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Process Name: Travel Card-Personal Charge

STEP

DETAIL

Sign in to Concur
- Navigate to travel.tcnj.edu
- Click Concur from the menu
- Click Concur Login
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Concur Login »

Upcoming Training Events for Concur Travel System will be posted soon
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Concur Travel & Expense System

Concur is the world's leading provider of integrated travel and expense management
services and solutions. With Concur the College has the ability to manage the
request and approval process, book actual travel arrangements and submit expense
reports for reimbursement all in one place. The system provides an easy to use
experience which will guide employees to make in policy travel decisions, gain
transparency into travel spending and support travelers during their trips.
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Enter your TCNJ login information

S TON e

TCN] Apps

TCNJ Usemame |

Password

Account Manager

Keep your personal infoermation
secure. Sign Out and close your web
browser when you are finished using
TCNJ Apps.

Get sign in support: IT Help Desk

3 Import Transaction to expense report
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Enter a Comment
Click Save

Manage Expenses

test
TR

Details + Receipts + Print / Email »

Choose Personal/Nonreimburseable from the Expense Type dropdown

View Transactions

PECEERWY I Submit Report

Hide Exceptions

X

Exceptions

Expense Type \ Date Amouml Exception

5450.00 () The entry has Undefined expenss type. You must select an expense type for the niry before you can submit the expense report

The entry has Undefined expense type. You must select an expense type for the entry
before you can submit the expense report
This expense is oulside of the trip dates, please review for accuracy.

TOTAL AMOUNT TOTAL REQUESTED

$490.00 $490.00

Visa Trave!

08/19/2021

Personal/Non Reimbursable

Undefined 08/19/2021
Undefined 0811972021 $490.00 /), This expense is outsids of the frip dates, please review for accuracy.
Expenses [ Move + I Delete ] View~ & | Expense | Available Receipts
| Datev \ Expense Type | Amount‘ Requested \
o] S D Expense Type Transaction Date Payment Type Amaunt Comment
. 430,00 usD

v| used accidentally
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Personal is the
only transaction

test

+ NewExpense | ImportExpenses  Defals*  Receipts  Print/Email »

The transaction amount will reflect as $0 in Total Requested.

Personal is more than
other transactions

+ NewExpense | ImporExpenses  Defails =  Receipts*  Print/Email v

Exceptions

Exceptions

Expense Type | Date | Amount | Exception

Personal/Mon 08182021 5490.00 &Th\s expense is oulside of the trip dates, please revie
Expenses viewr «
[} | Date v ‘ Expense Type Amount Requested

Adding New Expense

O 08118202k

A e 0 0 WPYHAWAII INTERNATIONAL

Personal/Non Reimbursable 5490 00 50.00

DL LLLLLPLPIPLILLIPLSLS

TOTALAMOUNT TOTAL REQUESTED

ExpenseType | Date | Amount| Exception

PersonaliNon 08/19/2021 $490.00 & This expense is outside of the frip dates, please revie
Expenses Viewr &
O] |pater Expense Type Amount Requested
Adding New Expense

[} 09/0172021 Parking/Tolls 5300.00 5300.00

] 08/19/2021 Personal/Non Reimbursable 5490.00 30.00

A e Q o WPY*HAWAII INTERNATIONAL

$490.00 $0.0

2 ¥ W S S Y Y S Y S S Y Y

TOTAL REQUESTED

$300.00

TOTALAMOUNT

$790.00

Personal is less than
other transactions

+ NewExpense | ImportExpenses  Defails » Recsipts * Print / Email *

Exceptions

ExpenseType | Date | Amount| Exception

PersonalNon 081912021 $490.00 & This expense is outside of the trip dates, please reviev.
Expenses View~ &
[l | pater Expense Type Amount Requested
- Adding New Expense

O 09/01/2021 Parking/Tolls $500.00 3500.00

O 08/19/2021 Persanal/Non Reimbursable $490.00 50.00

A QQ VP HAWAIINTERNATIONAL

S S N N S Y N Y W Y Y Y Y N N

TOTAL REQUESTED

$500.00

TOTALAMOUNT

$990.00
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Checking Amount Owed
Choose Totals under the Details link

test
Import Expenses Details » Receipis v Print f Email +
Exceptions Report ]
Expense Type | Date | Amoul RepDI"l Header
PersonalMon ... 08/19/2021 5490 | MLE revie
Audit Trail
5 Approval Flow
Expenses Comments &
O ‘ Date * | Expense Type . d‘
Adding New Expense Allocations
(=) De/18/2021 :ﬁ;i?ﬂzw;ﬁﬁ? Travel Allowances !
&ego New Itinerary [
Available ltineraries
Expenses & Adjustments
Reimbursable Allowances Summary

Personal is less than
other transactions

Personal is the
only transaction

Personal is more than
other transactions

Report Totals

Expense Report

Report Total :
Less Personal Amount :

Amount Claimed :
Amount Rejected :

Company Disbursements

Amount Due Employee :
Amount Due Visa Travel Card :

Total Paid By Company :

Employee Disbursements

$490.00
$450.00

$0.00
§0.00

$0.00
5450 00

$450.00

Amount Owed Company $490.00
Total Owed By Employee 5430 00

‘. Close |

Report Totals

Report Totals

Expense Report

Report Total :
Less Personal Amount :

Amount Claimed :
Amount Rejected

Company Disbursements

Amount Due Employee :
Amount Due Visa Travel Card :

Total Paid By Company :
Employee Disbursements
Amount Qwed

Total Owed By Employee :

$790.00
$490.00

$300.00
$0.00

$0.00
$490.00

$490.00

$190.00

Expense Report

Report Total :
Less Personal Amount :

Amount Claimed :
Amount Rejected :

Company Disbursements

$990 00
$450 00

§500.00
$0.00

@ Employee

;

Amounttr dsaTraval Card
Total Paid By Company :

Employee Disbursements
Amount Owed Company :

Total Owed By Employee :

§500.00

TCNJ Today



http://today.tcnj.edu/

FE TON) e

Click orange Submit button.

test

SAP Concur

Manage Expenses

Requests

View Transactions

Travel Expense Approvals Reporting ~ App Center Locate

Processor~

If Traveler owes TCNJ money, it will be automatically withdrawn from Paycheck.

Administration» | Help~

Profile ~ &

Delete Report

Submit Report
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