APPROVING TRAVEL DOCUMENTS - WEB
LOGGING INTO CONCUR

e Login to my.AState.edu

e C(lick on the Travel icon.

e Concur should automatically log you into the system.

e Alternatively, you can navigate to www.concursolutions.com and type in
your e-mail address in the User Name field and your Concur password in
the Password field.

o If this is your first login, please contact Eric Jones (2005) or Traci
Ellington (3261) for your initial password.

o This password is not your A-State password and will not sync
together.

o We recommend that you change your Concur password at the same
time you change your system password.

e If you cannot login, please contact our Security Administrators at cpi-
security@astate.edu.

APPROVING TRAVEL REQUESTS

e Inthe lower left corner of your screen, you will see a box that says
“Required Approvals”.
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e Click on the term “Required Approvals”

e Concur will take you to the Approvals screen. Click on the Requests tab.
The number on the tab is how many requests you need to approve.

e C(lick on the Request Name you would like to approve.
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If you have a previewer who has reviewed the request for you, a green
checkmark icon will appear beside that request.
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& Audit Rule Test AS Traveler?

e The first tab is the Request Header, which includes the trip name, dates of
travel, trip purpose, destination, default funding source, and any cash
advance information.

e The second tab is the Expense Summary tab, which gives you an estimated
breakdown of all of the expenses.

e You may see several icons on this screen:

o Avyellow triangle is information for you to know, like the fact that
there is a memo required for airfare requested 14 days or less before
travel, or that an advance is part of the request.

o A blue circle icon means that there is a comment. Hover over the
icon to bring up the comment for you to read.
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o A pie chart icon means that the expense has been allocated between
two or more FOAP’s. Hover over the icon to see how the expense is
being charged.
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o Click on the “Attachments” icon to see if there are any memos or
backup attached. Then, click on “View Documents in a new window”.
If you have pop-up blocker set up in your browser, you will have to
allow pop-ups from www.concursolutions.com.

e |[f you need to send the request back to the traveler to fix something, click
on the “Send Back Request” button and enter the reason in the Comments
field before clicking “OK”.

e |f you are ready to approve, click on the “Approve” button. The document
will go to the next approver in the flow.

e If you are ready to approve and need to add and additional approver, click
on the “Approve & Forward” button.
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o Start typing the last name of the person you want to add, and allow
Concur to bring up the names.
o Click on the person you want to add.
o After selecting the approver, click on the “Approve” button.
e You will receive a “Final Confirmation” message. Click on the “Accept”
button.

Final Confirmation X

AS-Approver Electronic Agreement - Request

By clicking "Accept’ | certify that the estimated expenses in this request have been reviewed and are in compliance
with Arkansas State University's Operating Procedures.
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e Concur will bring you back to the list of documents pending your approval.
APPROVING EXPENSE REPORTS

e Inthe lower left corner of your screen, you will see a box that says
“Required Approvals”.

e Click on the term “Required Approvals”.

e Concur will take you to the Approvals screen. The number on the tab is
how many expense reports you need to approve.

e Click on the Report Name you would like to approve.

e If you have a previewer who has reviewed the report for you, a green
checkmark icon will appear beside that expense report.
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e Concur will automatically open the Expenses tab, which gives you a
breakdown of all of the expenses.
e You could see several icons on this screen:



o Avyellow triangle is information for you to know, like the fact that
there is a memo required for airfare requested 14 days or less before
travel, or that an advance is part of the request.

o Ablue circle icon means that there is a comment. Hover over the
icon to bring up the comment for you to read.

o A pie chart icon means that the expense has been allocated between
two or more FOAP’s. Hover over the icon to see how the expense is
being charged.

o A blue icon with a piece of paper in the center means that there is a
receipt image(s) attached. Hover over the icon to see the receipt
image(s).

e If you need to see the header information or itinerary information, click on
“Details”, then “Report Header” or “Available Itinerary”.

e If you need to send the report back to the traveler to fix something, click on
the “Send Back to User” button and enter the reason in the Comments field
before clicking “OK”.

e If you are ready to approve, click on the “Approve” button. The document
will go to the next approver in the flow.

e You will receive a “Final Confirmation” message. Click on the “Accept”
button.

e If you are ready to approve and need to add and additional approver, click
on the “Approve & Forward” button.
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o Start typing the last name of the person you want to add, and allow
Concur to bring up the names.

o Click on the person you want to add.

o After selecting the approver, click on the “Approve” button.

e You will receive a “Final Confirmation” message. Click on the “Accept”
button.

Final Confirmation X

AS-Approver Electronic Agreement - Request

By clicking "Accept’ | certify that the estimated expenses in this request have been reviewed and are in compliance
with Arkansas State University's Operating Procedures.
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e Concur will bring you back to the list of documents pending your approval.
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