TONJ REFEES

Table of Contents

Table of Contents

Signing in to Concur

Concur Dashboard

Updating Your Expense Profile
Creating STEP Blanket Requests

Creating Expense Report

Concur Mobile App

Downloading & Signing in

Some Additional Notes to help with Creating the Blanket Account:

1. You have to type the numbers in individually in each box.

2. You will have to choose code or for the last one code or text for it to "take" and populate the box.

3. Make sure all questions above the chartfields have been answered (i.e., is this personal travel)

4. The new codes given were: COA: TCNJ-604710-100000-1405-100-0000-0000-0000-0000

Translation: TCNJ-Travel Faculty Staff-General Fund-Support for Teacher Education Programs-Instruction General-Default
Program-Default Activity-Default Location-Default Future

5. There was no place to put the code 604710, so when | just removed that number the computer registered the account
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Signing in to Concur
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1. Navigate to travel.tcnj.edu/concur/
2. Click on Concur Login from the menu at the top or the Access Concur Travel System icon.
3. Your login will be your TCNJ username & password

a. Ifyou've forgotten your TCNJ login, go to account.tcnj.edu.

THE COLLEGE OF
NEW JERSEY

TCNJ Apps

TCNJ Username

Password

Keep your persanal information
secure. Sign Out and close your web
browser when you are finished using
TCN) Apps.

Get sign in support: IT Help Desk
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Concur Dashboard

This is the Concur landing page which contains quick reference & information to navigate within the system.
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Updating Your Expense Profile

Note: In order to book Travel through Concur, you must update the following in your Profile

Middle Name

Home Address

Work or Home phone number
Birth Date

Gender

You use the Profile Options page to customize your user profile. To avoid re-entering personal and permanent information about yourself (phone number,
contacts, credit card information etc.), complete your profile after logging onto SAP Concur for the first time and update it whenever your information
changes.

Note: Depending on your company's configuration, some of these options might not be available to you. Contact your SAP Concur administrator for more
information.
Your Information - Select request information, add or remove delegates, enter email settings, select approvers, and add or remove attendees.

Travel Settings - Enter travel preferences, add international travel information, and your Frequent-Traveler programs. You can also add your travel
assistants and arrangers.

Request Settings - Select request information, add or remove delegates, enter email settings, select approvers, and add or remove attendees.

Expense Settings - Enter expense preferences, add bank information and company card information. You can also enter expense delegates and
approvers.

Invoice Settings — Enter invoice preferences, add invoice delegates and approvers.

Other Settings — Provides settings such as E-Receipts Activation and Concur Mobile Registration that you can set or update.
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To access your Profile page

o TU s

1. Click Profile > Profile Settings > Personal Information.

SAP Concur [C] | Requests

Profile Personal Information

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

TCNJ Travel

Administration ~ |

Travel Expense Invoice Approvals App Center

Change Password System Settings Concur

Profile Options

William Nate Never

Profile Settings | Sign Out

! . e (2]
Select one of the following to customize your user prq “ Acting as other user

Personal Information
Your home address and emergency contact
information.

Company Information
Your company name and business address or
your remote location address.

Credit Card Information

You can store your credit card information here
so you don't have to re-enter it each time you
purchase an item or service.

E-Receipt Activation
Enable e-receipts to automatically receive

Profile -

| Search by name or 1D

Q|

Cancel

Help -

arrangements?

Setup Travel Assistants

You can allow other people within your
companies to book trips and enter expenses for
you.

Travel Profile Options
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Creating STEP Blanket Requests
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1. Loginto Concur SAP Concur [C] | Requests = Travel  Expense  App Center

2. Click Requests from the menu on the top.

3. Click New Request from pop out menu.

4. Choose TCNJ Blanket Travel Request from the Trip
Type drop down.

Manage Requests New Request Quick Search

Request

Trip Name:
Additional Information:

Regquest Header | Expenses || Approval Flow | Audit Trail

Trip Type Trip Name Travel Start Date B Travel End Date *Trave

*TCNJ Blanket Travel Request |~ | | | | ] l

5. Fill out all Trip Information, Traveler Type & Chart of Accounts marked in RED, with the following information, as in the example below.

Trip Type: TCNJ Blanket Travel Request
Trip Name: Spring or Fall **Year** STEP Travel - ex) Spring 2019 STEP Travel
Travel Start Date: September 1 or January 1 (dependent upon the semester)
Travel End Date: December 31 or June 30 (dependent upon the semester)
Travel Request Purpose: Student Observation/Supervision
Comments: **Use this field to list the schools & student at each school - “School Name - Student Name” **
Traveler Type: Faculty
COA: TCNJ-100000-1405-100-0000-0000-0000
Note: you must type “Default” in the Location Field
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Trip Name:
Additional Information:

Request Header | Expenses | Approval Flow || Audit Trail

Trip Type Tiip Hame Trawvel Starf Date

Travel End Dale

Table of Contents

= e s
atus; ot oubmitied

Travel Reques! Purpose “Benefil to TCNJ

Comments i
*TCHNJ Blanket Travel Request ~ | | Spring 2020 STEP Trave! [D1f06r2029 |: |-J:‘..30-E['20 Student Observation/Supervison b ~
Traveler Typs Addtonal
[sten v
TCNJ-100000-1405-100-0000-0000-0000 (Type "Default” in the Location field.)
Entity Fund/Project # i Organization/Task Category/Award & Funding Source Program Activity Location
TCMJ) The College of New Jersay v| I (100000} General Fund : ~ | | (1405) Support for Teacher Education Pr |~ |-'||:‘LIJ Instruction General | o | |.ju:mt-; Default Program (0000} Default Actrity | | o000} Defautt Location

6. Click Expenses tab to enter the estimated expenses for the travel request. You will only need “Other Travel Expenses” & “Personal Car

Mileage” as in the example below.

7. Choose the Expense Type you would like to request & enter the information. Then click Save.

8. Once all estimated expenses have been entered, click Submit Request.

Manage Requests Mew Request Quick Search
e
Request 36LN
Trip Name: Spring 2019 STEP Travel
Additional Information:
Request Header Expanses Approval Flow Audt Tral
+ New Expense «
Date Expenze Type Amount Requested
1 ownvors 02 Other Travel Expenses $200 00 $200.00
0172019 03. Personal Car Mieage 51,740.00 §1,740.00

TCNJ Travel

Status: Not Submitted
Amount: $1,540.00

Expense Type

To creale a new

01. Travel Expenses
Car Rental
Hotel

Rail/Train

click the appropr type below or fype the expense lype in the field above. To edif an exisfing expense, click the expense on the left side of the page

02. Otner Travel Expenses 04 Meals & Entertainment
03. Personal Car Mileage Group MealsEntertainment <10
Atfendees

Per Diem- Blanket Estimate
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Creating Expense Report

You will only submit an Expense report, for reimbursement, 1 time per semester.
Submit Dates:

Fall Semester - 1 Day after your last day of Travel

Table of Contents

Spring Semester - 1 Day after your last day of Travel

1. Log into Concur SAP Concur [C] = Requests  Travel  Expense

2. Click Requests from the menu on the top.

3. Click Manage Requests from pop out menu. This will show all Active Manage Requests ~ New Request  Quick Search
Requests.

4. Find the request you need to create an Expense Report and click Active RE‘C]U@StS (5)
Expenses in the Action column on the far right of the screen.

097212018 09/28/2018 31.094.72

31.094.72 -_2% Expense

09/24/2013

Note: Clicking Expense or Create Expense Report will start an expense report by migrating the Request Header into the Expense Report header. It will also
change the section you’re working in from Requests to Expense.

Note: You will be required to change Travel Start & End Dates according to the table above & answer additional information regarding the trip.

5. Click the Next button in the bottom right corner.
6. Answer the NO to the question “Was this trip over 7 hours” in the pop-up window.
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7. Choose the Expense Type “Personal Car Mileage”. You will be redirected to a Google map. Enter the Start point (home or TCNJ) & destinations for
your day. Click “Make Round Trip” to bring you back to start point.
8. Click Add Mileage to Expense.

Mileage Calculator =

[ avoidTots [ Avoid Highways Pennington Center Meadows

\VWaypoints (D)
Washington

. ! 2000 Penningten Road, EwingTownship| Bl R Crossing
} 13.0 MI Sy, @) State Park,NJ
Nig

Mercer PRINCETON
Meadows JUNCTION

|:| Personal

@ | 2720 5 Clinton Ave, Trenton, NJ 08610, ||

West Windsor
Township

Ipper Washington
® | bﬁf'ﬁzd Crossing Trenton-Mercer
Calculate Route Make Round Trip ship @ Airport

: . \ 8 J_"- r Lawrence
Directions Township

Suggested routes: 255/ l BABS Shri
1-295 S 13.0 mi. About 18 mins Mercer Swaminarayan Mandir

N Olden Ave 6.8 mi. About 21 mins Township : f County Park @
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Yardley

£13

?Packer Hall, Metzger Dr, Ewing Township, NJ 08638, USA TN ey Sculpture@ [ Windsor
, L &

13.0 mi. About 18 mins Woodside
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2. Continue onto C St 0.3mi {255 ] i Trenton

Robbinsvil
r* 3. Tum right onto Metzger Dr 0.1 mi Y | Hamilton Sbplps i
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Sesame Place @ WHITE HORSE
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SOUTH 'F[-I‘NOI‘. @

@

1 7. Tum left onto Ewingville Rd 0.6 mi o GJ FallSington @
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9. Take the 195 N ramp to 1-295 S/Camden/Mew 03 mi  1ghorne D)
York Langhorne @

I Lane o ~n ¥ Manor

T it v TOTAL PERSONAL | TOTAL BUSINESS Wheat Sheaf
0.0 MI! 13.0 Ml "Google

&P Yardville

r* 8. Tumn right onto Federal City Rd 1.0 mi Heights
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| evitiown Terms of Use  Report a m.

Add Mileage to Expense Cancel
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9. Change the Transaction Date to the date of the site visit.
10. Add the names of the Sites visited in the Comment field & Click Save.

Table of Contents

New Expense |

y Available Receipts
View Reimbursement Rates
Expense Type Transaction Date From Location To Location Payment Type Distance : Amount -
I Perzonal Car Mileage | w | I 02/05/2019 || 2000 Pennington Road, Ewing Town: 2720 5 Clinton Ave, Trenton, NJ 086 Out of Pocket v | I 13 | - 7.54 USC W |
Traveler Type
I Faculty | w |
Trip Purpose Comment Reguest

I Student 0b5ervatium'5upervis| w |

I 0141742018, $1,740.00 - Sprin| v |

(@5 Mileage Calculator
(Required)

l Allocate ][ Attach Receipt H Cancel ]
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**If you make the same trip multiple times, you can use the Copy
expense feature.

Check the box next to the expense you would like to copy.

Click Copy.
Change the Transaction Date.
Hit Save.

l 4+ MWew Expense Import Expenses

Table of Contents

Detailz » Receiptzs » Print / Email =

Q

ED{F}E nses Delete f Copy IRAUECREEE 4
|:| | Date » ‘ Expense Type | Amount| Requested|
02052018 Personal Car Mileage 3704 37.04
|:| Uzm -uzuw Personalc&rmrm&ge 5185!3 51 355
|:| 01;3[};2019 Personalcar!.h}eag.e 51160 5116!]
[] 01232019  Personal Car Mileage =~ S180  S1160

11. Choose the Expense Type “Parking/Tolls”. Change the Transaction Date & attach the receipts pertaining to the expense. Repeat for all expenses.

New Expense |

Available Receipts

[ [

Expense Type Transaction Date Payment Type Amount
IParking.-’Tulls |v| I 02/05/2018 =] IOutufPuck&t |v| I 5.00
Comment Request

| 01/17/2018, §200.00 - Spring | v |

Traveler Type

Trip Purpose

I Faculty

v

| Student Observation/Supervis | ' |

m[ ltemize ” Allocate H Attach Receipt H Cancel l

12. Click Submit on the date in the “Submit Dates” table.

TCNJ Travel
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Concur Mobile App
Downloading & Signing in

Table of Contents

1. Download the SAP Concur mobile app from the Google Play Store or Apple App Store.
2. Open the app & choose SSO Company Code Sign In.
3. Enter the TCNJ company ID UJESLS.
4. Sign into the app using your TCNJ Username & Password.
& SAP Concur
SAP Concur SAPiCaTeLF THE COLLEGE OF
NEW JERSEY
S Sign In With SSO
Sign in to Concur
UJEILS
TCNJ Apps
SIGN IN WITH SSO
.
[TCNJ Username
Forgot Password? Use SSO ifsys%ugg%n;ss;ycgges.issued an
o Password
SSO Company Code Sign In
Keep your personal information secure.
Sign Out and close your web browser when
Not a member yet? Try Test Drive you are finished using TCNJ Apps.
Privacy Policy
Get sign in support: IT Help Desk
TCNJ Travel
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