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Login into Concur * Gotothe website at: CUWebLogin
concur.cornell.edu
e Enter your user name (your NetID) M
and password. If you cannot 3

remember your password, you can
click on ‘I forgot password’ to have
a temporary password emailed to
you.

e Click Login. You may need to
complete the two-step login
process, if applicable.

e You should now be at the main
Concur Home Page.
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Create an e Click the Expense tab
Expense Report

Manage Expenses
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e C(lick +Create New Report
e Complete the required fields

(highlighted in red on the left). |:|
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e Policy: This defaults to Travel.

e There are two other policies which include Recruitment-
Athletics (used by Athletics only) or Non-Travel Business
Expense. This policy is used for local hosted meals
and/or supplies purchased on your Corporate Card.

e Report/Trip Purpose: Select the appropriate purpose. If
you are using Sponsored funds, select Sponsored Travel.
If you have mixed purpose, select Other/Multiple
Purpose. Both of these trip purposes require the
Business Purpose field to be completed.
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Note: International travel requires the entry of the
Project Code of the destination country for all allocations
(Report Header and/or Expense Type). Select the code
for the main country visited from the drop-down list.
Trips that contain both domestic and international travel
should be coded as international travel.

Click Next
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Travel Allowances
(Per Diem)

You have the option to claim Per Diem or Receipted method for your
meals and incidental expense reimbursement.

Travel Allowances *

Will you be claiming Per Diem?
Click Yes for Per Diem or No for @ ! voube climingPerDiem?
receipted method.

Note: You cannot mix the two together during a single trip.

Itinerary (allowance for meals being claimed by Per Diem)

e Anitinerary is a way to identify your location(s) during your
travel which calculates the Per Diem rate. If you are using
Corporate Travel Partners (CTP) for your bookings will
automatically flow into Concur or if you have booked outside of
Concur, you can email your itinerary to plans@concur.com and
your itinerary will be available to import.

e Click Import Itinerary

e [tinerary requires
information regarding your
Departure City, Date and
Time along with the Arrival
City, Date and Time. -

e Highlighted fields will be
automatically filled.

e Click Next to continue. =

e Per Diemrateis
automatically e
calculated based on T T
policy. You can
check to Exclude
any provided meals,
if needed.

e Click Updated Expenses

Travel Allowanices For Rzport: Quick Guids Trig

Note: Cornell is using the GSA per diem rate, which includes $5.00
incidentals. This means if a meal was provided you will still receive a
minimum of $5.00 for incidental expenses.

If the Per Diem rate needs to be adjusted for any reason, please see Per
Diem Adjustment expense type to enter the adjustment.
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Creating New Expenses | Importing Expenses: If you emailed your receipts via
receipts@expenseit.com or used your Corporate Card, your

receipt(s)/expenses will be waiting to be processed in your Available
Expenses or View Available Receipts.

e To use Available Expenses, click the Import Expenses link.

Training Documention Trip [ e |

0000000000006}

To find your Available Receipts, drop-down the Receipts tab and click
View Available Receipts.

E = Hew Expense E Import Expenses Details * Receipts * Print =

Recepts  Print»

Receipts Requirsd

View Receints in new window
View Receipts in cument window
Attach Receipt Images

View Available Receipis

Wissing Receipt Afidavt

Delete Raceipt Images
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Travel Expenses are based on All Expense Types (see below) that can be selected while
processing an Expense Report.

All Expense Types

01. Travel Expenses ..02. Transportation 05. Office Expenses ..07. Fees
Hotel Parking Courier/Shipping/Freight Fees - Memberships & Subscriptions
Incidentals Personal Car Mileage Maon Capital Computer Equipment/Software Travel Agency Fees
Laundry Taxi Office Supplies 08. Other
Travel Related Miscellaneous Tolls Postage Intersession-Athletics Expenses
02. Transportation Train Printing/Photocopying/Stationery Other General Expenses
Airfare 03. Individual Meals 06. Communications PersonalMon Reimbursable
Airline Fees Breakfast Internet’Online Fees PersonaliReimbursable
Car Rental Dinner Mobile/Cellular Phone Recruitment - Employment
Car Rental Fuel Lunch Telephone/Fax Token Giftin Lieu of Housing
Car Senvice/lLimousine Per Diem Adjustment 07.Fees Token Gift of Appreciation
Charter Bus/Transfers 04. Meals & Entertainment Conference/Meeting Registration Fee 09. Relocation
Other Ground Transportation Group/Business/Mosted Meal Employee Training/Registration Fees Relocation Expenses - Taxable

..09. Relocation

Relocation Expenses- Non Taxable

e The best practice is to use your corporate card during your business-travel, which will
automatically become Available Expenses that can be selected and added to your Expense
Report.

e Email image(s) of each of your receipts to receipts@expenseit.com. Note: Receipts can be
scanned or a good, clear photo taken with your mobile device and emailed into the system. If
you choose to not use Expenselt, you can email your receipts to receipts@concur.com.

e Concur will read the receipt with Optical Character Recognition (OCR) technology and will
automatically itemize the expense (for hotel receipts only). The OCR technology will complete the
required fields for the specific expense type.

0 For example for Hotel receipts, the OCR technology will complete the Vendor, Dates of
stay, Hotel Room Rate, Hotel Tax, Meals, etc. based on the data found on the receipt.
NOTE: You will want to verify the OCR information is correct and update any information
that is not.

® Required fields for each Expense Type are identified with a “red” line on the left side of the field.

[I—
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The default setting for all expense types are Federal Allowable because a very small percentage of
expenses are Federal Unallowable, such as premium airfare or alcohol. If you have an expense type that
should be marked Federal Unallowable, you can do that at the parent level or the itemization level.
Note: If the parent expense type is Federal Allowable but part of the itemization is Federal Unallowable,
you will need to change the setting at the itemization level. The setting of Federal Unallowable is
constant for Premium Airfare itemization and Alcohol.

® The object code is not part of the editable accounting string in Concur. The object codes have
been built and assigned in the system (based on Report Type) for: Domestic, International,
Student Mission-Domestic, Student Mission-International, Non-Travel Business Expense and
Recruitment-Athletics. These “Object Codes by Expense Type” spreadsheets are available on the
Concur Training Resources page.
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Travel Expenses

Hotel

01. Travel Expenses
Hotel
Incidentals
Laundry

Travel Related Miscellaneous

Use this expense type for your hotel/lodging expenses. The best

practice is to email your receipts to receipts@expenseit.com. By doing
so, the OCR technology will read your receipt and automatically itemize
the hotel bill for you.

If you do not use Expenselt to email your receipts, you can email them
to receipts@concur.com and it will be an Available Receipt image in

Concur for you to view/select when completing your Expense Report.

Select the Hotel expense type and complete the required fields.

New Expense ‘

Expense Type

Transaction Date

Expense Report Type

ReportTrip Purpose

Additional Information

| Hotel

‘V| |n5¢n3/2n17

| 1. Domestic Travel

| v ‘ | Meeting/interview

v

Vendor

City of Purchase

Payment Type

| Crowne Plaza

v |

| Out of Pocket

Amount
|V\ |E[I[II]I]

[|uso |v|

Federal Allowable/Unalowable |2
Federal Alowable v |

Comment to Approver

[ ltemize ” Allocate H Attach Receipt H Cancel l

Click Itemize in the bottom right hand corner.

Enter the Check-
In Date, Check-
Out Date, Room

Expense || Hightly Lodging Expenses ‘

Check-in Date

Check-out Date

Humber of Nights

[ osiarz017 B [osnszorr = [
Recurring Charges (each night)

Room Rate Room Tax

Izon 00 | | |

Other Room Tax 1

Other Room Tax 2

Rate and Room
Tax, click Save
Itemizations

[ combine room rate and taxes into a single entry

Additional Charges (each night)

Expense Type

Amount

| Choose an expense type

[~]

Expense Type

Amount

‘ Choose an expense type

[~]

‘ Save ttemizations Cancel

Note: only complete the Additional
Charges (each night) in the
itemization if there is an expense
on your hotel bill that needs to be
itemized for each night.

Another screen will display that has
a drop-down of Expense Types to
choose from. You would use this if

Mew Rewization

Expense Type

<

1. Travel Expenses e
Hetel
Icidentals
Launary
Premum 2irtare
Trawel Aeinied Mareaneous
02, Transportation
Parking
T
03 ndrodual Meals
Akrahoke Bevemges
Dinnes
Lunch
Fer Datm Adustment

you had a meal (breakfast, lunch or

dinner), Personal Non-Reimbursable charge (movie, fitness), etc.
and itemize the remaining amount displaying in the upper right
hand corner of your itemization window.

Allocate Cancel

Click Save

10
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Incidentals

01. Travel Expenses
Hotel
Incidentals
Laundry

Travel Related Miscellaneous

Incidentals are expenses that arise during business travel such as fees
and tips to porters, baggage carriers, and hotel staff.

How Expense
Expense Type Trangachon Dale Expense Report Tipe ReporTrip Purpose Addiional Infoemation
Ingidentals w l 1. Domesis Travel v | Conference v

Wendor ity of Purchase Payment Tipe Amount Comment fo Approver

Federal MiowableUnallowabie bz

Note: The GSA Per Diem Rate (M&IE) includes $5.00 for incidentals
expenses. If all meals were provided on a day, you will still receive the
S5.00 for incidentals.

Laundry

01, Travel Expenses
Hotel
Incidentals
Laundry

Travel Related Mizcellaneous

Use this expense type only if it’s not part of your hotel bill. If you
received Laundry service at the hotel, this will become an itemized item
on your hotel bill.

This expense type is used infrequently and only where necessary due to
an absence from home for more than five consecutive workdays, or
when unusual circumstances mandate these services.

Note: This service is only reimbursable for domestic travel.

New Expersse

Expense Type Transachon Ciate ReponTrp Purpose AdB0Aal Information

—

venaar City of Purchase

v | Confarence w

Amaunt Comment 1 Approver

Federal Aliowabied Inallowable by

IFETE-‘aI Alowakle -

International travel per diem rates are inclusive of laundry service and
therefore laundry costs are not separately reimbursable.

Travel Related Misc.

This expense type will be used VERY infrequently for non-personal travel
related expenses NOT covered under any other Expense Types.

01. Travel Expenses
Haotel
Incidentals
Laundry
Travel Related Miscellaneous

New Expense Avabia Adesps
Expanse Type Transacion Cale Expense Repur! Type ReporiTrip Purpuse Addtignal nfermation
| Travel Relted Hasssansous | v ll:'—.li'l.')l:! 7 il 1 Dameste Traves ~ IlJr.‘Ir.}_‘.’.!r’\.’« v |

Vendot Cily of Purchase Paymeni Type Amgunt Commet b Approver

Out of Focket v Usd |v

Note: For ground transportation (e.g., taxis, airport shuttle services,
public transportation, etc.) use Taxi or Other Ground Transportation
expense types.

11
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Transportation

Airfare

02. Transportation
Airfare
Airline Fees
Car Rental
Car Rental Fuel
Car Senvice/Limousine
Charter Bus/Transfers
Other Ground Transportation
Parking
Personal Car Mileage
Taxi
Tolls
Train

New Expense |

Expense Type Transaction Date Expense Report Type Report/Trip Purpose
IA\rfare ‘ L ‘ I\ || I 1. Domestic Travel | v | ICnnferenca ‘ v ‘
Additional Information Ticket Number Vendor City of Purchase

| | A [~ |

Were U.S. Flag Carriers used for all travel

Was premium airfare booked? ly? during this trip? [y Payment Type Amount [y?
[ 1o [~] [ [~] [ ot of Poctat I~ |[usp [~]
Comment to Approver Federal Allowable/Unallowable [y

| Federal Allowable v|

Was premium airfare booked? y?
|Yes | ~ |

Was Premium Airfare booked?

e |f Premium Airfare was
booked, select Yes from the
drop down window (default is No).

e Once all required fields are completed, click Itemize at the

bottom of the screen
[ ltemize ][ Allocate ] [ Attach Receipt ][ Cancel ]

for the Airfare
expense type.

Expense || Aiare/Premium Aifare

Total Amount: £500.00 | temized: £0.00 | Remaining: 8500.00

Amount Personal Expense (do not reimburse)

mmll O

Premium Airfare represents the delta above economy class; Personallon Reimbursable is the cost for personal legs of travel.

Premium Aicare O

e This will allow you to enter the economy airfare cost and break
out the Premium and/or Personal/Non Reimbursable portion of
your trip. Note: The Premium Airfare portion represents the
delta above economy class.

e The Airfare amount equals the economy price and then you
need to enter the Premium Airfare amount (the difference). The
total amount of the Airfare has to equal the total amount of the
expense (Airfare plus Premium= Total Amount).

Total Amount: $500.00 | temized: $0.00 | Remaining: $500.00

e |f the Premium Airfare is personal, check the box for Personal
Expense. Note: The Personal/Non Reimbursable is the cost for
personal legs of travel.

12
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Airfare, cont’d.

Are you traveling on behalf of a Sponsored Award?

e Were U.S. Flag Carriers used for all travel during this trip?

e If nois selected from the drop- Fiy America Act Exemption L7
down menu another field Fly | v |
America Act Exemption field will
appear.

e Select the appropriate reason from the drop-down list.

e Note: If there are multiple reasons, Select #11 — Multiple items
above and then list all applicable numbers from the drop-down
menu in the Comment to Approver field. This is necessary for
sponsored reporting purposes.

01.Origin or interchange point not served by U.S. flag carrier

Expense . 02.0pen Skies Agreement exists with origin/destination country

Expense [ype 03.A coach-class seat is not available on a U.S. flag carrier
IAirfare ‘ ~ | 04.Safety or medical concerns (prior approval required) v ‘

05.U.5. flag carrier reroutes traveler via foreign flag carrier
Report/Trip Purpose

I Cont ‘ | 06.U.5 flag carrier extends travel >=24 hrs over foreign carrier 7‘
onference e
07.U.5. flag carrier extends travel == 6 hr

Vendor 08.U.S. flag carrier increases aircraft changes >=2 outside U.S.  ked? [y7
IAmer\can Airlines ‘ 4 | 09.Foreign carrier travel <= 3 hrs & U.S. carrier doubles travel ~ ‘

10.U.S. flag carrier requires layover >=4 hrs overseas

Were U.S. Flag Carriers used for all travel
during this trip? b7 11 Multiple items above. List all #'s in Comment to Approver Box

‘V| || |V| IOutufF'ur,ket |v‘

MNo

Amount [y _Commem to Approver _ Federal Allowable/Unallowable y?

| 500.00 llusp || Must enter the | Federal mtowable |v|
applicable numbers

from the list above.

e If the sponsored award does not allow Premium Airfare, you will
need to allocate the premium portion to a non-sponsored
account. To do this, click the Allocation button at the bottom of

the expense type [ ltemize ][ Allocate } [ Attach Receipt ][ Cancel ]

e Change the Allocate By from Percentage to Amount (default is
Percentage) and enter the non-sponsored account for the
Premium Airfare portion to be expensed to Amount.

Allocations Total: $600.00 Allocated $800.00 (100%) Remaining: $0.00 {0%)
Add New Alloc ation
| Percentage : * Account Sub-Account Sub-Object Project Code Org Ref 1D Code
| 100 {IT}ITHACAC, .. . (F254700) OR... IT-F254700

Tolal $600.00 Allocated $600.00 (100%) Remaining $0.00 (0%)
Allocate By. v
AdH tew Aocation
PEI’CPI‘IfﬂgB * Chant | * Account Sub-Account Sub-Object Project Code Org Ref ID Code
* Amount (T)MHACAC... || (F254700) OR T-F254700

13
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Airline Fees Use this expense type for baggage fees and other airline fees (e.g.,
02. Transportation Change fees, etc.).
Airfare
Airline Fees Erverse ‘
Car Rental Expense Type Transaction Date Expense Report Type
Car Rental Fuel IA\rhne Fees | V.‘ ID4/25;’2017 ‘| | 1. Domestic Travel | V.‘
Car Senice/limousine Report/Trip Purpose Additional Information Vendor
ICunference | v ‘ | | I | . ‘
Charter Bus/Transfers
. City of Purchase Payment Type Amount
Other Ground Transportation | ‘ IOut of Pocket | v Isnn,oo || usp | v |
Parki ng Comment to Approver Federal Allowable/Unallowable n?
Personal Car Mileage |F9dera‘ Allowable ‘ v |
Taxi
Tolls
Train
Car Rental If you booked your Car Rental using CTP (Corporate Travel Planners)

your car rental receipt will be in your Available Expenses to assign to
your expense report.

02. Transportation

Alrfare
Airline Fees
Car Rental Expense |
Car Rental Fuel
Car Senice/Li ) Expense Type Transaction Date Expense Report Type

ar senice/Llimousing [car Renal | [ozszor B | pomestc Travel v
Charter Bus/Transfers ) B )

Report/Trip Purpose Additional Information Vendor

Other Ground Transportation |C0nference ‘ ~ ‘ | | I ‘ — ‘
F’arkmg City of Purchase Payment Type ~ Amount _
Personal Car Mileage ‘ ‘ |Out of Pocket ‘v | |500_00 || usD ‘ v‘
Taxi Comment to Approver Federal Allowable/Unallowable L7
Tolls IFederaI Allowable ‘ v |
Train

14
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Car Rental Fuel

02. Transportation
Airfare
Airline Fees
Car Rental
Car Rental Fuel
Car Semvice/Limousine
Charter Bus/Transfers
Other Ground Transportation
Parking
Personal Car Mileage
Taxi
Tolls

Train

Use this expense type for the purchase of fuel when renting a car.

Note: If you drive your personal automobile for university business

travel, the university will provide reimbursement for your business miles

based on the IRS’ standard mileage rate, which includes all gas, oil,
repairs, and insurance costs. See Personal Car Mileage expense type.

Expense ‘
Expense Type Transaction Date Expense Report Type

Car Rental Fuel | v ‘ I 04/28/2017 ‘| I 1. Domestic Travel | v |
Report/Trip Purpose Additional Information Vendor

Conference | v ‘ H ‘ | |
City of Purchase Payment Type Amount
\ ‘ IOut of Pocket |v \ ISDD,DD ||usD | v |

Comment to Approver

Federal Allowable/Unallowable [y

I Federal Allowable ‘ Vv |

Car Service/Limousine

02. Transportation
Airfare
Airline Fees
Car Rental
Car Rental Fuel

Car Semvice/Limousine
Charter Bus/Transfers
Other Ground Transportation
Parking

Personal Car Mileage

Taxi

Tolls

Train

Use this expense type for Car Service/Limousine (e.g. Uber, black-car

service, limousine) when it represents the most efficient and cost-

effective method.

Expense ‘

Expense Type

Transaction Date

Expense Report Type

Car Service/Limousine | v | | 04/25/2017 “ I 1. Domestic Travel | v |
Report/Trip Purpose Additional Information Vendor
I Conference | v | | ‘ ‘ |
City of Purchase Payment Type Amount
| IOut of Packet ‘ v |500.00 || usD | v |

Comment to Approver

Federal Allowable/Unallowable 7

I Federal Allowable

[v]

15
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Charter Bus/Transfers

02. Transportation
Airfare
Airline Fees
Car Rental
Car Rental Fuel

Car Semvice/Limousine
Charter Bus/Transfers

Other Ground Transportation
Parking

Personal Car Mileage

If you traveled via Campus to Campus (C2C) bus the Payment Type
options are:
e Direct-billed to Cornell
0 If you direct-billed this to Cornell, in Concur, you must
select Pre-Paid/Other Method as the payment type.
e U.S. Bank Corporate Credit Card
0 |If you used your U.S. Bank corporate card, in Concur, this
will show up as an Available Expense and the payment
type will automatically be selected as Corp Credit Card.

Taxi e Personal Credit Card
I””_S 0 If you used your personal credit card, in Concur, select
ramn
Out of Pocket as the payment type.
New Expense Avallablz Receipts
Expense Type Transaction Date Expense Report Type Report/Trip Purpose Additional Information
lTrEvE\RE\ﬂledI.HSEE\IEHEUUS v |UE«‘U3IZU‘W _] |1 Domestic Travel v ll.\eetmg/\nlemew v \
Vendor City of Purchase. i‘aymem Type Amount Comment to Approver
Federa\Al\uwab\e/UnaHawableh?
| Federal Alowable v
Note: For C2C direct-billed (Pre-Paid/Other Method), the Vendor field is
required. From the drop-down Vendor field, select Campus to Campus.
Other Ground Use this expense type for airport shuttle services, public transportation,
Transportation etc. For Taxi, see Taxi expense type. For Car Service, see Car
02, Transportation Service/Limousine.
Airfare New Expense
Airline Fees
Car Rental Transaction Date

Expense Type Expense Report Type Report/Trip Purpose

Car Rental Fuel

Car Senvice/Limousine
Charter Bus/Transfers
Other Ground Transportation
Parking

Personal Car Mileage

Taxi

Tolls

Train

Car Rental Fuel lOmerGruundTranspunaUun v l == |1 Domestic Travel v |Cunference v
Car Senice/Limousine Additional Information Vendor City of Purchase Payment Type
Charter Bus/Transfers |0ut of Pocket ~
Other Ground Transportation
Parkin Amount Comment to Approver Federal Allowable/Unallowable Nz
9 ) | usp |v | Feceral atewadie v
Personal Car Mileage
Taxi
Tolls
Train
Parking Use this expense type only if the parking is not part of your hotel bill. If
02. Transportation you were charged for Parking at the hotel, this will be an itemized
Airfare expense on your hotel bill.
Airline Fees
New Expense
Car Rental

Expense Type Transaction Date Expense Report Type Report/Trip Purpose

l Parking ~ I| = l 1. Domestic Travel ~ l Conference ~
Additional Information Vendor City of Purchase Payment Type
[ out otPociet ~

Amount Commentto Approver Federal Allowable/Unallowable [y

IFedera\ Allowable -
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Personal Car Mileage

02. Transportation
Airfare
Airline Fees
Car Rental
Car Rental Fuel

Car Senvice/Limousine
Charter Bus/Transfers

Other Ground Transportation
Parking

Personal Car Mileage

Taxi

Tolls

Train

To utilize the Mileage Calculator tool built in Concur, click on the
Mileage Calculator.

Note: If you use this tool you do not need to fill in your From Location,
To Location, or Distance, these fields will automatically pre-fill once you
have completed the mileage calculator. You also do not need to
provide any additional documentation of your traveled route if you use
the Mileage Calculator in Concur.

Mew Expense

View Reimbursement Rates
Expense Type Expense Report Type Transaction Date ReportiTrip Purpose

Persanal Car Mileage ~ 1. Domestic Travel ~ B lCnnferem;e v

Additional Information From Location To Location Payment Type

N\

[@®F .
Mileage Calculator

Distance - Amount Commentto Appraver Federal Allowable/Unaliowable lyz
| 0 : | Federal Allowable ~

Using the Mileage Calculator:

Mileage Caleulator 1%

1 usid Highrmays.

»»»»»

ggggg

N ot © susnata

TOTAL PERBONAL | TOTAL BU

SiNESS
00MI 0.0MI Goigle

e Enter your Waypoints (From/To route)

e C(lick Calculate Route. The map on the right will show you the
route.

e [f you traveled a different route, click on the blue map route to
update your route.

e [fyou traveled a different way going to your destination than
your return, you can add an additional Waypoint (e.g., A, B, C).

e If you need to make your route Round Trip, click the Make Round
Trip button under Waypoints.

e Once you have completed your route, click Add Mileage to
Expense.

e Note: You will notice you're From Location, To Location and
Distance are populated.

e C(Click Save
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Taxi

02. Transportation
Airfare
Airline Fees
Car Rental
Car Rental Fuel
Car Senice/Limousine
Charter Bus(Transfers
Other Ground Transportation
Parking
Personal Car Mileage
Taxi
Tolls

Train

Use this expense type for any travel by taxi when it represents the most
efficient and cost-effective method.

MNew Expense |

Expense Type Transaction Date Expense Report Type Report/Trip Purpose

|Taxw ‘ ~ ‘ || ‘| |1. Domestic Travel | v ‘ |Cunference ‘v |
Additional Information Vendor City of Purchase Payment Type

[ | | | [ousrpocket [~]
Amount Comment to Approver Federal Allowable/Unallowable m

[oo0 [[usD [+] [ Feseral anowate v |

In cases where you shared the taxi with other Cornell travelers and paid
for the taxi service, include the name of the other traveler(s) in the
Additional Information field or on the receipt.

Note: If the car service was Uber, black-car service, limousine, etc.
please use the Car Service/Limousine expense type.

Tolls

Use this expense type for any toll charges during your business travel.

Car Rental Fuel

Car Semnice/Limousine
Charter Bus/Transfers

Other Ground Transportation
Parking

Personal Car Mileage

Taxi

Tolls

Train

02. Transportation New Expense |
Airfare
Airline Fees Expense Type Transaction Date Expense Report Type ReportiTrip Purpose
Car Rental ITC|HS |V | I| “ |1 Domestic Travel ‘ v | ICunference |v|
Car Rental Fuel Additional Information Vendor City of Purchase Payment Type
Car Senice/lLimousine ‘ | | ‘ | | IOutume:kel |v ‘
Charter Bus/Transfers Amount Comment to Approver Federal Allowable/Unallowable §?
Other Ground Transportation ] > o
Parking |UUU || usp | lFedera\Allowame ‘ |
Personal Car Mileage
Taxi
Tolls
Train
Train Use this expense type for any train service you used during your travel.
02. Transportation
Airfare Note: Reimbursements should not exceed the cost of reasonable coach
Airline Fees airfare or other reasonable transportation costs to the same
Car Rental

destination.

New Expense |
Expense Type Transaction Date Expense Report Type Report/Trip Purpose
|Train ‘ ~ | l\ || |1 Domestic Travel | ~ ‘ |Conferen:e ‘v |
Additional Information Vendor City of Purchase Payment Type

| | ‘ |0ul of Pocket | v
Amount Comment to Approver Federal Allowable/Unallowable h?
|EI.EIEI [[usp |+ | Feaera siowanie [~]
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Individual Meals

Breakfast, Lunch or
Dinner

03. Individual Meals
Breakfast
Dinner
Lunch

Per Diem Adjustment

Use the Breakfast, Lunch or Dinner expense type for claiming individual

meals.

e If you paid for an Individual Meal (Breakfast, Lunch or Dinner)
using your Corporate Card or Qut-of-Pocket (personal credit
card or cash) AND claiming Per Diem, you must check the
Personal Expense or Meal covered by Per Diem box on the
expense type.

MNew Expense
Expense Type Transaction Date Expense Report Type ReportTrip Purpose
lBreaKfasl | @ |1 oomestcTrae v | comerence v
Additional Information Wendor City of Purchase Payment Type
|0ut0fF’ocket v
Amount [ Personal Expense or Meal covered by Comment o Approver Federal Allowable/Unallowable 7
| usD | v Per Diem |Federa| Allowable v
[ Itemize ][ Allocate || Aftach Raceipt H Cancel |
e [f alcoholic beverages were purchased with the meal (lunch or

dinner only), you must click the Itemize button (bottom right)
and break out your Meal expense from the alcoholic beverages
and tips/gratuities. If the alcohol is a personal expense and not
reimbursable, you must check the Personal Expense (do not
reimburse) box in the itemization window.

When itemizing the expense you will notice in the upper right hand
corner the Total Amount, Itemized, and Remaining: amount to be

itemize

d.

Expense | Meals

{Lunch, Alcoholic Beverages, and Tips) Available Receipts

Total Amount: $56.00 | temized: $0.00 | Remaining: $56.00 I

Amount Barsonal Expense (do not reimburse)

Lunch‘
Alcuhu\icBeverages‘

Tips/Gratuities ‘

Note: |
Group/

f this was a Group/Business/Hosted Meal, please use the
Business/Hostel Meal expense type.
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Per Diem Adjustment

03. Individual Meals
Breakfast
Dinner
Lunch

Per Diem Adjustment

Use the Per Diem Adjustment expense type for the following situations:

If the day of your travel departure begins at or before 7:00 AM local
time or if travel on the day of return ends at or after 7:00 PM local
time, the traveler will be entitled to the full per diem (excluding any
hosted or provided meals) for that day.

New Expense

Expense Type Transaction Date Expense Report Type Report/Trip Purpose
| Per Diem Adjustment v | 0412612017 _\ | 1. Domestic Travel ~ I Conference ~

Additional Information Vendor City of Purchase Payment Type

|Out of Pocket w

Amount Comment to Appraver Federal Allowable/Unallowable fp

uUsD |w I Federal Allowable hd

If this is the case, in the Amount field enter the difference between
75% and 100% of the Per Diem (less any provided meals) to receive
full per diem for the departure and/or return day.

If you would like to claim less than the Per Diem amount, enter a
negative amount in the Amount field (e.g., -10.00).

0 Note: If you are claiming less than the Per Diem amount for
more than one day, you can enter one combined Per Diem
Adjustment entry for the overall trip.

The best practice is to enter an explanation for any per diem
adjustment in the Additional Information field or the Comment to
Approver box.

Note: Domestic Per Diem rates include $5 per day for incidentals.
International Per Diem rates include approximately 20% for incidentals.

20




Concur Expense Report: Job Aid

Updated: May 17, 2017

Meals and Entertainmer

Group/Business/
Hosted Meal

Use this expense type any Group/Business/Hosted Meal.

Please include list of attendees either on the receipt or enter the
information in the Additional Information field or the Comment to
Approver box.

If you are claiming Per Diem for your trip, please make sure you check
the appropriate day/meal that was provided so you do not receive the
per diem amount in addition to the group/business/hosted meal.

MNew Expense

Expense Type k7 Transaction Date Expense Report Type Report/Trip Purpose

| Group/Business/Hosted Mea | v | 04/26/2017 =] l 1. Domestic Travel v l Conference v
Additional Information Vendor City of Purchase Payment Type [y7

| | outorPocket ~
Amount Comment to Approver Federal Allowable/Unallowable 2

| uso | v [ Feceral mnowatie v

If alcoholic beverages were purchased with the Group/Business/Hosted
Meal, you must click the ltemize button (bottom right) and break out the
meal expenses from the alcoholic beverages and tips/gratuities. If the

alcohol is a personal expense and not reimbursable, you must check the

Personal Expense (do not reimburse) box in the itemization window.

When itemizing the expense you will notice in the upper right hand

corner the Total Amount, ltemized, and Remaining: amount to be
itemized.

Expense || Meals (Lunch, Alcoholic Beverages, and Tips) Available Receipts

Total Amount: $56.00 | itemized: $0.00 | Remaining: $56.00 I

Amount Parzonal Expense (do not reimburse)

Lunch‘
I\Icnhmicﬁeveragea‘

Tips/Gratuities ‘
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Office Expenses

Courier/Shipping/
Freight

Non Capital Computer
Equip/Software

Office Supplies
Postage

Printing/Photocopying/St
ationery

Use these expense types only if you paid for them using your Corporate
Card or if they were part of your business travel.

MNew Expense

Transaction Date
[ osszsiz0n7 1]

Report/Trip Purpose
|Cunference ~

Expense Report Type
|1. Domestic Travel v

Expense Type
|CaurlerfShlpumgiFre\gm ~

Vendor Payment Type

|Oul of Pocket v

Additional Infermation

City of Purchase

Amount omment ta Approver Federal Allowable/Unallowable ;>

| UsD |~ |Federawluwame ~
Expense Tvpe
| ourier/Shipping/Freighd w
05, Office Expenses ~

Courier/Shipping/Freight

Non Capital Computer Equipment/Software
Office Supplies

Postage

Printing/Photecopying/Stationery

Note: If these expenses were not part of your business travel and/or
not paid on your corporate card, but rather paid out-of-pocket, please
seek reimbursement outside of the Concur system.

Communications

Internet/Online Fees

Mobile/Cellular Phone

Telephone/Fax

Use these expense types only if the communication charges were not
part of your hotel bill. If you were charged for Internet/Online Fees on
your hotel, this will be an itemized expense on your hotel bill.

Note: For Mobile/Cellular Phone and Telephone/Fax charges, the
university will provide reimbursement for the incremental cost of
business calls and data, but not for basic coverage for personal cell or
land phones. You must document the business purpose for long-
distance calls.

New Expense
Expense Type Transaction Date Expense Report Type ReportiTrip Purpose
| InternetiOnline Fees v | 04/26/2017 :| | 1. Domestic Travel v l Canference v
Additional Information Vendor City of Purchase Payment Type
[ out ot pocket v

Amount Comment to Approver Federal Allowable/Unallowable '

ush |wv |Federa\.ﬂ\\lowame v

A

New Experfye

06. Communications
Internet/Online Fees

Mobile/Cellular Phone

Telephone/Fax
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Fees

Conference/Meeting
Registration Fee

Employee
Training/Registration Fees

Fees — Memberships &
Subscriptions

Travel Agency Fees

These types of expenses should be paid on your Corporate Card.

New Expense

Expense Type Transaction Date Expense Report Type Report/Trip Purpose
Conferencetiesting Registra |+ | [ 0412612017 E| | omestiTravel v | |contersnce

Additional Information Vendor City of Purchase Payment Type

| Out of Packet
Amount

omment to Approver Federal Allowable/Unallowable h?
| usD |~

|Fedsra| Allowable v

Expense T}rpe‘
| v
07. Fees
Conference/Meeting Registration Fee
Employee Training/Registration Fees

Fees - Memberships & Subscriptions

Travel Agency Fees

Note: If fees were paid on a Procurement Card, please make sure the
Payment Type is marked as Pre-Paid/Other Method.

Use Travel Agency Fees for baggage fees and other airline or agent-
assisted fees.
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Other

Intersession — Athletic
Expenses

08. Other
Intersession-Athletics Expenses
Other General Expenses
PersonalMon Reimbursable
PersonalReimbursable
Recruitment - Employment
Token Gift in Ligu of Housing
Token Gift of Appreciation

Used primarily by the Athletics Department.

Hew Dxpease

Trensacton Date:

Expenss Tyse

Intersewsion-hitlebos Expemy | v

Verder Chy of Purchase

Federal Alowatielinslow e [

Federal Alowabis ~

Expeast Repert Type

1, Domestc Travel v

Payment Tipe e

Repartre Purpsse

Agdtenal hitematen

t Comment to Approer

Other General Expenses

08. Other
Intersession-Athletics Expenses
(Other General Expenses
PersonalMon Reimbursable
PersonalReimbursable
Recruitment - Employment

Token Gift in Lieu of Housing

Token Gift of Appreciation

This expense type will be used VERY infrequently for Other General
Expenses - travel related NOT covered under any other Expense Type.

Tranzaction Dat

v 5005047

Cay of Purchaze

Federal AlewableUnalewabic b2
| Federal Alowate "

Expenat Repert Type
1 Domestc Traves v

Faymem Type

Addbonal infermaten

Mt ginterien v |

RegortTro Perposc

Amgurt

I v v

Comment by Appraver

Personal/Non
Reimbursable

08, Other
Intersession-Athletics Expenses
Other General Expenses
PerzonalNon Reimbursable
PersonalReimbursable
Recruitment - Employment
Token Gift in Lieu of Housing
Token Gift of Appreciation

This expense type will be used VERY infrequently for Personal/Non

Reimbursable expenses.

Hew Expense

Frpanas Ty

Personal Expenss (o nof reimburse)  Comment fo Approver

Federa! AlowablefUnalowable k7

|‘s:?a Alowabk v

If you mistakenly used your Corporate Card for the Personal/Non
Reimbursable expense, the expense will still need to be included as part
of your Expense Report but you will mark the expense as Personal/Non
Reimbursable, therefore, you will NOT be reimbursed. If this is the case,
no supporting documentation is necessary or required.
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Personal/Reimbursable

08, Other
Intersession-Athletics Expenses
Other General Expenzes
Persanalton Reimbursable
PersonalReimbursable
Recruitment - Employment

Token Gift in Lieu of Housing

This expense type will be used VERY infrequently for
Personal/Reimbursable travel related expenses. Proper supporting
documentation and approval are required for this expense type.

New Expensz

Federal Alowsble v

Awailabl: Reccipls
Expenss Type Transaction Date Expense Repori Type Payment Type Ameunt .
[prseamemeursane || [osouan B[t st v ouerpoet v I U0 | v
Comment o Apgrover Federal Al

Token Gift of Appreciation
Recruitment — Use this expense type for expenditures incurred during the interview
Employment process for potential employees.
08. Other New Expense Lueainbie Receiplz
Intersession-Athletics Expenses Eseose 1oy _ Tk _ Expense Regort Toe ReponTro Purpese _ Adgtsal nrmatin
UthErGEﬂErﬂl EXDE"SES Iﬁecrur.'ie'-t-Errctyrmnl V 50T ? 1. Domestic Travel v Heetngmerview .v
PEFEDHELIINDH Reimbursable Wpndar [y of Parchase Payment Type _v Amaunt — Commen b Apprnver

PersonalReimbursable
Recruitment - Employment
Token Gift in Ligu of Housing

Token Gift of Appreciation

Out of Pocket

Federal Alvwsbiefnakowabl |3

I Federal Alowabl v
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Token Gift in Lieu of Use this expense type if staying at a private residence. Cornell will
Housing reimburse reasonable expenses for a token gift of appreciation not to
exceed $100 per trip. Provide documentation with the expense report.
08, Other
Intersession-Athletics Expenses e s hie
Other General Expenses wrﬂn:t, T T':m:m* @ rﬁm:& F,T T rm:~:n”: v Tmuhm
PerzonalNon Reimbursable Vendor Uiy of Prnase Paymen e Aot i Conment o Agorover
PersonalReimbursable et - | w2l
Recruitment - Employment Federa AwabcAnalowate 7
Token Gift in Lieu of Housing J[raven ;

Token Gift of Appreciation

Note: The cost of a token gift of appreciation cannot be reimbursed from
sponsored funds or state or federal appropriations.

e To allocate this expense to a non-sponsored, state or federal
appropriations account, click Allocate at the bottom of the

eXpense type Save ltemize Allocate Attach Recei Cancel

e Change the Allocate =3 J I )l ]
By from Percentage to Amount (default is Percentage) and enter
the non-sponsored, state or federal appropriations account for
the Token Gift in Lieu of Housing portion to be expensed to

Amount.
Allocations Total: $600.00 Allocated $800.00 (100%) Remaining: $0.00 {0%)
(———— Ackd New ABloc ation P to Favarites
| Percentage : * Account Sub-Account Sub-Object Project Code Org Ref 1D Code
| 100 {IT}THACA C,.. | | (F254700) OR... IT-F254700
Tolal §600.00 Allocated $600.00 {100%) Remaining$0.00 (0%)
Allocate By. +
[ssoroone
Percentage :
* Chant | * Account Sub-Account Sub-Object Project Code Org Ref ID Code
® Amount (T)THACAC... || (F254700) OR. 24T
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Token Gift of
Appreciation
0. Other

Intersession-Athletics Expenses
Other General Expenses
PersonalMon Reimbursable
PersonalReimbursable
Recruitment - Employment

Token Gift in Lieu of Housing

Token Gift of Appreciation

This expense type will be used VERY infrequently for Token Gift of

Appreciations.

Note: If the Token Gift of Appreciation is in Lieu of Housing, please use
the Token Gift in Lieu of Housing expense type.

New Expense ‘ Available Receipts
Expense Type Transaction Date Expense Report Type Report/Trip Purpose Addional Information

|Tuken Gift of Appreciation ‘ v| lUEJUBf2017 “ |1. Domestic Travel ‘ v‘ |r,‘eetmgf\merview ‘ v‘ |\ |

Vendor City of Purchase. Payment Type Amount Comment to Approver

\ I ‘ |UumPncket ‘v‘ | v [v|

Federal Alowable/Unallowable >
Federal Alowable v |
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Relocation

Relocation Expenses —
Taxable

09. Relocation

Relocation Expenses - Taxable

Relocation Expenses- Non Taxable

Use this expense type for expenditures incurred to relocate new employees
and only if Cornell paid for the expenses on the Corporate Card.
Note: If there are days where no travel or Cornell business occurs (e.g., a

New Expense | Available Receipts

Expense Type ion Date Additional Information

IRaIucamn Expensas-Tﬂxab\‘v‘ I[IEJ[ISIZUW “

Vendor City of Purchase

Federal Allowable/Unaliowable [y
Federal Alowable v ‘

Expense Report Type
I 1. Domestic Travel ‘ v ‘

Report/Trip Purpose
I Mesting/nterview ‘ v ‘ ‘ ‘

Payment Type Amount
IOutufPU:ket ‘v‘ I

Comment to Approver
[[us0 |v] ‘

house-hunting day), the reimbursement of the expenses for that day is
treated as taxable income to the recruit and done outside of the Concur
system. Similarly, reimbursement of any expenses associated with bringing
family or others to Cornell must be treated as taxable income to the recruit.

Relocation Expenses —
Non Taxable

09. Relacation

Relocation Expenses - Taxable

Relocation Expenses- Non Taxable

Use this expense type for expenditures incurred to relocate new employees
and only if Cornell paid for the expenses on the Corporate Card.

New Expense | Avaiable Receipts

Transaction Date Addtional Information

|05J03/2017 ‘|

Vendor City of Purchase

Federal Alowable/Unallowable [y
Federal Alowable v |

Expanse Type Expense Report Type

|1 Domestic Travel v‘

Report/Trip Purpose
I Meeting/Interview | v ‘ || |

Relocation Expenses- Non Ta ‘ v |

Payment Type Amount
IOuIUIPuckeI |v‘ I

Comment to Approver

[[u0 [+

Note: Reasonable expenses incurred on any day where the recruit has
required recruiting-related meetings with Cornell faculty or staff members
are considered tax-free.
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