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SECTION 1: LOGGING IN TO CONCUR

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

2. Log into your Pipeline account.

SBCC PIPELINE LOGIN

Username SB
CC

Password

3. Choose the Employee menu.

> ;;.i;):ﬁ.;;g'- PR

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

— rpTine

1 1 Depanments Program Dev em ) Caparrarsl Fosaciy Reooms
‘ @ Systems
iz
Nythess Mot ROviomon Dreser QAP Concur
o Wetofors oniig Soenss desipned s el Suplyers By — — |~ SO
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5. Once you are in the app, the screen will look like this:

SAP Concur

+ 00 00 01
e New Aunanzaton Avamsie | Open
ALERTS
MY TRIPS (0) -
© £s 2 Santa Barbsaca Community College District amployes. yau are aligible for a free Tripht Pro subscripton. (ERTIIETIEIRTY
ve no upcoming tips

COMPANY NOTES

MY TASKS

m Oven Foqueste m Avetle Exponses—> m OvenRepots >

<SAD SAP Concur [&]

SECTION 2: CREATING A T&C REQUEST

2.1 Creating a New Travel Request.
1. From the Welcome Screen, click on Requests.

Espartin App Caster

SAP Concur + 00 91 0o

COMPANY MOTES

2. Create a new request by clicking on the New Request button.

SAP Concur IEI Requasts

Manage Requests G Taquas]

Active Requests (0)
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3. This will take you to the Request Header screen. Fill out all pertinent information
(red-bordered boxes require information to be added).

Please Note: The AB 1887 restricts the states we are allowed to travel to. Hover over the blue
? in the AB 1887 field to see more information.

Teaval Expansa App Cailod

Manage Requests Heow Request Chalck Seanch

Request 3349 = £ 0 T ) B
' Statws: Mol Submitiad
RequestTrip Nema: Test Reguest Amount: 355000
Additional Informaticn:

Flequesl Header fy = Sepments | Expers || Approval Fiw || Audit Tra

fFlease prenide conference agandatvegistalion receipl thal shows any meal inchusions. Expeedes are sulpsct b riview and approval by Supardsor, and il deemed of parsonal nabera, will med be

reimbursad
el T Plarme RexusalTrig End Date RequealiTrig Puigis AB 1837 Complant’y s
Teat Reuest = |amooe | | corvevence snenaes w  |ves w
Dieatin atian Ch Dentin aton Country
|:- skt Cantaitad ||..-||‘s: STATES w
Eimpyyes Type Trig Type Do ik i et PaTsil WaveT Hismibsd of Persons Daps LprE MR
| Facuity Educaboral Admishalee - | Wn-Skaie < [he Z1l s
Eomment To¥rom ipprosniProcesaos
Cohar Fusd oy Pecgam 1
| 1) SECC Chant w 11000 ) Ganasi sl Fund - Unresincied w 020 ) ACCountng Edul abos w OSO200 ) A0 w w

4. When you are done, click on the Save button in the top right section.

Manage Requests Herw Request Process Requests Quick Search

Request 37DY oy (8 e (T (T [T
Simius: Mof Submited

Risqpuaerat/ Taips Marsse: Teil Ruguessl
Additional Informaticn:

Foequest Header By Segmenss | Expenses

2.2 Attaching Supporting Documentation for Travel
1. After you have filled out the Request Header information, you will need to attach the

conference agenda. Follow the instructions below to do so.
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2. Click Attachments to get the dropdown menu.

Hequasis Traval Expansa App Canier

Manage Requests Mew Request Quick Search

Request 3349 =n X £

I Status: Mol Subr
Request/Trip Name: Test Regessl Amount: 55
Additional Informeaticn:

Elexuesl Heaoe: ﬁ‘_\ Segmerts | Expamses | Approwsl Fless | Audi Trai

3. Inthe dropdown list, choose Attach Documents.

Traval Expansa App Canler

Profils -

Manage Requests Mew Reguest Cuick Saarch

Request 3349 =33 3 00 CET 15 =T

Check Diocumants Ststus: Mol Sul
RegquestiTrip Mame: Test Raguest Amount: 55

Additional lnformatiom;

Riengussl He dder & Segiments | Expenses | Appeoval Flow || Sui Tra

4. This will open up new options. Click on Browse to choose/upload a document from
your computer files.

Document Upload and Attach O x

You may attach scanned images.
‘You may choose up to 10 files to attach to the request

For best results, scan images in black & white with a resolution of 300 DPI or lower.

Click Browse and select a .png, jpg. .jpeg. -pdf, .html, .tif or iff file for upload. 5 MB limit per file

Files Selected for uploading:

Mo files selected

Close

5. Locate your file and click Open.
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6.

€@ COpen b
«~ S « Carlene » Concur » Testing v O Search Testing L
Organize = Mew folder = = [ e
Ll - 8 ~
= ThisPC Na_me ) ) D_ate madified Type
— @5 Concur ltemize a Hotel Receipt 8/8/2018 2:43 PM Microsof
“‘. 3D Objects @5 Cencur ltemize an Expense 8/8/2013 2:37 PM Microsof
I Desktop @5 Concur Testing Approve a Request or Exp...  5/16/2018 %:05 AM  Microsof
% Documents @E| Concur Testing Credit Card Expense Report  6/21/20123:39 PM  Microsof
{ Downloads @ Concur Testing Expense Report for Travel 5/22/2018 9:AT AM Microsof
J" Music !;‘ Concur Testing Login Instructions 5/16/2018 7:51 AM Microsof =
B Pictures @7 Concur Testing Set up a Delegate B6/22/201811:53 AM  Microsof
ﬂ vid 8" Concur Testing Travel Request 5/22/201812:08 PM  Microsof
1adeos -
i @Z) Concur Travel & Conference Request Inst...  8/8/2018 3:55 PM Microsof
‘& Local Disk (C) H‘_—' Conference Agenda 8/9/2018 8:38 AM Microsof
= GROUP (F:) " Conference Agenda 8/9/2018 8:39AM  AdobeA P
= HOME (U:) 05 Conference receip 1132071209 PM Microsof H
= Conference recei 1132071210 PM Adobe A
o Network B o .
Igure 3 2777203 8:05 AM Adobe A &
LN 4 > L
File name: | Conference Agenda - | All Files i

|

Once you verify that the correct file has been selected, click Upload.

Document Upload and Attach =%

fou may attach scanned images.
You may choose up to 10 files to attach to the request.

For best resuliz, scan images in black & white with a resolution of 300 DPI or lower.

Click Browse and select a .png, .jpg, .jpeq, .pdf, .htmil, .tif or .tiff file for uplead. 5 MEB limit per file.

Remove

Files Selected for uploading:

Conference Agenda.pdf

u

| Close |

7. Then click Close.
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Document Upload and Attach Cox

You may attach scanned images.
You may choose up to 10 files to atfach to the request.

For best resulis, scan images in black & white with a resolution of 300 DPI or lower.

Click Browse and select a .png, .jpg, Jjpeg, .pdf, .htmil, .tif or .tiff file for uplead. 5 MEB limit per file.

Files Selected for uploading:

Conference Agenda.pdf Attached

8. After the Upload box closes, click Save.

Manage Roguests Maw Ragquast Ok Search

Request 3349

RequestTrip Mams: Tesl Baguest
Additicnal Information:

[Pt~ oo e | s
Status: Net Sul
Amoumi: £

Request Meader fy  Segments | Expenses || Approval Fiow St Trad

9. Special Note: We have received reports that some Concur users have received the
following alert even after attaching a conference agenda. This appears to be a glitch

in the software. If you receive this note after attaching the Conference Agenda,
please disregard.

Expense Type | Date | Amount | Exception ‘
NiA A Please provide conference agendalregisiration receipt that shows any meal inclusions. Expenses are subject o review and approval by Superviser, and if deemed of personal nature, will nof be
reimbursed.
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SECTION 3: ESTIMATING EXPENSES

3.1 The Segment Section
1. After creating a New Request, click on the Segments tab. In this section, you will add

your individual Airfare, Car Rental, Hotel Reservation, and/or Train information. If
none of these are applicable, please skip to Section 3.2 Other Travel Expenses.

3.1a Flights
1. If you are flying, click on the Airfare icon.

2. Then select Round Trip or One Way and fill in all required fields (marked with red
borders).

8|Page
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Mansge Requasts  New Request  Quick Search

Request 3349 T I T

Stalus: Nol Submilled
RequestTrip Name: Test Request
Additional Infomaticon;

Fiequest Header fh || Segments | Expesses || Approwal Fiow

CLICK G0N TO CRES res::U:.@ @ @

Outbound / o l \
o |

Oste: [onoszois [FH| |ceputat [~ | | =

Covment

Claps of Serace

Cuale |i|.-||'.'n'..-. | | Departat | v -

Commant

Ciss of Serdce
| -

3. Then click Save.

uest Header ) | Sepments | Expenses

ot Trmd

ON TO CREA vessuusn'a @ @ @

JCXC

utbound From |“ ta Barbara (Arpert - SEA) Saeta Barbara Calomia
Ts I..-rn Nagre (Arport . SNA), Santa Ana. Catfomia

Oute: [ caacots Depatat | v

Comerent

Class of Service

[m———— v

CJ\!'L»:H'.‘:I.' 08| Oegatat ‘v |er00pe |V

Class of Senvice

| :
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4. Your screen will then look like the one below. Click Modify if you need to make a
change or Allocate if another Fund or Org is paying for the flight. Add additional
flights, if needed.

RequestTrip Name: Test Raguest Amount: 35U0.00
Additional Information

L

iy

3.1b Car Rentals
1. If you are renting a car, click on the Car Rental icon.

2. Your screen will look like the one below. Fill in required fields highlighted in red (the
blue ? in the Comment area will show SBCC’s Enterprise account number). Then click
Save.

10| Page
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Manags Raqussts Mew Requasi Quick Search

Request 3349 O T T
Status: Mot Submined

RequestTrip Hame: Test Requast Amouni: $500.00

Additional Information:

Aequesi Header Jf}  Segmacty

Y Y Y-

@ Car Rental /_ el [ usD -\

3. You will then go to the next screen. Click Modify if you need to make a change or
Allocate if another Fund or Org is paying for the flight. Add additional car rentals if

needed.
@ Car Rental
Pick-up City
Diadie: Thersday, August 8, 2008
Oetad
Drop-of
City

Dt Salerday, Augind 11, 2098

Detad

Comment 5

m&[m

3.1c Hotel Reservations
4. |If you are staying in a hotel, click on the Hotel Reservation icon.

11| Page
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CLICK ICON TO CREATE FEGII[I-'o @

5. Your screen will now look like the one below. Fill in all required information in the
red-bordered boxes. Then click Save.

Request 3349 ek Emal »
Status: Mot Submifted
RequestTrip Name: Test Request Amspuant; S550 00
Additiomal Infonmaticon
Rl Hedder 53 Sepmetl | Evpesses | Agpetval Flow | Aia Tes
-:.r_h-cc.-.T:.-J_ns:*ss-_c'.-smo @ @ @
Commant

@ Hotel Reservation N usg ~
Check-In .:,_I

Caie: | gagoome  |BB| A w

Detas |

k-0
Dale: | gamugons || At w
Comment

6. You will then go to the next screen. Click Modify if you need to make a change or
Allocate if another Fund or Org is paying for the flight. Add additional hotel rentals if
needed.

@ Hotel Reservation

Check-In ity

Dule: Thumday, August 5. 2018

Colad
Date: Saturday, Augusi 11, 213

Comment

12| Page
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3.1d Railway Tickets
1. If you plan on using the train, click the Railway Ticket icon.

s + Y=Y - (5)

2. Your screen will now look like the one below. Choose Round Trip or One Way, then fill
in all required information in the red highlighted boxes. Then click Save.

Additional Information

sder f\ S

« eqments  Expanses | Approval Fow  Acot Trad
CLICK ICON TO CREATE :E‘Lr.‘fl.'e ‘a @ @

(:) Rallway Ticket [ & Round Trip O Way dmacu UsSD v ]

B
=1
5

3. You will then go to the next screen. Click Modify if you need to make a change or
Allocate if another Fund or Org is paying for the flight. Add additional railway tickets
if needed.

13| Page
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(:.} Railway Ticket Amount

o
Diste Thussdiy Auguid 9 2008 Dapant st 0 am
Capamamee
Dule: TRurseary, Aug 3018 Deepari o 33 08 pm
Comms

CEE)

3.2 Other Travel Expenses
1. Click on the Expenses Tab.

Request 3349 T T

Status: Mot Submi
ReguestiTrip Name: Test Roquest Ao iz 51060
Addicianal Infoimation;

Amquest Meader f | Segments | Experses | |approval Fiow s Trs

CUCK ICOH TO CREATE SEGMENT

2. The left side of the screen will reflect expenses that you already created from the
segment tab and do not need to be added again.

You can now add any non-segment expenses that are needed for your trip by clicking
on the appropriate category from the right side of the screen.

14| Page
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Manage Requaests Neow Requast Quick Search

Request 3349 T T T )

Status: Not Submined

Request/Trip Name: Test Requast
Additional information:

Foequest Header )\ || Sepmerms  Expeoses  Agproval Flow  Aect Trad
+ New Eqgerae «

Experne Type

Date Expense Type Amoent Requested

3002018 Zutare 4500 00 950000 To creale @ new axpense. Chck $he A0OMOD: = fype below or Hype the expense fype in the feid adbove To edt
an exsbng expense. chck the expense on the lefl side of the page

2092018 Car Rental $50.00 55000

08002018 Hoted $500 00 $500 00 o

02002018 Trwen $15.00 $15.00 Car Rental Fosl

Chaner Bus/Transters Diner
Other Ground Transpanation Laney

Parking 03 Mieage

Samnar RegaratonTees

3. Asan example, click Dinner.

a

Experse Type
L
0 To create & new expanse. chck the ADEMOPNENe SXPENae type Delow or ype the eupense fype m e field adowe To eat
89 exsling expense. cick the expense on the left sde of the page
5% 0
% Trvel Expe 03 Wit Mo
s Haotel Group Car Reotal Fosl Breantant
Cranes Bus/Transtens
Osher Ground Transporabion Lench
Pariang 03 Mésage
Tax
Semnar ReguyatonFoes

4. Fillin required fields. Click Allocate if needed, then/or click Save.

15|Page
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aquest 3349 = T [ st R |
Status: Not Submitted

questiTrip Name: Test Request Amount: 5106500

dticnal Blormstion
et Heades | Sepments | Expenses | Approval Flow | Audd Tra

& Espenss Trps Tranasckon Dute

|:u¢| ] =

Dane Enpeenise Typs Amaum Requesied
BAA0IE irfare 5530 00 500130 Descripiion Transachcn hrscerityy
LA 0IE Can Rental 550 00 55080
M5aT0E Pt 530 00 5500 30
RO 0NE Tram 500 1580 ]

TOTAL AMGUNT TOTAL RECUESTED
$1,065.00 §1,065.00 Cancel

5. Your screen will look like below. Enter any additional expenses your trip requires and
then click Submit Request.
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Manage Requasts Heaw Request Quick Sagrch

Request 3349

Amcunt: 51.101.0

RequestTrip Mama: Test Requast
Additional Information

Regueil Header i.. Segoerts  Expesied  Agpeoval Flow
4 MNew [ipanas L
Expanse Type
Date Expnsa Typs Amcunt Fequested
DR Sirfare 500,00 S500.08 To cresde a new axpansa, click Me sppropnafe sxpanse ype befow or fype the axpanss lype in the fald above. To edid
an gnsing expanse. cick [he expense on e ial Soe of the page
DEOTHE Car Renial E50 00 5009
DETHE L ¥ 00 009
DRI Fraun L0 R0 Hulel Group Car Rental Fuel Breakiast
DEURTIS Cinvtan 3600 536 00 Crarber BusiTransters Dinner
Other Ground Transportabon Lunch
Parkng O3 Misags
Tasi

Semnar RegistrabonF ees

TOTAL AMCHT TOTAL REGUESTED

$1,101.00 $1,101.00

SECTION 4: ALLOCATING BUDGET EXPENSES

4.1 Allocating Between Different Funds, Orgs, Programs, and/or
Activities.
1. After clicking on the Allocate button, you will see the following screen. Click on the

appropriate checkbox(es) and then click on Allocate Selected Expenses.
Allocations for Request : Test Request

;
!,
:
|
|

| Dade v Expense Type Group Amounit

@ DBAAZ015 Airlare $700.00

2. The Allocation screen will open up.

17| Page
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Allocations for Request : Test Request O x
Request List Allacations Total:5200.00  Allocated:$200.00{100%) Remaining:50.00(0%)
v =
[] Percentage *Traveler Type | * Chart * Fund *0rg * Progrs
] | 100 Classified Man... | | (1) SBCG Chart | | (11000) Gener... | | (4212) Fiscal S... | | (67200
3. Click on the Allocate By button to get a dropdown list. Pick either Percentage or
Amount as your preferred method to allocate your expenses.
Allocations for Request : Test Request Ox
Allocarions Totd-5200.00  Allocabed: $200.00(100%)  Remaiing:g.0000%)
Alocate By * m T — =v
"TrnelefTwe | * Chart | * Fund | G | * Progn
[ Ammourt Classifiad Man (11 SBCLC Chart [11000] Gener. (4212) Fiscal 5 (B0

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

18| Page
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Allocations for Request ; Test Reguest

= o
Request List Allocations Tolah 20000 Alocated:FR0A0(LAN]  Maraiming:HLINEA)
i I =-
| Amgurg * Traweler Tygse | " Chart * Pl “Org * Frogn
] Sod8a Cigaaebed hise 1) SBCC Chawd (100} Gener. 4217 Facal 5 (ST
O] sindda Cigaasbed hise 13 BBCC Chawd (100} Gener M VP of [

L]
o

SECTION 5: CREATING AN EXPENSE REPORT FROM YOUR
TRAVEL REQUEST

5.1 Creating an Expense Report.
1. Click on the Create Expense Report button.

Mansge Requests New Request Quick Search

Request 3349 (I e I ) )
Status: Approved

Request/Trip Name: Test Request Amount: §1,10100
Additional Inforrmation

Raguert Meater @)  Segrmets  Expumes Swmwnary  Agewenl Mow At Test

0 approvers wede found for cost object Accounting Education (1-11000-0206)
hease provide Confierence AQAndaYepisl sS0n 1eCHipt IRt Shows sy maal nclusions Expensas dre subject 10 review and spproval by Supenvisce. and ¥ deamed of personal nature. will not be
rembursed

Reqeed Tig End Date

Rewest Top Hame Roquew Trp Stan Date RAeguant Trg Pupore AR V8T ComghantTy

Owstmation Gty Cwrtnaton Cousry

Emproyee Tioe ™o Trpe Does Pes ¥Q ke Seaons Wi’ Nurrter of Persona Davy 2008008 IrfrTA
o— - v v
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2. Mark the checkbox of the appropriate Request. Then click on Next.

e— ¢

< 'uwcnr-\. 04 e 51901 00 51001 09 $1.004 08
—

3. If the following Exception comes up, just click Next again.

Create a New Expense Report

Amount [Eaceptan

Ay Prease pravide conterence sqendaregiiralon receipl thal shows any meal isclisions. Expenaes aie subisdt o reviess and apeoval by Superviser, snd i caemsd of pevsenal notwre. wil nal be
renkarsed

orr Heade! .

4. This will now generate a Report in the Expense Module of Concur. From here, please
follow the Concur Expense directions, which are listed in the Concur Expense Manual.

5.2 Important Note re: Timely Reimbursement and Expense Reporting

Please Note: You can continue creating Expense Reports from this Travel Request as long as the
Request remains open. This is a common practice when flights or lodging is paid for in advance
or in time periods that are outside of the conference dates. This also allows out-of-pocket

20| Page
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expenses to be reimbursed prior to the Conference taking place. Please process Expense
Reports as needed for compliance or hardship purposes.

5.3 Closing/Inactivating Travel Requests
Once you have reported all your expenses from your Travel Request, please Close/Inactivate

your Travel Request. This can be done by opening your Travel Request in the Requests section
of Concur, and clicking on the orange Close/Inactivate Request button.

_J——-‘\
A N\
QU Amount: $1.101 —

SECTION 6: OTHER RESOURCES
6.1 SBCC Fiscal Services/Concur Page

The Fiscal Services Department has created a webpage with Concur Resources
(http://www.sbcc.edu/fiscalservices/concur.pcf.php), which contains the following:

6.1A Schedule for Ongoing Live-Training & Support
Training Workshops will be conducted on a monthly basis. Office Hours for Concur Support will be
held on a weekly basis through the end of 2019.

Please check this page for updated schedules, which will be updated on at least a monthly basis.

6.1B Concur Manuals
Fiscal Services has created customized manuals for the following Concur Modules:

1. District Credit Card Reporting/Personal Reimbursement Requests
2. Travel & Conference

21| Page
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6.1C Troubleshooting Guide
The troubleshooting guide serves as a quick-reference resource with solutions to the most common
issues/error messages we have seen in SAP Concur. This guide will be updated on an ongoing basis.

6.1D Short Videos
As of April 2019, the Fiscal Services plans to add training videos as an additional resource. Videos are
expected to be posted before the Fall 2019 terms begins.

6.1E Other Concur Resources
References and links to other general Concur resources.
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