REQUESTARIDE UP FRONT IN MINUTES
P o B i i-; o 1 - 35
o | |
pe = T | '!‘ | 0
r! |
it i i -
\--‘, . s o : ek ‘ 354
| o ] \ 2 J T | 7 J
\ — v Y = 4 N — v \ =
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5. Check the accept boxes for Terms and Conditions and Share Information and click |
agree.

TERME & CONDITIONS

Please review the following licensing terms anc conditions
Hy aoceptrg 1 alow g 2Trs, Wol A0res 13 be Baund By the Corcur Apa Lenter ord-user
terms, as well 25 Aqp Lizersing Jemms ard Candtiians.

oncur App Center End-User Terms and Conditions

he hasic tems of Lse, aconpicd ance, far einskal usng the ConsAne Y
SRATRT

atharinng s dels el wil he sheme with i perinar

6. Enter in your mobile phone number on the next screen. You'll be sent a verification
code via SMS to verify your phone number.
o If you do not have an existing business profile, you’ll be prompted to sign up for one.
Click create your business profile, enter your work email and follow the steps to
complete your business profile.

You need to create a Lyft Business Profile

In erder o connect vour Lyt account to Soncur,
wad bave o orests a Business Profi e

CIrEars vl Buaiaess oot le

o If you already have a Lyft business profile, there are no extra steps needed. My ASU
TRIP will connect with you Lyft account as soon as you enter in the verification code
sent to your phone.
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7. After signing in successfully, you'll receive the following confirmation message.

Your Lyft Business Proflle and Concur account
are now connected]
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Personal component of ASU travel

If you are adding personal time to your ASU travel, ASU will reimburse you for the ASU
business portion of your expenses. ASU will not reimburse you extra costs associated with the
personal time.

Do not claim or request expenses for any personal portion of the trip. ASU will not pay for a
larger car or hotel room if you bring people on your trip for personal reasons. You will need to
opt out of any daily allowance meals on the personal travel days. If you have an airport parking
or car rental expense, only claim the portion for the business days.

ASU will not reimburse more for your flight than if the personal time was not included. Attach an
airfare quote from the time of booking to your airfare expense type, capturing the cost of a flight
without the personal time. The airfare quote is a backup document to show the airfare you are
claiming is not more expensive.

If you drive instead of fly, your car mileage expense is limited to the cost of what it would be to
fly to your destination. Calculate the maximum miles that can be claimed by dividing the allowed
airfare amount by .445. Attach the airfare quote to the car mileage expense as a backup for the
amount being claimed.

On the request header of your trip request, only list your business trip dates, with the personal
days listed in the comment box and does the trip contain personal travel field marked yes.

Request 7RML 3 63 0 CED £

Status: Not Submitted
Trip Name: Workday Rising 2018

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

Trip Nams

Workday Rising 2015

Department ID

usine ates are 6/3/2018 to 6/10/2018. |
will be adding persenal time on €/11 and 612

Highest Location Risk Level Main Destination Risk Level
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On the expense header, the business trip dates should be listed.

Administration ~ Help ~
SAP Concur Requests Expense Reporting ~ App Center Profile 9
T -

Manage Expenses View Transactions View Cash Advances

Process Reports

Create a New Expense Report
Report Header

Trip Name: Trip Type

Create Dale Traveler Type Employee 1D
|n‘urma, Rising 2015 | I: International | | DS/07/2018

Department ID Business Travel Begin Date Business Travel End Date Project/Gift/Grant/Program Cost Center
| (DO501001) HR Partners 06/05/2018 06M0/2018 I (PG02148) ENGR-Shawn Joi | v ‘ I (CC0136) ENGR-CIDSE Adn | v ‘
Business Type Conference/Event Hest

_ Does this trip contain personal travel?

? Resson for Trip
Goneur I [

|v‘ Itssl |

Trip Not to Exceed
I 10 Other |

Environmental Impact Fee (optional) Comment Department Name

| ‘ | posoino1 |
Requests
[] RequestName Request ID Cancelied Request Total Amount Approved Amount Remaining
[[] Workday Rising 2013 TR e s0.00 s0.00 s0.00
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My ASU TRIP and Workday

My ASU TRIP interfaces with Workday every evening to create Spend Authorizations and
Expense Reports.

Requests approved in My ASU TRIP are created as approved Workday Spend Authorizations
and create a pre-encumbrance from the Request ID number. For example, request AVCW in
Workday is listed as Concur-AVCW.

SAP Concur Requests Travel Expense Appi
Manage Requests ~ NewRequest  Process Requesls  Quick Se

Request AVCW

Trip Name: CHELF 2018

Request Header | Segments || Expense Summary | Approval Flow | Augit Trail || Travel Advisory

[ Previous Comment

% Q| concur-avew

Search Results

Categories Search Results 1items
Common All of Workday /
Banking Spend Authorization: Lori Beene on 11/12/2018 for 826.00 USD
Expenses
Financial Accounting Tip: try selecting another category from the left to see other results
Grants
Organizations
People
Processes
Procurement
Projects
Revenue
Security
Staffing

All of Workday

Open the Spend Authorization to see the trip name in the justification field, trip dates and
whether a cash advance has been issued or is outstanding. If an expense report has been filed,
you can open the related report.
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View Spend Authorization

Concur-AVCW

Cash Advance Qutstanding Balance  Cash Advance Requested  Spend Authorization Total

0.00 USD 0.00 USD 826.00 USD
For Lori Beene
Status  Closed
~ Spend Authorization Information ~ Spend Authorization Details
Company Arizona State University Reimbursement Payment Type  Direct Deposit
StartDate  11/12/2018 I Justification CHELF 2018 |
End Date 1111472018 Expense Report(s) Expense Report: Concur-66A1E322079B4CCCBCBS
Description  CONFERENCE Cash Advance Repayments (empty)
Currency usD

Expense Reports approved in My ASU TRIP are created as approved Workday expense reports

using the report ID. For example, Report ID 66A1E322079B4CCCBCBS5 in Workday is Concur-
66A1E322079B4CCCBCB5

My ASU Trip

Report header for: CHELF 2018

0o x
Trip Name Tip Type Create Date. Traveler Type.
CHELF 2015 1. OutorState 101972018 st
Employee 1D Department ID Business Travel Begin Date Iy Business Travel End Date iz
1000304991 FS Travel 1122018 1142018
Project/GiftGrant/Program Cost Center Business Type Conference/Event Host
(PG02914) FS-Tempe Operations-G| | (CC0259) FS-Financial Senvices 02 Conterence ‘Goncur Higher Education
Public Purpose/Benefito ASU (uffize:
Does this %3 fona 1y
No Leadership Forum Agenda
Report Currency Approval Status Report Total
US, Dolar Approved 62028 950
‘Amount Not Approved ‘Amount Approved Amount University Paid Amount Due University
000 51078 000 000
Amount Due User
14.50 79628 81078 0205002
Requests
Request Name RequestID Cancelled Request Total Amount Approved Amount Remaining
CHELF 201 avew No 582600 552600 11008
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Categories Search Results 1 items
Common Al of Workday
Banking Expense Report: Concur-66A1E322079B4CCCBCBS
Expenses
Financial Accounting Tip: try selecting another category from the left to see other re:
Grants

Organizations
People
Processes
Procurement
Projects
Revenue
Security
Staffing

All of Workday

The trip name is in the Memo field. To view the related Spend Authorization, click Actions for
other data.

View Expense Report

Concur-66A1E322079B4CCCBCBS (asters)

Personal ~ CompanyPaid  Cash Advance Applied  Prior Balance Applied ~ Reimbursement  Total
9.50USD  796.28 USD 0.00USD 0.00 USD 14.50 USD  820.28 USD

PayTo LoriBeene

Status  Approved

~ Expense Report Information v Expense Report Reference Information

Company Arizona State University Expense Payee Paid Yes

Expense Report Date  11/27/2018 Reimbursement Payment Type Direct Deposit /

Created On 11/28/2018 Spend Authorization Spend Autherization: Lori Beene on

11/12/2018 for 826.00 USD
Approval Date 11/28/2018
Final Expense Report for Spend Authorization  Yes

Memo CHELF 2018
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Approvers can use the Report ID to search for the report in My ASU TRIP.

SAP Concur Travel Approvals Locate

Approvals Home Requests Reports

Expense Report List

All Reports you Approved

1 1 I ( ]
Report ID v Begins With v BBATE | co |
1 1 1 1
|:| Employee Name | Report Name Comments Status Payment Status | Rep
|:| Beene, Lori D. CHELF 20138 Approved Sent for Payment 10/

& Conference documentation showing relevant info: dates, hotel rates, provided meals can be attached to '+ Mew Expense’ = Conference Br

Academic Employee, Audit Reporting, Department Reporting, and Department Reporting Roll
tags can be added by the traveler, delegate, or approver to requests and expense report in My
ASU TRIP through the allocation functionality. The Program, Gift, Grant, Program, Cost Center
and Trip type from the header are pre-populated and can be changed in the allocation. View
Allocate between funding sources to allocate a request and Allocate expenses to multiple
funding sources or add optional worktags to allocate expenses.

Allocations

Allocate By: * Add New Allocation Add to Favorites
D o * Proj ift/G... | * Cost Center Department Reporting Roll Department Reporting | Audit Reporting | Academic Employee s | * Trip Type Code
[ | 100 (PG0D983) CP.... | | (CCD100) CP. 1. Out-of-State PGO0983-CCOT...

My ASU TRIP Approvers

To approve for a Project, Gift, or Program within My ASU TRIP an individual must be a Workday
Cost Center Manager for the cost center on the header and must have the My ASU TRIP
Approver PeopleSoft role.

To approve for a Grant in My ASU TRIP, an individual must be a Workday Grant Manager for
the grant on the header and they must have the My ASU TRIP Approver PeopleSoft role.

View the directions to apply for a MyASU Approver role. Contact the ASU Financial
Management System Workday team to be added as a Workday approver.
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Expense Report Fee and Carbon Offset

The journals post based on the tags on the expense report in the allocation; not the tags on the

header. If a report is funded 70/30, the fee is split accordingly to those funding sources. If a

grant is a funding source, then the portion of the carbon offset allocated to the grant posts to the

responsible account.

The related trip number is referenced in the JRN title if posted by the integration or in the memo

field if manually posted.

m Q JRN-19-00147873

Search Results

Categories

Common

Banking

Expenses

Financial Accounting

Grants

Search Results 1 items

All of Workday

JRN-19-00147873 - Arizona State University - 12/18/2018 I Concur-F268681841B94A30A61C | Journal

Tip: try selecting another category from the left to see other results

& Q) CconcurF2686

Search Results

Categories

Common
Banking
Expenses

Financial Accounting

My ASU Trip

Search Results 1 items
All of Workday /
Expense Report: Concur-F268681841B94A30A61C Expense Report

Tip: try selecting another category from the left to see other results

Back to Table of Contents 1/26/2022
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m (Q JRN-19-00123821 J:'; =)
View Journal B &
Journal Q Journal Number JRN-19-00123821 Status Posted Journal I Sequence Number  JRNL-2019-000000151900

> Journal Entry Information ~ Journal Entry Details

Memo $8 Carbon Offset for November 2018 not posted by integration
External Reference ID  (empty)

Adjustment Journal  No

Create Reversal No

Balanced Yes

Total Ledger Debits  5,040.00

Total Ledger Credits  5,040.00

~ As Entered

Journal Entry Lines 317 items HE =l @S

Debit  Credit External )
Company Ledger Account Aereont A Meme et e o Proect

Arizona State University 7207:Miscellaneous 8.00 Carbon Offset- Expense Report| Concur-8D1475A1B6534250AB14 ~

Expenses

System of record

My ASU TRIP remains the system of record for all spend authorizations and expense reports.
Receipts and a copy My ASU TRIP documents are not available within Workday.

Other
My ASU TRIP requests with cash advances should not be split-funded. Workday cannot
support split-funded cash advances and will delay the spend authorization and cash advance

creation in Workday.

To close a Spend Authorization in Workday, email MyASU Trip after closing or canceling the
request in My ASU TRIP.

Review these reports to find open Spend Authorizations in Workday:
e Find Spend Authorization Lines for Organization | delete dates from spend start date
fields
¢ OQutstanding Operational Encumbrances - Departmental use
e Sources and Uses by Ledger Account | Update View by criteria to Worker
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Zero Dollar Trips

Prior to travel

Complete a zero-dollar trip request if booking a trip for ASU business for which ASU will not be

reimbursing you any expenses. This documents your travel, ensures coverage under ASU’s

insurance and helps locate you in an emergency.

1. Complete the request header. Utilize a departmental account for approvals.

Requesis  Travel  Expense

Manage Requests  New Request  Quick Search

Request 9)3A

Trip Name: AICPA Board of Directors
Request Header | Segments || Expenses || Approval Flow | Audit Trail || Travel Advisory

Previous Comment

Administration = | Help -
Profie ~ @
-

T o e

Status: Sent Back to User

IVEmered By Test User: with JWSPCA and Forward Thinkers

e a\j,.

Trip Name Tip Type Traveler Type Employee D
AICPA Board of Direstors | (2 intemationai [v] [Focuny [~]

Department 1D

[(pazoson2) s Tawe

Business Travel Begin Datslyp Business Travel End Dately Mein Destination Cityly? Accountyz Does this trip contain personal travel%hy
[pwrmaors [owrsaors [0 2ngees,Cottme | [tevs1003) accouning serves | o ~
Travel risk advisory - Low (Level 1)
Public Purpose/Benefi to ASU (uiiize Comment
Business Type. Conference/Event Hostyp Comment bex for addiionaly> Trip Not to Exzeed

04. Mecting [~] [aera | [to discuss opportunites for int development | |

with JSWPCA. and Forward
| | mhinkers. Agendais atiached

Highest Location Risk Level

2. Add the zero-dollar trip expense type found under miscellaneous travel expenses.

Request 9]3A

Trip Name: AICPA Board of Directors

Recues Header segmm:\upm.:m vt Trat || Travel Acvisry

atisehments + | prnt/Emai v | Cancel Request || Submit Request

Status: Sent Back to User
Amount: $0.00

Expense Type: ‘

[ Date [ Expense Type Amount Requested

expense on the left side of the page.

01. Airfare 05. Meals
Alline Fees Business Meal

02 Lodging Business Meal (> 9 Atiendees)
Other Accommedations/Aiton  Daily Allowances

03. Car Rental Non-Standard Meal Allowance
Rental Car 06 Fees
Rental Car Fuel Credit Card Fees

04. Other Transportation Currency Exchange Fees
Charter Bus PassportVisa Fees
Mieage

Public Transportation

Taxi

TOTAL AMOUNT | TOTAL REQUESTED
$0.00 $0.0

To create @ new expense, dlick the appropriate expense type below or type the expense type in the field above. To edit an existing expense, dlick the

07. Misc Travel Expense 08. Office & General Expense
Baggage Handiing Tips Books & Reference Materials
Conte Registrat c

Entrance Fees (Study Abroad Use  Postage
only)

Printing & Photocopying
Immunizations

Interational Medical Insurance
Intemational Phone

Intemet Fees

Miscellaneous

Parking

Senvice Providers (Study Abroad
Use Only)

Zero Doller Trip
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Request 93A

Status: Sent Back to User
Ctors. Amount: $0.00

Trip Name: AICPA Board of

RequestHeader | Segments || Expenses | Approval Flow | AuditTrsil | Travel Advisory

(& wowEspome | P e
| Zero Dollar Trip | [t expenses are being coverea entrely by
[ pate | Expense Type Amount Requested | the AICPA for the annual meeting

TOTAL AMOUNT | TOTAL REQUESTED
0.00

B | cvocate

3. Select an approver on the approval flow tab and click submit request.

Close the request when the trip is complete. Do not complete an expense report.

Administration ~ | Help ~

SAP Concur Requests Travel Expense App Center o

Profile ~
rofile -

Now Rt Qi Soarh
Active Requests (32)

Request Name Begins With v
O | Request Name | Requestin | status RequestDates+ | Date Submitted Total | Approved... | Remaining... |  Action
=] "AICPA Board of Direciors Fery “approved ot70te w2nannis 000 s000 000 Expense
‘Comment:in collaboratian with JSWPCA and Forward Thinkers. Agends s attached 01182018

[m} Copy of Expense Types 3 gE66 Sent Back to User - User, Test R 12242017 1212017 544750 s0.00 s0.00
12260017

[} Hotel %M Approved 127180017 12112017 340000 540000 40000 Expense
122002017

Manage Requests  New Request  Quick Search

Request 9)3A

Cancel Request || Closefinactivate Request

ST Approved
Trip Name: AICPA Board of Directors
Request Header || Segments | Expense Summary || Approval Flow || Audit Trail || Travel Advisory
Previous Comment iew all
(Enlered By Test User: with JWSPCA and Forward Thinkers —‘
Trip Name: Trip Type Traveler Type Employee ID Department 1D
Business Travel Begin Catelp Business Travel End Dately Main Destination Cityly Does this trip sontsin personal travei”lyy
Travel risk advisory - Low (Level 1)
Public Purpose/Bencfit o ASU (uiize
Business Type Cenference/Event Hostly Comment box for additional? Trip Notto Exceed Comment
04. Mesfing v AIGPA to discuss opportunities for int in collaboration with JSWPCA and
development Forward Thinkers. Agenda is attached
Highest Loction Risk Level Main Destinstion Risk Level
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The transaction was paid for with the traveler's ASU travel card

The transaction was paid for with the ASU Airfare card

An e-receipt was downloaded directly from the provider

A picture of the receipt was taken through the Concur mobile app

A receipt is attached to the expense. Hover over the icon to view receipt

The expense has been allocated between multiple funding sources

The transaction is for a personal item and reduces the traveler’s reimbursement

A comment has been added to the expense

An airfare booking itinerary is attached —not a travel card charge

A hotel reservation is attached —not a travel card charge

A car rental reservation is attached —not a travel card charge

Yellow exception. These are informational and should be reviewed and understood,
but do not prevent the submission of a request or an expense report.

Red exception. This exception prevents request and expense submissions.
Read the exception for directions on how to clear the exception.

The flight is Fly America Act compliant
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