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Basics for Travel and Funding Requests

March 17, 2023




Agenda

1.

Overview for approval of funding from Professional
Development Committee

Submit Request in Concur

Submit Expense Report in Concur upon refurn from
conference

Any Other Employee Reimbursement (Non-Conference
related)

Assign someone as a delegate



Approval of funding — Key Notes

< hitps://www.evc.edu/support-resources/participatory-
governance/professional-development

% Committee accepts funding request for virtual or off-campus professional
conferences, seminars, or workshops.

¥ Estimate the expected cost such as registration, lodging, airfare, mileage
etc.

» Funding for full-time faculty is limited to a maximum of $1,200.00 per
academic year.

% Adjunct faculty: $600.00 per academic year.
% Full-time classified staff: $1,200.00 per academic year.

% Part-time classified Staff: $600.00 per academic year.


https://www.evc.edu/support-resources/participatory-governance/professional-development

My Conference Qualifies! What's Nexi?

% Submit Request through Professional Development Funds form

K/

% Request is discussed at Professional Development Committee monthly
Meefting

\/

% You got a letter! Open it!

% Submit Request in Concur




Submit Request in Concur
(Step by Step Instructions)

1. Login through sso.sjeccd.edu
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Submit Request in Concur cont.

2. Click “Requests” on blackmenu <« = ¢ o o8 e

=2  https://us2.concursolutions.com/nui/travelrequest/home

B Most Visited @ New Tab (@ Colleague WebUl 5.x -... Tl Microsoft Office Home @ EVC - Home

% If you don’t see “Requests” ry—
contact Business Services

S saccc @ My Sheli | Brytewave

Requests Travel Expensa Approvals

Reporting = App Cenler

Manage Requeaests Process Requests

3. Click "Create New Request” Manage Requests

REQUEST LIBRARY View Active Requests ~

THERE ARE NO ACTIVE REQUESTS
Click Create New Request to create a new request

€ C @ 0a=n concursolutions.com/nui/travelrequest/requ o 17 ® +
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Submit Request in Concur cont.

4. Fill out all required fields in the Header screen
% Give a meaningful name
*» Justification of Travel
% Trip Type (In State, International, Non-Travel, Out of State)
s Start Travel Date
% End Travel Date

» Note: The date you start and end the fravel, not the actual
conference dates as per agenda

“+ Main Destination City and County
% Select the appropriate fields “How you book your travele”
» Agency-booked (Do Not Use)

> Self-Booked outside of Concur Travel (You can book with or
without Concur Travel)

> No Travel (Online conference)



Submit Request in Concur cont.

% Select if you have Personal Travel (Yes/No). If yes, state the dates

s Check mark “Professional Development Request”
» Text: means you have to know the fund name (E.g. General Funds)
» Code: means you need to know the 2 digits of the fund (E.g. 10)
> Either: Most preferred

Fund *

Y ~ | (10) General Fund

[ Text

Code

r Unspecified
Either r




Submit Request in Concur cont.

5. Yourrequest header has been created, and now
add all major estimated expense: e.g.

a) Registration cost
Add Expected Expense

b) Lodging Cost

Search for an expense type

c) AirFare
. ~ 01. Travel Expenses
% Click “Add” and select “Expected Expense type” S
One OT O Time. ~ 02. Transportation

Air Ticket

Car Rental
SAP Concur [G] | Reguests ravel xpense  Approvals App Center Ground/Public Transportation

Railway Ticket

03. Mileage

A Alerts: 1 ~

~ 04. Meals

ACBO April 2023

Mot Submitted | RequestID: 34KJ

Breakfast-per diem

Dinner-per diem

Request Details w Print/'Share w Attachments w
EXPECTED EXPENSES Lunch-per diem
Add ~ 09. Other

No Expected Expenses ‘ Registration Fee
Add expected expenses to this request to submit for approval.




Submit Request in Concur cont.

6. Click “Attachment” to aftach needed documents:
a) Professional Development Funding Approval Letter

b) PDF of Conference deitails (flyer, conference agendaq, etc.)

/. To edit/delete/allocate: check mark the line & complete as needed.

SAP Concur E Reguests Traw
Manage Reguests Process Reguests
A Alerts: 1 ~

ACBO April 2023 $1,200.00 i

Mot Submitted | Request ID: 34K

Reguest Details ~ Print'Share Attachments ~

EXPECTED EXPENSES

] Alerts T Expense type Tl Details T Date = Amount T]. Requested TL
O = Registration Fee 052172023 £300.00 £300.00
O Hotel Reservation Reno, Mevada 05/21/2023 E700.00 700,00
] [---] Air Ticket San Jose (SJC) - Reno (RMNO) : Round Trip 05/21/2023 $200.00 $200.00

$1,200.00




Submit Request in Concur cont.

8. Click “Submit Request’ after validating.

% The request goes to the next approver “Direct Manager” as per
workflow.

9. Concur will notify you as soon as the request gets approved.

10.You are ready to book your trip.

. Cost Center
Requester Direct Manager Manager

College
President

Funds
Encumbranced




Submit Expense Report in Concur
(After return from Conference)

Goal is to show the entire cost of that conference/trip, irrespective
how it was paid.

1. On the black menu bar, click “Requests”

s Double click your approved request

SAP Concur

Manage Requests

Manage Requests
REQUEST LIBRARY Wiew Active Requests ~w

APPROVED 03122023

© c©Sso

+
Create New Request $£2,1710.00

Approved




Submit Expense Report in Concur cont.

2. Click on “Create Expense Report”

O Alerts: 1 -

CSSO $2,110.00 e

Approved | Request ID: 34GT

Reguest Details Print/Share Attachments ) ~

EXPECTED EXPENSES

Alerts TL  Expense type T) Details TL Date = AmountT] Requested T]
[ === ] Hotel Reservation Los Angeles, California 03/M12/2023 $900.00 $900.00
[===] Air Ticket Oakland (OAK) - Los Angeles (LAX) - Round Trip 03122023 $400.00 $400.00

Breakfast-per diem 03/M12/2023 $75.00 $75.00
Lunch-per diem 03122023 $80.00 $80.00
Dinner-per diem 03/M12/2023 $140.00 $140.00
Registration Fee 03/M12/2023 $515.00 $515.00

$2,110.00




Submit Expense Report in Concur cont.

3. Click "Add Expense'’. Be sure not to exceed PD approved amount.

% you going to add all actual expenses such as registration, air fare,
lodging, mileage, per diems one at a time.

% Ensure to attached itemized invoice/receipt with proof of
payment (last 4 digit of credit card #)

% Payment types are either:

» Qut of Pocket — (Reimbursed to Employee)
» Prepaid by P-Card
» Paid with District Check (RFC)

% Upload receipt and save expense.

SAP Concur

Manage Exponscs Wicw Transaction

Not Submitted | Report Number: HAY HWW4




Submit Expense Report in Concur cont.

Key Notes for all reimbursement:

% Total mileage can be claimed 300 miles one way, and 600 miles round trip.
No receipt is required.

> If the fravel is completed between Monday to Friday, round trip
mileage can be calculated from EVC to the designated destination.

> If the travel is done on weekend, round trip mileage can be
calculated from your home to the designated destination.

% Keep gratuity 20% maximum of the service.

% To claim Per diem, provide agenda only, no receipt is required

- Cost - - .-
Direct Business District

Requester Center - -
- Manager Manager Services Office




Other Employee Reimbursement

Any college related expenses that is paid by an employee such as:

% Purchase of minor office supplies (54300)

% Ground/Public Transportation “Parking”(55200)
% Mileage (55230)

% Postage (55810)

¥ Memberships (55220)

* Food and Beverage (Need approved Food Purchase Request form signed
by President) (54301)

d Make sure the budgets are available on the account




Other Employee Reimbursement cont.
(Step by Step Instructions)

The steps are:
1. Go to “Expense” on the black menu bar

Click “Create New Report”

Select “Non Travel Policy”

S

Fill all the field and click “Create Report”

_

Create New Report

Create From an Approved Request
* Required field

Policy 7 ] Report Name * @ Report Start Date * @
— Non-Travel Expense Policy v Reim_Table Covers_Graduaton 10/03/2022
Report End Date * @ Report Total Fund * [ 1]
10/03/2022 Y +~ | Search by Text
GL Location * (2] Cost Center * 3] User * (4]
Comments To/From Approvers/| Processors

For Graduation request by Dean|




Other Employee Reimbursement cont.

5. Click “Add Expense”
6. Select the appropriate expense type.
% Note: Ensure to have a itemized receipt.

% If you cannot provide receipt, provide signed “Affidavit of Missing
Receipt” form is available at: https://www.sjeccd.edu/district-
services/fiscal-services/accounting-toolbox

Reim Table Covers_Graduation $55.00 &

Not Submitted

Sa Dkalis PriwStare v Manage Recells v Add Expeise
| And Expanss 0 T

Available Expenses Create New Expense

[0  Merts?, Comments?, Recalpt?, PaymentTypet, Expanss Type 1, Vendor Datass 1, Date = Requested 1,
. Search for an expense type

Food and Food Serv Non Instructional

~ 06. Office Expenses



https://www.sjeccd.edu/district-services/fiscal-services/accounting-toolbox

Other Employee Reimbursement cont.

/. Add Mileage expense line

% Click “Add”

% Select “Local Car Mileage”
8. Enter: Following

% Transaction date (Date of
travel)

% Select Trip Type: In state

» Click: Mileage Calculator

SAPConcur [C] = Reqess  Trael | Epeme  Apoak  Repomnge

Manage Epenges View Transactions Process Repons

New Exgense

Details Itemizations
% Milesge Calculator @ Allocate

Expense Type™

Local Car Mileage

From Locaton* To Locaon*
3095 Yerba Buena Road 3251 S White, san jose
Comment

To buy table covers for Graduation

App Certer

Transacton D™
100372022
Pammet Tpe

Cut of Pocket

Currengy

US, Dollar

e

* Required teld
Tro Tipe*

In State

Rermoursement Rames

USD 0.625 per mie



Other Employee Reimbursement cont.

Enter: “To” and “From”
address

Select “Round trip”

Click “Add Mileage to
Expense”

Add “comments’ (Purpose of
the trip)

Click “Save Expense”

Note: a map will be
automatically saved to your
request.

Mileage Calculator X
) wvia Tolls L Avaid Highways Y
e L}
Jav00i A Map La
Waypoints ' 4
) D,
¥ Ro 052, CAS rucian l
' ferba Buena Road, San Jose, | } 26M ‘l \.[.liv Raging Waters San Jose Vet
- . JPesonsl | DeGrant Mt Hamilton
© 2251 vt R 5o Jose, Cass1| } S Q SaQ Jose ) Counn
1 | Persanal S0FA Sikh Gurdw i
’ 3095 Yerba Buena Road, San Jose, Q TALTISAN 0k Q Kh GurdwardSani/ise |
) il Happy Hollow Q b
- Willow ¥
o p Street Frank Park & Zoo Q
Bramhall Park
Calculste Route @ Fogm
CrecRark
3 W
Directions i
WILLOW OLEN
93095 Yerba Buena Rd, San Jose, CA 95135, USA
Doert Park Hellyer
CountyPark .
26mi. About Bring M
Martial Cottle Park iy
1. Head east toward Valle DelLago 1671 L
1)
# 2 Tum left toward Valle Dei Lago 79 Robertsville
3. Tum right onto Valle el Lago 0.4 mi an Park
r . @7 . o Metcall +
4, Tur riaht onto Yerba Buena Rd 06 mi Alamitos i) S Motorcycle
{ ) County Park -
TOTALPERSONAL ~ TOTAL BUSINESS qutr‘:f Park i
0'0 MI 5'2 Ml GO' gle Keyboard shortouts  Map data €2022 Google  Terms of Use  Report amap error.
Add Mileage 1o Expense e}




Other Employee Reimbursement cont.

9. Review and Click “Submit Report”

10. An email will be send to the next approver

Manage Expenses View Transactions Process Repons

A& Alerts: 1 ~

Reim Table Covers_Graduation $58.13 & suomt Rapor

Not Submitted

Repor Detalis ~ Prim ~ celpts
= Mlerts 7, CommentsT, ReceiptT, Payment Type T Expenss Type TL Vendor Detalis T, Date = Requested T,
- Dol
A =} Out of Pome Omice Susoes e famaz2 $55.01
San Jose Caiftormy
(- ] Outt of Pocket Local Car Mileage 10032022 $3.13

$58.13



Assigh Someone as a Delegate
(Step by Step Instructions)

A delegate is a user who has been

granted permission to act on behalf of

another user to perform tasks such as

preparing and reviewing the expense Administration» | Help~

reports. Profile ~ &

o
Steps: | Saloshni Chand
1. Click “Profile™ on Concur Profile Settings Sign Out
homepage

2. Click “Profile Settings”




Assigh Someone as a Delegate cont.

3. Click “Expense Delegates”

Profile Options

Select one of the following to customize your user profile

Fersonal Information
Your home address and emergency contact information

Company Information
Your company name and business addrass or your remaote
location address

Credit Card Information

You can store your credit card information here so you don't have
to re-enter it @each time you purchase an item or service

E-Receipt Activation

Enable e-recaipts to automatically recerve electronic receipts from
participating vendors

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel
manager

Request Preferences

Select the options that define when you receive email notiications.

Prompis are pages that appear when you select a certain action,
such as Submit or Print

Change Password
Change your password

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday start/end?

Contact Information
How can we contact you about your travel arrangements?

Setup Travel Assistants

You can allow other people within your companies to book trips
and enter expenseas for you

Travel Profile Options

Camer, Hotel, Rental Car and other travel-related preferences.

Expense Delegates
Delegates are employees who are allowed to perform work on
behalf of other employeeas

Expense Preferences

Salect the options that define when you receive email notifications
Prompts are pages that appear when you select a certain action,
such as Submit or Print

Concur Mobile Registration
Set up access to Concur on your mobile device



Assigh Someone as a Delegate cont.

4. Click “Add” on the delegates tab

5. Search by name or email address

Expense Delegates

Delegates = Delegate For

(e e Jowe

Delegates are employees who are allowed to perform work on behalf of other employees.

Search by employee name, email address, employee id or login id

(0 @) -

Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request.




Assigh Someone as a Delegate cont.

6. Check mark the appropriate boxes only
/. Click “Save”

Expense Delegates

Delegates | Delegate For

Delete

Delegates are employees who are allowed to perform work on behalf of other employees.

Add

Search by employee name, email address, employee id or login id

Add Cancel
@pense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions for Expense and Request. \
Can Can View Can Use Receives Can Preview For Receives Approval
(]  Name Prepare Receipts Reporting Emails Can Approve Temporary Approver Emails

Cuen, Colleen 0 /) e 0 0

Colleen.Cuen@evc.edu L

N 3 J
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