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Expense Report



Expense Reporting

« The university reimburses reasonable and necessary expenses for approved business
travel.

« A necessary expense must have a clear business purpose aligned with UCR’s goals
and comply with university policy.

» The business purpose must justify the expense as necessary, reasonable, and
appropriate.

* Ensure all expenses comply with UCR policy. Refer to the G-28 Policy for allowable and
unallowable travel expenses.
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Once acting as a delegate
for someone:

Click on the Create tab to
create an expense report
or click on the Expense
Reports tab, either in the
upper-right area or within
the tile below.

On this page, you will see
all available expense
reports.

« Toview the
expenses for a
report, click
directly on the
report tile.

To create a new expense
report on this page, click
Create New Report.

To view previous reports,
use the View drop-down
menu.

gX7 Concur Home v

@ create v o

[TH RIVERSIDE

Trip Booking.
Reimagined.

Try the new, improved travel
experience. Fewer clicks. More
time for what matters.

Book Now

iam

CONTACT THE DESIGNATED GOVERNMENT
AGENCY IN YOUR COUNTRY OF
CITIZENSHIP FOR PASSPORT/VISA
REQUIREMENTS.
TRAVEL INTO U.S. MAY REQUIRE ESTA
AUTHORIZATION. FOR DETAILS VISIT THE
TE
uplicate air bookings may
result in fees from the airlines. Duplicate
bookings are defined as reserving multiple
seats on the same flight or different flights
for the same time frame.

[CRll R Acting as Homyak, Peter M

Authorization g  Available Expense

Requests Expenses Reports

Company Notes

Gue ler Routing
The process for establishing Guest Travelers is as follows:

1. Confirm the supplier/payee is "Spend Authorized" in the Oracle Supplier portal

2. Concur Delegates can associate the non-employee traveler with the appropriate accountability structure in Guest
ting (View guide).

3. Confirm with your Dept. SAA that the dept. has established an "ALL" record for Concur Routing in EACS.

Read More

Available Expenses Expense Reports (1) 1 + seeal

Stable Isotope conference, China $568.32

© Atert

;-__,; Concur  Expense v

No Available Expenses M3 Expenses
vailable

Home / Ex

Manage Expenses 2
Report Llhrary View:  Active Reports

e Isotope conference,...
0

$568.32

Not Submitted

Available Expenses

Drag and drop files to upload a new receipt. Valid file types for upload are .png, .jpg. jpeg, .pdf, .tif or tiff.

© Enable Expense Assistant to allow ui es 1o be placed automatically in a report for you. Learn More

View:  All Expenses 1 upload Receipt

@ _8 Acting as Homyak, Peter M

Create New Report



ZX7Concur  Expense v

Manage Expenses

o [ J
Safety straps $56.46 5 Copy Repor
evl eWI n a Pending Financial Previewer Review |Report Number: ELWYYV
Report Details v Print/Share v Manage Receipts v
p y p e Expense TypelT Datel®
= owe's
Re p o rt Iser Lab Supplies Other Aiverside. Colffornia 07/21/2025

EX7Concur  Expense v

Manage Expenses

Home | Expense | Manage Expenses / Safety straps

This expense report was created and Safety straps $56.46 =
submitted by a UCR employee. It is s e

currently in the Financial Previewer's

queue for approval. To remove it from
the queue, click Recall Report.

Expense Type | Datel¥

Lab Supplies Other s 071212025
Riverside, Calfornia

A pop-up window will appear asking
for confirmation. Click Yes to proceed.

© Repon Comment | Concur Sysem: Valld COA Segments View Report Teneline

The report status will change from ELWYYV - 07212025 $56.46
Pending Financial Previewer Review to & e
Returned. The Travel Arranger can now e

comment)T  ReceiptlT  Payment TypelT

make edits to the report.

Travel Allowance




Creating a New Expense Report

Create New Report

Create From an Approved Request

* Once Create a New Expense Report
has been selected, a window will
appear where all trip information
can be entered - similar to the Pre-
trip Request.

« After entering the required
information, click the Create Report
button.

« The next slide will focus on proper
naming conventions for expense
reports.
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Proper Naming Conventions
for Expense Reports
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TO C h a n ge t h e re p O rt © Report Comment | Concur System: Valid COA Segments View Report Timeline
nam e, Cll C k on th e Re pO rt Goldschmidt conference $3,212.63 [ i epors [

© Returned |Report Number: O76EGE 1

Number.

Report Details v Print/S| View Available Receipts

Report @ Add Expense v
port Header 2

Alternatively, click the s Sl oot S
Report Details drop-down ] e

Audit Trail

menu and select Report

Linked Add-ons Incurred by User Meal Cap/Per Diem Reduction Pra H REPUBI

Header.

Incurred by User Foreign/ NUS Daily Meal Per Diem ague 07! 2 $22.00

*Other - $1,105.54

Incurred by Lodging o .
Prague, CZECH REPUBLIC Hemized

Incurred by User [ er Diem Reducti Prague, CZECH REPUBI C 1/2025

Incurred by Us ign/OCONUS Daily Meal Per Prague, CZECH REPUBI U $65.00 $65.00

$3,212.63 $3,212.63




Report Header
‘Goldschmidt conference $3,21263
* Required field
Report Type * Trip Name * Tra
*Travel Expenses Goldschmidt conference . 4 Employee 3. Foreign
D

ess Purpose/Additional Information * 621500

Trip Purpose *

For the Trip Name, it is
recommended that users follow the -

074052025 B 07/12/2025

standard format:

Check

To attend the Goldschmidt conference and share project results

o Accol v Approver D *

[Request ID - Trip Begin Date - st o
Trip End Date] : -

(1511) UCR CAMPUS (21100) FEDERAL AWARDS (44) RESEARCH

This format helps with searching, |

(000) DEFAULT PROGRAM (KD13806001) 2247717 BROUNCE 05/31/2026 NATIO. (0D0000000D) Defauit Flex1 (000D00DD) DEFAULT FLEX2

linking trips, and managing ——

expense repor

Report Header
Goldschmidt conference $3,212.63

Copy the Report Number and paste

it into the Trip Name field, followed e monmors ) 5] [sre

Business Purpose/Additional Information * 62/500

by the trip dates in the format:
MMDDYYYY-MMDDYYYY.

Business Travel Start Date * Business Travel End Date * will this trip include personal travel? * Personal Travel Dates
07/05/2025 0711212025 B N
Payment Option * @

Check

Click Save. -

(ORG14) College of Natural & Agricultural Sciences (DO1055) Earth & Planetary Sciences Dept ¥ X (10011435) Deborah Terao

Ent Fund *

(1511) UCR CAMPUS (21100) FEDERAL AWARDS v X [AD1099) Earth & Planetary Sciences ¥ X (44) RESEARCH
Program * Project * Flex1* Flex2*

(000) DEFAULT PROGRAM (KO13B06001) 2247717 BROUNCE 05/31/2026 NATIO... ~ X (0000DD00D0) Default Flexl (00000000) DEFAULT FLEXZ
Report Number

Q76EGE

Comment
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Linking a Pre-Trip Request
to an Expense Report



Manage Expenses Card Transactions

Alerts: 1

Report

1 €3 Error: Travel Expense Reports must be associated to an approved Pre-Trip Request. Select the applicable Pre-Trip Request from Manage Requests under Report
Details. View

Q After creating an expense report, :
i O TESS [0) SYofeh OLAWWM-05192025-05252025 $1,992.63

stating that an approved Pre-Trip <) REE [ ez e CI
Request must be associated With Report Details v Print/Share ¥  Manage Receipts ~  Travel Allowance v View Available Receipts
the report.

Expenses (® Add Expense v

To link the request, click on Report | Report Header
Details, then select Manage
Requests from the drop-down

menu T 1-05192025-05252025 $1,992.63

Audit Trail

Card Transactions
| Report Totals

rt Number: OLAWWM

Allocation Summary

Linked Add-ons

Manage Requests

\_ J

Report Details v 2 Print/Share v Manage Receipts v Travel Allowance v View Available Receipts
o

Expenses (® Add Expense v

D comment]T Receipt]] PaymentTypell Expense Typel= Vendor Details|] DatelT Amount]T Requestec




HYY Concur Expense v Pl R Acting as U

e A window displaying T
Available Requests will OLAWWM-( < nsremes e ossereen
appear. Select the & reies i |
request that applies to ReportDetas v Prl
the expense report, then o ST

A Confer K 05/19/2025 05/25/2025 No $1,300.00 Add
ClICI( dd ference
L]

Available Requests (2) 3

= iew Available Receipts
Request Name]T RequestID]] Start Date]= EndDate]] Cancelled|T RequestTo 2

(]  commentdf| 11242023 1estec
11/24/12023  12/06/2023 {
12062023 ;

[j ‘_ R IIIj3j33h))rZDZII__—DDD_D_———, : T $991

Item
Banff, Alberta

Taxi/Shuttle/Car Banff Airporter Inc

Incurred by User .
service Banff, Alberta

05/24/2025 CAD 76.58




EX” Concur  Expense v ORIl R Acting as UEE————

© Update Other ltems?
Manage Expenses Card Transactions

. Linking a request will modify the following fields:
Manage Linked R . . g

OLAWWM' " “Traveler Type I Reportr Delete Report

* *Trip Type / Card Type
¢ *Trip Purpose

Another window will

appear, stating that linking Pl il « Purpose
. . Report Details v Print/ * Start Date iew Available Receipts
the request will modify + End Date
. o .  *Will this trip include personal travel?
Ce rta In fl e ldS In th e re pO rt. Expenses ¢ *Personal Travel Dates

* *Payment Option

[:] Comment)T by

Click Update to continue.

o *Activity
* *Function

Do you want to also update your expenses, itemizations, and
allocations in this report with the same changes?

4 Do Not Update
: CAD 76.58




° After clicking the Update
button, the alert
message will clear. You
can now proceed with
adding expenses.

HYY Concur Expense v

Manage Expenses Card Transactions

Home / Expense / Manage Expenses / OLAWWM-05192025-05252025

@ Success! You have cleared all alerts on this report. é

OLAWWM-05192025-05252025 $1,992.63

€@ Returned |Report Number: OLAWWM

REQUEST

Approved
$1,300.00

Report Details v Print/Share v Manage Receipts v  Travel Allowance v

Expenses (® Add Expense v

O R Acting as U=

S0 1T Tall | Copy Report | Delete Report

View Available Receipts
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Adding Expenses



E57 Concur  Expense v

Manage Expenses

To add an expense, click the Add
Expense tab. The drop-down menu e S e s %
prOVi des three OptionS: O76EG6 - 07052025-07122025 $3,212.63 IR oo epon DetteRepon
« Scan Receipt - Upload © Rotumad g e o
your receipts here. S
* Manually Create Expense
— Select the expense type Repo s Pt g Rceps v v a
you wish to add (e.g., B © saapts ~
lod ging, meals, etc.). Commentif ReceiptlT  Payment Typelt Expense Typel —— 5 scanReceit pmounl? Requestodtt
« Select from Available | soomen s W mm s
Expenses — Locate your ] e by e eSO ———————mE— axm®  sme
T&E and Ghost Card OB MR e i
charges here.

*Other $1,105.54
Incurred by User Lodging 07/12/2025 €945.20
Prague, CZECH REPUBLIC temized

Uber 2 Manually Create Expense | 9

Incurred by User Meal Cap/Per Diem Reduction Prague, CZECH REPUBLIC 07/11/2025 (324.28) (324.28)

FO r t h iS p u r p O S e' W e Wi ll. Se l e Ct Incurred by User Foreign/OCONUS Daily Meal Per Diem Prague, CZECH REPUBLIC 07/112025 $65.00 $65.00
Manually Create Expense.




e The Add Expense to Report

Manage Expenses

e & window will open, displaying a list

H ScanReceipt o Manually Create Expense = Select from Available Expenses (0)

P ——— of available expense categories.

e Click Expand All Sections to view

01. Airfare

e the subcategories for each

03. Ground Transportation

— expense type.

05. Business Meetings
06. Socisl Activities and Entertainment
07. ConferenceTraining Registration E¥Concur  Expense v

08. Other Expenses

Manage Expenses
09. Dues & Fees. . Add Expense to Report

O7BEGS - 07052025-07122025 $321263

B ScanReceipt  # Manually Create Expense i= Select from Affailable Expenses (D)

Collapse All Sections
 expense

01. Alrfare
Airfare
Rirline Fees (Baggage, WiFi, etc.)
02. Lodging
Gift to Host In Lieu of Lodging
Lodging
Lodging - Advanced Deposit
Lodging - Group
Other Accommodations
03. Ground Transportation
Car Rental
Car Rental Fuel
Charter Bus
Non-University Fleet Vehicle Mileage
Parking
Personal Car/Business Use - Mileage

TaxiiShuttle/Car service

Cancel




X7 Concur  Expense v

« Once the desired expense has been
selected, the system will display a
window where you can enter all Airfare $1,665.31
relevant expense details.

« Itemization is not required unless:
« The expense is for lodging
(see next slide), or

e The traveler used their T&E
Card for a non-reimbursable
purchase, which must be
marked as Personal/Non-
Reimbursable.

* Receipts can also be uploaded
directly in this window.




ZT7Concur  Expense v

Man,

g Expenses

Home / Expense | M

ge Expenses

< - Lodging € 945.20

*Other

Itemizations

Allocate

Lodging
te Range * Nights
0710612025 - 0711212025 5 6
Purpose *
ConferencelProfessional Meeting (G-28) v X

voX
Prague, CZECH REPUBLIC v X
Amount *
94520
Exchange Rate * Reverse Rate
LEUR=  1.1696378635 usp

07/12/2025

Incurred by User

Euro (EUR)

mount in USD *

1,105.54

* Required field

vox

v x

v ox
01500

Cancel

1 EEE oo
. U ' 0 C U C
Hide Receipt

Receipt

Customer - payer

Hotel
Grand Hatel Prague Towers - Managed by Czech [nn

sovi 1
aha 4Czech Repubiic

in-house guest list

Remove Add (1} Open

SX”Concur  Expense v

Manage Expenses

Home / Expense / Manage Expenses / O76EGS - 07052025-07122025 / Lodging
Alerts: 1 A

€ Error: Itemizations are required for this entry. View

& R Lodging € 945.20 PR Dclcte Expense  Cancel

07/12/2025 *Other

Hide Receipt

Details Itemizations Receipt

(3 Allocate
2 * Required field
. P
Expense Type © Alert 14069 Praha aCzech Repubhe Paymenttype:  Bank transfer
Bank account Iziun cate 06.07.2025
i ’ Oue dote- 20.07.2025
Lodging Tax ffetive date: 06072025
=== This expense has been saved. You are required to itemize this Puyment rad. ns.
Date Range * Nights: Transsction expense. Would you like to do that now?
|| [ owormmesranzsontorsiese
071062025 - 07/12/2025 8 6 0711212025
No Cancel =25 &= =
Purpose * Trip Type * % EXE
t
Conference/Professional Meeting (G-26) v X 3 Foreign V)%
— = o= e
wT T S o e
sy it wmans - ame  ame e
Non-Employee v X ‘Other v i oaae wam i wwe wme mme
Lodging Location * Payment Type * umas  weraws ' N e s
Prague, CZECH REPUBLIC v X Incumed by User v Total price Indl. tax 845,20 €
Amount * Currency *
945.20 Euro (EUR) O 2
Exchange Rate * Reverse Rate  Amount In USD *
1EUR= 11696378635 USD 10554

Saper_Goldschmidt_Hotel.pdf

Reference Number @

Remove Add (& open

Apoly to GSA Limit



L Concur

Manage Expenses

Expense v

) Error: Itemizations are required for this entry. View

<~ Lodging € 945.20

07/12/2025  ~Other

Details Itemizations

Amount Remized
€945.20 €0.00

New Itemization

Expense Type *

Lodging

* Required field

Recurrence * @

Same daily amount

Mot recurring

Same daily amount

Different daily amount

07/07/2025

07/08/2025

07/08/2025

07/110/2025

(Amounts in EUR)

Add Tax Fields

Receipt

Save ltemization [IeRURA]

Hidn Roce

in-house guest list

L Concur

Manage Expenses

Expense v

Lodging € 945.20

“Other

Delails Itemizations

Amaunt ttemized

£945.20 £945.20

New Itemization

xpense Type *

Lodging

Different daily amount
£ Nights:6

Date Room Rate*

0710612025 863
0710712025
0710812025
0710912025

0711012025

e Select the recurrence amount based on

the itemized lodging receipt.

° Then, enter the values in the Room Rate

and Taxes sections, if applicable. You'll
see the total amount remaining to
itemize displayed at the top.

e Click Save Itemization when finished.

m Cancel

Hide Recaip

Receipt

@ Remaining
€0.00

* Required field

(Amaunts in EUR)




# Trip Logged, Expenses Entered - Now Hit Submit!

Once all expenses have
been added to the
expense report, click
Submit - and you're
done!

757 Concur  Expense v

Manage Expenses

@ Report Comment | Concur System: Valid COA Segments View Report Timeline

O76EG6 - 07052025-07122025 $3,212.63

@ Returned |Report Number: O76EG6

Report Details v Print/Share ¥ Manage Receipts v

Expenses

Comment|T Receipt{T

Payment Type [T

Incurred by User

Incurred by User

Incurred by User

Incurred by User

Incurred by User

Incurred by User

Incurred by User

Travel Allowance v

Expense TypelT

Taxi/Shuttle/Car service

Taxi/Shuttle/Car service

Meal Cap/Per Diem Reduction

Foreign/OCONUS Daily Meal Per Diem

Lodging

Meal Cap/Per Diem Reduction

Foreign/OCONUS Daily Meal Per Diem

Vendor Details|T

Uber
Prague.

Uber

Prague,

Prague,

Prague,

, CZECH REPUBLIC

CZECH REPUBLIC

CZECH REPUBLIC

CZECH REPUBLIC

*Other

Prague,

Prague,

Prague,

, CZECH REPUBLIC

. CZECH REPUBLIC

., CZECH REPUBLIC

® Add Expense v

Scan Receipt Amount[T

Manually Create Expense

Select from Available Expenses (0)

CZK 71359

07/12/2025 ($8.72)

07/12/2025

07/12/2025 €945.20

07/112025 (324.28)

07/112025 $65.00

$3,212.63

X

ETCUNE ST Copy Report  Delete Report

View Available Receipts

Requested [T

($8.72)

$22.00

$1,105.54

hemized

(524.28)

$65.00

$3,212.63






