Creating ; Travel Rec éL PPPL

Objective: This section will go over the steps in detail on how to create a Travel Request

1. Hover over the + New button near the top of the screen and select Start a request.

App Center
=
® ) PPPL \ + 05 123
Hew Authorization Available
Hello, Traveler Requests Expenses
COMPANY NOTES Epr—
Updoad Receipts

FTMS -Form

OR click on Requests at the top of the screen. This will take you to a screen with

your active requests shown. You can then click New Request in order to create a
new request.

SAP Concur Requests Expense App Center

Manage Requests New Request Quick Search

2. On the Request page, you will see 5 tabs, titled Request Header, Segments,
Expenses, Approval Flow, and Audit Trail

Destination/s:
Purpose:
Request Header | Segments || Expenses || Approval Flow || Audit Trail

Request Policy Destination/s Start Date
*PPPL-Request Policy (NIT) | v I I I I
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Creating a Travel Rec

3. Complete all required fields of the Request Header form.
All the fields with a red side bar are required fields.

*  Note: Be sure to account for the full duration of your trip, including personal/non-PPPL
business days.

&
. Note: Make sure to select a trip type and sub-trip type that matches your request.

=

e _ Note: Chargeto MullipleCostCenters?Q?

- I |v]

If your trip will be supported by multiple cost centers, select YES. You will be able to make
the appropriate allocation after you have entered all your estimated expenses.

& - Note: Do you have sig auth for any cost centers that
/’_\ will be charged?

[ v
If you have signature authority on any of the cost centers / project accounts that are

funding your trip, select YES. This will route your trip to the appropriate approver based
on the signature authority table.

* Note: When a Cost Center is selected, the dropdown for Work Package and Job Package
- will narrow down to only show what is applicable to the Cost Center selected.

& NOte 3rd Party Sponsored Trip 3rd Party Name 3rd Party Payment Amount

A ] | | |
If any portion of your trip will be funded by a 3" party organization (including Princeton
University), select YES and provide the funding information.

SAP Concur E
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4. After completing the Request Header, continue on to the Segments tab.
Clicking the Segments tab will save your progress automatically; OR you can click
the Save button near the upper right hand corner of the screen.

Cancel Delete Request Submit Request
\ Status: Not Submitted

5. The Segments tab is where you will enter all estimated transportation details for your trip.

*  Note: Be sure to include all anticipated transportation. Each segment type added must include

.\ an estimated cost amount.

= Air Rail / Train —— Privately Owned/PPPL Vehicle
Add Segment a
CLICK ICON TO CREATE SEGMENT ==

Car Rental —— Car Service

6. When you are finished adding all of the anticipated Segments, click on the Expenses
tab to add other estimated travel expenses.

Request 333R

Destination(s): /
Purpose:

RequestHeadero Segments Expenses | JApproval Flow || Audit Trail

‘Add Segment a
CLICK ICON TO CREATE SEGMENT =%
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7. Once the Expenses tab is selected, you will see the page divided in two.

* Note: On the right side you will see a list of available expenses to select from.

.\ The left side will populate with each expense you enter and save to the request .

Request 339N
Status: Not Submitted

Destination/s:
Purpose:
Request Header @) || Segments | Expenses || Approval Flow | Audit Trail
«

Expense Type:
[] pate ‘ Expense ... Amount Requested

To create a new expense, click the appropriate expense fype below or type the expense type in the

field above. To edit an existing expense, click the expense on the left side of the page.

01. Lodging 09. Fees

Hotel Registration

03. Meals and Incidentals (M&IE) Visa Fees
— Per Diem: Multiple Destinations ~ 14. Other

Per Diem: Single Day Manual Adjustment

Per Diem: Single Destination Miscellaneous

Personal/Non-PPPL Business Days

TOTAL AMOUNT TOTAL REQUESTED

8. Click on any of the expense types listed on the right hand side.

* Note: The expenses identified in the Travel Request are to provide an estimate of your

.. trip, not an actual amount. Actual expenses will be compiled when filling out the Expense
Report.

*  Note: For detailed information on each expense type, please refer to the Expense Type

- Breakdown Training Guide.

9. For each expense type selected, complete all required fields.

10. Once all the fields are filled out, click the Save button on the lower right hand side.

Allocate ][ Cancel ]

11. After clicking Save, the expenses will appear on the left half of the screen.

12. Continue adding all relevant expenses for the trip.
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13. Once you have finished adding all estimated travel expenses, attach any relevant
agendas / documentation for the trip by clicking Attachments.

Altachments - Print / Email ~ Delete Request Submit Request

Status: Not Submitted

*  Note: Required attachments (based on trip type) include but not limited to: Conference /
. meeting agenda, FTMS form, visitors agreement, relocation letter, airfare cost comparison,

registration forms, etc.

14. If your trip is being supported by multiple cost centers, select an expense that has
been added to the Request (on the left half side) and click the Allocate button.

If your trip is supported by only one cost center — skip to step 17.

Request Header o Segments | Expenses || Approval Flow || Audit Trail
+ New Expense « Expense Type Per Diem Start Date
|Pel Diem' Single Destination ‘ v] | 06/20/2019 |l
|:| Date ‘ Expense Type | Amount + Requested |
[] 06ror019 Airfare 5500 00 500,00 e e Hi) gy b
0812712019 ‘] |e. l
06/20/2019 Per Diem: Single $532 50 $532.50
= ¢ Hotel Gity Amountyy
| San Diego. California | 532,50 usp w
0/2019 Hotel $1,218.00 £1.218.00
Comment
| ‘
TOTAL AMOUNT TOTAL REQUESTED [r—
$2,250.50 $2,250.50 atocate || cancel |
—

15. A popup screen for Allocations for Request will appear. Select the expense types that
need to be allocated. Then click the Allocate Selected Expenses button.

N
*

Allocations for Request : C0O

Allocations

Clear Seleclions |

[
4

Date = | Expense Type | Group ‘ Amount

06/20/2019 Airfare $500.00

|

|

06/20/2019 Hotel $1,218.00
/D 06/20/2019 Per Diem: Single Desfination $532.50

Cancel

SAP Concur E
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16. The cost center that was entered on the Request Header will appear with 100%
allocation. Click on Add New Allocation to add a new cost center, and adjust the

appropriate percentage of the allocations.

Allocations for Request : J00 Ox

Total:51,218.00  Allocated:$1,218.00{100%) Remaining:50.00{0%)

RequestLst Allocations
Allocate By: ~ Add New Allocation
[[] Percentage *Trip Type Sub—TrlpType ‘ CompanyCude‘ Cost Center ‘ Work Package ‘ Job Package ‘Ccde
| Domestic-Other-.

mRE: | Domestic HOlher || (PPPLYPRRL | | (6341)ACCOU... | | (™). || ey

mRE!

|| (PPPLYPPPL | | (6341)ACCOU... | (7). || ey | ~tprPLY) PPPL...

Save Cancel

17. Once you have made all appropriate allocations, click Save. You will now see an
indicator on the expense(s) that are being supported by multiple cost centers.

RequestHeaderﬂ Segments || Expenses || Approval Flow || Audit Trail

+ New Expense « Ey
4

|:| Date | Expense Type Amount + Requested |
[ o6r02019 Airfare 5500.00 5500.00 A
5

D 06202019 Per Diem: Single... $532.50 £532.50

—
\ﬂ 0612012019 Hotel 51.2158.00 51.215.00

18. Review all added expenses for the trip request, and click Submit Request when you
are ready to submit for approval.

Aitachments - Print / Email ~ Delete Request [ Submit Request

Status: Not Submitted

SAP Concur E
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19. Read the popup containing PPPL User Confirmation and then click Accept & Submit
to certify.

Final Review

PPPL User Confirmation Agreement

By clicking the 'Accept & Submit’ button, | certify that:

1. This is a true and accurate estimate of expenses to be incurred to accomplish official PPPL business, and there
are no personal or unallowable expenses included.

2. All anticipated expenses are within PPPL's policy.

Accept & Submit m

20. Your request will now be visible in the Active Request page.

Active Requests (11)

Request Name 3 Begins With :J | |
|:| | Request Name | Request 1D | Status Request Dates | Date Submitted v | Total | Approved a... | Remaining ... Action
mercer county 339H Pending Cost Object Approval 08/27/2019 06/18/2019 50.00 $0.00 $0.00 -

attend a cpe class
06/27/2019

21. By clicking on your request, you can review your request as well as check on the
approval progress under the Approval Flow and Audit Trail tabs.

il 1

f
Request Header | Segments || Expense Summary ||| Approval Flow || Audit Trail

22. You can also cancel or recall your request by clicking the appropriate buttons in the
upper right hand corner.

Attachments » Print / Email Cancel Request Recall

Status: Pending Cost Object Approval

*  Note: Recalling your request is useful if you need to make changes to the request.
- Cancelling your request will remove your request fully from the system, and you will need to
create a brand new request if you wish to resubmit your request. Note that doing either action

will cause your approval process to reset.

SAP Concur E
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