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Concur Non-Travel Request Job Aid for ORAU Participants

To complete a request for non-travel related items, log into Zintellect, select View Travel on your
participant dashboard, then select Go to Concur.

# Dashboard & Opportunity Catalog & About ~ OHelp  Welcome

_ Click here to 5 A View Travel
My Favorites
access the Travel
Dashboard and to A
Advanced Bearings for Qil-Free Compact Turbomachinery access Concur OR[—';L]
Offer Accepted V
Apt. Dates: 11/2/2020 - 11/1/2021
3 Complete Documents
1 Concur Login ID: 000 z@orau travel

Participant Travel

Request Report Expense Report i
Click here for

more information

Go to Concur &

Enter Keyword about this trip Previous - Next
e T e e P
Dallas, TX 1/25-28/2 1/25/2021 12:00:00 AM 1/28/2021 12:00:00 AM $1509.00 Approved " a
Testing for 11/7/2021 12:00:00 AM 11/13/2021 12:00:00 AM $1972.00 Not Submitted a
Washington DC 1/17/21-1/21/21 1/17/2021 12:00:00 AM 1/21/2021 12:00:00 AM $2885.40 Approved a
10 v 1to30f3 Previous - Next

- Concur Travel Dashboard “

You will automatically be taken to Concur’s home page.

SAP Concur Requests Expense Approvals

Manage Requesis Process Requests
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To start a new Request, Click on Requests then Create a Request and the Request Header will

appear:

SAP Concur Requests Expense

Manage Requests Process Requests

Manage Requests view acive

<+
Create New Request 2

The Request Header will populate and default to the Travel policy.

U

Change the ‘Request Policy’ to ““*ORAU-NonTravel Expens

Create New ReqM

«—

Request Policy * Request Name * 0 Supplemental Request

‘ *ORAU-NonTravel Expense ~ ‘ ‘ ‘ ‘ Search by v | Request ID
Request Start Date * Request End Date * Business Purpose *

| MM/DD/YYYY ‘ || MM/DD/YYYY ‘ \

Project * (1] Task * [2]

‘ Y v ‘ Search by Code ‘

Comment

In the ‘Request Name'’ field, enter a general description of the request.

Enter a Start and End Date. (This would be if you have a date range, if not enter the expected
purchase date)

Enter a Business Purpose. (This is a more detailed description)
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Click ‘Create’

Create New Request X
Request Policy * Request Name * @ Supplemental Request |
‘ *ORAU-NonTravel Expense vwwrials 1.7.22 ‘ ‘ Search by v | Request ID ‘
Request Start Date * Reqm * Business Purpose *
| 11/01/2021 ‘ || 110172021 ‘ \ ‘ Test ‘
Project * o Task * o Vendor Type
I 2% ‘ JR-PR-Peer Review Office (201217742) | | ¥ ~ IOR—PR—P—GeneraI (0003) } Employee
Comment Retrieving Results

v

canm

Next, Click the ‘Add’ button below EXPECTED EXPENSES, and choose the appropriate Expense
Type:

Administrationv | Help~

SAP Concur Requests Expense Approvals Reporting v App Center o .
rofile v
-

Manage Requests Process Requests

Test Materials 1.7.22 $100.00 @ Copy Request

Not Submitted | Request ID: 33RY

Request Details v Print/Share v Attachments v

EXPECTED EXPENSES

Enter the description and Transaction Amount:

Administration~ |

SAP Concur Requests Expense Approvals i App Center °
Profile ~
-

Manage Requests Process Requests
New Expense: Business Amenities $0.00 cance ([ D
11/01/2021
@ Allocate
Start Date End Date

11/01/2021 11/01/2021
Description * Transaction Amount * Currency *

‘ | | | us, Dollar ‘ ~ |
Expenditure Type Code

Comment
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Once complete hit the ‘Save’ Button, and the screen below will populate.

Submit your request:

¢ You are currently logged into a test instance of SAP Concur

Administration | Help~
SAP Concur Requests Expense Approvals Reporting ¥ App Center oo .
rofile ¥
-«

Manage Requests Process Requests

Test Materials 1.7.22 $200.00 & Gopy Request

Not Submitted | Request ID: 33RY

Request Details v Print/Share v Attachments v

EXPECTED EXPENSES

The box below will populate and if you agree with the statement, then click ‘Accept & Continue’, if
you do not agree then click ‘Cancel’:
By clicking on the 'Accept & Submit' button, | certify that:

This is a true and accurate estimation of expenses that will be incurred to accomplish the stated purpose of the costs. The
charges will be completed by the lowest reasonable cost method and | will comply with all policies.

Cancel Accept & Continue
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Concur Non-Travel Expense Job Aid for ORAU Participants

To complete an Expense for non-travel related items, log into Zintellect, select View Travel on your
participant dashboard, then select Go to Concur.

# Dashboard & Opportunity Catalog & About ~ OHelp  Welcome

_ Click here to » A View Travel
My Favorites
access the Travel
Dashboard and to A
Advanced Bearings for Qil-Free Compact Turbomachinery access Concur OR[—"L]
Offer Accepted V
Apt. Dates: 11/2/2020 - 11/1/2021
£#) Complete Documents
1 Concur Login ID: 000 z@orau.travel

Participant Travel

Request Report Expense Report i
Click here for

more information

Go to Concur &'

Enter Keyword about this trip Previous - Next
N N L N
Dallas, TX 1/25-28/21 1/25/2021 12:00:00 AM 1/28/2021 12:00:00 AM $1509.00 Approved " a
Testing for 11/7/2021 12:00:00 AM 11/13/2021 12:00:00 AM $1972.00 Not Submitted a
Washington DC 1/17/21-1/21/21 1/17/2021 12:00:00 AM 1/21/2021 12:00:00 AM $2885.40 Approved a
10 v 1to30f3 Previous - Next

Concur Travel Dashboard &'

You will automatically be taken to Concur’s home page.

SAP Concur Requests Expense Approvals

Manage Requests Process Requests
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Click on Requests:

SAP Concur Requests Expense Approvals

Manage Requests Process Requests

Review the Requests and click on the ‘APPROVED’ request that you want to create an expense
report for:

Administration | Help~

SAP Concur Requests Expense Approvals Reporting App Center oo .
rofile ¥

-

Manage Requests Process Requests

Manage Requests v

Active Requests

Test Business Amenities - Test Membership Fees -
+ Request Nam Request
Create New Request $250.00 $700.00 $600.00
Approved Approved Approved

Once the appropriate Request is opened click ‘Create Expense Report’:

Administration> | Help~

SAP Concur Requests Expense Approvals Reporting~ App Center oo °
rofile
-

Manage Requests ~ Process Requests

Business Amenities - Request Nam $700.00

Approved | Request ID: 33PA

Request Details v Print/Share v Attachments v
EXPECTED EXPENSES

Expense type T), Details T|, Date = AmountT],  Requested T

Business Amenities Business Amenities - Description 03/05/2021 $700.00 $700.00

Estimated Total: $700.00
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The Screen below will appear:

Business Amenities - Request Nam $700.00

Not Submitted

Report Details v Print/Share v Manage Receipts v

REQUEST

Approved

$700.00

AlertsT, ReceiptT| Payment TypeT| Expense Type T Vendor Details T| Date = Requested T/

(1] Cash Business Amenities 03/05/2021 $700.00
$700.00

Click on the box by the expense listed and choose ‘Edit’.

Add Expense Edit Delete Allocate

Choose ‘Edit’ then the below opens:

Administration~ | Help~
SAP Concur Requests Expense  Approvals Reporting v App Center ®
Profile ¥
-
Manage Expenses Process Reports
© Alerts: 2

@ Missing required field: Enter Vendor Name.

A\ You must attach a receipt image to this expense.

Business Amenities $700.00 m
03/05/2021
Details Itemizations Hide Receipt E|
@ Allocate
* Required field
Expense Type *

‘ Business Amenities
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Transaction Date * Business Purpose *
| 03/05/2021 ‘ | | Business Amenities - Description |
@ Enter Vendor Name * City of Purchase
[ R |
Payment Type * @
Cash v |
: ’ Attach Receipt Image
Amount * Currency *
700.00 | | us, Dollar ‘ v |
Request *

{03/’05/2021, $700.00 - Business A... v ]

Comment

-

If any information has changed from the Request, update the information as needed.

An attachment of the purchase is required, so you’ll have to upload by using the ‘Attach Receipt
Image’.

|
L

Comment

-

494x351in

Untitled.pdf

Cancel

SAP

Service Status

Click Submit Report:
Administration~ |
SAP Concur Requests Expense Approvals Repadting~ App Center Profile v
Manage Expenses Process Reports
Test - Request Name Materials $500.00 fi
Not Submitted
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Review the statement, if you approve then click ‘Accept & Continue’:

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

1. This is a true and accurate accounting of expenses incurred to accomplish the stated purpose of the costs and there
are no expenses claimed as reimbursable which relate to personal or unallowable expenses.

2. Allrequired 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.

4. In the event of over-payment or if payment is received from another source for any portion of the expenses claimed |
assume responsibility for repaying in full for those expenses.

Cancel Accept & Continue

Review your entry and if you wish to Submit, click the ‘Submit Report’ button, if not click ‘Cancel’
and edit your expense:

Company Pays Employee Pays

$500.00 $0.00

Employee Company

Amount Total: Due Employee: Owed Company:

$500.00 $500.00 $0.00

Requested Amount: Total Paid By Company: Total Owed By Employee:
$500.00 $500.00 $0.00

Cancel Submit Report
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