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Simply connect your Concur account to Triplt. Not right now
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Manage Expenses

REPORT LIBRARY  View: g

Click on

Create N:w Report -l “ C re a te
New

Report”

AVAILABLE EXPENSES View: AllExpenses v

No Expenses
When expenses come in, they will be added to this list.

I je Type here to search - G



Fill out every box that has a red asterisk

* Report Date
i * Trip Start Date — First day of the Month
e Trip End Date — Last day of the month

[02/15/2023\ February Clinical Mileage University System Policy

Trip Start Date * Trip End Date * Purpose of Trip *

TS —— e Purpose of Trip — Class Name and Clinical
Trip Type * Report Currency Approval Status V i S i t

Domestic v US, Dollar Not Submitted

Payment Status Speed Chart (2]

Y < | HesNursng 07052 * Trip Type — Domestic

Name of course (NURS XXXX) and name of hospital visiting - Does not have an on-campus office. ° Travel Al | OWa n Ce — N O’ I do not req u i re a
‘ Travel allowance

Travel Allowance

oooooooo e Comment — List the name of the course
\ and hospitals visiting.

* Must include “Does not have an on-
Leadership Circle 1docx A Show all CampUS Office”




X | P2 x | Ma X | BFrex | £ Docx | G sacx | Ecorx | My x| EHo x | @B x [ Bp x4

2.concursolutions.com/nui/expense/report/7CD252 1ACA664AEDA293

(]
A d d I n g | X p e n S e S 5-Onelogin M ac00487@my.west... ﬁ WellStar School of... @ My files - OneDrive Services Financial Travel Students ﬁ Ser

Add Expense x

\

0 +

Available Expenses Create New Expense

{ Search for an expense type

pus
IT Supplies & Materials

Other Ground

* Hit the blue “Add

Personal Car Mileage

Expense” button

Rental Cars Only

SQhiittla Qeniica

* Scroll or type “Personal
Car Mileage” in search
box

to search




SAP Concur Requests Travel Expense

Manage Expenses View Transactions Cash Advances

New Expense

Details ltemizations

%, Mileage Calculator @ Allocate

Approvals App Center

Help~

Profile ~
-

Show Receipt E

* Required field
Purpose of the Trip *

Expense Type * Transaction Date *
' Personal Car Mileage / v | | MM/DD/YYYY \ { February Clinical Mileagel
Traveler Type * From Location * To Location * Payment Type
‘ None Selected v ‘ ‘ ‘ ‘ ‘ Out of Pocket
Comment
4

Vehicle ID * Distance to Date Distance * Number of Passengers

Kia Rio v 0 0 0
Amount Currency Reimbursement Rates

0.00 Us, Dollar

Before filling
out the
boxes click
“Mileage
Calculator”



Entering Your
Mileage

Mileage Calculator

(O Avoid Tolls (J Avoid Highways

Willow Creek
Waypoints =4
Noonday
* Enter your home address & T ] ..
@ | 677 Church St, Marietta, GA 30060, US/‘ DP:T::I ca S i
- antre ar
* Enter the hospital’s address © orsismat v A P

\ 7 Vandiver
28, ADDISON .

[l ‘ 4 \ HEIGHTS Heights

. ” Kennesaw \

piedMont Rd,

* Hit “Calculate Route”

* Hit “Make Round Trip”

Sandy Plains

520 Parliament Garden Way NW, Kennesaw, GA 30144, 7
USA East Cobt
S Park
7.5mi. About 14 mins e : [83
1. Head south on Parliament Garden Way NW 381 ft

* Hite “Add Mileage to Expense”

€ 2. Turn left onto Frey Rd 0.4 mi Kennesaw Mountain @

»
b ]

National Battlefield Park Six Flags.White Water +

> 3. Tumn right onto George Busbee Pkwy NW 0.6 mi {Temporarily closed

€ 4. Tumn left onto Townpark Dr 0.8mi . 120 Mariétt (o)
TOTAL PERSONAL | TOTAL BUSINESS °
Gy

O Deduct Commute 0.0 MI 142 Ml Go gle

Keyboard shortcuts  Map data ©2023 Google  Terms of Use

* Please note that these
instructions only apply to part-
time instructors. Full-time
faculty must follow a different
process.




Fill out the remaining boxes that have red
asterisks

New Expense =
Details Itemizations
Y I ra n S a Ct i O n D a te 2. Mileage Calculator @ Allocate
Expense Type * Transaction Date * Purpose of the Trip *
Personal Car Mileage v 02/03/2023 February Clinica
* Traveler Type — Employee
Traveler Type * From Location * To Location * Payment Type
Employee v 520 Parliament Garden Way N... 677 Church St, Marietta, GA 30... Out of Pocket
M ll ” Comment
* Hit “Save Expense
7z
Vehicle ID * Distance to Date Distance * Number of Passengel
Kia Rio v 0 14 0

Amount Currency Reimbursement Rates

Then repeat each step for

View all reimbursement rates

each travel date

I O Tupe here to search




Before you submit your
report...

A$36.68
, |
* Please email Amanda Rodgers i —
Report Details v Print/Share v Manage Receipts v Travel Allowance v

- annes -
a t a r O g a W ° u t O (m] ReceiptTL  Payment Type T, Expense Type T, Vendor Details T Date =
a Out of Pocket Personal Car Mileage 02/14/2023

oooooooooooo

submission or if you have any 2| e -
guestions.

approve your report before I — -

333333

e After you get approval, you can
hit the orange “ "
button.
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