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REQUEST

Defined

In Concur, all Employees and Students must submit a formal request to their
Default Approver before they are allowed to travel. The Request includes
estimated amounts of travel.

Role

The Default Approver (DA) is required to approve all Requests in their
approval queue. The Default Approver is the Supervisor that is configured
based on the Human Resources data listed in Banner.

The (IA) International Approver (President’s Office) is responsible for
approving all Requests for International Travel after the Default Approver
approves it. The International Travel Form must be attached before the user
can submit the Request.

Events

You will receive a Request in your approval queue if the following events take
place:

Your direct report is requesting to travel domestically (DA)

Your direct report is requesting to travel internationally (IA)

Your direct report is requesting a cash advance only (DA)

Your direct report is requesting travel for an MSM Guest (DA)
Approval Timed Out (If your direct report does not approve their direct

report’s Request within 5 days, the Request will be re-routed to you)
(DA)

How to Approve Requests

1. Login to Concur (www.concursolutions.com)

2. Click the Approvals tab

CONCUR

MOREHOUSE

SCHOOL OF MEDICINE

Hello, Approwver
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http://www.concursolutions.com/

3. Click the Requests tab, then click the Request that requires approval.

Help ~
CONCUR Travel Expense Approvals App Center .

Profile ~ -

Approvals Home Requests Reports
Approvals
00 01 00

Trips Requests Expense
Reports

Requests

Request Name RequestID Employee Request Dates Date Submitted Total
. 120412015
v 33 c
Executive Manual 3V Concur, Test MG 302015 $420.00

4. The Request information will be displayed.

COMCUR

Approvals Home  Hequests  Rapons

Request 33VU e 1eu == :

Status: Pending Superasor Approval
RequestTrip Name: Executve Manual Amount: $480.00
Additenal Information;

= (o, W Trag Start Daler Trio End Dats
Cace Expense Type o Requesied
JammniE et I za e PP FepordfTrn Purnese Destnaten Sty TroTiee

Beserpios Trinsacton Amountlys Comment

TOTAL AMOUNT |  TOTAL RECUESTED

$480.00 $480.00 B |

5. View the Attachments by clicking Attachments and Check Documents.

Send Back Regquest Approve & Forward
Check Documents Status: Pending Supervisor Approval

Attach Documents Amount: 548000
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6. Verify the information that has been submitted then hit Approve.

Print / Email = Send Back Regues: I Approve ' Approve & Forward

Status: Pending Supervisor Approval
Amount: $480.00

7. If the proper documentation is not attached or you want to deny the
Employee’s or Student’s Request to travel, hit Send Back Request.

Print / Email = Send Back Reguest Approve Approve & Forward
~——

Status: Pending Supenvisor Approval
Amount: $480.00

8. If you want another person to view the Request after you approve it, hit

Approve & Forward. Type the last name of the person you want to
send the Request to then click Approve.

N
Approve & Forward

Print / Email = Send Back Request

Status: Pending

Approve

Amount: $480.0

Request/Trip Name: Executive Manual
Additional Information:

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

Supervisor Approval

User-Added Approver:
Q X
con
Concur, Approver (concurapprover@msm edu)
curapprover —
Logon ID: concy gy

‘ Search Approvers By ‘ v
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EXPENSE

Defined

The Expense tab is used to reconcile all Concur expenses. The Expense Report
includes amounts of actual transactions.

Role

The Default Approver (DA) is required to approve all expense
reimbursements and P-Card transactions in their approval queue. The Default
Approver is the Supervisor that is configured based on the Human Resources
data listed in Banner.

The Cost Object Approver (COA) is required to approve all Expense Reports
that have been allocated to their department’s Organization code that is
defined in the FOAP.

Events

You will receive an Expense Report in your approval queue if the following
events take place:

e The actual amount of your direct report’s Expense Report is more 10%
more than the travel Request they submitted to you (DA)

¢ Your direct report is requesting an expense reimbursement for non-
travel related items they have purchased on behalf of MSM(DA)

e Your direct report has reconciled their P-Card expenses (DA)

e The Expense Report has expenses that have been allocated to your
Department’s Organization code (COA)

e Approval Timed Out (If your direct report does not approve their direct

report’s Expense Report within 5 days, the Request will be re-routed to
you) (DA)

How to Approve Requests

1. Log in to www.concursolutions.com
2. Click the Approvals tab
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CONCUR Travel Expense Approvals App Center

MOREHOUSE

SCHOOL OF MEDICINE
Hello, Approwver

3. Click the Expense Reports tab, then click the Expense that requires
approval.

Help =
CONCUR Travel Expense Approvals App Center .

Profile ~

Approvals Home Requests Reports

Approvals

00 01

Trips Requests

00

Expense
Reports

REQUESTIS
Request Name RequestID Employee Request Dates Date Submitted Total
. 120412015
» 73 c
Executive Manual ki) Concur, Test PHIO0E MI302015 3480.00

4. When you click on an expense, additional information will be shown on
the right hand side.

TOTAL

TOTAL AMOUNT AECUTSTED
$300.00 $300.00
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5. Review the Details of the Report Header

[ concur

Expense | Approvals  Reporting ~  App Center

Approvals Home

Requests Reports

rO\/ef Amt [Travelert, Morehouse]

Receipts v | Email *

Report
Expense Typ | Excep\n
Car Rental Totals D00 ) MShilbolicy requires the use of the Concur booking system for Air, Car, and Hotel reservations.
Audit Trail
Approval Flow
(PENSEes Comments =me 3
R pense T | Enter Vendor N... | Additional Info... | City of Purchase | Payment Type Amount| Adjusted Clai... \
r Re; Enterprise test Tucson, Arizona  Gash 5300.00 5300.00
Allocations

e Concur booking system for Air, Car, and Hotel reservations. |

e All of the general information from the Report Header will
appear.

- . - 0O x
Report header for: Dawn test Approver Amt
Policy o Report/Trip Name Trip Start Date Trip End Date.
T - ‘ Dawn test Approver Amt 11/03/2015 11/05/2015
Report/Trip Purpose vz Trip Type Traveler Type ‘endor ID
Meeting In-State Fac ulty/Staff
Chart Fund Org Program

(1) Morehouse School of Medicine (123011) Fam Prac Res Graduation (230001) Family Medicine (10) Instruction Programs

Activity Addttional Information Report Id Report Key
test SDSOB9SEBTOF4DAIAFIF 534
Comment User Name Report Date Report Currency
10/30/2015 US, Dollar

‘ Traveler!, Morehouse

Submit Date

Receipts Received

Report Total
300.00

Amount Sc hool Paid
0.00

Total Amount Claimed
300.00

Authorization Requests

Request Name

100302015

Personal Expenses
0.00

Amount Due School
0.00

Request ID

Approval Status
Pending Supervisor Approval
Amount Not Approved
0.00

Amount Due User
300.00

Request Total

Payment Status
Not Paid

Amount Approved
300.00

Amount Due School Card
0.00

Amount Approved

Amount Remaining

E Cancel

6. If all of the information submitted is for valid business expenses, click

Approve.
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Send Back to User Approve Approve & Forward

Hide Exceptions

e |

7. If the report does not include valid business expenses or there is not
enough money in the FOAP chosen, click Send Back to User. Provide a
comment to explain why you are returning the report then click OK.

Help -

Profile - I

‘ Send Back to User I “pprowve Approve & Forward

Hide Exceptions

w |

Send Back Report *

Comment History
Date » | Entered By | Comment Text

Add a comment to explain why you are returning the report. Then click OK to return the report to the employse.

Comment
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DECISIONS

Delegates

All Default Approvers, International Approvers and Cost Object Approvers
have the authority to delegate their roles to another full time MSM

employee. Approvers can allow another employee to Submit Requests,

Book Travel, Submit Expense Reports and/or Approve on their behalf. You
can set up your own delegates by following the steps listed below or you

can contact the concurhelpdesk@msm.edu and a Concur Representative

can set up the delegates on your behalf.

How to assign Delegates

1. Log in to www.concursolutions.com
2. Click Profile

3. Click Profile Settings

4. Click Expense Delegates

Z

lormation Change Password System Settings Mobile Registration

Morehouse Traveleri

Profile Settings| | Sign Out

Profile Options

Select cne of the following to customize your user profile.

Personal Information System Settings

T Which time zone are you in? Do you prefer to use a 12 or 24-hour
Expense Delegates clock? When does your workday start/end?
Delegates are employees who are allowed to perform work of Request Preferences
behalf of other employees Select the opticns that define when you receive email

notific ations. Prompts are pages that appear when you select a

=2 - - - 2 §
Select the cpticns that define when you receive email CetamachonisuchlasiSubmiittonbnre
notific ations. Prompts are pages that appear when you select a Change Password
certain action. such as Submit or Print Change your password

5. Click Add.

Request Delegates

Delegates  Delegate For

DoEaE

Delegates are employees who are allowed to perform work on behalf of other employees
Expense and Reguest share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Reguest.

Name Can Prepare Can Submit Reports Can Submit Requests Can View Receipts

Mo records found.

Receives Emails

Executive Manual
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6. Begin typing the name of the person you would like to delegate for you.
When their name pops up, click the person’s name. Then click Add.

Request Delegates

Delegates  Delegate For

Lo Lo T o |

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

o
R, James| (
Reed, James \
E{ jresd@msm.edu e, you are assigning permissions for Expense and Request.
User ID: MODO25856
Logen ID: jreed@msm.edu ports Can Submit Requests Can View Receipts Receives Emails

Reese, Crystal
creese@msm.edu
User ID: MOD045461 Mo records found.
Logen ID: cresse@msm.adu

Reese, LeRoy
Ireese@msm.edu
User ID: MODO26088
Logen ID: Ireese@msm.edu

Reeves, Takisha
treeves@msm.edu
User ID: MD0046036
Logen ID: treeves@msm.edu

7. Checkmark which functions should be permitted by the delegate and
then click Save. By clicking the appropriate check mark, you can allow
an MSM employee to request and/or approve travel on your behalf.

Delegates  Delegate For

O EEn

Delegates are employees who are allowed 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.

Can Can Submit  Can Submit Can View Receives  Can Can Approve Can Preview For  Receives Approval
Name Prepare  Reports Requests Receipts Emails Approve  Temporary Approver Emails
Traveler, Concur @ & &

traveler@msm edu

Traveler2,
Morehouse e "]
travelerz@msm.edu
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DECISIONS

Concur Mobile

You can decide to perform all of your approval functions using your mobile
device. Please visit
https://implementation.concursolutions.com/expense/client/view training.a
sp for video demonstration of the Concur Mobile app using iPhone, Blackberry
and/or Android.

Mobile Registration

1. Click Profile
2. Click Profile Settings

3. Click Mobile Registration

[ concur | Regquests

Prafile Personal Inforrmation Change Password Systern Setting -
Y¥our Information Pr-oﬂle Options

Personal Information
Cormpany Information Select one of the following to customize your user profile.
Contact Information

Personal Information System Settings
Email Addresses Personal Infarmation Which time zone are you in? Do you prefer to use a 12 or 24-hour
2 ?
Request Settin Expense Delegates clock? Yvhen does your workday start/end?
q 25 Delegates are employees who are allowed to perform wark on Request Preferences
Request Infarmation behalf of ather employeses Select the options that define when you receive email notifications.
Request Delegates Expense Preferences Prompts are pages that appear when you select a certain action,

Selact the options that define when you receive email notifications. such as Submit or Print.

Prompts are pages that appear when you select a certain action, Change Password
Request Approvers such as Submit or Print Change your password
Faworite Attendees

Request Preferences

International Trawel

Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Faworite Attendees

Other Settings
Systemn Settings
Connected Apps
Concur Connect
Change Password

4. Review your log in credentials ( Hint: The same Log in information
that you use when you log onto www.concursolutions.com will be
the same info you use for the mobile app)
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Puaila Parsonal Indamation Change Passward System Settings Mabilo Registration
Your Infarmation 1 | 1
o Mobile Registration

Capture your receipts and
manage your travel on the go!

Expense Settings REVIEW YOUR LOGIN DETAILS DOWNLOAD THE APP

Login Information
Username: M eou
Password: i se to log In ta Concur for

SWON, yOU maly reset your Or sand @ lirk 1o your device - enter your email address or mabile phone
number (including country code for non-US numbers) and we wil send
you 3 link to get the app

—

Email seni. Piease check your email on your mofile cevice ang fniow the
insiry T how o instell and login o Concur for mobde

Other Settings

H

(& CONCUR

5. An email will be sent to you with instruction on how to download the
Concur App. Instructions on how to use Concur Mobile will be
further explained in the Concur Travel and Concur Expense sections.

(@ CONCUR

Welcome to Concur Mobile,

You're just two easy steps away from faster expense and travel management.

Step 1: Tap here to install Concur Mobile
Step 2: After installing:

Login using vour Concur usemame: treeves@msm.edu and
password (The same one you use on the Concur
Website).

Optional: If vou created a mobile PIN on the Concur
Website, you can use vour PIN to login as well.

Cheers,
Concur Mobile Team

Supported Devices And OS
108S: 7.0 or higher

Android: 4.1 or higher
Blackberry: 5.0 or higher
Windows Phone: 8.0 or higher

nooming email. Plass

Thiz emasil was sent from &
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How to approve Expense Reports using your mobile device

Use Approvals on the home screen to view and approve expense reports (if you are a

report approver).

No SIM = 2:10 PM 3

[} concur )

Trips

View your trips

@ Expenses
List of your expenses
E @ Expense Reports
Review and submit your reports
= R Approvals

Approve items anywhere, anytime

RLLLLLIILN

AEEEEEEEEEEEsEEEEEEEEEEEEEsEEEEEsEEEEEEEsEEsnEsn s

MITITITIEM

(O F

Book Receipt

&%

Expense Mileage

PLLLLLLLLLLS

-

expense report.

3) On the Report screen:
¢ View the report details (receipts, expenses, etc.).

e Tap Approve or Send Back.
NOTE: If you tap Send Back, you must provide a

1) On the home screen, tap Approvals.
2) On the Approvals screen, tap to open the desired

J

\ comment.
No SIM = 2:10 PM T o
< Home Approvals
Trip Approvals
Chris Collins $21,445.20

Trip from Seattle to Paris
Approve by: Tue May 12, 2015 04:00 PM PDT

Travel Requests

1 travel request to approve
Invoice Approval

10 invoices to review
Purchase Requests

4 purchase requests to review

Report Approvals

Peterson, Sue
Office Supplies
Sep 15, 2014

vansssssnsnssnssnsanannannannanunnunnannannnnEnS

$68.23

Cansnsnnnus®

No SIM = 2:16 PM

¢ Approvals  Report

Peterson, Sue
Office Supplies

Report Summary

Office Supplies
Sep 3, 2014

Office Warehouse, Seattle, W...

Send Back

3 .

$68.23

$68.23

Approve

Executive Manual
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How to approve Requests using your mobile device

Use Approvals on the home screen to view and approve requests (if you are a request

approver).
/1) On the home screen, tap Approvals. \
2) On the Approvals screen, tap Travel Requests.
3) Tap to open the desired request.
4) On the Requests screen:
o View the request details (segments, expected
expenses, etc.).
e Tap Approve or Send Back.
T o T NOTE: If you send back, you must provide a
= [& concur » k comment. /
= -1
No SIM = 2:10 PM 5w 4]
] No SIM & 2:27 PM Lo y|
: ( Home Approvals L (oo No SIM = 2:27 PM 4 4 |
Trip Approvals o nvotee Back Invoid| HoEMI= ARTEM 3.
Chris Collins $21,44 Back Invoice

Trips

View your trips

Expenses
List of your expenses

D

Expense Reports

Review and submit your rep:

Approvals

Approve items anywhere, an|

Receipt

+

Book

Trip from Seattle to Paris

Approve by: Tue May 12, 2015 04:00 PM P

Travel Requests

1 travel request to approve
Invoice Approval

10 invoices to review
Purchase Requests

4 purchase requests to review

Report Approvals
Peterson, Sue

Sep 15, 2014

E Invoice Approval

8 invoices to approve

(] Fletcher, Erin

Office Supplies

o

New ergo chairs - Thu Ma} | ergo
3/6/2014, Sir ico Fur...
=M Invoice Submission SRk
2 invoices to submit D Collins, Chris
Sam Smith - Wed Jul 2
[ Fletcher, Erin 0O summay >
INV500 - Tue Aug 5
E Image >
$1 [ Fletcher, Erin
peand lnuaics _ Tuo
~

) On the home screen, tap Approvals.
2) On the Approvals screen, tap Invoice Approval.
3) On the Invoice screen, tap Invoice Approval.

4) On the next screen, tap to open the desired payment request.
5) On the Invoice screen:

« View the request details (summary, images, vendor info, etc.).
e Tap Approve or Send Back.
NOTE: If you send back, you must provide a comment.

J

Executive Manual
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