) Quick Reference Guide
BUworks Online Help How to an Expense
Concur Travel and Expense
How to Itemize an Expense
This Quick Reference Guide demonstrates how to itemize an expense in Concur when preparing an
expense report.
1: To begin, first select the expense you would like to itemize from the left-hand side of your

report.

Expense [liove + | Delec | Cory REEIR oo

Business Meals (513500, 513700
Sunset Cantina, Boston, Massacht

CVS, Boston, Massachusetts

3o e reiars)
) Spousa! Travel Included?
Ationdass ) Attendees: 2 | Attendee Total: $100.00 | Remaining: S0.00
Attendee Name Attendee Title Institution/Ce
_ Travel services.
TOTAL AMOUNT TOTAL REQUESTED
$125.00 $125.00 sy S r—

2: In the lower left hand corner, click the Itemize button

Date v Expense Amount Requested
v 08312015 Business Meals (513500, 513700 $100.00 $100.00 Esscion D Enlet Vendor Neme

unset Cantina, Boston, Massacht 087317201
08312015 Materials (510010) $25.00 52500 nt Type
CVS, Boston, Massachuselts

1 Pocket

Spousal Travel Included?

Attendees o Attendees: 2 | Attendee Total: $100.00 | Remaining: S0 00

Attendee Name Attendee Title | Institution/Ce Attendee Type Amount

This User $50.00
Travel services, Faculty/Staft $50.00

TOTAL AMOUNT TOTAL REQUESTED
$125.00 $125.00

3 Enter values in the corresponding fields

3b | If applicable, mark any Personal Expenses

4 Hit Save ltemizations
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[ovs Y oo ] cory IR

vse | Business Mssls

Amount Requestod
faals (513500, 513700 $10000 510000
tina, Boston, Massacht

§26.00 52600

510010)
n. Massachusetts

Business Meals (513500,

[Alcoholic Beverages (513510,

Tips/Gratuities (513500,

Spousal Travel (513610,

513700)

513710)

513700)

513710)

Non Rembursable/Personal Expensa

140400)

lPersara1 Expanse (do not reimburse) I

TOTAL REQUESTED

$125.00

TOTAL AMGUNT

$125.00
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Total Amount: $100.00 | hemized: $100.00 | Remaining: 50 00

Your expense is now properly itemized. Itemizations can be viewed by pressing the drop down arrow on the main

expense line item.

Expenses View *

| —

O ‘Datev | Cwense — Requesled‘
C Jew Expense

v/ O)3172015  Business Meals (513500, 513700 $100.00 $100.00

o Sunset Cantina, Boston, Massacht

[ 08/31/2015  Business Meals (513500, 5137 $60.00 60,00

N 08/31/2015  Alcoholic Beverages (513510, $20.00 52072

[m] "°n12015  Tips/Gratuities (513500, 5137 $20.00 2000

[ 08/31/2015 " mauw,,.. =*2n1m 0000 52500

CV3, Boston, Massachusetts

«

New Expense ‘

P

To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit:

[/] Recently Used Expense Types

Business Meals (513500, 513700)
All Expense Types

01. Travel Expenses
Accommodations (513500, 513700)
Hote! Internet Fees (513500, 513700)
Hotel Phone/Fax (513500, 613700)
Incidentals. (513500, 513700)

Laundry (513500, 513700)
Miscellaneous Travel (613600, 513700)

02. Transportation
Airfare (513500, 513700)

Airline Fees (513500, 513700)
Car Rental (513500, 513700)
Fuel (513500, §13700)

Mileage (513500, 513700)
Parkina/Meters (513500. 513700)

Materials (510010)

.04, Office Expenses
Printing/Photocopying/Stationery (510030)
05. Fees
Currency Exchange Fees (513500, 513700)
PassportsiVisa Fees (513500, 513700)
06. Other
Books/Periodicals (513400)
Conference Registrations (513300)
Materials (510010)
Mestings (513910)
Non Reimbursable/Personal Expense (140400)
Professional Subscriptions/Dues (513940)
TipsiGratuities (513500, 513700)

*As a reminder, all meals over $25 must have an itemized receipt, and alcohol must be itemized separately.*
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