


The next steps illustrate how to document in Concur that the traveler has paid the university back.

After the funds have been collected from the traveler and a departmental deposit has been processed, follow the

instructions below to complete and submit the expense report.

1. Add a Misc. expense type to the expense report.
2. Fill in all required fields.

3. Under Amount, enter the amount that the traveler paid back to the university via a departmental deposit. This
amount should be the same as the cash advance return amount in #2. *Note: this may not be the full amount of

the cash advance if there were some out of pocket expenses incurred by the traveler.

4. Using the Attach Receipt button, attach backup documentation of the departmental deposit made to reimburse

the university.

5. Add any other out of pocket expenses that may have been incurred to the expense report.
6. If airfare was paid for using the University’s airfare card, be sure to add those expenses to the expense report from

the Available Expenses section.
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Expense Type | Date Amount | Exception
Airfare 07/10/2019 $535.00 A\ Skipping
Expenses [ Vove - Jf Deiets |l Cooy JREUEEELNIEPRAN
Dato v Expense Type Amount Requested
07102019 Alrfare $535.00 $535.00 Expense Type
AOQ Delta Air Lines, San Francisco, C IM"":""""”“"" v
07/10/2019 Cash Advance Return $300.00 $0.00 Additional Information
Q Returmed unused Cash Advance du
v 0710/2019 Miscellaneous $300.00 $300.00
Returned funds to University, Sa Payment Type
Out of Pocket v
*ADSC
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*Fund
I 2500 ~
OQUTSTANDING ADVANCE TOTAL AMOUNT TOTAL REQUESTED
$0.00 @ $1,135.00 $835.00

The Report Totals have updated to reflect that the traveler no
longer owes the university funds. This is because we have told
Concur that the traveler has paid back the university by adding
the Misc. expense type. The new totals reflect that the amount
owed the university is the same amount that is due the
employee, and it nets out to $0.00.
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Report Totals x
Expense Report
Report Total : $1,135.00
Less Personal Amount : $0.00
Less Cash Advance Returns : $300.00
Amount Claimed : $835.00
Amount Rejected : $0.00
Company Disbursements
| Amount Due Employee : $300.00
€
Card : $535.00
Cash Advance Utilized : $0.00
Total Paid By Company : $835.00
Employee Disbursements
Amount Owed Company : $300.00
Total Owed By Employee : $300.00
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