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Adding an Out-of-Pocket Expense to a Report

If you pay for an expense with your own money, you will need to create an out-of-
pocket expense to account for the transaction.

1. Toadd a new expense, e T
. SAPCOMUY@ Requests Travel Expense Invoice Approvals App Center profie ~ @
from the report page, click

Add Expense.

Manage Expenses View Transactions

Office Supplies $295.00

Not Submitted N

Report Details w P

g Expane _ Click Add Expense.

Parking 11/22/2017  $15.00 $15.00

Date v Amount  Requested
Company Paid

Company Paid Office Supplies 11/20/2017 $298.00 $280.00

$295.00

2 . C | iC k th e C reate N eW Administration~ | Help~
Expense ta b . SAP Concur Requests Travel Expense Invoice Approvals App Center . &

Manage Expenses View Transactions

Office Supplies $295.00

Not Submitted

Report Detalls w  PrintShare w  Manage Receipts w

unt  Requested

Click Create New a1z
Expenses Expense Exp e n Se .

Available Create New

00 $280.00

$295.00

Expense Type Vendor Details Date~ Amount

| Airfare American Airlines 0812172017 §521.10

1 Airfare American Airlines 06/21/2017 $467.10 SAP Concur

] Hotel Wyndham Hotels 08/02/2017 §682 00
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3. Select the appropriate
expense type.

SAP Concur [C]

Manage Expenses  View Tr

ansactions

Office Supplies $295.00

Not Submitted

Create New
Expense

Available
Expenses

4. Onthe New Expense page,
complete all the required New Expense
fields and any additional [ Do |
information.

Manage Expenses View Transactions

Itemizations

Allocate

Expense Type *

Your company defines the
fields on the expense
entry form (required fields
are indicated by a red
asterisk).

Office Supplies

Transaction Date *

B2 | 11/24/2017

Business Purpose

Printer Ink

Vendor Name

5. To attach a receipt, select @~
the Receipt Status
dropdown arrow, select
Receipt, and then click Attach Receipt Image.

Out of Pocket

Requests Travel

Administration~ | Help~

Expense Invoice Approvals App Center

Profile ~ &

Date v Amount  Requested

11/22/2017  $15.00 $15.00

11/20/2017 $298.00 $280.00

$295.00

SAP Concur

Last| in: 02/ 18 927 AM
© Copyright 2018 - SAP Concur - All Rights Reserved

* Indicates required field

Click Attach
Receipt Image.

<{_

Attach Receipt Image
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6. Select the appropriate
receipt from your available
receipts or click Upload
Receipt Image.

7. Click Attach.

8. Click Save Expense.

The new out-of-pocket expense
is added to your expense report.

Last updated: 15 May 2019
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SAP Concur @ Requests. Travel Expense LI Approvals App Center
Manage Expenses View Transactions

& Alerts: 1

&\ You must attach a receipt image to this expense

Click Save
24120 Expense.

Details ltemizations

OfﬂLe Supphes $100.00

Allocate
* Indicates required field

Expense Type *

Office Supplies w
Transaction Date *

B | 11/24/2017
Business Purpose

Printer Ink

Vendor Name
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