How to Submit Entertainment Expense Reimbursement

1. Log in to Concur by going to travel.ucla.edu and selecting “The New Express”
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2. Sign on with your UCLA Single Sing on
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3. At the top of the landing page, select “Expense
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4. Select “Create New Report”
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5. Enter in the expense details, then press “Next” at the bottom of the right screen:

[image: ]

6. Select the Expense Type (e.g., “Business Meals – Lunch”) and enter in the details
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7. Select “New Attendee” and provide new attendee information and then “Save”
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8. [bookmark: _GoBack]Select “Allocate” and provide FAU information (Please make sure to choose Mark Lucas as the appropriate approver). If you are unsure of your FAU, please ask your fund manager. 
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9. Select “Attach Receipt” and include a pdf image of the receipt. Please make sure receipt is itemized and include proof of payment.
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10. Select “Save,” and when ready, “Submit Report”
image6.png
Manage Expenses  View Transactions

Example

Dekete Report

4 NewExpense | ImportExpenses  Defals v Recepts®  Print/Emailv

Expenses View & [ lew Expense | Avalable Receipts
O foser [ovenserpe Amount|  Reauested|
Expense Type Transaction Date “Travel Destination Business Purpose. University Benefit (64 char)
rong Now Experce [susiess s tnn [~] i B [2 vssues conmonss [v] [ conerence o0
Tpeorcient [ — Was a Fariy Nenber in Aendance? y7 Tl Narmberof Atisndees 7
[ N D < J
Vendor Amount Payment Type. Approved Amount
[ | J[vs0 ] [casn s ersonscars -]
—
Attendees € Attendees: 0 | Attendee Total: $0.00 | Remaining: 50.00
Lvev atendee | Advances search |l Fovortes JERTE
]| Attendee tame Atondee Tite | Company | Attendee Type | Atiende Count| _ Amount





image7.png
Add Attendee

Attendee Type

Last Name

Business Guest

FirstName

Aftendee Tt

‘Company

I





image8.png
Allocations

Aocate By: + [l Add New Allocation ‘Add to Favorit

[] Percentage | * FAU Loc, Account, Cc, Fund | * FAU Approver | Project | su

0 [ 100 \n





image9.png
Receipt Upload and Attach

ou may attach scanned images.

‘You currently do ot have any expenses requiring receipts. You may choose up t 10 fies to aitach to the report.

For best resuts, scan images in biack & whie with a resoution of 300 DPIor ower
No Receipt? Create a missing Receipt Affidavi here.

Ciick Browse and selecta .png, Jpg, peg, -pdf, 1if or it fle for upload. 5 B I per fie.

Files Selected for uploading: =3

No fles selected

[ese |





image1.png
Please check your Concur profile to ensure your first, middle and last name match your government-issued photo ID. If the name in your profile does not match your governmentissued photo ID, please update your legal name in UCPath
© (ucpath.universityofcalifornia.edu). Name updates can take up to 72 hours to show in Concur. If you need to book a flight before your Concur profile has been updated DO NOT BOOK OHLINE, call the UC Travel Center at (310) 206-2638 or email
travel@finance.ucla.edu.
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