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

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

App Canter

—
®))PPPL + 05 123
— Mesw Authorization Available
Hello, Traveler Requests Expenses
| s
COMPANY NOTES
| Upload Receipts

FTMS -Form

OR click on Expense at the top of the screen. This will take you to a screen with
your active expense reports shown. You can then click Create New Report in order
to create a new report.

Manage Expenses
ACTIVE REPORTS

\ SUBMITTED 061182019

San Diego, CA

L

Create New Report £1,740.50

Approved
Processing Payment

OR, click on Requests at the top left of the screen and locate your approved request
that you want to create an expense report for. You will see a column on the right of
the screen labeled “Action”, with the option Expense available. Clicking on that will
take you to the Create a New Expense Report page, and this action will complete
steps 2 & 3 for you. Skip to Step 4.

|:| | Request Name | Request ID | Status | Request Dates ~ Date Submitted Total | Approved a... | Remaining ... | Action
|:| San Diego. Ca 339D Approved 05052019 06/182019 51.809.50 51.809.50 $334.50 Expense

Travel Mgrs Meeting
06/09/2019 /
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2. You will now be on the Create a New Expense Report page. Click the Add button
on the bottom left hand corner to select the approved Travel Request that you are
creating an Expense Report for.

Report Header

Paolicy Destination Report Date Trip Start Date
I *PPPL-US Expense Palicy | v ] I ] [ 06/19/2019 |] I |]
Trip End Date Business Purpose C
[ = | |
Travel Office Use Only Trip Type Sub-Trip Type
[ 2 EI [v]
Company Code Cost Center Work Package Job Package

| & | 9 | Y]

Requests

l Add h [E
|:| Request Name Request ID Cancelled Request Total | Amount Approved | Amount Remaining |

3. Identify and select the approved Travel Request that you are creating an Expense

Report for, then click the Add button.

Available Requests x

|:| Request Name | Request ID Cancelled Request Total | Amount Approv... | Amount Remai...

[ Domestic visiter .. 333H Yes 5840.50 5840.50 5540.50

[ Gandhinagar, India 336H Mo 54.446.00 54.446.00 5220473

|:| garching, germany 336G Mo 54.925.00 54.925.00 54.925.00

[] PRINCETOM,MJ  337E Mo £1.786.50 £1.786.50 £1.695.00

PRINCETON, NJ  336F Mo §1.478.50 51.478.50 $397.40
San Diego, Ca 339D Mo £1.809.50 51.809.50 533450

[] testRC 333w fes 5274.50 5274.50 5274.50

ncel

Contact ConcurSupport@pppl.gov for additional questions
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4. Once the approved Travel Request has been linked to the Expense Report, the
information on the Request Header automatically loads to the Expense Report
Header. Review the information loaded, and click the Next button at the bottom of
the page to continue.

&

- Note: Make sure you have a request associated with every Travel Expense

~ Report. You will not be able to submit without an approved Travel Request.

5. A popup will appear that will ask you if you will be claiming lodging and/or Meals &

Incidentals Expenses (M&IE). Choose the appropriate response to continue. If you will
not be claiming any lodging or M&IE reimbursement, select No and skip to step 10.

Travel Allowances

x

select Mo

Will this trip include per diem? If this is a miscellaneous expense repor, please

Yes Mo

6. The Travel Allowances page is where you will enter the itinerary for your trip. An

itinerary assigned to an expense report is to calculate the reimbursable per diem rate

for the trip. When building the itinerary, complete New Itinerary Stop.:

Note: The Itinerary Stop
information should answer:

* Where did you leave from?

* When did you leave?

*  When did you arrive at the
business/lodging destination?

* Where is the location of the
business/lodging destination?

Contact ConcurSupport@pppl.gov for additional questions

Travel Allowances For Report: Trip to San Diego, California
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7. Complete the second New Itinerary Stop information for return travel by repeating
step 6. Click Save after every New ltinerary Stop is completed.

*  Note: This stop answers the following questions:
. * How long did you stay in the Business/lodging destination?
*  When and where did you go next?

* Note: When visiting several cities/states/countries in one trip, there will be several
- itinerary stops — representing the per diem rates for each of those business locations.

+  Note: Anitinerary stop is not required for every leg of the flight (unless per diem will be
. claimed for reimbursement). At least 2 itinerary stops are required.

*  Note: Only indicate the dates of the business portion of your trip. If your trip includes
. personal/non-PPPL business time either before or after the business portion of the trip,
exclude those days from the itinerary.

8. If you booked your travel arrangements via Concur Travel / Graycar, Click on Import
Itinerary to select the appropriate itinerary to assign to the expense report.

’Travel Allowances For Report: Trip to San Diego, California

@ Grooto Now tnorary (@) Avaiable tinerarios (@) Expansos & Acjustmants

Itinerary Info

Itinerary Name ‘Selection
[ 7ie o San Diego, caitomia Jusosa ~

Add Stop @ New Itinerary Stop
[]  DepartureCity ; Arrival Rate Location I“”‘"‘" L
e itinerary Rows Found
Date. Time
/_ l = |
i\mm city

Date Time

| =1

Select trips and charges to use to create this itinerary

Start Date & End Date
05/26/2019 0205 ... 08/11/2019 11:69 .. =

06/087201907:27 ... 08/17/2019 0924

06/082019 11:45 .. 081082019 12:01

06/002019 01:15 ... 08/17/2019 12:41

06/0972019.06:00 ... 08/17/2019 10:08

06/082019 06:05 ... 08/24/2019 06:29

0610972019 06:15 ... 08/17/2019 0523

06/0072019 06:15 ... 08/17/2019 01:44

m(el
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9. Review the itinerary imported and make all necessary adjustments to the itinerary.

&

- Note: When importing an itinerary, the Arrival city may not be your final
| business/lodging destination. For example, you are flying into Newark Airport, but your

business/lodging location is Princeton, NJ. In this case, you should change the Arrival City
to Princeton, NJ in order for the system to calculate the correct per diem rate.

Ox

Travel Allowances For Report: SULI Program

@) edititinerary (@) Available ltineraries () Expenses 8 Adjustments

Itinerary Info

Selection
USGSA

ltinerary Name
[suu program

Impart ltinerary

Juan, PUERTO RICO
161082018 01:15 AM

Newark, New Jersey
08/17/2018 08:45 AM

| Nawark, New Jersay
06/09/2019 05:22 AM
San Juan. PUERTO RICO

0B/1712019 12:41 PM

‘ Arrival Rate Location

ESSEX COUNTY, US-NJ, US.

PUERTO RICO

Should be changed
to Princeton, NJ

Edit Itinerary Stop

Departure City
I Newark, New Jersey

Date

Ina.‘mzm

Time
Ina 45 AM

Arival City

[ sen suan, PuerTO RICO

Date
Jos17i2010

Time

‘ |1241F‘M

10. Click Next after all New Itinerary Stops are complete; and at least two lines appear

on the left.

The assigned Itinerary is displayed. Review the itinerary you have assigned to the
Expense Report, click Next at the bottom of the page to continue.

&

Note: All itineraries that were
created or are available will appear
either under Assigned or Available

Itineraries.

Note: If changes are required, click the displayed Itinerary lines and select Edit.

[Trave! Allowances For Report: Arfington/VA

vy (@) Aveinti moernies () Expenses 5 Adusimerss

;;;;;;;;;
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11. Expenses and Adjustments display the CONUS (or OCONUS) rates, based on
the business/lodging location. 75% of the travel allowance on the first and last day of
travel is automatically calculated. Indicate the meals that were provided while traveling
by selecting the appropriate boxes.

Travel Allowances For Report: PRINCETON, NJ O x

4 Creale New liinerary 2) Available Itineraries o Expenses & Adjusiments

Shaw dales from ‘ || to ‘ |]

Exclude | All D | | DatelLocation & | Breakfast Provided | Lunch Provided | Dinner Provided | Allowance
Frnceton. New Jersoy e
DP?\ﬂfeﬂlour?‘BNew Jersey o
Brneton. tew Jersoy o
DP?\ﬂfeﬂlour?‘BNew Jersey o
Brnceton. tew Jerssy o
08202019 54575

Princeton, New Jersey

12. Click the Create Expenses button to Continue. Your M&IE expenses is how
imported to the Expense Report.

13. You will be brought to the page where you can begin submitting your actual
expenses. The screen is split into two sides. On the left will be the expenses you are
submitting. On the right side are the expense types that you can add.

PRINCETON, NJ CRRRION < i epor

F New Expense ,mJ Click to edit report name and other details | e
Expenses View € | New Expense Available Receipts

] |pater | Expense Type Amount | Requested |
Adding New Expense Expense Type | |
=] 09/2072019  Meals & Incidental Expenses (I $45.75 54575 To ereste a new expense, click the appropriate expense type below or type the expense type in the field above. To edit an
Princeton, New Jersey existing expenss, click the expense on the left side of the page:
| 09/19/2019 561.00 561.00
@ Recently Used Expense Types
m| 091872019 361.00 561.00
Hotel Miscelaneous Mileage - Personal Car
| 091772019 Meals & Incidental Expenses (| 561.00 561.00
Princeton, New Jersey Car Rental Airfare
m| 09/1672019  Meals & Incidental Expenses (I 361.00 561.00 .
Princeton, New Jersey All Expense Types
| 09152019 Meals & Incidental Expenses (1 54575 545.75
Princeton, New Jersey 04. Lodging ..02. Transportation 09. Fees
Lab Fleet - Fuel Credit Card Fees
Mileage - Personal Car Currency Exchange Fees
Gther Ground Transprtation Ciher Fees
Parking Registration
Reissued Or Exchanged Airfare Travel Agency Fee
TaxiUberiLyft Visa Fees
Bus Tolls 14. Other
Canceled Reservations Train Miscellansous
Car Rental 07. Communications 21 Personal
Car Rental Fuel Infernet
OTALANDLINTG T ENED Car Service/Limo Wobile/Cellular Phone

$335.50 $335.50

Contact ConcurSupport@pppl.gov for additional questions SAP COI"ICU r I C'



Creating a Travel Expense

14. To add new expenses, click on any of the expense listed on the right side, OR
search for a specific expense type using the search filter at the top of the tab. This will
narrow down the available expenses to only show those that match your search.

Mew Expense

Expenzse Type |

r}.-pe below or fype the expense type i
on the lell side of the page.

oL o ol et e L e e i
exisfing expense, click the expense

@ Recently Used Expense Types
Haotel Mizcellansous Mileage -

Car Rental Airfare

All Expense Types

15. For each expense selected, complete required fields.

¥ Note: Make sure to account for all travel expenses incurred for your trip, including

expenses that have been prepaid by PPPL (i.e., airfare, registration fee).

16. The following expense types require additional steps such as itemization, allocation,
or have additional fields that need to be filled out.

* Lodging: Requires itemization and special attention to the Travel Allowance
checkbox.

+ Personal Car Mileage: Concur has a Mileage Calculator tool to
automatically calculate the amount to claim for your personal miles. You can
also use the calculator to deduct your commute miles, if applicable.

Contact ConcurSupport@pppl.gov for additional questions SAP COI"ICU r I C'



Creating a Travel Expen

17. For most of the expenses and any expenses over $50, you must attach a receipt in
order to submit your expense report. You can attach your receipts as you add your
expense type.

*  Note: This orange icon O will appear on the left hand side of each expense that

requires a receipt. This icon will turn blue @ once you attach the receipt.

To add a receipt to your expense, select the expense related to you receipt and click
the Attach Receipt button at the bottom right of the page.

ltemize Allocate Aftach Receipt Cancel

18. You will then be given the option to either upload a file from your computer or to
select a previously uploaded receipt. Uploading your receipt or selecting your receipt
image will allow you to click the Attach button next to the option you selected.

Attach Receipt X

Click Browse and select a .png, .jpg, .jpeq, .pdf, .tif or .tiff file for upload. 5 MB limit per file
Mo Receipt? Create a migsing Receipt Affidavit here

File Selected for uploading: Browse.. [| Attach

Airfare segment.pdf

Or choose an image from your Available Receipts.

Available Receipts K

Shi_SG_Localizal

19. The receipt will be attached to your expense.

20. Repeat steps 14-19 until all expense are entered and all appropriate receipts have
been uploaded and attached.

Contact ConcurSupport@pppl.gov for additional questions SAP COI"ICU r I C'



Creating a Travel Expense

21. If your trip is being supported by multiple cost centers, select all the expenses that
need to be allocated (on the left half side) and click Allocate the selected expenses on the
right half side.

If your trip is supported by only one cost center — skip to step 24.

Expenses Viewr &
0 | Date v | Expense Type | AT | Requested | You have selected multiple expenses. What would you like to do?
| 08/20/2019 Meals & Incidental Expenses (M&IE) 54575 54575 eSS i sglected expenses
Princeton, Mew Jersey b Allocate the sflected expenses
|:| 09/19/2019 Mgals & Incidental Expenses (M&IE) 561.00 561.00 PO OrTIoE s for the selected expenses
Princeton, New Jersey
IZ‘ 09/18/2019 Meals & Incidental Expenses (M&IE) 361.00 $61.00
Princeton, Mew Jersey
|Z| 091772019 Meals & Incidental Expenses (M&IE) $61.00 561.00
Princeton, Mew Jersey
09/16/2019 Meals & Incidental Expenses (M&IE) $61.00 $61.00
Princeton, Mew Jersey
|Z| 09/15/2019 Meals & Incidental Expenses (M&IE) 54575 54575
Princeton, New Jersey
[} 08/05/2019 Airfare 560.00 560.00
United, San Diego. California

22. A popup screen for Allocations for Report will appear. 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 Report: PRINCETON, NJ ’ =k
Expense List Allocations Total:$228.75 Allocated:$228.75 (100%) Remaining:$0.00 (0%)
Allocate Selected Expenses Clear Selections m Allocate By: ~ l Add New Allocation
Select Group |:| Percentage | * Company Code | * Cost Center | * Work Package | * Job Package | Code |
] | 100 (PPPL*) PERL (6341) ACCOU.... | | (=) (*NUL) . PPPL*5341.5%
|:| Date v | Expense T... | Group | Arnount|
[ o9r20/2019 Meals & In... 54575
I:‘ 09/19/2019 Meals & In... $61.00
09/15/2019 Meals & In... $61.00
09/17/2019 Meals & In... $61.00
09/16/2019 Meals & In... $61.00
09/15/2019 Meals & In... 54575
[[] o8ms2019 Airfare 560.00
Cancel

23. 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.

|:| 091132019 Meals & Incidental Expenses (M&IE) 361.00 561.00
@ Princeton, Mew Jersey

/ 091772019 Meals & Incidental Expenses (M&IE) 361.00 561.00
@ Princeton, Mew Jersey

Contact ConcurSupport@pppl.gov for additional questions SAP COI"ICU r I C'



Creating a Travel Expense Repc

24. Review all added expenses for the Expense Report, and click Submit Report when you
are ready to submit for approval.

Delete Report Submit Report

25. Read the popup containing PPPL User Agreement, click Accept & Submit to certify.

26. Click Submit Report and the Expense Report will be routed to the Accounting Division
for reviewing and processing.

27. You will see a popup indicating that your Report was successfully submitted, and you
will see a summary of the disbursements.

Contact ConcurSupport@pppl.gov for additional questions SAP COI"ICLI r | C'



