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If you were required to submit a Pre-Trip Request, you will need to attach the approved
Request to an Expense Report in order to be reimbursed for expenses. If you
submitted a Travel/Cash Advance, you will need to attach the approved Request to an
Expense Report in order to reconcile the advance.

Reconciling a Cash Advance in Concur

Attaching a Request to an Expense Report

When reconciling a Request to an Expense Report, you can either create the Expense
Report from the Request or you can create an Expense Report first and then import the
Request into the Expense Report.

Creating an Expense Report from a Request

1. Log in to Concur

2. Click the Home tab and then Requests. "
The Active Requests appear. (3 APPLICATIONS
The status of the request you are reconciling g e
MUST BE APPROVED in order to attach it to an E
Expense Report. il

3. Click the approved Request to open it. |

‘Hcme\f‘

Home

Home / Requests / Manage Requests

Manage Requests

Tournament Entry Fee Volleyball 4
10/10/2024 | 4VQY
$200.00

4. Click the Create Expense Report button.

/ Requests / Manage Requests / Tournament Entry Fee Volleyball
A Alerts: 1 v
Tournament Entry Fee Volleyball $200.00 Cony Request | Cancel Request  Close Request

Approved | Request ID: 4VQY

Request Details v Print/Share v Attachments v

CASH ADVANCES: 1

Amount

$200.00

The Request details are automatically associated with the new Expense Report.


https://travel-expense.finance.columbia.edu/

5. Follow the steps in the sections for adding Expense items to the Expense Report

and Submitting the Expense Report.

Note: Requests cannot be allocated to multiple ChartStrings when originally submitted
for approval, but you can allocate your reconciliation Expense Report to multiple

ChartStrings.
Importing the Request into an Expense Report

1. Log in to Concur
2. Click the Home tab and then Expense.

..3-",-' Concur Home ~

¥
B aPPLICATIONS

3. The Manage Expenses screen appears. e

Click Create New Report. The Create New oo

Report Screen appears. ‘

App Center
:'T'Cr_‘mt_ur Exponee +
Card Trarmiae o Camh Achaanvian
Manage Expenses
Report Library vs  aAcwwe Repors - R
4. Click the Create from an Approved Request link.

The confirmation dialog window appears.

Create New Report

* Required field

Type of Report * School * 1 Division * 2 Sub-Division * 3
Select the Type of Report ~  ATH Athletics (050000X) X ~  ATH Physical Education (05PE0OX) X ~  ATH Physical Education (050300X) X v
Admin Department *

ATH Club Sports (0503104) X v

Report Name * @ Report Purpose * Detailed Business Purpose * 0/500

None Selected v
“

GLBU * 1  Department * 2 PCBusiness Unit* 3 Project * 4
Columbia University (COLUM) X ~  ATH Club Sports (0503104) X ~  General Projects (GENRL) X w  CLUB SPORTS EVENTS (UR001774) X ~
Activity * 5  Initiative * Segment * Site

CLUB SPORTS EVENTS (01) X v v v v

Cancel Create Report

5. Click the Create from an Approved Request button. The available requests

window appears.

Create From an Approved Request? X

Creating an expense report from an approved request will
discard any information you have already entered in the cur-
rent window. Are you sure you want to continue?

Goback ([ T

School * 1 Division * 2  Sub-Divi

ATH Athletics (050000X) X v ATH Physical Education (05PEQ0X) X v ATHF

Report Purpose * Detailed Business Purpose * 0/500



https://travel-expense.finance.columbia.edu/

6. Select the Request to be added and click Create Report. The Report Header is
populated with values from the Request and ready for you to add Expense items.

**If the Report Header is not automatically populated with the values from
the Request, please input the following chartstring:

School: ATH Athletics (050000X)
Division: ATH Physical Education
(O5PEOOX)

Sub-Division: ATH Physical Education
(050300X)

Admin Department: ATH Club Sports
(0503104)

GL BU: Columbia University
Department: ATH Club Sports

PC Business Unit: General Projects
(GENRL)

Project: Club Sports Events
(UROQO1774)

Activity: Club Sports Events (01)
Initiative:Undefined Initiative (00000)
Segment: Use your Club Sport
Segment # (search as text and enter
“ATH Club” and your Club Sport Name)

(0503104) Site: Leave Blank

Adding Expense Items to the Expense Report

When reconciling a Request, you should attempt to use Expense Types that are as
close as possible to those used when you submitted your Request.

1. Click Add Expense to add a new Expense to your Report.

Report

A\ Reminder, Cash/Personal Card expenses will be paid out to you as the Payee. If you are processing expenses on behalf of another person, please use the *CU Non-Profiled Payee report type or use
the Act on behalf of another user functionality as a Delegate. View

Tournament Entry Fee Volleyball $200.00

Not Submitted | Report Number: QEP731

Submit Report Copy Report | Delete Report

REQUEST CASH ADVANCE: 1
Approved Amount Remaining
$200.00 $200.00 $0.00
Report Details v Print/Share v Manage Receipts v Travel Allowance v View Available Receipts
Expenses (® Add Expense
O Comment|T Receipt{T Payment TypelT Expense TypelT Vendor Details|T Datel” Requested|T
@) 5] Cash/Personal Credit Card Meeting and Event Fees 10/15/2024 $200.00

$200.00

When you enter Expense Types that match with the items in your Request, the
Request field displays the matching information.



2. Complete the required Expense details, including uploading receipts.

EX7 Concur  Expense v ® oH

Manage Expenses Cash Advances

& Attendees (0) (¥ Allocate
* Required field
Expense Type *

Meeting and Event Fees X v

aaaaaaaaaaaaaaa * Report Purpose *
MM/DD/YYYY (=] None Selected v

Payment Type *

'

'
Cash/Personal Credit Card v U I
D]
)

Amount * Currency *

Click to upload or drag and drop files to upload a new receipt.

Valid file types for upload are .png, .jpg, .jpeg, .pdf, .tif or tiff.
5MB limit per file.

US, Dollar (USD) X v

Request *
10/10/2024, $200.00 - Tournament Entry ... v Add Receipt

Commen t/Justification 0/500

3. Click Save Expense.

4. Continue adding Expenses as needed. If you are reconciling a Travel/Cash
Advance, and did not utilize the entire amount, you will need to enter a line for
the balance using the Cash Advance Return Expense Type. You will also need
to reimburse the University for the Cash Advance return.

Note: /f the Expense Types in your Request and Expense Report differ or if your
Expense Report total is less than the Request total, the Request status will remain
open. After your Expense Report is fully processed you can Close/Inactivate the
Request to remove the Request from your Active list, if desired.

Submitting the Expense Report

1. After adding all the Expense items into your Expense Report, click Submit
Report and then Accept & Continue.
2. Again, click Submit Report.

Important Note: /f you received a Cash Advance and did not use all of the funds,
you must reimburse the University for the amount indicated in Employee Pays
with a check made payable to The Trustees of Columbia University within 20
days from the trip end date or 20 days from the transaction date for business
expenses.

Closing/Inactivating Requests

If the Expense Types in your Request and Expense Report differ or if your Expense
Report total is less than the Request total, the Request status will remain open. After
your Expense Report is fully processed you can Close/lnactivate the Request to remove
the Request from your Active list, if desired. In addition, if you have an active, approved
Request where travel was canceled or did not take place, you can close/inactivate the
Request.

1. Click the Requests tab and open the Request that you need to Close/Inactivate.

2. Click the Close/lnactivate Request button.



