Columbia University Finance Training

Training Guide: Expensing Group Meals in Concur

This job aid covers how to add a group meal to an Expense Report in Concur, exclude tax / tip, and itemize when the
meal expense includes alcohol and/or exceeds the policy thresholds.

Meal Thresholds

Per person meal costs (including alcohol, but excluding tax and tip) should not exceed the following thresholds:
e  $25 for breakfast

e $35 for lunch
e $75 for dinner

When meal expenses exceed the established thresholds, you must segregate the amount above the threshold. The
Expense Report will systematically route to your Senior Business Officer (SBO) for approval.

Adding a Group Meal Expense to an Expense Report

After initially creating your Expense Report, you will be on the Manage Expenses screen of your Report.
1. Click Add Expense.

SAP Concur E

Manage Expenses

Training Conference $0.00 i
Not Submitted

Report Details w  Print/Share w  Manage Receipts w  Travel Allowance w

Add Expense Combine Expenses

The Add Expense screen appears. If you used a Corporate Card to purchase the meal the Expense would be listed in
Available Expenses.
Add Expense E]

+
Available Expenses Create New Expense

| Search for an expense type

~ 01. Travel Expenses
Field Trips
Hotel/Lodging
Hotel/Lodging Advanced Deposit
HotellLodging Group
Laundry
Other Accommodations
~02. Transportation
Airfare

Airline Fees

2. Click Create New Expense for this example.
3. You can type the Expense Type to find it from the list.

| meal |

* Recently Used
Group Meal

# 03. Meals & Entertainment

Group I'&'Iz:_\a%[tl
Individual Ml - Breakfast

Individual Meal - Dinner

Individual Meal - Lunch

4. Select the Group Meal Expense Type.
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Completing the Expense Details

In the example below, the group meal was a breakfast for three Columbia employees. The total cost of the group meal
was $90, including tax and tip. The amount for tax and tip was $25. This group meal expense does not exceed the policy
threshold for breakfast, which is $25 per person before tax and tip.

- Group Meal $90.00

11/01/2021 test

Details Itemizations ide Raceipt [7]

& Attendees (0) @ Alocate

Expense Typs ™

* Required figd

[ Group Meal [~

Transaction Date | Report Purpose *
[ 1110112021 ‘H\ | Other Business Expenses ~|

Type of Meal *
| 1. Breakiast

o

Was this in ate home? = a5 idependant * @

| no ~

S Attach Receipt Image
Vendor Nama * Payment Tyse ™

| ABC Diner | | castipersonal credit cara

Total Expense Amount * Currency *
| s0.00 || us. poliar

‘Amount excluding tax/tip (in USD) Total Mumber of Aendess *
| 65.00 | 3.00

Commentiustication

== -
The red markers in the graphic above correspond to the steps below.
1. Enter or select the Transaction Date.

2. Select the Type of Meal.

3. Select the answer from the dropdown for Was alcohol purchased? If you select Yes, you must itemize the
expense to segregate the cost of alcohol.

4. Select the answers from the dropdowns for Was this in a private home? and Was a spouse/significant
other/dependent present?

Enter the Vendor name (i.e. name of the restaurant).
Enter the Total Expense Amount (including tax and tip) of the meal.
Enter the Amount excluding tax/tip (in USD).

Enter the Total Number of Attendees. You must enter a number of 2 or greater.

The Amount (excluding tax/tip) and Total Number of Attendees fields are used to calculate the cost per person.

9. Click Attach Receipt Image. If you have Available Receipts, such as those you photographed using the Concur
Mobile app or emailed to Concur, you can select them from here. If you saved your Receipt Image to your files, you
can click to Upload Receipt Image.

Available Receipts Receipts in Report

© N o '

Uploaded: Uploaded:
April 1, 2020 5:11 PM March 20, 2020 2:37 PM

©

Upload Receipt
Image

5MB limit per file

‘ Attach View Attach View

Uploaded:
March 20, 2020 1:55 PM

Uploaded: Uploaded:
February 24, 2020 4:59 PM February 3, 2020 8:26 PM

RECEIPT -
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Adding Attendees

When you add Expense Items for Group Meals to your Expense Report, you must document the names of the Attendees
and the relationship of the Attendees to the University. If you attended the meal, remember to add yourself as one of the
attendees. If the group meal was over 10 people, only the number of Attendees is required.

1. Click the Attendees link.

Genee

- Group Meal $90.00 @

11/01/2021 rest

Details Itemizafions Hide Receipt E

8% Attendees (0) @ Alocate ‘

* Required field

The Attendees window appears.

Attendees

Gifts - Staff $500.00

Attendees: 0

No Attendees
Add attendees to associate with this expense.

2. Click the Add button. The Add Attendees screen appears. If you added attendees to previous Expense Items, they
are displayed so that you can add them again, if needed.

Add Attendees

Attenses Tite Instituen Company anendes Type

3. Click the Attendees tab.

Add Attendees

CU Administration v ok

4. Click Create New Attendee. The Create New Attendee window appears.

Create New Attendee

i m

5. Select the Attendee Type (i.e., CU Administration, CU Faculty, Outside Party, etc.) and then populate the Last
Name and First Name fields for the attendee.
If the number of attendees exceeded 10 people, select Group Event — 10+ Attendees, enter an Event Name, and
then enter the number of attendees.

Click Create Attendee. The Create New Attendee window remains open for you to add additional attendees.

Click Cancel after adding the last New Attendee. The names you created appear in the Attendees screen along with
the amount per person.

N o
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Attendees

Gifts - Staff $350.00

Attendees: 3
[ Attendee Name = Attendee Title Institution/Company Attendee Type Attendee Count Amount
O Kate, Sheeran CU Administration 1 $116.67
Park, Terry CU Administration 1 $116.66
Ready, Paul CU Administration 1 $116.67

Cancel m

8. Click Save.

Itemizing a Group Meal for Alcohol and/or Exceeding Meal Thresholds

In the example below, the group meal was a dinner for three Columbia employees. The meal included alcohol and the
cost of the meal was $360, including alcohol, tax and tip. The amount for tax and tip was $60. This meal expense
exceeds the policy threshold for dinner, which is $75 per person before tax and tip.

Expense Details Example

1. Complete the Expense Details. The Amount (excluding tax/tip) ($300), and Total Number of Attendees (3) fields,
are used to calculate the cost per person, which is over the threshold in this example.
New Expense ER  <ove Expene

Details | Itemizations I Hide Receipt [[]
* Requirad field _

Group Meal ‘ v ‘

& Attendees (0) @ Allocate

Expense Type ©

Transaction Date * Report Purpose *

1110812021 |®| | Meetings/Events v
Type of Meal * Was alcohol purchased? * % ﬁn‘

Was this in a private home? *

Was a spouse/significant other/dependent

[ o o | et e

3. Dinner v ‘ ‘ Yes v ‘ o 2

restaurant receiptipg

Detach

No -] 10997 Sane K
‘No v NSRS SRR ST U P -
To! 201/1 Che 40<5 8t 3
Vendor Name * Payment Type * - - DecZ!'12 05:23P%
ABC Diner ‘ ‘ Cash/Personal Credit Card v ‘ | T
) i Yuangling Plit 6.4
Total Expense Amount * Currency * & 2 ECV‘I' 202 8,00
360.00 | [ us, Dollar ‘ v| 2 _DOZEN_ 51.90
24 __Oyeters_.__ . 0.00
Amount (excluding taxitip) ¥ Total Number of Attendees * Z 25 0.00
(30000 | [0 ! 1 Gt 10,50
Commentioetfesion - B 1 Sez1] Cacsar 3a) 4,09
smmentJustificatio 1 sutuin Piatter 16.52

2. Add Attendees.

3. Click the Itemizations tab. The Itemization fields appear.
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Itemizing the Expense

Group Meal $360.00 @
11/08/2021 ABC Diner

mmmmmmmmmmmmmmmmmmm

$380.00 $0.00 $380.00

Group Meal

] Personal Expenss (50 ot remburse)

0 Perzensl Sxpense (ca ot mmburse)

0 Personsl Expense (60 not reimburse)

O Persona Expense (oot remeurse)

Eerscns Expenss (6o notramburse)

The red markers in the graphic above correspond to the steps below.
1. Enter the amount for Alcoholic Beverages, in this example, $30.

2. Enter the maximum amount allowable under the threshold, excluding the cost of Alcohol for the Group Meal. In
this example, $75 for 3 attendees is $225, minus the cost of Alcohol, $30, equals $195.
Note: By policy, meal thresholds include the cost of alcohol.

3. Enter the amount for Tax/Tip/Gratuity — Group Meal, in this example, $60.

4. If you purchased any items for which you are not requesting reimbursement or are personal/non-reimbursable, enter
the amount in the Personal/Non-Reimbursable field.

5. Enter the remaining amount for the Meal — Segregated. In this example, the total expense amount of $360 minus
$195, minus $30, minus $60, equals $75.

6. Click Save Itemizations. Notice the alert associated with the Meal — Segregated line.

Details Itemizations

Ampunt temized @ Remaining

$360.00 $360.00 SD.U‘U

Aleriz T, Date= Expenze Type T, Requested 1|

1082021 Group Meal $195 00
11082021 Alcohalic Beverages. 530,00

11082021 Taw/TipiGratuity - Group Meal $60.00

(1] 11/082021 Meal - Segregated $76.00

7. Click the row for the Meal - Segregated itemization.

Dedalls liemizations

Amount Nemized aineg
$360.00 $360.00 $0.00
Meal - Segregated $75.00 &

@ Alocate

Expense Type *

Meal - Segregaled -

us, Dallar

& only avaliable cption avallable to have team meeting at the.

8. Enter the Comment/Justification for incurring the amount above policy and click Save Itemization. The Expense
is now fully itemized with no alerts.

9. Click save Expense. Continue to Add Expenses to your Report, or after adding all your Expenses to the Report,
click Submit Report.
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Getting Help
Please contact the Finance Service Center
http://finance.columbia.edu/content/finance-service-center

You can log an incident or request a service via Service Now
https://columbia.service-now.com
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