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NDAA Expense Report in Concur

Please review this guide as it will walk you through the steps of submitting your reimbursement. You will need
to provide a receipt for all expenses. Reimbursements are made through Direct Deposit. To enter in your
direct deposit information, click on Profile>Profile Settings>Bank Information. You will need to enter in your
direct deposit information FIRST before starting your expense report.

If you have any troubles during the expense process, please contact the Project Coordinator on your training.

Pursuant to the Federal Travel Regulations only “out of town” (your home or workplace must be over 50 miles from the conference
site) attendees are eligible for reimbursement of travel expenses. If you are 49.9 miles away, you will NOT be reimbursed for any of
your expenses.

1. From the homepage, click Expense

Administration» | Helpv
SAP Concur E Travel Expense Invoice Approvals Analytics App Center
Profile « .
-
+ 00 00 00 00
o New Required Invoices Available Open
Hello, Courtney Approvals Expenses Reports

© Triplt creates a schedule with all your travel details in one place, accessible on Android or iPhone.
. Simply connect your Concur account to Triplt. EeLEERGRIT] Mot right now
R = = & COMPANY NOTES
DO ¥YOU HAVE UNUSED TICKET CREDITS?
If you do, please contact a Blue Ribbon agent directly to Need travel HELP? Contact Blue Ribbon Travel
book your trip so that we may apply the credits properly.
For assistance, call 500-628-5309 or email Business Hours: Monday — Friday 8am-5pm CT

corporateagent@blueribbontravel com

Phone: 800-626-5309 / 952-835-2724

Mixed Flight/Train Search . . ;
9 Email: ndaa@blueribbontravel.com {monitored during business hours only)

Round Trip One Way Multi City .. . - - R o e . e
Read more
From @
Departure city, airport or frain station MY TASKS

Find an aiport | Select multiple airports



https://ndaa.org/wp-content/uploads/Adding-Bank-Information-to-Concur-Profile.pdf
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2. From the expenses page, click on Create New Report

Administration~ | Help~
SAP Concur E Requests Travel Expense Invoice Approvals Analytics App Center

- 9
Profile -

Manage Expenses Process Reports

Manage Expenses

REPORT LIBRARY Vview Active Reporis v 0

+
Create New Report

AVAILABLEKPENSES view Al Expenses v

3. You will need to fill in the Report Name using our naming standard. If you are eligible for per diem, you
will need to answer the question “Yes” for Travel Allowance. Click Next

Naming Standard: Cost Center — Conference Name, City State
If you do not know the cost center, please reach out to your project coordinator

Create New Report

Report Name * Report Date

9460.2 - NJC Conf. Baltimore MD — 12/02/2022

Comment

Travel Allowance
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4. Make sure your “Itinerary Name” is still correct. Here is where you will add in your travel information
so our system can pull your per diem rate. There are two ways you can upload your travel information.
Please follow instructions 5 and 6 if your flight information is already populated into the system. If you
cannot find anything, follow below —

Enter in all information under New Itinerary Stop. Accurate times are not necessary.

You will first need to add in your departure, click save and then your return —

ex. Departure City DCA 11/20/22 9am Arrival City BNA 11/20/22 10am then click Save

Next you will need to add in your Departure City BNA 11/23/22 9am Return City DCA 11/23/22 10am
click Save

Once you have both line items of your travel on the left hand side, Click Next.

You may skip instructions 5 & 6 by continuing to click on Next

Travel Allowances For Report: Trip from Lexington to Charlotte (RJ2L0O

o Create Mew Hinerary 2 Available ltineraries 3 | Expenses & Adjustments

tinerary Info

Itinerary Name
| 9453 2 - AAMWA Conf AFunfsinn

ew Itinerary Sto
Add Stap Impart Hinerary ew ltnerary -top

Departure Cit
O Departure City « Arrival City Arrival Rate Location epari el

Mo Itinerary Rows Found
Date

Arrival Gity

Date

Go to Single Day Hineraries
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You may skip these instructions if you followed #4

5. Make sure your “Itinerary Name” is still correct, click on 2 Available Itineraries

Travel Allowances For Report: Trip from Lexington to Charlotte (RJ2L00O

o Create Mew Hinerary 2 Awvailable Itineraries 3 Expenses & Adjustments

tinerary Info
Hinerary Mame
9453.2 - AAMVA Conf AFunfsinn

aw Irimarary ©
New Itinerary Stop

O | Departure City Arrival City

Departure Cit
Arrival Rate Location | SR |
Mo Hinerary Rows Found

Date Time

6. Under Available Itineraries, click on your flight. Click on Assign. The flight should now have moved up
into Assigned Itineraries. Then, click Next

Travel Allowances For Report: Trip from Lexington to Charlotte (RJ2L0O0O

4 Create New Hinerary o Available lineraries 3 ' Expenses & Adjustments

Assigned Itineraries

| Departure City Date and Time » Arrival City Date and Time Arrival Rate Location

Mo Assigned Itineraries Found

Available Itineraries

|Currenl lfineraries | v |

| Departure City

| Date and Time &, | Arrival City Date and Time Arrival Rate Location

@ lItinerary: Trip from Lexington to Chicago (Q DF)
EI Lexington, Kentucky 03/12/2022 06:19

QI Chicago, lllingis 03/15/2022 08:15

Chicago, lllinois 03/12/2022 07:06 PM COOK COUNTY, US-IL, US

Lexington, Kentucky 03/15/2022 10:42 PM FAYETTE COUNTY, US-KY, US

@ ltinerary: Trip, L exington to Orlando (N7 R)
B Lexington, Kents 0312372022 12:51 PM
£y Orlando. Florida 03/24/2022 04:12 P

Orlando. Florida 03/23/2022 08:35 PM ORANGE COUNTY, US-FL, US

Lexington, Kentucky 03/24/2022 11:57 PM FAYETTE COUNTY. US-KY, US
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7. This is where you will enter in per diem. If you had no meals provided click Create Expenses. If you had
certain meals provided, click on the box that corresponds with the day and meal. Once you are
finished, click Create Expenses

Travel Allowances For Report: Trip from Lexington to Charlotte (RJ2L0O

1 Create New Hinerary 2 Available ltineraries o Expenses & Adjustments

Show dates from |_ to | m

Exclude | All |:| Datel/location + Meals Rate | Breakfast Provided Lunch Provided Dinner Provided Allowance

[ 03/12/2022 =] B | §59.25

Chicago. lllinois 559.25

03:13/2022

Chicago. lllinois 579.00

579.00

Chicago. lllinois 579.00

03M15/2022
Chicago, llincis

[ ] O
D 0342022 B 0 $58.00
[ B [

$59.25 $39.25

Create Expenses Cancel
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8. Next, you will add in all your expenses and upload receipts.

Select the appropriate choice:

Staff — NDAA Staff

Faculty — Speaker for NDAA trainings
Participants — Attendee for NDAA trainings

NDAA will cover

- Personal Car Mileage — Faculty Participants or Staff at $.625 per mile (Google maps directions
must be attached as the receipt)

- Parking — Faculty Participants or Staff

- Tolls

- Taxi/Uber/Lyft - Rideshare (Note, we will only cover Basic Uber, Lyfts or Taxis and up to 20% Tip.
We do not reimburse credit or gift cards being used)

- Luggage Fees — Faculty Participants or Staff (1 piece)

- Hotel

- Airfare — Participants or Staff (Your Blue Ribbon Receipt will need to be uploaded)

- Agency Booking Fee (Within your Blue Ribbon Receipt, you will see a line item “Professional Fee”
that you will need to include)

- Travel Allowance (Per Diem)

- Miscellaneous - Staff (if you had any approval correspondence with NDAA staff, please upload that
approval here)

All expenses must have a receipt attached. If you no longer have a receipt, you can upload a screenshot of your
bank line item. Uber rides can automatically import into your available expenses. Look at our App SOP to see how to
connect your uber account to Concur


https://ndaa.org/travel/
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To begin entering in your expenses, click on Add Expense

9460.2 - NJC Conf. Baltimore MD $241.50 i

Not Submitted

Report Details v Print/Share v Manage Receipts Vv Travel Allowance v
[J  ReceiptT] Payment Type T, Expense Type T, Vendor Details T,

Add Expense

0 +

Available Expenses | Create New Expense

Search for an expense type

A 01. Travel

Alrfare - Participants

Alrfare - Staff

Cash Travel Advance
Hotel - Participants
Hotel - Staff

Luggage Fees - Facuity

Updated 12/2022

Copy Report Submit Report

Date = Requested T,

You will scroll through the list
to find the line items you
need to expense
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9. If the box has an asterisk, that means you must fill it out in order to save the expense. Update the
Transaction Date to match the date on the receipt. Enter the amount. Add in the provided cost center.
Attach a copy of the receipt.

When adjusting your flight, you will need to attach the invoice BlueRibbonTravel sends via email. Make
sure your flight is marked as Company Paid under Payment Type

« (> Airfare - Staff $638.21 @
11/28/2022 Delta Air Lines
Details Itemizations Hide Receipt  [F]
@ Allocate 174 | — + & T

* Required field

Expense Type *

Airfare - Staff v DBlue Ribbor
BUSINESS TRAVEL INTERNATIONAL . A
s TRAVEL
VACATIONS AND CRUISES. LEADERS

Transaction Date * Business Purpose *

11/28/2022 [ Travel to and from Baltimore MD for tr...
Vendor Payment Type * PLEASE REVIEW THIS CONFIRMATION IMMEDIATELY FOR ACCURACY. WE DO

4 - NOT ACCEPT RESPONSIBILITY FOR DISCREPANCIES REPORTED MORE THAN 24
. R R HOURS AFTER RECEIPT.

Delta Air Lines v Company Paid ~
Amount * Currency *

638.21 US, Dollar v
Ticket Number Cost Center *

Y ~  (2400000000000440694) 946...

Comment

Invoice - MWKLXP - Novem...
Save Expense Cancel
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10. Airfare: When you open your flight invoice there should be a Professional Fee. You will need to add
that expense in separately. Choose “Agency Booking Fee” add in the amount and make sure it is
marked as Company Paid

Billing Summary

AIR TICKET 0017751285238 COLEFUNFSINM/AARONANN ROSE

ELECTRONIC

AIR TRANSPORTATION TTL 27420
PROFESSIONAL FEE 11.00

BILLED TO VIOOOCOO00000G100 AIR SUB TOTAL 27420
CREDIT CARD PAYMENT 285.20-
AMOUNT DUE 0.00

@ Allocate

* Required field

Expense Type *

Agency Booking Fees v
Transaction Date * Business Purpose
11/28/2022 = Travel to and from Baltimore MD for tr...
Vendor Description Payment Type *
Company Paid v
Amount * Currency ™
11.00 Us, Dollar v

Cost Center *

Y v | (2400000000000440694) 946...

[J Personal Expense (do not reimburse) 0

Comment
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11. Personal Car Mileage: If you drove during any part of your trip that is seeking mileage reimbursement.
Select Personal Car Mileage — . Click on the button that says Mileage Calculator. Enter in your A
and B locations. You can also click on Make Round Trip if you went to and from the same points. You
will need to provide a receipt for mileage. Please save travel directions that include the mileage and
attach as receipt.

Details Itemizations Show Receipt El

¥ Mileage Calculator @ Allocate

* Required field

Expense Type Transaction Date * Business Purpose

Personal ileage - Staff v 11/28/2022 ) Travel to and from Baltimore M.
From Location To Location * Payment Type Cost Center *

3537 Colt k Ln, Lexington, ... Terminal Building, 4000 Termin... Out-of-Pocket Y ~ | (240000000000044069...
Distance * Amount Currency Reimbursement Rates

11 6.88 US. Dollar USD 0.525 per mile

m cancel

x
Map -
His f
Neck Ln, Lexington, KY 4050 } .
personal | ()
@ | Tormina Butang, 2000 Termnal O Lex ¥ ® &
s § Keeneland Associatic 9 @
® (i) 9 e Club
’ o : M ]
alculate R Make Round Trig = 4 = D Lexington ristian Church
" Astland - The @) Q
nry Clay Estate
.
SHADWELL r;\TMQ
)
\ Jacobson F
Pinckard Brannon.  Waveland State Q Fotg -, {
e toric Site o, o ; b o
= TOTALPERSONAL | TOTALBUSINESS 978 @
Do 040 MI 11‘2 MI Google Keyboard shortcuts deta £2022 Termsof Use Reportamep.
e

12. If you were asked to complete a cost comparison, please ensure to upload the supporting documents
in Concur. You will choose the Miscellaneous — Staff option and upload the documentation as a receipt.

10
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13. Staff: When uploading your hotel receipts, you will need to itemize the bill. When you click Save
Expense it should automatically take you to itemize the bill

Details Itemizations Hide Receipt El

@ Allocate 2 §S) G

* Required field

Expense Type *

Hotel - Staff ¥
Check-in Date * Check-out Date * Nights:
11/28/2022 12/01/2022 3 ST
Transaction Date * Business Purpose e G 365330
11/28/2022
Vendor Payment Type *
Search for Vendor v Out-of-Pocket v
Amount * Currency *
419.49 US, Dollar v
Cost Center *

Y v | (2400000000000440694) 946...

Comment

12-01-2022 9:12:34 AM

Select the option of itemization for hotel — Staff

You will need to enter in the dates, Room Rate and all the taxes included. Once completed, click Save

Itemization.
Details Itemizations Hide Receipt [
Amount ltemized @ Remaining 2 §C) [
$419.49 $419.49 $0.00 =

New Itemization

* Required field

Expense Type * STNe
- Al iz
Hotel - Staff v Departirs 120122
Folote, 184773
o s oo L Cantirio. 24
e ol Cotoga - 202230 Conthor . s1085910
Entry Type:  Recurring Itemization v 11/28/2022 - 12/01/2022 (Nights: 3) TR

P R rans 1
YYour hotel room rate was: ke
aw
e WS et
The Same Every Night Not the Same nane Melbte el
ama s e
W s T
HRE S R oT0) i
. . HBE  Recomciion 5o
Room Rate (per night) Room Tax (per night) Tax 2 (per night) Tax 3 (per night) S e us
WRG Dok et 810) 2
HRE it
pis i B
193032 T ssesvren (BT0) -
aoa ve

(Amounts in USD) Add Tax Fields

O Combine room rate and taxes into a single entry

Save Itemization Cancel

»

12-01-2022 9:12:34 AM

Remove Add

11
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14. Staff: If you complete a Travel Request Form in order to travel, please include the entire packet into
this report. Select Miscellaneous — Staff and upload the packet.

Details Itemizations Hide Receipt  [F]

@ Allocate 1 I ) + &

* Required field

Expense Type *

Miscellaneous - Staff v
Transaction Date * Business Purpose *

11/28/2022 = Travel Authorization Approval
Vendor Description * Payment Type *

NDAA Out-of-Packet v
Amount * Currency *

0.00 US, Dollar v
Cost Center *

Y o« (2400000000000440694) 946. .. [ Personal Expense (do not reimburse) 0

Comment

AACF NJC Presentation Tra..
Save Expense Cancel

16. Once your report is complete, click the Submit Report orange button on the top right corner

9460.2 - NJC Conf. Baltimore MD $1,457.88 i@

© Retumned | View Report Timeline

Report Details v Print/Share v Manage Receipts v Travel Allowance v
O AlensTl ReceiptT, Payment Type Tl Expense Type T Vender Details T, Date = Requested T, v
(] ¥ Out-of-Pocket Taxi/Uber/Lyft - Rideshare 12/01/2022 $32.32
O : Out-of-Pocket Miscellaneous - Staff Supplemental Paperwork 12/01/2022 50.00
O =2 Qut-of-Pocket Personal Car Mileage - Staff 12/01/2022 $6.88
(] Qut-of-Pocket Daily Allowance Baltimore, Maryland 12/01/2022 $51.75
O Out-of-Pocket Daily Allowance Baltimore, Maryland 11/30/2022 $69.00
O QOut-of-Pocket Daily Allowance Baltimore, Maryland 11/29/2022 $69.00
(] Company Paid Agency Booking Fees 11/28/2022 $11.00
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