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The instructions on the following pages explain step by step how to submit your mileage reimbursement in the Concur Travel
and Expense Reporting system.

Please Note:
e Mileage reimbursement must be submitted each semester.
e Mileage reimbursement is approved by your department chair:

o Eleonora Villegas-Reimers: Teaching and Learning;

o Yasko Kanno: Language and Literacy.

e See “Important” under step six: i.e., you need to include in the Comment box on the report header page that you
do not work from the BU campus.

e For technical assistance and questions regarding the Concur Travel system, please contact Jean-Claude (JC) Reqis,
BU Wheelock’s Finance Manager.

e For all other questions, consult with your program director or department chair.


https://www.bu.edu/wheelock/profile/eleonora-villegas-reimers/
https://www.bu.edu/wheelock/profile/yasuko-kanno/
https://www.bu.edu/directory/?search_first=&search_last=&search_email=jregis7%40bu.edu
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STEP 1. Go to BU Works Central Portal & log in with your BU Kerberos ID and password.

STEP 2. Click on “Employee Self Service.”

BOSTON
UNIVERSITY
Employee Self-Servi

Home Finance ACCT XWalk Reporting Waorklist WebGUI Procurement

Welcome to BUworks Central Portal

A personalized view of University resources designed to help you
manage your daily work

Learn the System
BUworks Online Help can show you the way.

BUwaorks Online Help offers a variety of optiens to help you get up to speed quickly
including:

Introductory Video Clips

Process Guides

Work Instructions

= Quick Reference Guides A BUworks Online Help

= Glossary A Business Link

= Workshopsi/Labs A Financial Affairs Forms

Access the training page on the About BUwerks website for more information on A Sourcing & Procurement Ordering
Workshops/Labs Guidance

Need Help?
IS&T has the answers

The IT Help Center provides centralized technology support for BUworks Central to the
Boston University community via phone, e-mail, or the Service-Now ticket system

= Contact us online or email us at ithelp@bu.edu.
= Call us at 617-353-HELP (353-435T7)



https://www.bu.edu/tech/services/admin/fin-hr-proc/central/
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STEP 3. Click on “Travel and Expense Reimbursements.”

Finance ACCT XWalk Worklist WebGUI Procurement

Home

Employee Self-Service Reporting

Overview

Employee Services

- Homepage List of Services Search

Time Services

Review your time balances and plan your time off. \Weelkly employees can record working time.

Quick Links
[ Time Off Request

o =

Benefits

Display the plans in which you are currently enrolled and enrell in new benefit plans.

iJ ‘

Quick Links
[ BU Benefits Center

@ BU Total Rewards and myFiTage
Pay
Display your salary statement and your direct deposit information.

Quick Links

[ Salary Statement
B W-2 Display

(i@

e

Personal Information

Manage your addresses, emergency contact, personal data, race/ethnicity/veteran stafus data.

Display your family members and dependents.

Work Environment

Display the University property assigned to you.

Travel and Expense Reimbursements

®r a Travel Credit Card, and manage Travel and

Expense Reimbursements via Concur.

Campus Services

Access non-BUworks seli-service functions. such as enroliment for FitRec, Parking Cptions and
Terrier Convenience Plan.
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STEP 4. Click on “Manage Business Travel Arrangements and Reimbursements.”

BOSTON
UNIVERSITY

Home Employee Self-Service Finance ACCT XWalk Reporting Worklist WebGUI Procurement

Overview

Travel and Expense Reimbursements
Back

~  Service Map

% University Travel Card
) [& Read Travel Card Policy
Policies and Procedures

@ Review Travel Policy Page
[B Access a List of Travel Office Contacts

Concur Travel and Expense Reporting

@ Manage Business Travel Arrangements and Reimbursements
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**Important** If you see the pop-up below: (a) enter your full BU email address, (b) select “Boston University,” and (c) enter your
BU Kerberos username and password.

SAP Concur @ English (US) v

Sign In

o Username, verified email address, or S50 code

Please enter a usemame, verified email address, or S50 code. -
C. Remember me

Forgot usemame

Need help signing in

Leamn about SAP Concur for your business
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STEP 5. Click on “Start a Report.”

=" Concur  Home v

+  Authorization Requests 0 £ View Trips 0 (&) Available Expenses 0 O Expense Reports 0

Start a Request

Alerts
Start a Report

Triplt creates a schedule with all your travel details in one place, accessible on Android or iPhane.
»
Simply connect your Concur account to Triplt. Connect to Tripit ~ Not right now

& Booking for myself | Book for a guest @ You haven't signed up to receive e-receipts. @ Sign up here
* a k3 @ Company Notes
Flight Search
“*IMPORTANT UPDATE*: Effective February 18, 2025, University-Funded International travel requires written
Round Ti One W Muts Cit
e e i il approval from a Dean or Department Head AND a Senior University Leader
From @

Departure city, airport or train station

Fond an arpon. | Select mutdple ampons It is the traveler’s responsibility to secure this approval in writing prior to booking, whether online in Concur, or

ik with a BU Travel Agent. Additionally, the approval must be attached to the Concur expense report for

Arrival city, airport or train station

Find an sirport Sesect mulSple snmports

Read More
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STEP 6. Add all information (fields highlighted in red below) and then click “Create Report” at the bottom right.

*IMPORTANT**
e Ask your program director or department chair for the Cost Object.
¢ Enter the semester Start Date and End Date for those fields.
¢ Inthe Comments box, indicate that you do not work from the BU campus.

T
M Create New Report

i Report Name * Trip Purpose * (1) | Travel Classification (2) [Stert Date

* Required field

Indicate here that (a) you do not work from the BU campus and (b) this report includes all travel
related to the supervision of X number of students for the [Semester Year].

Program Supervision Mileage Local Meeting Expense X v Domestic X v 01/18/2024 8
05/01/2024 B [:] Spousal Travel Included? v
Does this report charge a grant/sponsored program? *
No v Staff v *United States X v D Does this trip involve multiple destinations?
Comment 0/500
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STEP 7. Click “Add Expense.”

SAP Concur Expense -

Manage Expenses Card Transactions

Home / Expense [ Manage Expenses [ Program Supervisor Mileage

Program Supervisor Mileage $0.00

Mot Submitted | Report Number: JAMEJ9

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

Add Expense
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STEP 8. Search for and then select “Mileage.”

Add Expense

0 +

Available Expenses Create New Expense

[ Mileage]

. 02. Transportation

Mileage (513500, 513700)




How to Create a Mileage Expense Report

STEP 9. Add Waypoints to the mileage calculator. The start and end point of each trip can be your home address. Then click
“Calculate Route” and at the bottom right, “Add Mileage to Expense.”

**Important** Only add your trip/s for a given day. You will need to repeat Steps 8-10 for each additional day.

Mileage Calculator X
L ¥ " AREA2ZIMIT e - 5 T
Avoid Tolls Avoid Highways 2 Be. ‘o = an® Qch_.a'_l(‘iles River Espkj_nade LY = _1
Wavpl!ints Map 5 & o ALLSTON Sl =" c.hﬂi\e% : ' Bostony DOWNTOW!. . &
JAK SQUARE $ Brigh Bostond s : €
ilber Way, Bos 1 A E O Aye __ University, it Y P 5
‘ Silber Way. Boston. MA 02215, USA A2 it ; s ¢ L= 0@0‘10"5" aAmf. BAYEAST @ ] Be BDsto{:'
[Jpersonal CORNER 2 2} SIg — primsy e =  Ships&
O 40 Pershing Rd. Jamaica Plain, MA 0 S % ¢ BACK BAY” ® E‘: o2}
= = - } [ IPersonal lRIGHT.ON % d‘b\l{‘ :,: COTTAGE FAR m_ o MA™ S sk <8 :: ;i
‘ Silber Way, Boston, MA 02215, USA L “‘,,00 Wf%e Q.(SS" NORTH T HISTORIC FENWAY- & = o) Be @ FORT POIN
Yz, & 7 BROOKLINE 7 k| DISTRICT KENMORE ! @ -
g s _ W/ oo i
L e S o 2 e, / L o
Calculate Route B E||ZABETH'S z COMMONWEALTH @j‘( ‘{'A“a _%\M B heastam A SHAWMUTZ" e " "L‘*‘c‘p
5 3 o 2
. = £ ey COREY HILL % 'FQ' St Alniversity A & :
; t p
Directions o ROAD - ON9Wo0g 4 Muselim,of Fine © 'SOUTH END < SJF?(EE
! COREY FARM i “ Ants; Boston % »

154 Private Alley 911, Boston, MA 02215, USA (o) S L& . ¢ & ‘2,
" § et ¥ {F 5 "
32 mi About 15 mins - . L BU Medical Campus & 2 =
1. Head south on Silber Way toward 190 ft s o < % 3 R

Commonwealth Ave Metropolitan © # A S RINAESHILE & i - % sc
terworksiMuseum " T G, %, ; %
rr 2. Turn right onto Commonwealth Ave 0.3 mi % i A 5y ah ”s;,; COLUMBUS
\ =) 4 e
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. e torto o Yanys m FISHER HILL 8 Macoiny, ROXBURY T, g SQUARE
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STEP 10. In “Transaction Date,” enter the date of your trip. In “Purpose of the Trip,” enter Supervision. Then click “Save
Expense.”

Home ! Expense / Manage Expenses / Program Supervisor Mileage / Mileage (513500, 513700)

Mileage (513500, 513700) $4.59 WS Deicte Expens: | save Expense

02/01/2024
Details Itemizations Show Receipt

£ Mileage Calculator * (% Allocate

* Required field
e
Mileage (513500, 513700) X v 02/01/2024 B upervision

From Location To Location Payment Type
Silber Way, Boston, MA 02215, USA 40 Pershing Rd, Jamaica Plain, MA 02130, USA Out of Pocket
Distance ™ Amount Currency Reimbursement Rates
7 459 US, Dollar (USD) USD 0.655 per mile
Comment 0/500

*Important**
e Repeat Steps 8-10 until you have added travel expenses for each day.
e |If you see the option to “Save and Add Another,” you may select that as well to add another expense. As noted in Step 8,
follow the same process: search for and select “Mileage.”

11
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Step 11 - Final Step: When all trips have been added: (a) click “Submit Report,” (b) read the Electronic Agreement, and then (c)
click “Accept & Continue.”

Home / Expense / Manage Expenses / Program Supervisor Mileage

Delete Repe t Submit Repol I

Program Supervisor Mileage $4.59

[Not Submitted | Report Number: JAMEJ9

Report Details v Print/Share %  Manage Receipts v | Travel Allowance v View Available Receipts [

Add Expense
(] Receiptll Payment Typell Expense TypelT Vendor Details T Datel® Requested |}
O Out of Pocket Mileage (513500, 513700) 02/01/2024 $4.5)
$4.5)
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