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The following items are required for each Expense Report

An ltemized Receipt

Showing what was purchased

wWharton

==

A Proof of Purchase

An image of the card used with
only your name and the last 4
digits showing, or a bank
statement showing only your
name and expense may be
used.

R

A Proof of Event

For supplies: An attendees list
or event flyer

For meals: An attendees list




Access the SAP Concur application from Undergrad Inside
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Undergrad Inside

Academics - Academic Advising - Research~ Student Life- Policies & Forms~ Resources- Events & Information for... -

Policies & Forms » Student Organization Policies » Reimbursements

Reimbursements

The policies and procedures on this page apply to Wharton undergraduate student organizations. Policy viclations will be addressed through a
student-group accountability process beginning with a conversation between organization leaders and Division staff. Failure to follow policies
can result in freezing of Wharton Council and non-Wharton Council funds for 3 months to a full semester (excluding summer months).
Information about the violations and resulting penalties will also be shared with Wharton Council and the Office of Student Affairs.

Purchases of $250 and under for student organizations can be made through reimbursement; however, tax will not be

. . . . L . Concur Travel &
reimbursed If the vendor is on the PO system. This $250 limit is per event and not per invoice. Expense

Management
System

Students with out-of-pocket expenses that do not fall into the non-reimbursable categories below must submit expense

reports for reimbursement through the Concur Travel & Expense Management (TEM) system within 5 business days of the
Concur
Reimbursement
Instructions

transaction. Instructions can be found below. Please also note the following:

« If you have never submitted a reimbursement request, please contact ug-finance@wharton.upenn.edu to be added to

the system. You will need to include your full name and Penn ID in the email request. Ben Helps Portal
(Travel & Expense
« Toreceive a payment through Concur, you will need an active United States bank account available for direct deposit. Management)

After the Expense function is added to your account, you can go to your profile Settings in the upper right-hand

__ = |



From the Concur application...
Verify that the Expense application is present under the Home tab.
If it does not appear, you contact ug-finance@wharton.upenn.edu to request activation.

Home w

Home

& Penn

Usiiversimy of PENNEVLVANIA

F] APPLICATIONS

Travel
L
Exoense rip Search Alerts
Approvals R Booking for myself | Book for a guest 0 Triplt creates a schedule with all your tr:
Ao Cent Simply connect your Concur account to 1
pp Center
* a k3 @ You haven't signed up to receive e-receip

All Penn-affiliated international itineraries will be
forwarded to International 505, Penn's medical and
security provider. By submitting this reservation form,

you agree that your personal information, including travel

Company Notes

booking information, will be provided to International Welcomi
S05.
To view your trip registration or register additional trips, Tips on Making a Reservation:

lease create a profile and log-in to MyTrips. i i
pleas P & Hyinps » When booking a reservation on

Flight Search between Sunday night (for Mc

R business Friday approval and th
| Round Trip | One Way Multi City .. e .
L A



mailto:ug-finance@wharton.upenn.edu

From the Home screen, go to Profile Settings and add your personal and bank

information
® &

As you scroll through, be sure that all fields marked

_,\’: Act as Another User v
V{
@ Profile Settings ﬁ“f Concur  Profile v
Q) Sign Out Profile Personal Information System Settings

Your Information

Personal Information
Company Information
Contact Information

Email Addresses

Emergency Contact

Credit Cards

Travel Settings
Travel Preferences

International Travel

Frequent-Traveler Programs

Assistants/Arrangers

.
Expense Settings
xpense Information

ank Information

xpense Delegates

mmoo m

xpense Preferences

1 Required are complete and make sure to click Save

Profile Options

Select one of the following to customize your user pr

Personal Information

YoUromaesaddress-arid emergency contact informati

Company Information

Your company name and business address or your r¢
location address.

Credit Card Information
You can store your credit card information here so yo
have to re-enter it each time you purchase an item ol

E-Receipt Activation

Enable e-receipts to automatically receive electronic
from_participating vendors.

Bank Information

ba: .v Lnfarmm atio .



Creating a Report

Select Start a Report

Y Concur Home v ® &

Required Available Expense
Starta R rt as
® aRepo & Approvals 0 Expenses 0 O Reports 1
A
e P Alerts
& I'CININ
i e @ Triplt creates a schedule with all your travel details in one place, accessible on Android or iPhone.

Simply connect your Concur account to Triplt.  Connect to Triplt  Not right now

& Booking for myself | Book for a guest @ You haven't signed up to receive e-receipts.@) Sign up here

+ ﬁ kR Company Notes




Creating a Report

Complete the required fields

Create New Report X

Type of Travel/Reimbursement

* Required field

9TE of Travel/Reimbursement * Country Code @) Report Name ™ eport Date ™

o For Travel - choose trip start/end
date

Policy * Usiness Justfication * 711500
. . US Expense Palicy Catering for WUSBC planning dinner to discuss Fall
° Po‘lcy—us Expe nse P0||cy \Spons Business Conference /

\_/

3. Local (less than 50 mile radius) v WUSBC Dinner 12th Street Catina 07/23/2024 B

1 CNAC-ORG-BC-FUND - Funding Solf

X v (070-0733-1-000000) WH-UNDERGRAD DIV-Y-

Program * CREF* 2
(0000) NOT PROG REL X v (0000) UNDEFINED v

 Business Purpose - Student Affairs/

Lawson AU-UPHS COA @ Affiiation Trip End Date
Events & Programs Faculty/Staff MM/DDIYYYY MM/DD/YYYY g
 Business Justification — Reason for the R
expense
 Report Name/Date )
« Budgeting information (School/Center, Trove Alowarce
etC-) — You Can Ieave the default Settings Do you want to claim per diem?
H Yes, | require Travel Allowance
 Notes to Approver — Ex. Attendees or (®) ¥o dorot i e Alvarce
notes such as “Please forward to...” in
cases where the report should be sent to R o o

another part of the school for review.

Click Create Report



Adding Expenses to the Report Manage Expenses
WUSBC Dinner $0.00

Not Submitted | Report Number: 2NO8S8ED

After you create the Expense Report, you
must identify the specific expense(s) to |
be added tO that report Expenses | View: standard | v (® Add Expense v |

& Scan Receipt

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

Click Add Expense and choose:

¢/ Manually Create Expense

° Scan Recelpt- If USIﬂg a phone ‘= Select from Available Expenses (0)
device

e Manually Create Expense

e Select from Available Expenses

- - 0 +
- saved in your library Available Expenses | Create New Expense
Search for an expense type
Select type of Expense: "
Student Activities
Situdent-Related COVID19 Campus Depopulation Expenses
® SUbSCl'i ption - Dlgltal Subscriptions
EXpe nses Tip/Gratuifies (non-meal related)
Py Student ACtiVitieS - A” Training and Staff Development

Visa/Passport

other expenses

~ 07. Cash Advance



Adding Expenses to the Report

e Provide details for the expense,
such as the Transaction Date,
Vendor Name, Payment Type,
Amount, Currency, and
Comments such as a list of
attendees.

e |f your transaction date is past 60
days, you will be prompted to
enter a valid exception reason in
the comments.

e Upload any supporting/backup
documentation by clicking Add
Receipt.

Manage Expenses

Details Itemizations

@5 Allocate

* Required field

Student Activities X W
T de @

3. Local (less than 50 mile radius) W W
0712312024 B

12th Street Catina v
Payment Type ~

Cash/Personal Credit Card b

200.00 US, Dollar (USD) X v

awson AU-UPHS coA @
|_| Personal Expense (do not reimburse)
17/500

Jim, Miguel, Anna

Receipt

Your Receipt

An acceptable receipt must contain:
+ Mame of merchant
* Transaction date (date of purchase)
* Transaction details (what was purchased)
* Form of payment used
* Amount of purchase

* Indication that this amount was paid

Your Receipt.PNG Uploaded: 08/02/2023

Remove Add [} Open



Receipts and Other Supporting Documentation

All expense reports will need:

« An Itemized Receipt

« Showing “Paid”

« Listing what was purchased
* A Proof of Purchase

« Animage of the card used with only the cardholder’s name and the last 4 digits showing (this needs to
match the 4 digits noted on the receipt). Alternatively, a bank statement showing both the cardholder’s name
and the expense may be used.

A Proof of Event

« For supplies: An attendees list or event flyer

e For meals: An attendees list



Submitting the Report

e From here you may add
additional expenses or
edit previous entries.

e Once all expenses have
been added, Click
Submit Report.

e Review the information
In the pop-up window
and click Accept &
Continue.

L_rl'l' Concur  Expense V

Manage Expenses

Home / Expense / Manage Expenses / WUSBC Dinner 12th Street Catina

WUSBC Dinner 12th Street Catina $200.00
Mot Submitted | Report Number: NIZJEE

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

Add Expense
[J  commentlf Receiptll Payment Typell Expense TypelT Vendor Details)T
O E] |:| Cash/Personal Credit Card Student Activities 12th Street Catina

WConcur Ey User Submit

Manage Expenses By clicking on the ‘Accept & Submit' button, | certify that:

Home / Expense [ Manag  penses.

WU SB c D 2. Al required receipt images have been attached to this report.

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

Not Submitted | Repa

4. In the event of overpayment or if payment is received from another source for any portion of the expenses

Report Deals Pl claimed | assume respansibility for repaying the University in full for those expenses.

(]  Comment{f |

1. This is a true and accurate accounting of expenses incurred to accomplish official business for University of
Pennsylvania and there are no expenses claimed as reimbursable which relate to personal or unallowable ex-

=

View Available Receipts [E]

View:  Standard v
Datel? Requested [T
07/23/2024 $200.00
$200.00
X
@ A

 Available Receipts

d v

, S
eque:

E] B Cash/Personal Cradit Card Student Activities 12th Street Catina

0712312024 $200.00



Checking the Status of an Expense Report

e From the SAP Concur Home
page, select Expense from the
Home dropdown.

e |f the report has not been
submitted, it will appear on the
home screen as an Open
Report.

wWharton

EX” concur

Home v

Home

Trip Searc
&, Booking for myg
+ A

All Penn-affiliated
fanw 1o Intern|

y your trip re;
please create

[ APPLICATIONS
Travel

Expense

Approvals

App Center

ational 505.

tion or register additional
file and log-in to MyTrips.

Alerts

© Tripit creates a schedule with all your travel details in one place, accessible on Android or iPhone.
Simply connect your Concur account to Tripit. [N Mot right now
@ vou haven't signed up to receive e-receipts.@ Sign up here

Company Notes

_.- Welcome University of Pennsylvania Travelers

Tips on Making a Reservation:

Flight Search

« When booking a reservation online or through a World Travel Inc. agent, please make reservations
between Sunday night (for Monday approval and ticketing) through early Friday morning (for close of
business Friday approval and ticketing). This allows for your Travel Approver to approve the travel

Read More

My Tasks
Required Available
i 4 - A Open Reports =
Approvals Expenses

Great! You currently have no
approvals.

You currently have no available 07/24 WUSBC Dinner 12th Street...
expenses. $200.00

< <



Viewing Reports from the Report Library

¥ Concur  Expense v ® &

From the Report Library Manage Expenses
(Expense/Manage Expenses), Report Library [ @ create New Report |
Vs Active Repors v

WUSBC Dinner 12th Street Catina

o Select the report you
wish to view. $200.00

Not Submitted




Returned — These are reports that are
returned by the approver and will have
comments listing the corrections needed.

Report Library:
Active Reports

These will show report status as
Not Submitted, Returned or
Submitted

Not Submitted — These reports have not
been submitted to the approver and will not
go away on their own. Either complete and
submit the report or select Delete Report.

A Submitted — These reports have been
é submitted are in the approval process or

pending payment.



Searching the Report Library

Searching by either year or date range will show all reports and their status

Date Range

10/01/2023 - 08/01/2024 5 m
Status]T Report Date Amount/T Requested|T Due Employee|T
Sent Back to Employee 05/21/2024 $560.17 $560.17
Payment Confirmed 09/22/2023 $16.19 $16.19 $16.19
Payment Confirmed 09/22/2023 $225.00 $225.00 $225.00



Checking Report Details

Manage Expenses

From |nS|de the report, Home / Expense / Manage Expenses / WUSBC Dinner 12th Street Catina

select Report Details = \y,gBc Dinner 12th Street Catina $200.00

Report Timeline
Not Submitted | Report Number: NIZJEE

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

This will show the —
Approval Flow and Repor ]mmeune v

[ Report Header

Report Comments T
Report Totals |
Report Timeline Report Comment - $46.29 a
L Approval Flow

Audit Trail N - o5, 2023 11:48 AM

) Hi I o'case provide an additional image of a bank/card statement
Allocation Summary \_/  Default Reviewer showing only your name and the expenses as proof of payment. You could also

include an image of the card used with only your name and the last 4 digits
Report Payments ] -
\ visible.
Approver

Status: Sent Back to Employee

status Updated: || | | | | I

Sep 25, 2023 11:48 AM

Friday, September 22, 2023




Report Payments

Report Payments shows all activity related to payments.
Payment status may appear as:

* Pending/Initiated/Processing/Processed: All part of
the normal workflow. Other than pending, each will show
an estimated payment date.

 Returned: The banking system has returned this
payment

« Failed Account: The payment has not been initiated
because the bank account has invalid information

If either Returned or Failed Account appear, you must
update your bank account information in your SAP Concur
Profile. See Managing Bank Information for Concur.

For more information about Report Payments in general,
refer to the Expense FAQs in the BEN Helps Support Portal.

Report Details v P

Report

Report Header

Report Totals

Report Timeline

Audit Trail

Allocation Summary

Report Payments

Report Payments

Estimated Date =

07/05/2023

Status T,

Processed

Description T,

The payment has been sent to the banking system for
payment. The Estimated Payment Date indicates the ex-
pected date the payment will be posted to the payee's
bank account. Provided the payment isn't returned by the
banking system, the payment should be in the payee’s
account no later than this date



https://benhelps.upenn.edu/support/solutions/articles/15000042766-managing-bank-information-for-concur
https://benhelps.upenn.edu/support/solutions/folders/15000072822
https://benhelps.upenn.edu/support/home

Summary

This module is intended to provide a general background and walk-through of basic tasks
associated with using SAP Concur for Expense Reports. For more assistance, see the
Detailed Guide.

Additional, detailed information on specific topics can be found in the BEN Helps Support
Portal under Travel & Expense Management.

BEN HELPS Ticket- Submit a ticket for help with the mechanics of creating a report/updating
banking information or general how to. Select Travel & Expense Management from the
Category dropdown.*

Help Line Concur — 215-746-4357, Option 3; doftemsupp@pobox.upenn.edu.”

For further questions after first utilizing these resources, please reach out to the finance
office at ug-finance@wharton.upenn.edu

* Ben HELPS/Help Line Concur cannot help with issues relating to policy for reimbursements or budget information as these topics are particular to
Wharton Undergrad.


https://benhelps.upenn.edu/support/solutions/articles/15000043142-create-an-expense-report-detailed-guide
https://benhelps.upenn.edu/support/home
https://benhelps.upenn.edu/support/tickets/new
mailto:doftemsupp@pobox.upenn.edu
mailto:ug-finance@wharton.upenn.edu
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