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SECTION 1: LOGGING IN TO CONCUR

1.1 Login to Concur via Desktop
1. Go to: https://pipeline.sbcc.edu/ in the browser of your choice.
2. Log into your Pipeline Account.

SBCC PIPELINE LOGIN

Username SB
CcC

Password

3. Choose the Employee Menu.

® Pipeline

4. Choose Resources and the following screen will open. Click SAP Concur to open up

the app.
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5. Once you are in the app, the screen will look like this:


https://pipeline.sbcc.edu/

SAP Concur [C

ALERTS

MY TRIPS (0)
@ s 0 5a

y have no upcoming trips

COMPANY NOTES

MY TASKS
m T m " ' N
You c y have no active request

L.\ -] SAP Concur [&]

SECTION 2: DISTRICT CREDIT CARDS

2.1 Creating the Expense Report
1. From the Home Page, click on Expense.
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2. Click Create New Report.
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3. Click on the Policy dropdown menu.
Note: the default setting is “SBCC - Travel & Conference”.
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4. Choose “*SBCC-District Card Expense Policy”.
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Policy
I SBCC-Travel & Conference e
*SBECC-Travel & Conference Expensd

[*SBCC-District Card Expense Policy || ReportTrip £
1 k

Employee Type Trip Type

5. Give your report a unique name, for example, August 2018 Credit Card.

6. Fill in Report/Trip Start Date and Report/Trip End Date. (This should be the first
and last days of the month, for example, 08/01/18 and 08/31/18).
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7. On the same screen, click on the Employee Type dropdown menu. Choose
District Credit Card.

Employes Type

W I A

Classified Management/Staff
C:E:_Ts_Tnci Credit t‘,ard::::'
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8. Next, click on the Chart dropdown menu. Choose (1) SBCC Chart.

Chart Fund _
| [v] K
Lot Type to search by:

] Text (™| Code
—{ (Code) Text —

{1} SBCC Chart

-
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9. Click on the Fund dropdown menu. Scroll and pick the appropriate Fund code.



Fund Org

Type to search by:
() Text ® Code
—{(Code) Text

(11000} General Fund - Unrestricted
(12002) ESTEEM Enhance Success in Transfer
(12003) Veteran Resource Cenfer

(12005) Title V iPath To Success Year 3
(12007} Scheinfeld Program

(12010} Adult Basic ED ESL Grant

_[ (12011) IEPI-Instuiutional Effectiveness
(12013) Guided Pathways

{12011 4) Faculty Inquiry Network (FIN)

L(12015) Wellness Proaram SB Countv CH19313

10. Do the same with the Org and Program. This will create the Header for the
expense report.
NOTE: Activity and Location are only used in certain situations. If you need one or both,
choose your Activity and/or Location the same way you choose your Fund, Org, and Program.

Org Program a
N[ [~] [
Type to search by:

) Text ® Code
(Code) Text

(0206) Accounting Education -
(0212) Business Administraticn

(0218) Business Division Computer Lab
(0224) Computer Information System
(0230) Computer Applicafion & Office Mamt

Program Activity
d k [~] | E
Type to search by:
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{191400) Geolog¥

11. When done, click Next.
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12. The Available Expenses screen will appear. Click the box for any of the expenses
that are on the period of the report you are creating.
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13. Once you click on the appropriate expenses, the Move button will appear. Click the
down arrow of the Move button to view the dropdown list.

Manage Exgenzas

August 2018 Credit Card

ute o Evperae Trpe RN Cogentes A Coe v
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14. Choose “To Current Report” to assign the expenses to the report you are creating.



Date

08/04

To Current Report

To New Report

v

ount
52.00

08/042018

119.68
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52T OR |

15. Your screen will change and you will now be able to review and categorize each

specific expense.

16. Click on the first expense on the left side. Next, click on the Expense Type

dropdown list on the
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17. Scroll to choose the appropriate Expense Type (you will not see the Account

numbers).

The ey has Lrdefined eperae boe Ty mee seint i egeree Yee e Be
.5t

right side.
CED ED M - < [

Traneacsse Das
woiow
Lo T ) & Fnnav

| BERAL JUMCANCE WOLE FOO

2 Avenre el

™.
ey e
mn wn
Lol e

Massnet Lotan Catuns

August 2018 Credit Card EOR - i |
N € cparas oot Crpemes  Owisin  Fecagm P/ O rece tacestons
£ s x
Experse Trpe | Oom Ament | Encoption
Uncetrec cesez018 57914 () The ety han Uncetinec eipense pe Vi Mt elect 35 SIpacss fipe Sor 1 gy befom 133 CA5 FEbe the #anse repcrt
I s SI200 () Tre ooty s Undeteed axpense lrde Viw st SRt o eugense e Jor e ey Defins pou GO0 IOV e arpare Mot
Undetned tesa2018 311980 @) The ety hm Undeined experme o Yo must sekect ae exgense froe b Be vty befons you can subent Be expere repert -
&) Vaw s € | e Expoces Armatee Beceses
Dute+ Feperas Type Ao Raquestnd
Cxpense Type
Mdrq!\uf'm«u - i . AR & e S T T AAVEIR Sa et e b o 5w e Sisnin (o v e W] Mt -y
seoun Unzefowa T LT SOOWE SR 1N SO 05 e B 2 o e paOR
@S  FERRA mRDMCE MWL
~ o6, Core 08, Other Operanng Expasses
s0aeN Undetned Ead R
00nm  SEiRom i un Pectoeaition Famewr il WMatatng Comuting for CLL
= 7. Swpphen & Materisis Narteting Nat for Pundeaning CLL
SO Undetrwd s19 8 96 = Wartetieg Vet Wnnterarce CCL
Q@) 50 WAROTHNOLNTA Mw AT, Seins %
s Avete Travwg St Susphes using Smaied
95042091 Undetined kN ;N e et K1 Mieral Fee Sugpies Stentigd
QDO HYExcmEnma Ch Dore Trng Courne Fae Suppies Nowing & Storage
304201 Undetews P wm Cinareg Sugphen Op Compwy Pactymmen
Q)@  WOEASTEw ueRRA Chert Sericen Suppten Clhar Reske
== == Poct Fachty Restsl
WO Unsetned wn 5% e p
QOO PR s Comust Evert Supphes eatige
= Dats Pressing Swases Pravesy Tases
P Trpn Puvcly
Food & Beverage Sussten Fapas By Vendar
Pood & Beverssen Repars-Butdeg

Pesssie b ey



Expenzea Typa
[undenned
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Trangaction Dale
08042018

6. Other
PersonalMon Reimbursable
07. Supplies & Materials
Adult Ed. Student Materials

Athletic Tralning Support Supplies
Bio Med Kit Material Fee Supplies

Cleaning Supplies
Client Services Supplies

Child Dev Trng Course Fee Supplies

18. Next, click on the Report/Trip Purpose dropdown list and choose District Credit

Card.

August 2018 Credit Card
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Conference Aftendee
Conference Participant
Development

District Credit Card

Faculty Recruiting

Meefing

Other

Sfudent Recruiting

Study Abroad

Teacher Supervision
Workshop/SeminarTraining

2.2 Attaching the Receipts
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1. After categorizing the credit card expenses, click Save. Then click on Attach

Receipt.

2a3mie Recept
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The box pictured below will pop up. Click on Browse to upload and attach a receipt
from your computer/device.

NOTE: If you have already saved the receipt in the Concur app without assigning to an
expense, you can Attach the receipt from the Available Receipts area.

Attach Receipt X

Click Erowse and select a .png, Jpg, Jjpeg, pdf, .html, .tif or Liff file for upload. 5 MB limit per file
No Receipt? Greate a missing Receipt Affidavit here

File Selected for uploading: =
Mo file selecied

Or choose an image from your Available Receipts.

Available Receipts

Locate your receipt on your computer (if you are using a Mac your screen will look
different). Click on Open to upload the receipt. Then click on Attach.

Tl soleciod
@ Open b4
O

4 B > ThisPC > Desktop v & | SearchDesktop P

Organize v New folder =~ ™ @
A Name Date modified Type A

s Quick access .
. 7 2018 CA 567 8/8/2018T45AM  AdobeA
Documents  # = = -

s ACCOUNTING JOB OUTPUT (bfs0) - Shor..  7/12/2017 225PM  Shortcut
¥ Downloads # 2 ARGOS Internet
=] Pictures 4 72 Banner PROD Login Internet ¢
Audit 6-30-18 @5 EJ0D CB Correct Over and Under 5,000 Ac. Microsof
I Deskiop = Emergency Grant Request 201708 Adobe A
Testing 85 FAto CT Wire Microsof

"8 Facebook Gameroom Shortcut

User Manuals
Microsof |

Shortcut

£ FUPLOAD Template
@ OneDrive 58 GROUP (P) - Shortcut

| 2] Intellecheck Internet ¢

I This PC b
T Internet Explorer Shorteut
8 30 Objects = P .
4 Payroll Direct Deposit Files Shorteut
B AppleiPhone & cnre e damane eioaa Y
- &4 i D

File name: | 2018 CA 567 " Al Files -
CE
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Attach Receipt x

Click Browse and select a .png, .jpg, Jpeq, .pdf, .ntml, .tif or tiff file for upload imit per file.

Mo Receipt? Create a missing Receipt Affidavit here.
File Selected for uploading:
2018 CA 587 pdf

If you did not receive a receipt or it has been lost, you will need to create a Missing
Receipt Affidavit by clicking on the link (please see below).

Attach Receipt X

Click Browse and select a . f, .html, .tif or .tiff file for upload. 5 MB limit per file
No Recept? Create a(uissing Receipl Affidavit here

File Selected for uploading: m

No file selected

Or choose an image from your Available Receipts.

Available Receipts

When creating a Missing Receipt Affidavit, you will need to choose the expenses you
are missing a receipt for.

Missing Receipt Affidavit x

Adequate documentation must be submitted to substantiate reimbursable University expenses in
accordance with IRS rules & regulations. Original receipts must be submitied when available and are
considerad acceptable support for Santa Barbara Community College’s expenzes. When the original
receipt has been lost or is otherwise not available from the vendor, the following documentary
evidence must be submitted before expenses will be considered for reimbursement.

To create an affidavit, choose from the Expense(s) below that require a Receipt

|:| | Expense Type Date » Amount

O @ Field Trips 08/04/2018 579.14
SIERRA SUMDAMCE WHOLE FOO, Mammoth Lal

I:‘ @ Undefined 08/04/2018 $32.00
SQ *MAMMOTH MOUNTAL Mammoth Lakes, Cali

O @ Undefined 03/04/2018 511968
SQ *MAMMOTH MOUNTAL Mammoth Lakes, Cali

O @ Undefined 08/04/2018 53273
DIY HOME CENTER #01 M4, Mammoth Lakes, C:

O .'D. Undefined 08/04/2018 527 .96
S0 *EASTERN SIERRA

D 'D Undefined 08/04/2018 5592

EXXONMOEIL 96899851

6. Once you have chosen the appropriate expenses for the Missing Receipt Affidavit,

read the statements and click Accept & Create.

11



Undefined 08/04/2018 $32.73
O HOME CENTER #01 MA, Mammoth Lakes, Ci

O Undefined 08/04/2015 527.96
S0 *EASTERMN SIERRA

Undefined 08/04/2015 5592
EXXONMOEIL 96399551

| acknowledge that this exp report tains legitimate Uni i (] incurred by me on

behalf of Santa Barbara Community College’s benefit, and are allowable expenses as defined by
Santa Barbara Community College Travel Policy. | further certify that one or more of the related
receipts applicable to this expense report are no lenger available.

Accept & Create

7. When you have attached a receipt, the receipt icon will turn blue and the Receipt
Image tab will appear. You can see your receipt by hovering over the icon or clicking

on the tab.

...... . e e e
IO ED B v < e

e f— [r——
Futid Trugs R AT 14 Ecpar
SaEERA SUNDANCE WHOLE F Ir.--
Urcsfimad AT ] fel Rapai
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T R RS R AR Civo

8. Click on the next expense and repeat the steps you used for the first expense until
you have completed the information for all the expenses.

2.3 Itemizing Expenses to Different Expense Codes of Same Fund/Org/Program

Concur gives you the ability to itemize (split) expenses (e.g. adding a tip amount that was
paid via cash) via the Itemize feature.

Expenses can only be itemized if they are in the same Fund/Org/Program (please see

Section 2.4 Allocating Expenses if you need expenses to be split into different Funds,
Orgs, or Programs). The steps below are for itemizing expenses.

1. Open the expense or create a New Expense. Then click on the Itemize button on the
bottom right of the screen.

12
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2. This will take you to a new screen (see below). Click on the Expense Type
dropdown list.

Uanags Expammes

ltemize Test Report
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3. Next, scroll through and choose your expense type.

| M B
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4. Fill in the amount for the first expense type (you will have at least two) and click

Save.
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5. Repeat until all the expense types are done and the subtotal adds up to the whole
expense amount. Then click Save. Your screen will now include the itemized

amounts and update totals accordingly.
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2.4 Allocating Expenses to Different Funds, Orgs, Programs, and/or Activities
If you need to split expenses between two different funds, organizations, or programs, you

will need to allocate expenses using the Allocate feature. The steps below will help guide
you through the process:

1. Firstadd or open the expense. Then click on Allocate.

blasagps Expanses

Allocate test report
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2. The Allocation screen will open up.

Allocations Tor Repon: Allocate test report Ox

| Total S200.00  Alscatad S200.00 (100%] Risaising 2000 H%)
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3. Click on the Allocate By. You will get a dropdown list. Pick either Percentage or
Amount as your preferred method to allocate your expense(s).

Allocations for Report: Aliocate test report o ox
£ A Total $200.00 Alocated $200.00 (100%) Remaining $0.00 (0%)
e ey
m Emgtopee Type | * Chant Fune “ 0wy * Program .
= - Cabect Cramt 1) S0CC Crmnt 19000 . G Q1 Faen s ATN00 Pt
v AR t1la o e 90 &0

4. Complete each separate line for each Fund/Org/Program combination where your
expense needs to go (new lines will be created accordingly as you allocate the
amounts). Click on Save when you are done allocating.

Allocations for Report: Allocate test report ®
Expense List Allocatons Tolal 5200000 Alocaled $200.00 (100%]  Remaining 50,00 (0%)
e e 3 £ [
[ Amourd * Empioyes Type | * Chart * Fand *Org * Program 5
pal ] Dairei Coedd (8] SBCT Chaed (100 Geras {4ZE2) Fiscal 5 IETI00) Fisca
# Date s Expenaa ... | Group Amcurs
7 CADIZ0IE  hon ek 300 08 # | s10n00 Dhindrict Cowcl ) SOCE Chad | | [11000) Geres {4504 Human THO00) Harn

6. A confirmation screen will then pop up. Click OK.

Swccess

Adipcabione Nanee Dee Sanved
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7. On the next screen, click Done.

Allocations for Report: Allocate test report 0=

Arount " Employes Type | * Chast " Fund " g * Progeam a

Expenss T... | Gaosp Ao
A8 Mon ety 1 B 08

8. On the next screen, click Save and you are done Allocating.

g g s
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2.5 Approving an Expense Report
1. From the Welcome Screen, click on Approvals.
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Foorwim M. OB Tasd for mdruciions Wit LT ty hievw o el able eogsenses Winp Cpargedly haen S opee e paels

3284 1D Travsl

2. Your screen will open up new options. Choose Expense Reports.

SAP Concur @ Requests. Travel Expense Approvas Feporing - App Cenlar

Approvaly Homa Regquasiy Repaorts
Approvals

LR

8 Espare
Reports |

Haquenty |

i

Expense Report /
e

Hepart Mame Empioyer Hrpert Dute Amcust Dee Employes Hegqueated Amounl

3. Click on areport to review.

Approvals

w0 o

Eapant Dute Amaunt Dus Emplcyes Hegueabed Areourt

4. Your screen will open up new options. Click on the Details menu to get a dropdown
list.
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Enperne Tppe Date Amowd  Espepbon
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rermbureed

5. Inthe Details dropdown list, choose Report Header.

B o SR R eI e B B et

Te St Req U ESt [Test, Traveler2)

Summary Details = Receipis - Print / Email ~
- Repor
Exceptions Reoort Head
epo eader
Expense Type P it | Exception
FIA Totals [\ Please provide conference
Audit Trail reimbursed.
Approval Flow
Expenses Comments
Allocations bense Type Enter Vendor N...
A \ el Best Western In...
_______________ .| Alocations
"5 UGIUsrZ0TE Haotel Eest Western In...
"'5 08102018 Haotel Best Western In...
a 08/09/2018 Dinner

6. Review the Report Header for accuracy. Then click Save.
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Report header for: Test Request

Repot Tag Mame
Tewt R

RlgetiTrig: Seart Dass
DEORITOIE

Employss Typs
FacullyEducabional Adrmnirslor

Trip Type
In-Stale

Addbicnal Indarmakon (s

Funa
11000 Trond il Fured - Ureeriiriched

Lo ailicare

Report bk
CEIARTASEREC4ANAEAT

Racaipt Racahmd

Reepon Tolal
=30

amoun] Cabepe Paa
0eg

Toad Arvigaanil Clamees
23600

FhepoetTrip IEnd Dlans
ganameE

s ian. Irig inciucs pernonsl wavel T
B

Tep
LU0 | Accouning Edecabion

Winer Mo
Taat Trawwiaerd
Approval Slatun
Porulrn) Budgelrlad Glape] Sppeey
Arfourd Mol Apgedyved

o.00

Asiresuia Due Uder
536 00

R Tog Puiposs
Conferermce ASondeo

Hwmiber of personal dags
]

Frogram
(0502000 ACoountng

Repor Cumency
WS, Desiar
Paymanct Stk
ol Faid
Arnimnl Apgeireed
L34 3

Arnasil Due foepe Caa
o0

7. Go through and review each of the expenses in the Report for accuracy.

Test Request e s

Seray

Dty - Aecegti = Print / Evnill =
Exreplians
Enpsse Typs | Dt Aevamgid Ewipde
|
s
rembursed
|
Transscion Duiw, | Ciperas Typs Ender Versdor M. | *Addiiarad Inf... | City of Purchass  Puyment Typs
W m [ kil hobsil Eami Waaiem in Ll e Ol of Pacind
'ﬁ OSTR2IY Holel Eanl Werlam in Lol o Lol Oed of Packel
& 1622 Holal Eaml Werlemn In Eal e Ol £f Pacinl
& DETR21E Cwwmr Araher Taklgy O of Packel

accordingly.
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8, Paass provete conferesce sgendsheguiralion receipl Bl showy ary el mcisons. [Experass ar ubject i reviess aad spproval By, et o deamed of persasal o wil rck bsn

«.m-' € | Expesss | Drcectimage | Suemear | )
m "“"'"r'?"' Botal Aumssumrt 4550 10 | mermied: 350508 | i
50 0 ll_‘um Ecpama Type
0 W |||:u-oc| i
5800 | s2a00 .

| Facity  cabion Adrariinsiog |

Tiaesacten Dt
AT

At Trgs Prageing
| Carrsierca Alercen I

CIET DBJECT APFROVED AMCLRT

& $536.00

-

Next, review each receipt (or affidavit) to ensure expenses are substantiated



Test Request e rawea

Hide Exceplions

Summary Deails * Receipls v Print / Email ~
Exceptions x
Expense Type | Date Amount ‘ Exception |
NiA & Please provide conference agendafregistration receipt that shows any meal inclusions. Expenses are subject to review and approval by Supervisor, and if deemed of personal nature, will not be

reimbursed. /\
y 2
Expenses View € | Expense/| ReceiptImage || Summary
| \ Transaction Date_| Expense Type Enter Vendor N... | *Additional Inf... | City of Purchase | Payment Type Amount | Adjusted Clai ) )
Te Amount: $500.00 | Itemized: $500.00 | Remaini

v 0812018 Hotel Best Western In... Anaheim, Califo...  Out of Pocket $500.00

a 08/08/2018 Hotel Best Westemn In Anaheim, Califo Out of Pocket 3250 00 $250 00

'(5 08/10/2018 Hotel Best Western In... Anaheim, Califo. Qut of Pocket $250.00 $250.00

a 08/09r2018 Dinner ‘Anaheim, Califo Out of Pocket $36.00 $36.00

[er———

COST OBJECT APFROVED AMOUNT
& $536.00

9. Follow the steps above and review each additional expense. If a correction is
needed, click on the Send Back to User button in the top right of the screen.

ADErov ol Mawe Hepevs Regorts

Test REQUEST v e [t ) e

larva Cwtatn ~ Recegm Pyt Do » e st
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" 20, T pravtn conteancn spesEa g en recait Bal Shows sty AN nchmant Tapaeans s Sulanct b mwn S Sppeevs By Seperem e f Searmd of parsons satre i tet be
. -t
e ———
Tianssnem D 1 wae Type [ vemite N Adiitasie o oy o Puii nase Pogwars “ype BAaat Aurnl e
o - - g Totat Arvewrrt §550 00 Berwamd 1347 0 bwmarvng §
v O s1oes e Zew rumerr v Arters Cots Ot of Pocket 5336 20
S s o Pew aviare v Aatar Cote . Ovl of Potet % 1200 0 Sy e
[
S w2 ok Sewt rwwmr - Satwrn. Cote Ovl of Poat %% 5% 06
tracyee Troe
& Mo Dwver Aranpen Cotty  Ovt of Pocant 830 L L T ——

Tiamansen Oate

10. When sending back a report, please state the reasons for the return in the
Comment box and click on OK.
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Send Back Report

Comment HiS‘.OI‘}"
Date = | Entered By Comment Text

add a comment to explain why you are retuming the report. Then click OK to return the repor to the employee.

11.1If or when everything is correct, click on the Approve button in the upper right of
the screen.

Test Request s nuwe

Swrmnany Doy » Rscaply * Pred | Dt +
[Evcer )
Eugerae Vppe Oaw Avvvunt | Excephon
N Ammmwmn—nmumnnvmm Experses are sctyect 1 review and approvsl by Seperace and £ doorned of personsl nafuse Wit nat be
rereted
Expenses Vewr € | mewstaton | Serwmary
Transstion Date | [ n Trvee Vendor ... | *Addisenat nf... | Crty of Parehe 1 Amawnt | A ¢ \ ]
an spesne Type i g "y e Paprent Trpe entes Claim ool o d
v 0 o118 Feches Bant Western in Arstawn Codly Ot of Pocket $500 00 o 1
& teosots v Best Viestern Zeabern Cots_ Ot ot Pecket 240 00 e | DeemeTme ™
Hoked
S Q018 o Bast Wesrn w Araraan Cavty  ON of Pocker 026 0 1250 00
Erpeyee Troe
& 0a0ac018 Duee Arabern Catla  Out of Pocket 400 2400 PR pa——
Timmiacion Daw
cenanae
BepntTrp Pupone
Cortererce Atwndes
Acdtoral riavratan
| Vemsor

12. To confirm your approval, read the agreement and click Accept.
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Final Confirmation

Approver Electronic Agreement

By clicking "Accepl’ | cedify that the expense report and its accompanying receipls have been reviewed and are in
compliance with College policy.

—

e

SECTION 3: DELEGATING

3.1 Setting up a Delegate
A delegate is someone who can create expense reports and travel requests on your behalf based on
the permissions you give them.

To set up a delegate:

1. From the Welcome Screen click on Profile and choose Profile Settings.

SAP Concur + + Kexin M Meichol
Hal . Slama Stama Lini] Profile Sattings [y Sgn Out
lellg, Kevin Rotapaes Reper Rocd
COMPANY NOTES

2. Under Request Settings in the left part of the screen, click on Request Delegates.
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Adminisbaton - Help =

SAPConcur [G] fequsts Tl Expeme  Repoting v Agp Contar

Prolie Personal information Change Passwerd System Satiings Concur Moble Ragistason

Profile Options

Select one of the following o customize your user peofle

Perscnal Information System Settings
Personal nformaticn Which tme 200 ate you In7 Do you prefer to use & 12 or 28-hour

ok red
E-Receipt Activation cock? Whan doas your wodkday stanknd

Enable e-receipts to automatically receive slecionic recoipts from Expense Delegates

participating vendors Delegates are omployees who are alowed % perform work on
Request Preferences behalf of other employees

Select B options that define whan you receive emal notifcations Expense Preferences

Prompls are pages that sppeasr when you select a certala action Select he options that define whan you receive emal natiications.
soch as Scbmit of Primt Prompts are pages that appes whan you select & cedain action
Change Password #0ch 89 Subemh of Print

Change your passwoed Concur Mobdle Registration

Set up access to Concur on your mablle device

3. Click the Add box in the top left to perform a delegate search for the person you
want to designate as the Delegate and click on the 2nd Add box.

Request Delegates

Duisgaie %, Delegate For

Dalag ates dre amplopess wha pie allaved 1o perform wirk o8 beball of olhar arployess

" o
Cesar Perfecto Canoel
£ Cesar Pelecto 18 100 Ossgale, yiu ANe SNSRI PETa0N Tof Expenis ad Reguest

cperfacio@pipeiing shoc adu
Can View Recsipts Feceives Emasla

Legen ID: eperfectofipipeline sbee adu

kla rasmrde Frminsd

4. To assign permissions to the Delegate, check the box by the person’s name and then assing
permissions accordingly by clicking on the appropriate permission checkboxes and then
click Save.

Request Delegates

Debsgates | Dengate For

o el e

Delégates pin amployess wid ané Sllowed 1o pedsem wirk & Behall of olber evployess

Expenss and Reques! share delegates, By assigning pemissicns 10 3 Selegale, you are 3 o Expense and Regues

LED ] Recerres Emails

Parfacts, Copsr
cparisciofpipaing sbos sy

Caan View Receipts

5. This will take you back to the Settings screen. Click on Expense Delegates.
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Requests Travel Exporcn

Reporting «

Agp Centor

Personal informaticr

hange Passwerd System Settngs

Profile Options
Sefect one of the following 8o customize your user profile

Personal Information
Pessonal information

E-Receipt Actvation

Enable o-receipts to astomatically receive alecteonic receipts from
partiopatng vendors

Request Preferences

Sefect 0 options that define whan you receive emald noticasions
Prompls are pages $hat appear when you select a certaln action
woch s Sebmit of Print

Change Password
Change your pasewerd

3.2 Acting As a Delegate
A delegate is someone who can create expense reports and travel requests on your behalf based on
the permissions you give them.

1. From the Welcome Screen click on Profile.

Trareed Expenss FAeporing =

pp el

SAP Concur

nelg, Largeng

Concur Mobile Regisdaation

System Setungs
Which Sime 2one aee you in? Do you preder 1o use & 12 or 28-hour
cdock? Whan S0 your workday staniend?

Expense Delegates

Delegates are employees who are alowed % perdorm work on
bahalf of other empicyees

Expense Preferences

Select the options that define when you receive emal nctiications.
Prompts are pages That appes whan you select & certain acticn
such as Submit of Print

Concur Mobdle Registration
Set up access to Concur on your moblle device

Adminisiaton - Hedp =
Profle - a
+ 00 00 0o
M Adthnzan Aialanks Opan
Requests Exparses Repors

2. The following box will open up. Click on Acting as other user.

Ne

Ire e

Carlene M Barrows

Profile Settings | Sign Out

_—

-
Acting as m@

tn
I
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3. Alist of everyone who you have recently acted as Delegate for will open. If the
person you are going to act as a Delegate for is on the list, click on their name.

+ Carlene M Barrows

Ne Profile Settings | Sign Out

:/'.: Acting as other user Q

[Searn oy mame o Q|

| Most Recent Users >
U are e

Betty, Adrienne A
aabetty@pipeline. sbce.edu (Login ID)
aabetty@pipeline sbce.edu (Email) \

Logon ID: aabetty@pipeline.sbee edu

Fricke, Erik 1 X
(nown oul efrfcke@pfpelme sbee. edu leogu? ID)
| efricke@pipeline shce edu (Email)

w has int
od safety

Logon ID: efricke@pipeline sbcc.edu

Garcia Otero, Cristina B
cbgarciaotero@pipeline shcc.edu (Login ID)
Tr cbgarciaotero@pipeline.sbcc edu (Email)

Logon ID: chgarciaotero@pipeline sbec.edu

4. Ifthe person you are going to act as a Delegate for is not on the list, start typing their name
in. Then click Start Session.

F& Santa Barbara City C |9 Help Desk |9 Argos |9 BofA ACH Site

Administration ~ | Help ~
Profile - .
-
+ Carlene M Barrows
MNe Profile Settings | Sign Out

yu: Acting as other user 9

Betty. Adrienne A Q

ire e Cancel @
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5. You will then go to a new user screen. Note the name below “SAP Concur” and the
green box show who you are acting as. If your own name is showing, then you are
working on your reports (not theirs).

Special Note: you can only as a Delegate if someone has assigned you Delegate
permissions.

Adminnfration -

SAP Concur + + + 01 0o 00
Batty Adrianma i Staria Start a Ipioad Authonzation Awailabhe i
RN PRI = Request Report Receipts Feguests Expenses Feports

COMPANY NOTES

il pdride AOVARER 18 Adeia e Diotl oot Fupitda Britas.

TASKS

m Open Requests —> m Available Expanses -+ m Opan Reports o

OFE Gallsahesr Consonium s o mn b Boae e sosaile sy an 1 lnr rasrsndbs has me s ranseis

6. When done acting as a delegate, click the green box in the upper right of the screen.

Expansa Adminisialion =

SAP Concur + - + 0 00 00
Bt Advierns 5 Start a Start 3 Jpicad Authoeizaion  Availatie Open
DETLy. Adnenne A Request Report Reepts Reuests Experses Feeguorts

COMPANY NOTES

7. The following box will open. Click Done acting for others.
Support | Help ~

Acting as
Betty, Adrienne & &‘

# Currently acting as

1 & Betty, Adrienne A
Uplg

Profile Settings | Sign Out
Rece

x Acting as other user 9

Search by name or IC Q |

Cancel

I —

27



8. You will then return to your account. Check the User and Profile headings to make
sure you are in your own profile.

SAP Concur @ Reguests Travel Exparme Reporing « App Carter

SAP Concur |C| + 00 00 00
New Authorzaton Avalabie Open
ALERTS
MY TRIPS (0) -

© 45 2 Sarta Barbara Community Colege Diatrict emplayee, you are eligitle for a free Tripit Pro subsaription m
You cusrently have no wpcoming rips
© You havent signed op 10 receive etecoipts @ Sign up hore

COMPANY NOTES

SECTION 4: OTHER RESOURCES

1. Concur Training Toolkit in Pipeline (middle section of Concur homepage; see pic below for
reference)

COMPANY NOTES

Concur Training Toolkit

Thiz link will provide infarmation to utilise the Concur Expense System.

MY TASKS
] ] ]

2. Concur Training Website: https://www.concurtraining.com/pr

3. A Concur Manual will be available soon on the SBCC Fiscal Services website
(http://www.sbcc.edu/fiscalservices/).
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