Connecting Expenses to a Request ...
&

Profile -

L
O + 01 00 00
UNIVERSITY OF MAINE SYSTEM MNew Authorization Available Open

CONCUR Requests Travel Expense App Center

SeI.E'Ct Req UEStS Requesis Expenses Reports

Hello, Sarah

TRIP SEARCH ALERTS

a Booking for myself | Book for a guest € University of Maine System (Inc) is giving Triplt Pro to all employees. Mo thanks

+ & = O
Flight Search COMPANY NOTES

| Round Trip One Way | MutiCity |

@ You haven't signed up to receive e-receipts. @ Sign up here

From ) Important News and Information:

| | Short's Travel: 1-844-617-7044 M-F 8am-5pm EST (also available 24/7 for emergencies - fees apply outside normal business hours)

To
- © - 1) Do you need a UMS Travel Card? Click here to download an application and click here for an acceptance agreement.

Find an airport | Select multiple airports 2) Save on Multi-City Airfare! American, United and Delta Airlines announced major changes impacting rates when combining multi-
city airfare. Lean how to save on airfare using Concur and Shorts Travel Management, click here!

. n_n n__u n n F-Y —

Read more
MY TASKS
Show More
i s s o Open Requests = Available Expenses Open Reports =
| .. flight from Mew York to Paris on Tuesday |
04/25 Manhattan Filing Conference You currently have no available You currently have no open reports.

51,202 20 — Travel EXpENSes.
MY TRIPS (0) >

You currently have no upcoming trips.
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CONCUR Requests Travel Expense App Center

Profile - &

Manage Requests MNew Request (luick Search

Active Requests (1)

View v

Unsubmitted Requests

® Active Requests e sl i| | | |i|

Pending Requests Request ID Status Request Dates v Date Submitted Total | Approved a... | Remaining ... Action

Approved Requests IPP3 Approved 070172016 06/06/2016 &000.00 $200.00 &000.00 Expense
Cancelled Requests

I_III_|

D6/30v2017

Closed/Inactivated Requests

h Under View, select "All Requests”

Displaying 1 - 1 of 1



HE|FI -

CONCUR Requests Travel Expense App Center &
Profile -
L
Manage Requests Mew Request (uick Search
Request Mame o | Begins With b | | | | =0 |
|:| | Request Name | Request ID Status Request Dates Date Submitted Total | Approved a... | Remaining ... Action
[] Instate Mileage APP3 Approved 072016 OE/DE2016 S500.00 £500.00 S500.00 Expense
OE/30v2017
] Manhi=n Filing Conference A Approved 042502016 0412016 31,202 20 31,202.20 0.00
042002016

Find your instate mileage request

Page 1| of1 (o] Displaying 1 - 2 of 2



[« concur

Requests

Travel Expense

App Center

HE|F.I ot

Profile - .

All Requests (2)

Manage Requests

Mew Request

Quick Search

Request Mame V| Begins With V| | | =0 |
|:| | Request Name | Request ID Status Request Dates Date Submitted Total | Approved a... | Remaining ... Action
] Instate Mileage APP3 Approved 0702016 DGMDE2016 S500.00 2500.00 S500.00 Expense
....................................................................................................................... i
|:| Manhattan Filing Conference Ak Approved 04252016 0412016 1,202 20 1,202.20 0.00
042002016
Select the Expense link
This will correctly link your request
to a new expense report for travel
Page| 1 | of 1 o Displaying 1 - 2 of 2



Manage Expenses

Create a New Expense Report

Report Header

Report Mame Report Key Report Creation Date *Business Purpose *Travel Type *Business Unit *Department *Fund *Operating Unit
Idurg.-' Instate Mileage] | DE/IT/2016 I Field Work v | IIn-State v | I (UMSDS) University of Maine |+ | I(Eamngaaju Coop Ext Sve CES | v | I (22) Restricted Federal FY | v | v
*Program *Project *Class Comiment
| | (5500050) Umces Smithlever | ‘ ‘
- - -
mw— Change the report name to include the month of travel you are submitting
|:| Request Name | Request ID | Cancelled | Request Total | Amount Approved Amount Remaining
[ ] Instate Mileage IPP3 Mo S500.00 $00.00 $500.00




Manage Expenses

Create a New Expense Report

Report Header

Report Mame Report Key Report Creation Date *Business Purpose *Travel Type *Business Unit *Department *Fund *Operating Unit
I July Instate Mileage | DE/DTI2016 I Field Work v | I In-State v | I (UMSDS) University of Maine |+ | I (5400883) Coop Ext Sve CES| v | I (22) Restricted Federal FY | v | v
*Program *Project *Class Comiment
(SE00050) Umces Smithlever ‘ ‘
Regquests
|:| Request Name Request ID Cancelled Request Total Amount Approved Amount Remaining
[ ] Instate Mileage IPP3 Mo S500.00 $00.00 $500.00

Select Next




Travel Allowances

9 Does this report include Travel Meals?




Manage Expenses

July Instate Mileage

+ # New Expense | Import Expenses

Dietails - Receipts * Print / Email =

Expenses View T &
|:| | Date Expense Type Amount Requested
Adding New Expense
Mo Expenses Found
TOTAL AMOUNT TOTAL REQUESTED

$0.00

$0.00

New Expense | Awailable Receipts

Expense Type |

To create a new expense, ciick the appropriale expense lype below or type the expense type in the field above. To edit an existing expense, click the expense on the left side of the page.

@ Recently Used Expense Types
Lniversity Mileage

All Expense Types

1 - Air Travel wedt - Ground & Water Transport 4 - Food & Entertainment w5 - Supplies & Materials wod - DUes & Fees 3 - Personal Expenses
Airfare Car Service/Limo/Taxi Alcohol Supplies & Materials Travel Agency Fee Personal Expenses
Airline Fees CoachMan Rental Catering & Group Meals § - Communications & - Other 11-Participant Cost

2 - Lodging Other Ground Transportation Entertainment Communic ations & Phones Incidentals Participant Cost
Hotel - Advance Deposit Parking Groceries/Bulk Internet/COnline Fees Laundry/Dry Cleaning Participant Food
Haotel - Individual Rental Car Fuel Mon-Travel Meal Expense 7 - Dues & Fees Miscellaneous Participant Mileage
Hotel-Group (Attendess Reguired) Tolls Travel Meal Expense Conference Registration Fees Postage & Delivery Service Participant Registration
Other Accomodations Train 5 - Supplies & Materials Licenses & Permits Prepaid Participant Travel

3 - Ground & Water Transport University Mileage Computer Supplies Membership Dues Public aticns & Subscriptions

Car Rental

Select University Mileage




Manage Expenses

July Instate Mileage Dokte Repo

=+ Mew Expense | Import Expenses Details - Receipts - Print / Email -

EI[]-E Nses View v & | New Expense | Ayailable Receipts
|:| | Date Expense Type Amount Requested
e R View Reimbursement Rates
| Expense Type Transaction Date *Purpose of the Trip From Lecation To Loc ation Travel Type
Mo Expenses Found I Uniwersity Milzage e | I :|| I Field Work W | I | I | I In-State Wt
Payment Iype — ¢ July 2016 v y | e
Cash W | ‘ ‘

F 5

11 2

8|9

Attendees 0] 11| 12| 13| 14| 15 | 16 Enter date of traVEl € Attendees: 1 | Attendee Total: $0.00 | Remaining: $0.00

24 |1 25|26 |27 | 28| 29| 30
|:| | Attendee Name | Attendee Title | Company | Attendee Type | Amount
[] Allisot, Sarah M. Employee $0.00
Today
S | .
has Mileage Calculator

TOTAL AMOUNT TOTAL REQUESTED

£0.00 £0.00 Save [ Allot ate ][ Attach Receipt ][ Cancel ]




Manage Expenses

July Instate Mileage

=+ Mew Expense Import Expenses Details - Receipts - Print / Email -
EI[]-E Nses View v & | New Expense | Ayailable Receipts
|:| | Date Expense Type Amount Requested
e R View Reimbursement Rates
: Expense Type Transaction Date *Purpose of the Trip From Location To Loc ation Travel Type
Mo Expenses Found I University Mileage v | I 07/02/2016 :|| I Field Work v | I Crono, ME] | I | In-State v
Payment Type Distance : Amount Comment

Cash v| ID |: 0.00 USD v| ‘ ‘

Attendees Enter departure CI ty @ Attendees: 1 | Attendee Total: $0.00 | Remaining: $0.00
[Searcn Recenty Uses

|:| | Attendee Name | Attendee Title | Company | Attendee Type | Amount
[] Allisot, Sarah M. Employee $0.00
S | .
has Mileage Calculator

TOTAL AMOUNT TOTAL REQUESTED

$0.00 $0.00

Save [ Allocate ][ Attach Receipt ][ Cancel ]




July Instate Mileage

Manage Expenses

=+ MNew Expense | Import Expenses Details - Receipls - Print / Email ~
Expenses View v €
|:| | Date Expense Type Amount Requested
Adding New Expense
Mo Expenses Found
TOTAL AMOLUNT TOTAL REQUESTED
$0.00 $0.00

Mew Expense |

Delete Report Submit Report

Available Receipts

View Reimbursement Rates

Expense Type

Transaction Date

*Purpose of the Trip From Location To Loc ation Travel Type
I Field Work ot | I Crone, ME | I Bangor, ME| | I In-Ztate o
Comment

I University Mileage L | I 07022016 :]|
Payment Type Distance : Amount

Cash v ID 2] 0.00 UsD ||
Attendees

Mew Attendee § Advanced Search |S&ar|:h Recently Used

[] | Attendee Name

] Allisot, Sarah M.

Enter destination city

| Attendee Title | Company

@ Attendees: 1 | Attendee Total: $0.00 | Remaining: $0.00

| Attendee Type | Amoumnt

Employee 20.00

[=TT]
) 1 u
DA Mileage Calculator

[ Allocate |[ Attach Receipt |[ Cancel |




Manage Expenses

July Instate Mileage

+ 4 New Expense | Import Expenses

Mew Expense |

Delete Report Submit Report

Available Receipts

View Reimbursement Rates

*Purpose of the Trip From Lecation To Loc ation Travel Type
| Field Work v | Orono, ME | | Bangor, ME | | In-State v
Comiment

Expense Type Transaction Date
| University Mileage v | 070212016 55|
Payment Type Distanc e ; Amount

Cash v |1|:|| : UsD ||
Attendees

Advanced Search |S&ar|:h Recently Used

] | Attendee Name

Enter mileage in whole numbers if you know it

@ Attendees: 1 | Attendee Total: $0.00 | Remaining: $0.00

| Attendee Title | Company | Attendee Type |

] Alisot, Sarah M.

Amount

Employee 20.00

Mileage Calculator

Details - Receipls - Print / Email ~
Expenses View T &
|:| | Date Expense Type Amount Requested
Adding New Expense
Mo Expenses Found
TOTAL AMOUNT TOTAL REQUESTED
$0.00 $0.00

| Allocate || Attach Receipt || Cancel |




Manage Expenses

July Instate Mileage

Delete Report Submit Report
=+ Mew Expense | Import Expenses Details - Receipts - Print / Email -
EI[]-E Nses View v & | New Expense | Available Receipts
|:| | Date Expense Type Amoumnt Requested
A FlierEr s RS EE S EEEEEE———— View Reimbursement Rates
' Expensze Type Transaction Date *Purpose of the Trip From Location To Location Travel Type
Mo Expenses Found Nivers ileage ' 2 =11] ie or ' rono, angor, n->tate e
pe Lini ity Nl 07022016 _ Field Work O ME B ME In-Stat
Payment Type Distanc e : Amount Comment
Cash v | I1D |: 4.4D USD --—| ‘ ‘
Attendees €5 Attendees: 1 | Attendee Total: $4.40 | Remaining: $0.00
Advanced Search |Sear[:h Recently Used
|:| | Attendee Name | Attendee Title | Company | Attendee Type | Amount
] Allisot, Sarah M. Employee 5440
LA Mileage Calcul
h_._‘ lleage Calculator
TOTAL AMOUNT TOTAL REQUESTED
$0.00 $0.00

l Alloc ate |[ Attach Receipt H Cancel |




July Instate Mileage

4 New Expense |

Manage Expenses

Import Expenses Details - Receipts - Print / Email -
Expenses View v €
|:| | Date Expense Type Amount Requested
- Adding New Expense
[] 07022016 University Mileage 54 40 54.40
TOTAL AMOUNT TOTAL REQUESTED

$4.40

Mew Expense |

Delete Report Submit Report

Available Receipts

View Reimbursement Rates
Expense Type

Transaction Date *Purpese of the Trip From Location To Loc ation Travel Type

| University Mileage v | 070212016 55| | Fiekd Work v | Orono, ME | IF':::-rtIanc:I. ME | | In-State v

Payment Type Distance : Amount Comment

Cash v | 0 |z{000 UsD || ‘ ‘

Attendees €5 Attendees: 1 | Attendee Total: $0.00 | Remaining: $0.00
Advanced Search |S&ar|:h Recently Used

|:| | Attendee Name | Attendee Title | Company | Attendee Type | Amoumnt
|:| Allisot, Sarah M. Employee 20.00

If you are not sure the exact mileage,
select the Mileage Calculator at the bottom

r-l.-

v

Mileage Calculator

$4.40

Save | Alloc ate |

Attach Receipt || Cancel |




Mileage Calculator

The Mileage Calculator will

find the mileage automatically

" Avoid Tolls ' Avoid Highways
Waypoints

& | orono, ME, UsA

|
& | Portiand, ME, USA .

136.7 MI
| Personal

Calculate Route Make Round Tnp

Directions

Suggested routes:

-95 5 and [-295 5 137 mi. About 2 hours 2 mins
[-95 5 151 mi. About 2 hours 17 mins
-95 5 144 mi. About 2 hours 31 mins

,36—44 Main St, Orono, ME 04473, USA

137 mi. About 2 hours 2 mins
1. Head southwest on Main St toward Pine St
r* 2. Tum nght onto Kelley Rd

3. Tum left to merge onto |-95 5 toward Bangor
Partial toll road

¥ 4. Keep right at the fork to continue on 1-295 S,
follow signs for ME-9/ME-
126/Gardiner/Brunswick
Partial toll road

. Take exit 7 for U.S. 1 Alternate toward Franklin
St

. Continue onto Franklin 5t

1.3 mi
1.1 mi
87.5 mi

46.5 mi

0.3 mi
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TOTAL BUSINESS

136.7 Ml Google

Dover
TOTAL PERSOMAL

0.0 MI

Portsmouth

i

1 Map data 22016 Google | Terms of Use | Report a map error

Add Mieage to Expenze Cancel




Mileage Calculator

Elﬂﬂ

Map 212] West Forks : :
¥ : a i Y Bay-Wi
Vaypoints ool e ay-Wes

Eustiz Grand Lake : ;
'.' Crono, ME, LISA 9 Dover-Foxcroft int Stephen N
136.7 MI Coaticook F

N ew River
o Ear[?tﬁaus&eu i \_’jﬁfh
|| Personal . alley
& | Portiand, ME, USA ;ms;aurg L

141 oSaint Andrews

\
L) Awveid Tolls ' Avoid Highways . ihEr%ruukE

Rangeley

Palrgyra
Calculate Route Make Round Tnp Skowhegan

; : " Fatr@tun '
Directions __ Cutler

Joneshoroo
(=] i .
Greensbhora 2 Rurmford gy 1] hi
Suggested routes: 3 &J : Sl

Lancaster : 1
I-95 S and 1-295 S 137 mi. About 2 hours 2 mins Yy Berlin b tfaat m
[-95 S 151 mi. About 2 hours 17 mins e o

BarH‘frbc-r
-95 5 144 mi. About 2 hours 31 mins

~“SLittleton aMt Desert

-, ' ' d
Franconia Camden Southwest
a

£ Wh.ite_ Harbar
Barre 5 Mountain - 1_Rockland
: National Forest : m O

Lincoln

,3&44 Main St, Orono, ME 04473, USA elier

137 mi. About 2 hours 2 mins
_ _ _ e
1. Head southwest on Main 5t toward Pine 5t 1.3 mi Woodstock

r* 2. Tumn right onto Kelley Rd 1.1 mi f

3. Tumn left to merge onto [-95 S toward Bangor 87.5 mi ; ' |
Partial toll road (2]

¥ 4. Keep right at the fork to continue on 1-295 S, 46.5 mi B8 G
follow signs for ME-9/ME- Gilford
126/Gardiner/Brunswick

Partial toll road | i | Add Mileage to EXPenSe &

. Take exit 7 for U.S. 1 Alternate toward Franklin 0.3 mi
St

N +
. Continue onto Franklin St 02mi - | Daover
TOTAL PERSOMAL TOTAL BUSINESS

0.0MI 1367 MI Google gy i

¥ Map data 22016 Google se | Report & map error

Add Mieage to Expenze Cancel




Mileage Calculator

The Mileage Calculator can also calcul

ate a round-trip

" Avoid Tolls ' Avoid Highways
Waypoints

& | orono, ME, UsA

|
& | Portiand, ME, USA .

136.7 MI
| Personal

Calculate Route Make Round Tnp

Directions

Suggested routes:

-95 5 and [-295 5 137 mi. About 2 hours 2 mins
[-95 5 151 mi. About 2 hours 17 mins
-95 5 144 mi. About 2 hours 31 mins

,36—44 Main St, Orono, ME 04473, USA

137 mi. About 2 hours 2 mins
1. Head southwest on Main St toward Pine St
r* 2. Tum nght onto Kelley Rd

3. Tum left to merge onto |-95 5 toward Bangor
Partial toll road

¥ 4. Keep right at the fork to continue on 1-295 S,
follow signs for ME-9/ME-
126/Gardiner/Brunswick
Partial toll road

. Take exit 7 for U.S. 1 Alternate toward Franklin
St

. Continue onto Franklin 5t

1.3 mi
1.1 mi
87.5 mi

46.5 mi

0.3 mi
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Add Mieage to Expenze Cancel




July Instate Mileage

=+ Mew Expense Import Expenses Details - Receipts - Print / Email -
Expenses View v &
|:| | Date Expense Type Amount Requested
Adding New Expense |
] 07022016 University Mileage 34.40 34.40
[] 0722016 University Mileage $120.12 3120.12

24

Enter all mileage for the month
into this report.

You may find this report later
under Open Reports on the
Concur Expense tab.

TOTAL AMOUNT

$124.52

TOTAL REQUESTED

$124.52

Mew Expense |

Available Receipts

E:{p&ns&Type|

To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit an existing expense, click the expense on the left zide of the page.

@ Recently Used Expense Types

University Mileage
All Expense Types

1 - Air Travel
Airfare
Airline Fees
2 - Lodging
Heotel - Advance Deposit
Hatel - Individual
Heotel-Group [Attendees Required)
Other Accomodations
3 - Ground & Water Transport

Car Rental

wed - Ground & Water Transport

Car Service/Limo/Taxi

Coac hMvan Rental

Other Ground Transportation
FParking

Rental Car Fuel

Tolls

Train

Liniversity Mileage

4 - Food & Entertainment
Alcohel
Catering & Group Meals
Entertainment
Grocenies/Bulk
Mon-Travel Meal Expense
Travel Meal Expense

5 - Supplies & Materials
Computer Supplies

w3 - Supplies & Materials
supplies & Materials

G - Communications
Communic ations & Phones
Internet/Online Fees

7 - Dues & Fees
Conferenc e Registration Fees
Licenses & Permits
Membership Dues

wod - DUes & Fees
Travel Agency Fee
8 - Other

Incidentals

Laundry/Dry Cleaning
Mizcellanecus

Postage & Delivery Service
Prepaid

FPublic aticns & Subscriptions

9 - Personal Expenses
Personal Expenses
11-Participant Cost

Participant Cost
Participant Food
Participant Mileage
Participant Registration
Participant Travel




July Instate Mileage When you are done submitting ALL travel for the month, submit report sy

=+ Mew Expense Import Expenses Details - Receipts - Print / Email -
Ei‘.[}E' N5es View & | New Expense | Ayailable Receipts
|:| | Date Expense Type Amount Requested
Adding New Expense | Expense Type |
] O7/02/2016 University Mileage 24 A0 54_4[;.' To create a new expense, ciick the appropriate expense type below or type the expense type in the field above. To edit an existing expense, click the expense on the left side of the page.
e P T PP PR e ﬂ RECE‘T‘IZE" Used E;{p..gqge T}"DE‘E
|:| 07022016 University Mileage $120.12

24

TOTAL AMOUNT

$124.52

TOTAL REQUESTED

$124.52

University Mileage
All Expense Types

1 - Air Travel

Airfare
Airline Fees
2 - Lodging
Heotel - Advance Deposit
Hatel - Individual
Heotel-Group [Attendees Required)
Other Accomodations

3 - Ground & Water Transport

Car Rental

wed - Ground & Water Transport

Car Service/Limo/Taxi

Coac hMvan Rental

Other Ground Transportation
FParking

Rental Car Fuel

Tolls

Train

Liniversity Mileage

4 - Food & Entertainment
Alcohel
Catering & Group Meals
Entertainment
Grocenies/Bulk
Mon-Travel Meal Expense
Travel Meal Expense

5 - Supplies & Materials
Computer Supplies

w3 - Supplies & Materials
supplies & Materials

G - Communications
Communic ations & Phones
Internet/Online Fees

7 - Dues & Fees
Conferenc e Registration Fees
Licenses & Permits
Membership Dues

wod - Dues & Fees
Travel Agency Fee
g - Other
Incidentals
Laundry/Dry Cleaning
Mizcellanecus
Postage & Delivery Service
Prepaid
FPublic aticns & Subscriptions

9 - Personal Expenses
Personal Expenses
11-Participant Cost

Participant Cost
Participant Food
Participant Mileage
Participant Registration
Participant Travel




