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Using Concur Expense Service

Welcome to Concur Expense Service. Concur Expense Service is a powerful expense reporting solution
that enables expense reports to be created, submitted, filed, reviewed, approved, and audited; online,
using one complete solution. In addition to streamlining your expense reporting process, Concur
Expense Service also produces audit reports, ensures compliance, and most importantly delivers
valuable Web-based business intelligence. Best of all, Concur Expense Service seamlessly integrates

with your existing back-office systems.

Section 1: Getting Started

Log on to Concur Expense Service

. Additional Information

1. Logon to Concur Expense Service
following Murdoch'’s logon instructions.
If you are not sure how to start Concur
Expense Service, check with the systems
administrator on Ext. 6940 or email
“Concur Helpdesk”. When starting Concur
Expense Service, you will first see the Log
On page.

When logging onto Concur Expense Service,
remember that your password is case sensitive.

The URL is:

https://director.concursolutions.com?entity=p00017
Olorkg
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Log On “_
~
Murdoch
Type your Logon ID and Password, and then click Log On.
Logon ID: *I
Password: I
Log On

powered by

Eorgot your password?
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? Key Benefits

Users have access to all of their Concur Services and
tools directly from the Concur Central page without
having to log-in to separate system.
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Section 2: Concur Central
The Concur Central page is comprised of several sections that make it easy to navigate and find the
information you are looking for.

Step 1: Familiarise yourself with the available options

How to... . Additional Information

1. Examine the Expense Reports section. In this section you will find the heading for
Expense Reports. Under each of these will be the
links, Create, View & Edit, and Help. Approvers
may view reports awaiting approval from here.

2. Look at the Company Links section. Murdoch has displayed links in this area to policies
and forms such as purchasing card policy, travel
policy, travel diary, statutory declaration and others.

3. Find the My Updates section. In this section, you will see expense reports that you
have created and their current status. You can click
on the title of any of report to view or edit it.

4. Locate the My Work section. If you are an approver, you will have an additional
section called My Work. It will contain any expense
Note: You will only see this section if you reports awaiting your approval. To view a report,
are logged in as an approver. simply click on its title.

A https://c000110.c
File  Edt

(D sack -
l_;! Murdoch

UNIVERSITY

ns.com - Concur Expense - Microsoft Internet Explorer.

Concur Central

Expense Reports
Expense Reparts Create View & Edit You currently have no pending work.

Approve Expense Reports
Help for Expense Reports

Item Description Action

Company Links Unassigned Company Card T ions: 10

Travel Diary Declaration - Form 570

Statutary Declsration for Travel/Credit Card Expense Claim - Form 576
Purchasing card expenditure and acguittals - Policy 517

Travel policy - Policy 1502

Process map - Purchasing Card and Concur Acquittal

Concur User Guide
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Section 3: My Info - Password
The My Info section is where you change your password.

1. General Information: Change personal information, such as Last Name or Logon ID.
2. Password: Change your password.

3. Expense Preferences: Specify certain options in Concur Expense, such as if the system notifies you
when the status of a report changes or to prompt you to select an approver at the time you submit
your expense reports.

Step 1: Change your password

. Additional Information

1. On the Concur Central homepage, click The My Info icon is available in the upper right

the My Info icon _] to access the corner of the screen from any page.

General Information page.

2. On the General Information page, click
the Password link

3. Enter your current password in the The first time you log on you will be asked to
current password field change your password. After that you may change it
at anytime from this page.

4. Enter a new password in the Desired Your password must be at least 6 characters long.
New Password field and again in the
Confirm New Password field. Click OK

Step 2: Examine Preferences

Additional Information

5. From the General Information page, On this page, you can specify certain options in
click the Expense Preferences link. Concur Expense, such as if the system notifies you
when the status of a report changes.
6. Click the Concur Central link at the top The “breadcrumb trail” at the top of the page allows
of the page. you to return to your previous pages. Do not use the

back button in your browser.




Section 4: Creating a New Expense Report

Step 1: Create a New Report

How to... . Additional Information

1. From the Concur Central homepage, The Create Report Header page appears, allowing
click the Create link under the heading you to enter information related to the expense
Expense Reports report.

2. On the Create Report Header page, When naming your expense report. The report
complete all required fields (those with name is recommended to be in the following format.
red asterisks) and the optional fields as “Cardholder name — m/e Date” (m/e stands for
directed. “month ended”)

3. Click the OK link at the bottom of the The fields that appear on this page are defined by
page. Murdoch.

Create Report Header

The expense report header contains information about the report as a
creating an expense report, Mest, you will add your expenses and your
you create all your expenses, you can review the expenses and then s
Required Field

Report Mame: *

1 Keene - m/fe 26/6/07
Policy: |Expen59 Policy |
t:ﬁ'? REpDrt Date: * IEQ;’EI&;"EEIEI?

Report Type: * ICredit Card ﬂ

7 Comment:

June month end purchasing card ]
EXPENSE report

[~

Humber of Report Comments: 0

Cancel | QK

? HKey Benefits

The required fields indicators ensure that you never
submit an expense report with out required
information.




Step 2: Add Purchasing Card Transactions to the New Expense Report

How to... . Additional Information

1. On the Add Expense for Report page, Company card transactions are automatically
click the Add Company Card transferred (imported) to your Concur Expense user
Transactions link. account ready to be added to your current expense
report. This occurs on a daily basis.
2. In the Unassigned Company Card You can also click the select all link to add all of
Transactions section of the page, select the transactions to your report in one step.

the check box for each transaction that
you want to assign to the current expense

report.
3. Click the Add Selected Transactions to The selected transactions move to the Expense
Report link. Report section at the bottom of the page.
SEIE]
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Concur Central > Expense Reports > Report List > Expense List

JSearch 5 Favarites {623 ‘ -
RS £}

Company Card Transactions

This page lists all available company card transactions. Narrow your list to view transactions for a specific card by selecting from the Unassigned Gompany Card

Transactions for card list. To add a transaction to this report, select the check box for the appropriate expense, and then click Add Selected Transactions to Report.
Click Add Other Expenses to go to the Add Expense page for the current report.

Hide Instructions

Add Selected Transactions to Report

Unassigned Company Card Transactions for card: M

Select

all Date ¥ Card Expense Type Vendor Location Amount j
CORFORATE

|} 22/06/2007 WISA - 6428 Undefined EXPRESS ROSEBERRY -129.86 AUD
NEVERFAIL

2 19/06/2007 WISA - 642G Undefined SPRINGYWATER ST LEONARDS 24.00 AUD
CORPORATE

2 150652007 WISA - 5423 Undefined EXPRESS ROSEBERRY 12417 AUD

R ~Tala'aud ACA AT Il KWW NEWS

- mAmAs D e 00 aim =
Rows found: 29

Expense Report: J1Keene - m/e 26/7/07

Date Expense Type Yendor Location Payment Type Amount

Mo items were found

Rows found: 0

Key Benefits

powered by

N Much of the information on card transactions is

automatically transferred to your expense report —
saving you time in not having to enter as many
details.
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Section 5: Reviewing and Editing an Expense Report
You should review and edit all expenses, including purchasing card transactions, for accuracy before

submitting the expense report.

How to... . Additional Information

1. On the Expense List page, click the
expense type (link) of the expense you
want to review (currently set as
“Undefined”). Select the expense type.

The Edit Expense page appears.

2. Move through the fields and make the
required changes.

If a required field is blank or incomplete, type the
information or select from the list or helper pane,
whichever applies.

3. When done, click Save & Go to Expense
List.

If you fail to enter any of the required information, a
red flag will appear next to the entry in the Expense
Report list. You will not be able to submit this report
until you fix the error.

Fle Edit View Favortes Tools  Help

- Concur Expense - Microsoft Internet Explorer =18 x|
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Links

[:! Murdoch welcome Julie E. Keene

W UNIVERSITY

Concur Central > Reports > Report List > List

Edit Expense for report: J Keene - mie 26/7/07

Company Card Data: @ (click to wiew)

Expense Type: * [undefined

k7 Transaction Date: 19/06/2007
NEVERFAIL SPRINGWATER

Business Purpose:  * I

k7 Wendor Mame:

Lo
7 City: [5T LEONARDS, AUSTRALLA

currency: Australia, Dollar
Payment Type: VISA
k? Amount in AUD: 24.00
GST Amount:

I GST Iess than 10% on Tax Receipt

* -
Mo receipt ¥

I” Mo Receipt - Statutory Declaration completed and attached.?

Entity:  * l—
Division: ~ * l—
schook [T |

Department: [ ]
Fund Type: * lm
Project Code: l—

Comment:

Receipt Type:

Nurnber of Entry Comments: 0

Cancel | Save & Go to Expense List | Itemize | Add another Expense

<

Show Instructions

a

Expense Type Helper =

Click an expense type for this entry. Some expense types
are grouped as categaries, so look for a logical category if
you cannot find the comect expense in alphabetical order.

A Credit Card Disputes
Disputed Transaction
Administration expenses
Courier charges
Entertainment (GST exempt
Entertainment {GST inclusive
Freight charges
Mail handling and postage costs
Membership fees
Erinting and phatocopying costs
Stationery
Subscriptions (non-library related)
Adwertiging, marketing & promational exp
Advertising - Agency fees
Advertising - Media placement fees
Marketing fees
Media monitoring fees
alumni purchases
Llumni - Merchandise

Llumni - Regalia
Bookshop purchases
Books
Bookshop - Computer software purchases
Bookshop - Courier charges
Bookshop - General book purchases
Bookshop - Other purchases
Bookshop - Stationery purchases
Bookshop - Text book purchases
Bookshop - Unit Material Purchases
Chiropractic merchandise purchases
Chiro - Merchandise
Cleaning
Cleaning materials

. Key Benefits

The ability to edit expense transactions before

[&] pore

submitting your report saves time for you and your
approver.




Section 6: Using Special Features

Itemize Expenses

Use the Itemise feature to account for receipts that include mixed supplies (GST inclusive and GST exempt
purchases), various expense items making up one transaction or when cross charging between various cost
centres.

How to... . Additional Information

1. On the Edit Expense page, click the
“Itemised Expense” expense type from
the Expense Type Helper pane.

2. Select the Receipt Type and select
Itemise at the bottom of the page.

3. Select the Expense Type and complete the Follow these steps until the expense is fully itemised.
balance of the information requirements on The amount in the Amount Remaining field will be
the page. When done, click Add Another zero when all expenses are itemised.

Itemisation.

4. When done, click Save & Go to The Itemisation List is a quick view of how the
Itemisation list. transaction was split into parts for itemization.

5. On the Itemisation List page, review the When finished, you will return to the Expense List
information for accuracy and click Done. page and be able to review all the transactions for

this report.
/3 https://c000110.concursolutions.com - Concur EXpense - Microsoft Internet Explorer == x|
File Edit Wiew Favortes Tools  Help | o
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1 Murdoch | wslcome julie E. keens 7]
W UNIVERSITY

Concur Central > Expense Reports > Report List > Expense List > Company Card

Edit Expense for report: sdfg

Complete the details of this expense. Either type an option in the appropriate field or click an option
from the associated helper. Continue adding more expenses or itemize the existing expense. * =
Required Field

Hide Instructions

Company Card Data: @ (click to view)

-
Expense Type: [1temised Expense

4?7 Transaction Date: 8/05/2007
bz Wendor Name CORPORATE EXPRESS

L
k7 City IROBEBERRV, AUSTRALIA

Currency: #ustralia, Dollar
Payment Type: WISA
B? Amount in AUD: 423.62

GST Amount:

Receipt Type!  * [Tax receipt =

I Mo Receipt - Statutory Declaration completed and sttached.h?

Cancel | Save & Go to Company Card Transactions | Itemize

powered by
®
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Add Attendees

For some expense types, such as entertainment, you are required to list the attendees who were

present at these events.

How to... . Additional Information

1. From the Expense List page, find the
transaction that you want to add
attendees to or Add Expense if it is not
already listed.

This is only required when entertainment is the
expense type.

expense page as usual.

2. Select the Expense Type from the
helper.

3. Click in the Attendees field. You will not have this field for expense types that do

not require it.

4. In the helper pane, select Add New The newly added attendee appears in the Attendee
Attendee, type the name, title field in the work pane. Attendees you have added to
(optional), company (optional), and past expenses are listed in the My Attendees
select from the Attendee Type. After section of the helper pane. To add people from this
adding all attendees click OK. list to your current transaction, simply click the

check box by their name.

5. An alternative is to select an attendee
from the My Attendees section by ticking
the appropriate box.

6. Complete the remaining fields on the

2 Conmur Frcense - Mirisall Inbernet Explares

Fle Cdt View Favorkes Took
Qe - -
'l Murdoch

W UNIVERSITY
Concur Central > Expense Beports > BeportList > Expense List

Help

x] (] | s 5 rmens )

e LR

Edit Expense for report: sdfgsdfg

Complete the details of this expense. Either type an option in the appropriate field or click an option
from the associated helper. Continue adding more expenses of itemize the existing expense. *
PReguired Field

Mids Jnstryctions

Company Card Data: B (chek to wew)

Expense Type:  * [gorortainment (GST inclusive)

Attendes Summary

My Attendees
Select one or more attendees on the kst balow to add to this

entry.

Sert My Attendees y: |Last Nama ¥

I asdgl; sdg; sdg; Employee

=181 x|

ar

Add Attendees

4 Transaction Date:

&P Vendor Hame:

27/07/2007
AUS INST £0 DRCTRS

L7 Business Purpose:
&? Type of Enterainment: * |se|ect one ﬂ
u? Type of Entertainment - (pls spacify):  _
7 Entertainment Provided:  * [Calectome =]
&7 Entertainmant Provided - (ple spacify): ,7
&7 Locaton of Entertamment:  * [select one =l
47 Lecation of Entertamment - (pls speeily): |
&7 attendees(inchuding yourself:  * =]
=l
bz oty: ° [ippLecRoss, aUsTRALS
Curmncy: Australia, Dollar

Payment Type:
&7 Amount in ALID:

b? GET aAmount:

b7 Recoipt Typs:

b? Entity:

YISA
415.00

T GST lass than 10% on Tax Recepth?

" [ rocopt =

I o Receipt = Statutory Declaration complitid
and attachedh?

S

™ g, th; CEO; Rio; Business Guest
I co Mie; Business Guest
™ keana, Julie; Emplayes

[ vin, bon; no ; Murdoch; Business Guest

gaarch For:
Attendee Type:

Last Name:
First Name: ’—
Attendee Title: ,7
Company: ’—

? Key Benefits

the attendee information that you previously

expense with a click of the mouse.

The My Attendees section is pre-populated with

entered. You can easily add these attendees to an




Section 7: Printing and Submitting/Resubmitting Expense
Reports

Preview and Print Your Expense Report

Two types of reports are available for printing. The Fax Receipt Cover Page includes a barcode and
lists the expenses that require receipts. It is utilised if you submit your receipts to Concur Imaging
Service via fax. After printing out the Fax Receipt Cover Page, fax it along with your receipts to the
number listed on the cover sheet; your receipts will be electronically attached to your expense report.
The Murdoch Receipt Report includes a barcode and list of expenses that require receipts. It is used
to physically submit or mail in your receipts to OFS.

How to... . Additional Information

1. On the Expense List page, click Print The first time you print, a dialog box will appear
Report with instructions on how to print a cover page and
OR... send your receipts by fax. You have the option to
On the Expense Report List page, click not see this screen every time by clicking in the
. check-box.
Print.
2. Select the type of report you want to print From the Print Preview page, you can close the
and any options if available. Click Print print option, print the report, or go back to select
Preview. report format.

3. After reviewing the document, click Print,
and then click Done.

Submit Your Completed Expense Report

. Additional Information

1. From the Expense List page, click Your default approver assigned will be displayed.
Submit Report or from the Expense Click Submit.
Report List page, click Submit.




Correct and Resubmit a Report Sent Back by Your Supervisor

How to... . Additional Information

1. In the Expense Reports area of the Occasionally, a report may need to be returned to
Concur Central page, click View & Edit. an employee for correction. This option is much
easier than having to reject the report and make the

employee start over again.

Returned reports include a comment from the

2. Click the Comment icon associated L
approver explaining why the report was returned.

with the returned report.

3. Read the supervisor's or OFS comment in Supervisors / OFS are required to comment about
the Comment History helper pane and why the report was returned and what needs to be
then click Done in the work pane. done to correct it.

4. Assuming that you are requested to edit
your report or expenses, on the Expense
Report List page, click the name (link) of
the returned report.

5. To view or edit an expense, first click the
Expense type link of the transaction you
want to review.

6. On the Edit Expense page, make the
required changes and then click OK.

7. On the Expense List page, click Submit
Report.

10



Section 8: Reviewing and Approving Expense Reports
As a supervisor, you can approve an expense report “as is” or send an expense report back to the
employee to modify and resubmit.

Review and Approve an Expense Report

. Additional Information

1. In the My Work section of the Concur All of the reports waiting for your approval are
Central page, click on the title of the displayed in the My Work section of the Concur
report you want to view. Central page.

2. From the Expense List page, click Review the transactions listed in the report on the
Report Header to view the header Expense List page before moving on. You can also
information. Click OK to return. view all comments associated with this request by

clicking the Audit Trail link at the top of the page.

3. Click the Approve link above the expense The status of the report is changed to approved.
list table.

/} Concur Expense - Microsoft Internet Explorer =18 x|

Fle Edi Yew Favorites Tools Help | i

Oaack Q- J l§| ;‘J‘/-7search V\, Favorites ({x| S EE E’z@ ﬁ i‘i

[! Murdoch Welcome Julie E. Keene

W UNIVERSITY
Concur Central » Expense Reports > Report Approval List

List Report Header Report Totals Approval Flow  Audit Trail

Expense List for report: N Kins - mie 31/7107 for employee: Namejs |. Kins

This page lists all expenses created in this report. To edit or view an expense, click the expense type. Click Itemize to edit the itemized entries for the expense type. If the

report has been submitted, the link changes to Yiew Itemization.
Hide Instructions

Check Receipts | Print Report
Approve | Send Back to Employes

Report Header Information

Report Name: N Kins - m/e 31/7/07 Approval Status: Submitted & Pending approval - Keene, Julie E.
Report Date: 4/07/2007 Payment Status: Awaiting processor approval
Report Total: 660.00 AUD
Report Comments: 2 Camments
Actions Date Ex_pense Type Vendor Name Business Purpose Location Name Payment Amount
{click to open) Type
Membershi UNI OF WESTERN Membership to Group Universit Sydne
@ Membership p p ¥ yanay,
ST fees SYD procurement team AUSTRALLA LS e
Rowrs found: 1
Go to Report Approwval List
powered by
L]

©2004-2007 Coneur Technelegies, Inc., Redmend, wa U.5.A All rights reserved.

? Key Benefits

As an supervisor, you can view as little, or as much
detail as you need before approving the report.

&] Dane
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Send an Expense Report Back to the Employee

How to... . Additional Information

1. In the My Work section of the Concur All of the reports waiting for your approval are
Central page, click on the title of the displayed in the My Work section of the Concur
report you want to view. Central page.

2. From the Expense List page, click Review the transactions listed in the report on the
Report Header to view the header Expense List page before moving on. You can also
information. Click OK to return. view all comments associated with this request by

clicking the Audit Trail link at the top of the page.

3. Click the Send Back to Employee link A new screen appears.
above the expense list table.

4. In the Send Back Report page, add Comments should tell the employee exactly why the
comments in the Comment box. report was returned and how to modify it before

resubmitting.

5. Click OK. The report is sent back to the employee.

12



Section 9: Concur Expense Action Buttons and Icons

Button/Icon Description

E | Log Off: Click to log off the Concur Expense Service.

I-GI I My Info: Click to navigate to My Info.

? | Help: Click to access the associated Online Help page.

[37.] Tooltip: Hover the mouse pointer over a tooltip icon to view the associated

ik field-related help.

-_J' Itemized expense: Click to access the Itemization List page.

ﬁ};ﬁ_l Attendees: Click to access the Attendees field on Edit Expense page.
Comments: Click to navigate to the Comments field on the Edit Expense

page. When clicked for report-level comments, the Comments field on Edit

Report Header page is displayed.

Exception Flags:

P" Red: The expense report cannot be submitted until the exception is corrected.
: The expense report can be submitted, but an exception exists.

Gray: The exception has been cleared by OFS.

Purchasing Card transaction: Indicates that a transaction was incurred using

a purchasing card. Click the Company Card icon on the Expense List page,

e Edit/View Expense page, or Company Card Transactions page to view the

details of the purchasing card transaction.

Allocated Expense: Indicates that this expense has allocations associated.

@ Click the icon to review the allocated codes and percentages for this expense

on the Expense Allocations page.

13
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