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Quick Guide for Student Reimbursement
SAP Concur

1. Before you log your first student reimbursement claim, please log into Student Services
Online -> Personal Bank Account and enter your bank account.

Please note, the system will automatically grant you access within two business days, subject to that
your bank account is entered by 6 p.m.

v Student Homepage a U

Request Official Document Personal Bank Account Personal Details Talking: SH

No current tasks

Maosa Junler Tanielu Student ID: _

Please confirm the bank account details you would like to have your qualifying payment made 1o

I you are In payment Tor an ongoing award yvou will be able o retum to this tile 1o updale vour bank account
details in future as needed

1. Enter vour New Zealand Bank 1D, Branch 1D and account number, If you are not sure aboul the bank code or
branch please use the magnifying glass for a full list.

2. Account Number should be T-digit and account suffix should be a 3-digit number. If the account suffix has
lesser digils please pad it with a zero before the suffix number

Account Holder's Name *Bank *Branch *Account  “Suffix

i Mose Tanielu | Q Q

ey
2. Loginto Concur via one of the channels below:
o UoA home page->students->My tools

o Copy this link http://www.concursolutions.auckland.ac.nz/ and paste to your
browsers



http://www.concursolutions.auckland.ac.nz/
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o Search ‘Concur’ in the search bar of University Website Home Page

vw.auckland.acnz/en.himl El

© & nttpsyy

fAuck.. (D) UOAZOOM @& Staff Intranet Home - .. & PSETST 5 Cisco Finesse ) Transactive | ANZ () The Business Network Kb Teams and Collaborati... | &) Wallboard Shared Tran... [T Home Page. MicroStra...

Apply for admission to study

Nga tauira Nga kaimahi Raukura Rapunga | Search

Students Staff Alumni N

Nga akoranga Rangahau Te ao ki konei Mo matou Nga kaupapa me nga hui Takoha
Study Research On campus About us News and events Giving

o Click dropdown menu from ‘Quick Link’ (if you are also an employee)

v

Welcome to the J 5 gy / T u S ¢ ¢
Staff Intranet - £ - S L Gl 0uick Links

STAFF INTRANET HOME University home = Staff Intranst Home » Teaching snd students » Services for students » Student Services Onling » ices Onlii Find University people

3. Click ‘Start a Report’

SAP Concur Fapwrra App Canbar

SAP Concur + + 00 03
iall- ot 15111 SIa & Lipican Avakabie open
Report Receipls Exparies Repois

4. Complete mandatory fields & click create Report
e Report name
o Department (to enter cost centre code here)
e Project (if charging to PReSS account, then enter your Upi; If no project applicable,
click & select ‘No project’)
e Project Activity (click & select ‘No project Activity’)
e Source Type (click & select ‘No Source Type’)
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5. Click ‘Add Expense’
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Manage Expenses

TEST NZD 0.00 m

Not Submitted

Report Details Print/Share Manage Receipts v

Add Expense

No Expenses
Add expenses to this report to submit for reimbursement.

6. Select Expense Type from the dropdown menu

Add Expense

0 +

Available Expenses Create New Expense

‘ Search for an expense type

# 09. Student related costs
PReSS - Consumable Supply&Service
PReSS - Domestic Conferences
PReSS - Domestic Field Trips
PReSS - Equipment Hire
PReSS - International Conferences
PReSS - International Field Trips
PReSS - Photocopying & Printing
Student Expenses
Student Field Trips

Submit Report
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7. Complete mandatory fields & attach your receipts, supervisor’s approval and other
supporting documents (You need to combine them into ONE pdf.)

Created by Gracie Fan (STC)

Note: System will calculate GST automatically if your transaction is GST applicable.

Student Field Trips NZD 85.35 @

Details Itemizations

Expense Type

* Required field

[S‘[udent Field Trips ‘ v |

Transaction Date * Business Purpose *

[05{27@021 | | Test |

City of Purchase * Vendor Name

| @ v | Auckland, Auckiand ] \ |

Payment Type *

| Cash v |

Amount * Currency *

| 35 35 | {New Zoaland. Dollar ‘ v |

Recelpt Status * GST Applicable

| Tax Invoice v | ‘ Yes ~ |

GST amount in NZD Business Unit (1]
(UOA) University of Auckland

Department * (2] Project * (3]

| Y ~ | (4000) Science Faculty Office ] ‘ Y ~ | “NoProject” ]

Project Activity * (2] Source Type * (5]

| Y v~ | *NoActivity * ] ‘ Y + | “No Source Type * ]

Product

| Y v | Search by Code

Hide Receipt E

IMG_2826 jpg

Detach
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Special note for charging to a PReSS Account

e You must select PReSS related expense type
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e C(Click PReSS Department field to select the cost centre code based on your Faculty

e Department needs to be the same as ‘PReSS department’

e PReSS G/L cdoe: click dropdown to select the right option matching the Expense type

Ay Alerts: 1

My Flase makn S yoor aspenses align with PReSS Accourd Policy and Proceduses . Wi mest aach the supervisor's approval and a copy of your PReSS accoond balance, along with al

TROMDRE. IT yina Nl By Guaned Sboul your PReSS scoount, phadss (0MMBC] your Sopesisor oF Boidersis nd's (eoup Sernics Coordnaar

PReSS - Consumable Supply&Service NZD 85.35 @8

Dietails semizations
Esperds Type ™
PReSS - Consumabie Eupﬁll;‘&@-&'l\'{e
Transaction Date *
QST

City of Purchasa "

& - | Auckiand, Auckland
Fargman Type

Cash
Amiourt ®

B5.35
Receipl Status *

Tax Irvoice

GET amoant in MZD

Depariment *

T | (9444} Educabion-S444
Frigact Activity -

T ~  "NoAdivey "
Froduct

T ~ | Search by Code

T~

FR&SS Depariment *

(9444 Equcation-S444

o

vide Receict []

. —
£

Business Furposs

sl

‘Wendar Hame

Curmancy *

New Zealand, Dallar
E5T Applcable

Yes
Business Unit

(L0 Linbyersity of Aucklard
Prosect
Source Typs ®

T ~ | " No Source Type

PReSS G4 Code * P

T -~ | (312775 Consumable Supply

Uploaded 07200021
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Red flags — if you come across a red flag, this is hard constraint. This means, you can’t submit your
report unless the issues in the report are resolved. The red flag message will provide the information
of what the issue is and how to resolve it.

0 Alerts:

— this is just a warning message. You can still submit your report but make sure you read
and understand what the message is before submission.

A\ Alerts

3k 3k sk 3k 3k 3k 3k 3k ok ok ok ok ok ok ok sk ok ki ok sk sk sk ok sk sk sk sk sk kk ok

8. After completing the expense details, then click ‘Save Expense’

9. Once all expenses lines are created, click ‘Submit Report’.

TEST NZD 170.70 &

Jot Submitted

Ieport Details ~ Print’Share »  Manage Receipts v
m] Alerts Receipt Payment Type Expense Type Vendor Details Date = Requested
(] Cash Student Field Trips Auckland, Aucidand 05/27/2021 NZD 85.35
=] & IZ‘ Cash PReSS - Consumable Supply&Service Auckland, Auckland 05/27/2021 NZD 85.35

NZD 170.70
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10. Read ‘User Agreement’ and Click ‘Accept & Continue’

User Electronic Agreement for Student Reimbursement x

By clicking on the 'Accept & Continue' button, | certify that:

1. This is a true and accurate accounting of expenses incurred to accomplish official study related and there are no
expenses claimed as reimbursable which relate to personal or unallowed expenses.

2. All required receipt images, supervisor's approval and a copy of your PReSS account balance (if applicable) have been
attached to this report.

3. | have not received, nor will | receive, reimbursement from any other source(s) for the expenses claimed.

4. In the event of over payment or if payment is received from another source for any portion of the expenses claimed |
assume responsibility for repaying the Company in full for those expenses.

Cancel Accept & Confinue
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11. Review the claim summary again and click ‘Submit Report’

Report Totals x
A\ Alerts: 1 v
Company Pays Employee Pays
NzD170.70 NzDO.00
Employee Company
Amount Total: Due Employes: Crwed Company:

NZD 17070 MZD 170.70 NZD .00
Requested Amount: Total Paid By Company: Total Owed By Employee:
NZDA70.70 NZD 170,70 NZD 0.00

Cancel Submit Report

Report Status X

@ Report Submitted

TEST NZD170.70

Close
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12. Back to Homepage of Concur, you can tell the report status at the bottom of each ‘box’.
Manage Expenses

Manage Expenses

REPORT LIBRARY View: | Active R

&

Create New Report

SUBMITTED 072062021

TEST

NzDT70.70

Pending Cost Chject Approval

13. To find out who is the approver:
Double-click the report you want to check -> Click Report Details-> Click Report Timeline

Pending Cost Object Approval

Report Details w Print’'Share Manage Receipts

Report Ft Payment Type Expense Type
Report Header |

Feport Totals Cash FFRe55 - Consumable Supply&Senvic

Feport Timeling ]
Audit Trail |
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Report Timeline
Copy: TEST | NZD&5.35
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Approval Flow

Budget Holder Approval

PAESS , TLD, 38508662 Fint & (L0A-9444-4 N
StudenlApprover2 1, Approver

Report Summary

SUBMITTED
Yang, Tingxuan 07/20/2021

PENDING COST OBJECT APPROVAL
ang, Tingxuan 07/20/2021



