/&/ youth entrepreneurs® 'TEA»CHER EXPEMNSE

RECOMNCILIATION STEP-BY-STEP

1. Go to Concur: https://www.concursolutions.com
2. Login to your profile
a. Username: YE 15t 4 |etters of 1°t name 1°t 4 letters of last name@kochind.com

i. Example: YEJohnSmit@kochind.com
b. Password: Default temporary password is Ye#1Teacher
i. Once you have set your permanent password that will carry over.

3. Click on “Expense”

CONCUR Travel Expense App Center

l. KD c Hvu

4. Click on “New Expense Report”

Available Expenses

5. Fill in Report name, Business Purpose, and Comment if necessary. (Business Purpose
will prepopulate in all of your expenses for this report)
a. Example: Report Name — Room Supplies

b. Example: Business Purpose —Paper Airplanes (Business purpose needs
to be more specific than the report name. This should also be individualized for each

expense)
Create a New Expense Report
Report Header

Business Purpose Ledger

Room Supples-Paper Airplanes
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6. Click “Next” (bottom right hand corner)

7. Check the box next to the expense that you want to reconcile
Available Expenses

| All Cards 2l
[] Expense Detail ! Expense Type
$‘ 7] SAMS CLUB #6418 WICHITA, KS Supplies
[j AMAZON MKT PLACE PMTS AMZN.COM/BILL, WA Office Supplies
8. Click the drop-down arrow to the right of “Move”
><
\_ Date - | : Ao nt ]

oWonN/I01% $42 SO
oBOS201S 2256 6O
os0e201S 1503
oS Or201S =65 00

9. Click “To Current Report”

10. Go to the left hand column, Expenses and mark ONE expense box that you want to reconcile first
Expenses View » &
] J Date « I Expense Type Amount Requested [
02/28/2017 Office Supplies $27.00 $27.00

oe SAMSCLUB #6418
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11. Fill in the boxes

a. Expense Type: Example: Supplies; Business Meals; Awards/Incentives

Expense Sub Type: IF APPLICABLE, select teachers Only (*Hint Teachers Only will always be your sub
type).

c. Business Purpose: More Detailed Information: Example: Supplies for Paper
Airplanes

d. You can add a comment if you want to add more detail

Expense '
Expense Type o Transaction Date Expense Sub Type —l Business Purpose K
I Supplies c ] v ’ 03/16/2018 l Teachers Only ¢ v ‘ l Room Supplies-Paper Airplanes < I
Merchant Payment Type ___ Amount i Comment
SAMS CLUB #6413 913USDCIMMCUSAYEK |v| [678 USD | v | ‘ \
12.

Click “Attach Receipt” — Save the receipts somewhere on your computer (desk top, in your documents)

[ ltemize ][ Allocate H Aftach Receipt ][ Cancel ]

13. Click on “Browse”

Attach Receipt 3

Click Browse and select a .png, .jpg, .jpeg, .pdf, .html, .tif or .tiff file for upload. 5 MB limit per
No Receipt? Create a missing Receipt Affidavit here

File Selected for uploading:
No file selected
14. Select the flle path for the recelpt you are needing to attach
8 Downloads op—n
3L Recent Places B fatyy_- 3 ;ﬁ "\.R‘lm\[dqv
- f'::“ 5 4 B2 DNet Corrections for VE Staff ; n.u,q $2000.pat
g M“::nu- s —] (umnd Dhou Lnl 9 17 lSzh - Acrobat Document
;::::t E G:f‘)?l‘-‘.imon- Pwa Con(uao(-‘

™ Computer Receipt wﬂh notes pa
& o5 g "

Slnmpa
Sl Al D o ¢

2~ 136 K8
% BAKERILC (WICT . o
- e teacher
G VEK_SHARE (\\IC MEY | | Aobe Acrobot Document |20 | rosrgtemycod
54 VEK_SHARE (\IC ~ e 465 KB B ) 123k -
File name:  Sonic $10.00. paf - [auFiecn =
Cancel

15. Click “Open” at the bottom right-hand side

e = Dhet Corrections for YE Staff B | Freddys $20.00.paf
2 Documents L Contact Phone List - 9-17-15 x5 Adcbe Acrobat Document
& Music 20| Nicrosof Excel 97-2003 Workeheet ot

- Pictures

Google Chrome w! rud (w\(md«
B Videos tout Lr] d Docurment

™ Computer Receipt with notes .paf

$10.00 pat
& osica A 136K8 ) 2628
S BAKERILC (\NCT
S mcnumcdill B | et | e bt
G* YEK_SHARE (\IC « A 465 KB

A 123 K8

File name: Sonic $10.00.pdf - |anfiescn -

oo ) [ comen
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16. Click on “Attach”

Attach Receipt ”

Click Browse and select a .png, .jpg, Jpeg, .pdf, .html, tif or .tff file for upload. S MB limit per file
No Receipt? Create 8 missing Receipt Affidavit here

File Selected for uploading:
Sonic $10.00.pdf 0

17. Click “Save” in the bottom right-hand corner

[ ltemize J[ Allocate ][ Attach Receipt ][ Cancel ]

18. Click on “Allocate” in the bottom right-hand corner

[ Itemize ][ Allocate ][ Aftach Receipt ][ Cancel ]

19. Fill in the boxes by clicking on them:
a. Cost Center: Keep your default cost center that automatically generates.
Project: Teacher Purchases (for any expenses that will be taken from your class budget); Classroom
Volunteer; Teacher Opportunity Funds; Classroom Trips/Market Day; P-Teacher Training/Retreat etc
Allocations Total'$78.19 Allocated:$78.19 (100%) Remaining:$0.00 (0%)

Allocate By: » Il Add New Aliocation Delete Selected Allocations Add to Favorites

[¥] Percentage

[Company Code ‘ * Cost Center * Project Code

[v] | 100 () YE i -ALL-ADMIN [+ ‘ (7000) GENE -1-550030-7000

e = s &

20. Click on “Save” at the bottom right-hand corner

21. Click on “OK” on the pop-up box

Success

Allocations have been saved

> E3
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22. Click on “Done” at the bottom right-hand corner

23. If you have additional expenses that need to be added, click on “Import Expenses”

[ -+ New Expense ] Import Expenses Details ~ Receipts ~ Print /7

Expenses {} T

V] | Date v | Expense Type Amount I Requested

v 01/03/2018 Office Supplies $78.19 $73.19
¢ :h. e @ WALMART.COM

24, Click on the next expense you need to reconcile and repeat steps 10 — 22.
< | Available Expenses
| All Cards |
[]1 Expense Detail Expense Type
&> [ | STAPLS7189560132000001 8377-8267755, TX Printing / Copy / Fax

[ SAMSCLUB #6413 WICHITA, KS Office Supplies
[[] SAMS CLUB #6418 WICHITA, KS Office Supplies

25. If you are done you click “Submit Report” in the top right corner.

Delete Report Submit Report

26. Click “Accept and Submit.”

Final Review O x

User Electronic Agreement

| CAPy PG FPVESAS TV TN Tt he ST NCRLOET TR MRMIONA0H T B0 BKILEEW BN reemiuriaTent i
orfy cisimed fir Serss Peumed O Behall of P tompany Furer | Rave fead 8Ad tieaty LAGItNOS The
TowaiTerant \wier s 30N o ArS.Comupnon Compbence SIandaron wfn ieapedt 10 (ontioly over sryheng of
vakue Inchuding Dot not lemitied & Oty Savel and erdertaryment and Deyments 0 U S and ron- U S Govermment
Ciciain | Pave [r00eny BT B OBiaty fe{dried SuUlh DY NS 840 S100n00ree 10 Goverrment OMcish (wheve
appic atio ) I the wbmEed Travel Eipecse Detald By seiecting Te relevant expense 5o and Governmend Ofic

sub-ewpene hype Corberation
¢
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