BU OneCard Quick Reference Guide

Procure to Pay How to Approve a Non-Travel Expense Report

Concur Non-Travel

HOW TO APPROVE A NON-TRAVEL EXPENSE REPORT

Before Expense Reports can proceed through the workflow, they must be approved by the appropriate
approvers. Approvers may be a supervisor/manager, financial (“cost object”) approver and/or delegate who
has permission to approve expenses in Concur.

Note: The Cost Object Approver cannot be the same person who submits the report. If they are the same,
it will cause a workflow error, and the supervisor won’t be able to approve the report

If you have an “Approver” role in Concur, please follow the steps below to complete required approvals.

1. Loginto Concur, click on the Home button in the upper left corner and select Approvals from the
drop-down menu. You may also access items pending your approval by clicking on the Required
Approvals section next to the (+) Create button or selecting the Approvals section in the bottom
right corner of the home page.

ET7 Concur | Home v @ oM
&  Required Approvals 2 . = 0 ) ViewTrips 0 B  Available Expenses 0 O Expense Reporss 0
= Alerts. v
BOSTON
UNIVERSITY
Company Notes
& Booking for myself | Book for & guest *HMPORTANT LPDATE™: Effective February 18, 2025, University-Funded Intemational travel requires written
approval from a Dean or Department Head AND a Senior University Leader
4+ 2 = 8
Flight Search It is the traveler's responsibility to secure this approval in writing prior to booking, whether online in Concur, or
One Way Ml City with a BU Travel Agent. Additignally, the approval must be attached to the Concur expense report for
From@ Read More
Departure iy, airpartor o
Available Expenses Expense Reports + Approvals (2) See All
[  TRAVEL SERVICES GUEST $1,127.75
May 2025 Business Expenses
May 30, 2025
[ TRAVEL SERVICES GUEST $1,482.28
May Higher Ed Conference 2025
May 30, 2025
No Available Expenses No Reports
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2. Within the Expense Reports tab, click on an Expense Report to review details.
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Approvals
03 02
Requests Expense
Reports

Expense Reports

Report Name

9 I May 2025 Business Expen
May Higher Ed Conference 2025

Employee Report Date
I Action TEST 05302025
Action TEST 05/3N2025

& Required Approvals 5
BOSTON
UNIVERSITY

Approvals (5) See All

_ Action TEST $1,200.00
Chicago Conference June 2025
June 5, 2025

Amount Due E|

Action TEST $1,290.00
Denver Canference June 2025

June 1, 2025

Action TEST

Barker Increase Request

025

May 3

Action TEST

$1,127.75

Action TEST $1,482.28
May Higher Ed Conference 2025

May 30, 2025

3. Review the Report, click on Details and select Report Header from the drop-down list.

E: ¥ Concur

Approvals Home

Approvals v

Requests Reports

May 2025 Business Expenses ;...

Summa Dratails = Receipts = Print { Email w
Expenses Report View™ © | oimmany |
_ I Report Headerl
Datel® Amount Hequested| Report Summary
osiiazozg 0wl $135.00 $135.00 | Feport Totals
APO Audit Trail assachusetts
06/14/2025 Approval Flow  1ogan) $074.75 $974.75
= Comments
nw%mz& Allocations po, 513700) $18.00 $18.00
& = Allocations
8/18/2025 2/6
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4. Review report header details (e.g., dates, cost object). Note: If this is a reimbursement for a guest or
student, you should confirm the check payee and address.

e 5. Click Save or Cancel to exit the Request/Report Header screen.

Report header for: May 2025 Business Expenses

Coat Ot

Coat Dbject Approwes i

Uer Mame
Action TEST
Fepon Tepe
E w
Hopert Mo Report Szart Date 1y Report End Date g3
| Mary 2025 Business Expinses DEOLR0ES DS 200S

Riecepis Recerasd Appitval Statan Payrent Status Repod Tokal

¥ Submitted & Pending Approsal Mot Pakd 1127 s
Permonal Expivaes At Pt Approved Amouinn Anprowd Arroure Due BU
o pie 112775 £o0
Amount Due User Amourt Due “US Bank Total Amount Claimed Comment

18200 11

| m Carwcel

6. Click Print/Email and select BU Non-Travel Detailed Report from the drop-down list. The first
section in the BU Detailed Report is the information contained in the Report Header.

]
May 2025 Business Expenses ...
Surmmiary Detailsw Receipts w Print ! Email w
| *BU Non-Travel Detailed Report (NEW)
Expenses T ||E|"_-,-'|
| Datel® | Expense Type | Amiount Hequested| Report Summary
0642025 Meeatings (513810) 3108 oo 1 o Report Totals
A @-9 Sunset Grill, Boston, Massachusetts
061412025 Research Supplies ($10040) $Ta T ¥+
@El Wallpaper Stares
0642025 ParkingiMeters (513500, 513700} | M Y Li8
iy @ = City of Boston
8/18/2025 3/6
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7. Scroll to the Allocation Summary to view each of the allocations in the report..

@

Comt Object Allocateon Summany

Cost Object Amoant
- e . . 8112775
Surmenary by Experses Typs
Experine Type AR
Mhasptinngs (3. 900, £135.00
Parking/Meters (313500, 513300) £18.00
Resesrch Supplag [SLO0M0Y $074.75
Summuary by Payment Type
Payenient Type Brndiant
Ot of Pocket L1583 00
Test CBCP TTLTS
Report Total : $1.127.75
Persanal Expsinies : 0,00
Totsl Amourt Claimed : $1127.75
Asnount Appdcreid & £1,127.7%
Uiniversity Disbursements
Adricurd Dusi Ly - 513300
Anoaant D UG Bank : 07475
Treal Pased By Unnversity : 5113775
Uner Dvsbarsemens
Arnsunt Duse BU : $0.00
At Duse University Card From User | $0.00
Tetal Paid By Usar - .00
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8. The Expenses section displays detailed information on the expense types claimed. Click on expense

lines along the left side to see details displayed in the Expense Report window on the right.

Note: If there are multiple line items in the Expenses list, you can sort by Date, Expense Type, and

Amount by clicking the corresponding column header.

8/18/2025
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9.
expenses >S0.
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After reviewing the expense information, review the Receipt* Image and repeat the process for all

Expand expenses by selecting the radial to the left to view itemizations. Note: All meals or expenses

containing alcohol must be itemized.

EXPEHSES View® & | Expense ‘ Receipt Image
Date|* Expense Type Reviewed ‘ Amount |
— > & s b I Total Amount: $174.60 | Itemized: 5174.60 | Remaining: $0.00
I | 01/11/2024 Business Meals (513500, 513700) N $174.60 $174.60 I
I rﬁ” = 0 Yard House, Boston, Massachusetts -
o B Previous Comment
J1L. N 100.00 100.0 B &
I g Rlizho2s A oo 0000 I Entered By d 1y staff lunch for Travel Team,
I O 0171172024 N $24.80 $24.80
J| Eeense e Business Purpose Enter Vendor Name
O 017112024 N $50.00 $50.00 iy y e i
I I Business Meals (513500, 513700) =] l Staff Lunch | Yard House
- - - . 7 s -
City of Purchase Amount Reviewed
IBoslon Massachusetts W 17“9 use ¥ Iho i
Does this Meal include Alcohol? Approved Amount Comment
I No v 17460
D Spousal Travel Included?
Attendees o Attendees: 4 | Attendee Total: $0.00 | Remaining: $0.00
e 0 search Recenty Used Modify®
D ‘ Attendee Name i Attendee Title i Institution/Co... | Attendee Type | Amour\ti
| I Assistant Direct... Faculty/Staff $0.00
O ¢ Director Faculty/Staff $0.00
(| U Clerk Faculty/Staff $0.00
o Manager Card ... Faculty/Staff $0.00
-
TOTAL AMOUNT TOTAL REQUESTED 7
$174.60 $174.60 €

*Reviewing Receipts: Receipts can be reviewed in three ways:

1.
2.
3.

Hover over the receipt icon to the left of the expense
Select the individual expense and hitting the Receipt Image tab to the left of the Expense tab

Click the Receipts drop-down to View Receipts in a new window or in current window

0 Expenses

E:<|:e‘15e| Receipt !magel

Viewe &
D > | B | ExpemeTpe | Revicwed | Amoint | Total Amount: $174.60 | temized: $174.80 | Remaining: $0.00
vV 01112024 Business Meals (513500, 513700) N $174.80 $174.80
R,j I_J 0 Yard House, Boston, Massachusetts
D 01111/2024 Business Meals (513500, 513700) N $100.00 $100.00
0 011112024 Alcoholic Beverages (513510,513710) N $24.60 $24.60 = BIEDA20E49836... - 80% +
D 01111/2024 Tips/Gratuities (513500, 513700) N $50.00 $50.00
Yard Houss
126 Brookline Avenue
Summary Details | Receipts » Print / Email w
Receipts Required
Expenses Nl Becipin s sy View? & | Expense | Receiptimag
0> | Date|S | Exp View Receipts in current window| |yed Amount Requested ‘
¥ v 0112024 Bus Attach Receipt Images $174.60 $174.60
=5 [ Yard-—rower e e e e
20 :
O 01/11/2024 Business Meals (513500, 513700) N $100.00 $100.00 _
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10. Once you have finished reviewing the report, your final step is to approve or reject the report.

As an expense approver, you are also able to make changes to a report’s Cost Center or allocate
individual expense items [Reference: “How to Allocate Expenses in an Expense Report” training guide].

e C(Click Send Back to User to request that changes be made. Enter a detailed comment to explain why
you are returning the report. The report will be sent back to the submitter so they can make
changes and resubmit.

Send Back Report

Comment History
DatelT | Entered By | Comment Text

Add a comment to explain why you are returning the report. Then click OK to return the report to the
employee.
Comment

Please see my email and adjust allocation for this expense. Thanks.

e C(Click Approve if the Expense Report passes review and you want to move the report to Accounting
Review, which is the final step before it is sent for payment.

e C(Click Approve & Forward if the Expense Report passes review but you would like to add another
approver to the workflow to review before the report reaches Accounting Review.

Approve & Forward Report: January Mileage

User-Added Approver:

Comment:

[ = Far your review. Let me know if you have any questions.

Thanks,
-

T
Approve & Forward
e R e ]
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