CONCUR NEXTGEN UI ) CENTURI

CREATE AND SUBMIT EXPENSE REPORT

You can create expense reports for both Charge Card and Out-Of-Pocket expenses.

CHARGE CARD EXPENSE REPORT

Follow the steps below to create and submit an expense report for a Charge Card Report
Type.

1. Click the Expense tab; the Manage Expenses page displays.

2. Select Create New Report.

Manage Expenses

REPORT LIBRARY  Viaw: [ acie Rscuci

cO

+

Create New Meport

AVAILABLE EXPENSES  View: All Experses ~

3. Enter all required fields identified by a red asterisk.

Ay
~

g

Q:To choose a Report Type click the dropdown and select
either Corporate Card Weekly report or Out-of-Pocket
Expenses. You must create a separate report for both instances

they cannot be combined into the same report.

4. Select Report Type Corporate Card Weekly.
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Create New Report

Report Name *

Concur Training

(PE1CLNTO10) Production client

Y ~ (CORPORATE) Corporate

Logleal System (1]

Report Dats *
| oaio1/2022

| Y v (US15) Centuri Group, Inc

CC-WBS Graup* [ 4]

Company *

Report Type *

* Hequired fiold

i None Selectad -
[ 2 ] None Selected

Corporate Card Weekly Report g

Out-of-Pocket Expenses

Canoal Create Report

5. Click the Create Report button.

6. Click Add Expense.

Cancel | Create Report ”
~ ]

Manage Expenses

Viaw Transactions Processcs =

IConcur Training $0.00| i

Mol Submitted
Report Details v

Add Expense

Print/Share

Manage Receipls

No Expenses
Add expenses o s report to submit for rembursement

1. From the Available Expenses tab, select the checkboxes for the expenses you wish

to include.

8. Click Add to Report.

Page 2 of 14




CONCUR NEXTGEN UI

) CENTURI

Add Expense

+
Create New Expense

14

Available Expenses

=) Payment TypeT| Expense TypeT| Wendor Details 7| Date= Amount TL

HOLIDAY
STATIONS D186
Maondicello,
Minnasols

Undefined 072002022 $124.40

Corpeeale P-Card

HOLIDAY
STATIONS 0166

Manticelo,

Comorete P-Card Undefined oTMgz022 §124.20

Mnnesola
SPEEDWAY
04789 4200 20

| kermvile Minnwsnks

Comorate F-Card Undefined 071152022 3477 89

Close Add To ReEnrl

To create a new expense, click on the Create New Expense tab and select from the list

or you can use the search capability to find the expense type you are looking for.

In the Expense Type column click Undefined to select the co

v Trame: O

SAP Concur Traval Expanea Approvals Reporting» App Canter

o

Manage Expenszes View Transactions Proceszor

QO Alers: 12

lConGur Training_$726.49| i

Mot Submitted

Raport Details FrintiShara Manags Recsipts w

O Alersfl  ReceiptT, Payment Type T, Expense Type TL Vendor Details TL Date = Requested T,

A B coporatoP-Cat el A a0z $12440

oo j Corporals P-Card L._m:rs'ilwl_ ::“”:‘?::22"5‘ b 07812022 12420
i} =1 Cornnrels S e Licinting SPEEOWAY 04781 62680 20 0TS £477 60

rrect Expense Type.

Adminisiraions | Helpw

Profile =

Copy Report Submit Report

ANy

’Q\ Notice the Alerts for the expense that require action.
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Travel

SAP Concur

Expanse Approvals Reporting = App Canter

Manage Expenzes View Transactions Processor =

O aerts 4

© The entry has Undefined expense lype. You must sslect an expensa type for the enlry before you can submil v expenss report.

@ Missing required fisld: Businass Purpose.

A You must sttach a rsceipt image to this expense

Undefined $124.40 @

07/20/2022 HOLIDAY STATIONS 0196 Corporate Card

Details temizations

@ Upload your recsipls b expenss line ilsm using ihe Allach Receipl Images. In order for the red Mlag fo be re-evaluated, you will need to click the Subemil link again.

) CENTURI

Administration= | Helpr

Prafile = &

Hide Recsipl m

1. Select an Expense Type from the dropdown.

ANy

’Q\Use the field dropdown arrow to reveal a list to choose from.

You can also search by typing the expense type in the field, which

will provide a list to choose from.

»  Undefined $124.40 i

072012022 HOLIDAY STATIONS 0196 Corporate Card
Details Itemizations
5 )
@ Allocate
* Required field

Expensze Type *

Undefined A4

Fusl On-Road Fleel ¥ 1

Fuel Rental Cars
| Fuel Rentad Equip
Parking

! Prev Maint-Fleet/Const Equip

Ay

'Q\A Business Purpose should state the reason for incurring the

expense.

2. Enter a Business Purpose.
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Manage Expenses View Transactions Processor -

- Fuel On-Road Fleet $124.40

072002022 HOLIDAY STATIONS 0196 Corporate Card

Details Itemizations
& Allocate
* Reruire field

Expansi Type *

Fual On-Road Fleet ~
Transacton Date p Bualnass Purpose

07/20/z022 [ HGT

I

Erder Vandor Name This ficld i miszing raquircd riomaton

HOLIDAY STATIONS 0196 & v | Monticello, Minnesola

Payment Type

Comporate P-Card

3. Update or enter any other required fields identified by a red asterisk.

4. To attach a receipt to the expense, click on the Upload Receipt Image.

* Raguired fisld

) Businass Pupose ©
HoT

This fid 15 missng requi-ad Ifamation

&~ Monticello, Minnesota a
&

Upload Receipl Image

Currency

US, Dallar

Cargany * [=]

Y~ (US15) Centurl Group, Inc

CCWES Group * [ +]

5. Locate and click on applicable receipt in available receipts section.

6. Click Attach.

) CENTURI
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Attach Receipt *
CENE SN T T USY TE RV T TS T =
Uploaded: 07/28/2022 11:3 Uploaded: 077282022 11:3
i
Upload Receipt — — — -
Image o —
SMB limit per file —al — —ali—
Atack Q'\-.-ﬂo Altach View
89.57.jpg DK.pdf AFDE0377FO6FIA1DAEST. ..
Uploaded: 0772272022 4:08 PM Uploaded: 0772272022 4:07 PM Uploaded: 0TMAR022 8:10 PM
~ -
LRGN = =
I et e o
||-u--|___."l L | s -
W Aftach Vienw Adtach View

Click Save Expense.

’Q\You can also attach a receipt in the Add Expense section.
Profile = &

| Hepw

1.

Reporting ~

A/
App Center
Copy Report Submit Report

Approvale

8. Click the Attach icon in the Receipt Column to attach a receipt to the expense.
—

SAP Concur Travel
Manage Expenses ‘View Transactiona Processor »
© Alers: 10
. e -
[Concur Tralnmg_$726.49| i
Mot Submitted
Print'Share »  Manags Recaipts v
Expense Type TL Vender Details 71 Date = Requested TL
HOLIDAY STATIONS 0186 I e
Montcalo Mrnesoa
HOLIDAY STATIONS 0186 o8I0 $124.20
Monicelio Mrnesows

Fust On-Road Flest

Raport Details
AlertsTL  Receipttl Payment Type )
Carporate P-Card
Unidsfined

L3

Corporale P-Card
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Aftach Receipt

Don't have a receipt? You' need Lo creats a missing recest deciaration.  Missing Receipt Declaration

B9.97 jpg Dave Stott Fin Posting Fa...
Uploadsd. D8101/2022 6:48 PM Uploaded: OT/282022 1135,

k.4 "
Upload Receipt

Image

L 0 U sl
SME limit por i vyl T
MRS L S N I
I Atz i | iew Attach Wiew

Dave Stalt Fin Pasting Fa... B9.97 jpg | | o.par
Updoaded: D7/28/2022 11:3. Uploaded: 071222022 4.08 PW Uploaded: 077222022 &:07 PM

e T '

i R

ANy

’Q\Notice the receipt has been attached to the expense.

10. Follow the same steps to add other expenses to the report.

11. Click the Submit Report button once all expenses are saved and all Alerts are

cleared.

Administraon= |
SAP Concur Travel Expenze Approvals [ App Canter "

Profile =

Manage Expenses  View Transactions  Processore

IConcur Training $848.99| i

Mot Submitted

Copy Report | Su eport

Reporl Delails ~ Print'Share ~ Manage Recaipls v

Add Expense e

[ CommentsT. ReceiptTl Payment TypeT. Expense Type TL

Vendor Details T1 Date = Requested TL
[m] ')1_ Corporate P.Card Fuel On-Road Fleet I MRt S OF20F022 $124.40
. A Horticelin Mrnasota
[m] I I Corporate P-Card Fuel On-Hoad Fleet HDASRTIONS D108 DPABGO22 §124.20
[ Mortacelio Mrvsnia
[ SPEEDWAY 04781 9290 20
) - Corporate P-Card Fuel Rented Equip = “ 0G0 $477.689
= Lekeyile binnessis

£ DEBCYT oRan

12. You will receive a User Electronic Agreement message to certify your submission.

13. Click the Accept & Continue button.
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i Thisisalr
there are no exp

User Electronic Agreement B

By clicking an tha "Accapt & Submit button, | ceriify that:

nses incurred to accomplish oficial business for the Company and
to personal or unallowabls expenses.

her source(s) for the expenses daimed
for any portion of the expansas claimad |

Cancal | _Reeapt & Continue

) CENTURI

14. Review the Report Total popup screen and click the Submit Report button.

Report Totals

Company Pays
*0.00

Employes

Amount Total
$848 55

&

Employee Pays

$848.99 30.00
Care (Corparate P- Company
Care)

wed Company.

Requested Amount:
$048.99

Total Paid By Company: Total Owed By Employee:
$848.99 $0.00

Cancel | Submit Report |

s

’Q\A message stating the report submitted appears.

Report Status

Concur Training

J

@Report Submitted

5848.99

You can see the report has been submitted and awaiting approval on the Expense page
under the Manage Expenses tab. You can click on the submitted report to view or make as

changes as needed.

Page 8 of 14




CONCUR NEXTGEN Ul ) CENTURI

SAP Concur Travel Expanse Approvals Reporting = App Center

Manage Expenses View Transactions Processor =

Manage Expenses

REPORT LIBRARY  viow: [ ActioRacers v |@)

0840172022

Concur Training
+
Create New Report 5848.99

Submitted & Pending Approval
AT

3

Diaplayed reports: 1, Total: 1

OUT-OF-POCKET EXPENSES

If you use your own funds to pay for an expense, an Out-Pocket-Expense must be created.

Follow the steps below to create and submit an expense report for an Out-Of-Pocket Report
Type.

1. Click the Expense tab; the Manage Expenses page displays.

2. Select Create New Report.

SAP Concur Travel Esxpense Appravals Reporting = App Center

Manage Expenses Processor»

Manage Expenses

REPORT LIBRARY view: Actve Reports ~ g

NOT SUBMITTED DB04/2022

Concur Training
+~b
Create New Report $370.34

3. Enter all required fields identified by a red asterisk.

4. Select Report Type Out-of-Pocket.
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Create New Report

Report Mame *

Concur Training

Logical System
{PETCLNTO10) Production client
CEWES Group
T ~ (CORPORATE) Corporate

Report Date *
08/10v2022

[ 1] Company *
T ~  (US15) Centuri Group, Inc

* Reguired field
Raport Typs ™
E Maone Selected v
| Mone Salected
[ 2] Corporate Card Weekly Report

*

| Cui-oi-Pockel fupensas

5. Click the Create Report button.

6. Click Add Expense.

Cancel | Create Report ”
~ ]

Manage Expenses Processor~

Concur Training $0.00 @

Not Submitted

Report Details v PrintShare w Manage Receipts v

Add Expense

1. Click the Create New Expense tab.

8. Select an appropriate Expense Type from the dropdown.

ANy

'Q\Use the field dropdown arrow to reveal a list to choose from.

You can also search by typing the expense type in the field, which

will provide a list to choose from.
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Add Expense x

0 +

Available Expenses Create New Expense

Search for an expense type
Meeting/Conference Room Rental -
Rental - Corporate Housing
Spousal TravellLodging

~ 02, Transportation

Alrfale

Airline Fees

Car Rental

9. Update or enter any other required fields identified by a red asterisk. Select Out-of-
Pocket from the Payment Type dropdown menu if not populated.

Nl

’Q\The Transaction Date is the date of purchase.

® Alocate
* Required field

Enperm: Type ™

Airfare k4
Transaction Dale * Business Puipose *

080112022 Travel to Riggs Distler
Ticked Numise Vandor ©

| Alaska Aldines v

Aldirea Traval Sarvice Code City of Purchase

Coach Class e | @& v
Payment Typa *

out-of-Pockat v »
Amaunt CLmency

200,00 | us, Datlar v

10. You can provide additional information in the Comments section.

T PR e ) WS L = T T TR TR ] oo g
Cost Otject Type ¥ ©  costogesin® [ : ]
¥ ~ | (CC) Cost Center | T ~ (US158100) CENTURI ACCO ..
Commenl

Board Meeting at Cherry Hill

Save and Add Another Cancal

11. To attach a receipt to the expense, click on the Upload Receipt Image.
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B

Upload Receipt Image

) CENTURI

12. Locate and click on the applicable receipt or upload support in the Available Receipts

section.

13. Click Attach.

Attach Receipt

7

Upload Receipt

Image
SMIB limit per file

B9.97.jpg
Uploaded: 0772272022 4.08 PM

AV SO I T USOY TE

Uploaded: 07/2872022 11:3

DK_pdf
Uploaded: 077222022 4:07 PM

Ve ST USOY TE

Uploaded: 077282022 11:3.

AFOEDITTFO6FIATDAEGT...
Uploaded: 0T/1872022 6:10 PM

14. Click Save Expense add your Out-of-Pocket expense.

Cancel

A\l

’Q\Notice the receipt has been attached to the expense. If a

comment was added to the expense a callout icon will be on the

expense line.

15. Follow the same steps to add other expenses to the report.
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16. Click the Submit Report button once all expenses are saved and all Alerts are

cleared.

Nat Submitted

Repord Detalls »  PrinlShane v

Adld Expense

[0 CommentsTl Receiptfl

]

o= |

a

Concur Training $512.00 @

Mirsage Reciipls v

Payment Type TL Expense Type Tl
Dut-of-Pockst Office Supoliss
Lut-of-Focket I Adrtare
Dul-f-Pockst Hotal

Vendor Details TL

Cffica Depot

Mlaska Ariines

Marrioll Holsls

Copy Repert

Date =

0B0Z2022

OO0

ari TR0z

= ———

Submit Report
e e

Requaested T,

51200

$200.00

§300.00

$512.00

17. You will receive a User Electronic Agreement message to certify your submission.

18. Click the Accept & Continue button.

User Electronic Agreement

By clicking an the ‘Accapt & Submit b

-

. This is & Inue and sccurale accounting of expenses incurred to accomplish ofical business for the Company and
there are no expenses claimed 23 raimburssbls which elte to personal or unallowable sxpenses.
2 Al reguined oy 4 s this peport.
3. 1have not reces ursement from any other scurcels) for the expenses daimed
A = racsived from anolhar source for any portion of the expanses claimad |
2 wing the Company in ull for ihose expenses.

Cancesl | _Accept & Continue

19. Review the Report Total popup screen and click the Submit Report button.

Report Totals

J

Company Pays Employee Pays
k3 L3 5
Ermplhory i Cared (Corparabe P- Cormgany
Cand)

Amount Total: Dus Employse Owed Company:
3 ! ¥ ¥

Amount Due (Corporate P.

Card):

3
Requested Amount: Total Paid By Company: Total Qwed By Employee:
1 ES 3

Cancal Submit Report

Ay

’Q\A message stating the report submitted appears.
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Report Status

@Rreport Submitted

Concur Training ki3

) CENTURI

You can see the report has been submitted and awaiting approval on the Expense page
under the Manage Expenses tab. You can click on the submitted report to view or make

changes as needed.

SAP Concur Travel  Expanee

Approvals Reporting = App Center

Manage Expenses View Transactions

Manage Expenses

Processor ~

REPORT LIBRARY  View: | Active Revorls v |

+

Create New Report

0840172022

Coneur Training

Submitted & Pending Approval
AT

3

Diaplayed reports: 1, Total: 1
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