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How to Approve Expense Reports
This Quick Reference Guide demonstrates how Expense Approvers access, review, and approve expense reports in

the Concur system.

From the Concur home screen, Reports pending approval can be found in three places: home dropdown tab, the
upper/middle part of the screen “required approvals” tab, and under My Tasks at the bottom of the page.
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Select one of options- this will display the available reports to approve.

1 Select and click the Report Name to begin review
Click on the Details drop down menu and Select Report Header to review the trip details
3 Click Save or Cancel to exit Report Header screen
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Report Name Employee Report Date Amount Due Employee Requested Amount
Travel Staff Lunch 012172021 $174 60 $174.80
January Mileage 08/20/2018 $17218 $172.19
Approvals Home Reports
Travel Staff Lunch . o senvees S Back o User P —
Recelpe
Report
H Vieww <« [ summary
eport Header
Amount Request=d| Report Summary
Totals
01/11/202: 500, 513701 $174.60 $174.60 Report Totals
[#C3€  Audit Trail Ao L Amount Due Company Amount Due Employee
Approval Flow $0.00 $174.60
Comments

In the Report Header, you can review the account being charged, and the start date and end date of the trip. If
this is a reimbursement for a guest or student, you should confirm check payee and address details.

Report header for: Travel Staff Lunch ka X

Report Mame Report Id Report Key Trip Purpose

Travel Staff Lunch | 9DOD2CETE5034251BF5D | 305587 Business Expense v
Travel Classification User Name __ Start Date End Date

Domestic ~ | GUEST, TRAVEL SERVICES |I 01/11/2024 8 I 01/11/2024 =]
Report Currency Receipts Received Submit Date Approval Status

US, Dollar Yes ¥ 02/0%/2024 Submitted & Pending Approval
Payment Status Report Total Personal Expenses Amount Not Approved

Mot Paid 174.60 0.00 0.00
Amount Approved Amount Due BU Amount Due User Amount Due *US Bank

17480 0.00 174.80 0.00

Does this report charge a grant’sponscred

Total Amount Claimed [ spousal Travel Included? Cost Object program?

174.80 (1060130000) Travel & Expense Pro, I No hd
Traveler Type

Staff hd
Check Payes (Guest Name) Address City State
I Rhett Barker I 25 Buick Street I Boston Massachusets v
Country Postal Code
I us hd I 02215
Comment Destination [ Does this trip involve multiple

*UUnited States ~ destinations?

I Cancel




BUworks Online Help

Quick Reference Guide

How to Audit and Approve Expense Reports

Concur Travel and Expense

Click on the Print/Email drop down menu and select BU Detailed Report

Review the Allocation Summary and then exit the window

Travel staﬂ Lu nch [GUEST, TRAVEL SERVICES)

Summary  Detail v  Print/ Emailw
BU Detailed Report
Expenses Vieww <
[} | Date)* | Expense Type ‘ Reviewed | Amount Requested ‘
[m] 01/11/2024  Business Meals (513500, 513700) N $174.60 $174.60
t‘”; I—J O Yard House, Boston, Massachusetts

P—

Report Summary

Report Totals

Amount Due Company

Amount Due Employee

$0.00

$174.60

The first section in the BU Detailed Report will be the information contained in the report header; scroll past this
to the Allocation Summary. This is the fastest way to view each of the allocations contained in the report.

*Customl - Cost Object
1060130000 (Travel & Expense Program)

Business Meals (513500, 513700)

Allocation Summary

Amount

$174.60

Transaction Date Expense Type Business Purpose Vendor City of Purchase Payment Type Amount
01711/2024 Business Meals (513500, 513700) Staff Lunch ‘ard House Boston Out of Pocket 517460
Comment : MILAMESE. CHASE A. (02/09/2024): Holiday staff lunch for Travel Team.
Alcoholic Beverages (513510, 513710)
Transaction Date Expense Type Business Purpose Vendor City of Purchase Payment Type Amount
.Dl.'ll.-’2024 Alcoholic Beverages (513510, 513710) Staff Lunch Yard House Boston Out of Pocket 324,60
Business Meals (513500, 513700)
Transaction Date Expense Type Business Purpose Vendor City of Purchase Payment Type Amount
001-'11.-’2024 Business Meals (513500, 513700) Staff Lunch ‘¥ard House Boston Out of Pocket $100.00
Tips/Gratuities (513500, 513700)
Transactien Date Expense Type Business Purpose Vendor City of Purchase Payment Type Amount
.Ell-‘ll.f2tl24 Tips/Gratuities (513500, 513700) Staff Lunch ‘Yard House Boston Out of Pocket £50.00
6 On the left hand side, click on each Expenses line item you would like to review.
Note: If there are multiple line items in the Expenses list you can sort by Date, Expense Type, and
Amount by clicking on the corresponding column header
7 After reviewing the Expense entry level information, review the Receipt image*
7b Review attached image and repeat process for all Expenses $25.00 and greater
8 Expand expenses by selecting the radial to the left to view itemizations
Note: All meals or expenses containing alcohol must be itemized.
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Expenses Expensd
- R ———
Dat | Expense Type Reviewed Amount B
Total Amount: 17460 | Itemized: 517460 | Remaining: 50.00
0U/11/2024  Business Meals (513500, 513700) N $174.60
S Vard House, Boston, Massachusetts -
Z=0 Previous Comment
1 [} 01112024 Business Meals (513500, 513700) N $100.00 510000 || £ruered By CHASE ILANESE: Holday st lunch for Travel Tear
] 011112024 Alcohalic Beverages (513510, 513710) N $24.60 s2080
I Expense Type Transaction Date Business Purpose Enter Vendor Name
] 01112024 TipsiGratuities (513500, 513700) N $50.00 50,00
Business Meals (513500, 513700) | 01/11/2024 =] | Staff Lunch | Vard House
L o e e e e e e e e e e e e e e e e e e e e
City of Purchase Paymen: Type Amourt wed
I Boston, Massachusetts Out of Packet v v
Does this Meal include Alconol? Approved Amount Comment
No v 17460
([ spousal Travel Included?
Attendees ) Attendees: 4 | Attendee Total: S0.00 | Remaining: $0.00
| New Attendee | Advanced Search Search Recently Used | Modiryw |
[] | Attendee Name | Attendee Titie | institutioniCo... | Attendee Type | Amount |
m} Milanese, Chase Assistant Direct Faculty/Staff $0.00
[0  Greene, Denise Director Faculty/Staff $0.00
0 Clerk Faculty/Staff $0.00
[} Manager Card Faculty/Staff $0.00
TOTAL AMOUNT TOTAL REQUESTED .
$174.60 $174.60 @ Auach Receipt

*Receipts can be reviewed in three ways:

1- Hovering over the receipt icon to the left of the expense
2- Selecting the individual expense and hitting the Receipt Image tab to the left of the Expense tab
3- Utilizing the Receipt drop down menu to either View Receipts in a new window or the same window

Receipt Image|

Total Amount: $174.60 | ltemized: $174.60 | Remaining: $0.00

Expenses view & | Expens
‘ Expense Type Reviewed Amount Requested
Business Meals (513500, §13700) N 3174.60 $174.60
Yard House, Boston, Massachusetts
0 Business Meals (513500, 513700) N $100.00 $100.00
O 01/11i2024  Alcoholic Beverages (513510, 513710) N $24.60 $24.60
O 0111/2024 Tips/Gratuities (513500, 513700) N $50.00 $50.00
TOTAL AMOUNT TOTAL REQUESTED
$174.60 $174.60
|
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PR Y
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Once you are finished reviewing the report, you will approve the report or reject it.

As an Approver you are also able to make changes to a report’s Cost Center or allocate individual expense items.
To do this, please refer to the How to Allocate Quick Reference Guide

9 If Changes need to be made click Send Back to User button. Enter a detailed Send Back Comment and
click OK button at bottom of screen. You have sent the report back to the creation profile for the
Submitter to make changes and resubmit.

10 If the Expense Report passes audit but you would like to add another Approver to the workflow, hit

Approve and Forward. The expense report will move on to another approver prior to reaching
Accounting Review.

Send Back Report X

Comment History
Datel | 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.

m Cancel

Approve & Forward Report: January Mileage

User-Added Approver:

I GREENE. DEMNISE 5. (degreene@bu edu)

Comment:

Denise - For your review. Let me know if you have any questions.

Thanks,
Chase

Approve & Forward Cancel



https://www.bu.edu/travelservices/files/2023/03/QRG_TM_How-to-Allocate-a-Report-in-Concur.pdf
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11 If the Expense Report passes audit click the Approve button. You have now moved the report on to
Accounting Review, the final step before it is sent for payment.




