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Travel Reminders
· Cliqbook Tips/Tricks
· Cliqbook should be used for business trips only (not personal)
· Do not use Cliqbook for International trips 
· Do not use Cliqbook for Meetings/Groups
· You must have a corporate card to make reservations in Cliqbook
· The name in your profile must match the government ID you intend to use at the airport for the check-in process
· Travel must be booked at least 30 days in advance per the travel policy
· Contact Info for Travel Reservations
· Cliqbook Support: Ann.brennan@kohls.com or 262-703-7684
· Meetings/Groups:  262-703-1667, option 1
· Domestic/Int’l Business Travel:  262-703-1667, option 2 

· After Hours Support:  1-262-703-1667
· Preferred Hotel/Airline/Rental Car Providers 
· Hotel:  Kohl’s has negotiated a chain discount with Hilton 

· Hilton, Hilton Garden Inn, Hampton Inn, Holiday Inn, Embassy Suites, Doubletree qualify for the chain discount

· Travelers are required to stay at the Sofitel while in New York City per the Kohl’s Travel Policy
· Airline:  Kohl’s has negotiated the following for business discounts:
· AirTran, Southwest, United, Delta, Frontier

· Rental Car:  Kohl’s preferred car rental company is Avis

· Personal Travel
· Go to www.kohlstravel.com website and click on personal travel for discounts.
Corporate Credit Card Reminders
· Any associate traveling more than twice a year should request a credit card.

· Account is to be used only for business related purchases.
· Accounts must be paid in full each month.

· See Travel Policy for details.

Welcome to Concur Expense 
Concur Expense is a comprehensive Web-based service that provides all of the tools users need to create and submit expense reports. Managers use the service to review and approve expense reports. Back-office employees use the service to produce audit reports, ensure compliance, and deliver business intelligence to help Kohl’s reduce its costs. 

Section 1: Log on XE "Log on"  to Concur Expense 

	How to…
	
	Additional Information

	1. www.kohlstravel.com  - click on the cliqbook site tab.

2. Your user name is your employee id @Kohls

3. Your initial password is the first initial of your first name (uppercase), followed by the first initial of your last name (lowercase), followed by your 2-digit birth year, followed by the last 4-digits of your Social Security Number.
	
	Your password XE "Password"  is case sensitive. 
Example:
Name: Joe Smith 

Birthday: 4/25/1976 

SSN: 123-45-6789

Joe’s initial password: Js766789
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Step 1: Change Your Password
You will be required to change your password upon initial login.
	How to…
	
	Additional Information

	1. On the My Concur page, select Profile from the menu at the top of the page.
	
	 

	2. On the Profile submenu, click Change Password.
	
	

	3. In the Old Password field, enter your current (temporary) password.
	
	To change your password, you need to know your old or temporary password.



	4. In the New Password field, enter your new password.
	
	The password must be 8 characters in length, contain at least one uppercase letter, one lowercase letter and one numeric value.  For example, “Summer45” would be an acceptable password.

	5. Verify your new password by re-entering it in the Re-enter Password field.
	
	

	6. Enter a word or phrase in the Password Hint field to act as a reminder if you forget your password, and then click Save.
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Before you use Cliqbook for the first time, update your profile.  You must save your profile before your first attempt to book a trip using Cliqbook.
Step 2: Updating Your Personal Information
	How to…
	
	Additional Information

	4. On the Home page, click Profile on the menu at the top of the page.
5. On the Profile submenu, click Personal Information.

3.  On the My Profile page, update the appropriate information, and then click Save.
	
	Complete these sections of your travel profile: 

· Name 

· Home Address

· Work Address

· Contact Information 

· Emergency contact

· Frequent Flier/ Hotel Stay info.

· Credit Cards

· Cell phone number

You must complete all fields marked Required (in orange) to save your profile. 

Verify that the first and last name fields match the ID used at the airport. 

There are several Save buttons on the profile page. You only need to save once as every Save button saves the entire profile.

	
	
	

	
	
	 


Step 3: Explore the My Concur Page
The My Concur page XE "My Concur"  includes several sections that make it easy for you to navigate and find the information you need.
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	How to…
	
	Additional Information

	Scroll down to look at the Company Info section.  XE "My Concur:Company Notes section" 

 XE "My Concur:Company News section" 
	
	This section displays information and links provided by Kohl’s. 

	Explore the Expense Reports section. XE "My Concur:Active Work section" 

 XE "My Concur:Approval Queue section" 
	
	This section provides links to create a new expense report, or view your existing reports, or authorization requests. It also lists your unsubmitted expense reports. 

	Explore the Approval Queue section.


	
	This section lists the expense reports awaiting your review and approval. 

This section appears on My Concur only if you are an Expense approver and if you have received at least one report for approval.

	Explore the Available Company Card Charges section.xe "My Concur:Trips Awaiting Approval section"

	
	This section lists all imported credit card transactions.

	Explore the Trip List section.
	
	This section lists your outstanding trips.


Step 4: Customize My Concur XE "My Concur:Customizing" 
You can move the panes around the My Concur page to better meet your needs. Click the top bar of a pane and drag it to a new position on the page. [image: image5.png]bt G il | e st O ————
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Step 5: Enable E-Receipts

E-receipts are an electronic version of receipt data that can be sent directly to Concur Expense to replace imaged paper receipts.  You must opt in from your Profile before e-receipts will show in Concur Expense.
Enable E-Receipts XE "E-Receipts:Enabling" 
	How to…
	
	Additional Information

	6. On the My Concur page, in the Alerts section, click Sign up here. 
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	The E-Receipt Activation page appears.

	7. Click E-Receipt Activation. 
	
	The E-Receipt Activation and Use Agreement appears.
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	8. Click I Accept. 
	
	The e-receipts confirmation appears.

Once you have confirmed the e-receipt activation, all of your corporate card transactions are included.

As you create your expense reports, you will see the e-receipt icon next to any transactions that have an e-receipt. You can click the icon to view the e-receipt.
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Section 2: Making Reservations

Step 1: Making a Flight Reservation XE "Flight Reservation" 

 XE "Reservation:Flight" 
	How to…
	
	Additional Information

	1. On the Home page, click the Flight tab XE "Flight tab"  at the left side of the page under the Trip Search  XE "My Concur:Trip Search section" section.
	
	If you have a car, hotel, limo, or rail to book without airfare, use the corresponding tabs.

	2. Select one of the following types of flight options:

· Round Trip

· One Way

· Multi-Segment
	
	Exceptions:

No International travel including Canada and Mexico.

Complex multiple city itineraries.
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	3. In the Departure City and Arrival City fields, enter the cities for your travel. 
	
	When you type in a city, airport name, or airport code, Concur Travel will automatically search for a match.

	4. Click in the Departure and Return date fields, and then select the appropriate dates from the calendar. 
	
	You can also select the appropriate Departure and Return times and date range. Concur Travel searches before and after the time you select.

	5. If you need a car, select the Pick-up/Drop-off car at Airport checkbox.
	
	

	6. If you need a hotel, select the Find a Hotel checkbox. 
New York travelers must stay at the Sofitel Hotel per the company policy.
	
	You can choose to search for the hotel by:

· Airport 

· Address

· Company Location (includes all store locations, DC’s, Corporate and New York Office)
· Reference Point / Zip Code (a city or neighborhood)



	7. In the Search flights by section, select either Price or Schedule.
	
	 

	8. Click Search.
	
	To filter the results, select a column, row, or cell in the grid directly above the list of flights. The results will then show flights with the number of stops, airline, or both.

	9. Click Reserve to select your airfare
	
	Yellow Diamonds indicate our preferred vendors.
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Step 2: Select a Car XE "Car Reservation" 

 XE "Reservation:Car" 
	How to…
	
	Additional Information

	9. If you selected Pick Up/Drop off Car at airport on the Flight tab, you will see the results for the car search. 
	
	

	10. Select the appropriate rental car, and then click Reserve.
	
	Yellow diamonds indicate preferred vendors and your preferred car type will be selected automatically.  


[image: image49.png]Expense Informati dows Internet Explorer

IS Pttps: 110 concursoltions.com/ e <ence prof e Expenselni s pe—EXF. (&)

(st — |Bcve © Cencl
PemElbiaeren State/Province Reimbursement Currency. Department ID. Cash Advance Balance.
Gorpay e siaion o oo [ [omomroeed





Step 3: Select a Hotel  XE "Hotel Reservation" 

 XE "Reservation:Hotel" 
	How to…
	
	Additional Information

	1. In the hotel results, click Next to access more hotel information.
	
	If you selected the Find a Hotel option on the Flight tab, the hotel results are displayed after you choose your rental car.


	2. To filter by hotel chain, click the Hotel Chain radio button, and then select the chains you want to view.
	
	

	3. When you are ready to reserve your hotel room, click Reserve for the appropriate rate and hotel. 
	
	

	4. Review the information on the Rate 
	
	** Do Not Book Non- Cancelable rooms.
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Step 4: Complete the Reservation XE "Reservation:Completing" 
	How to…
	
	Additional Information

	1. Review the details of the reservation on the Trip Details page, and then click Next.
	
	From the Trip Details page XE "Trip Details page" , you can add or make changes to the car, hotel as well as change the dates of the flight.

	2. On the Trip Booking Information page XE "Trip Booking Information page" , enter your TRIP PURPOSE information. 
	
	

	3. Click Next.
	
	The name and itinerary is displayed along with the quoted airfare amount. 

	4. Click Purchase Ticket to finalize your trip.
	
	


Select Trip purpose from the drop down box:
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Section 3: Update Your Expense Profile
Step 1: Review or Change Your Department ID 
When you start a new expense report, your default Dept ID will populate (see illustration below). If you need to change it permanently, please follow these steps. If you need a different Dept ID for this expense report ONLY, please use the allocation directions in Section 6 of this training guide. 

	How to…
	
	Additional Information

	1. On the My Concur page, select Profile from the menu at the top of the page.
	
	 

	2. On the Profile page, Click on Expense Information in the navigation bar on the left side of the page. 
	
	

	3. In the Department ID field, begin typing the Department ID you would like to add. 
	
	You can toggle between the options for Text, Code, or Either to allow you to type in the description or the number of your department. 

	4. When the drop-down box displays the correct Department ID, select it. 
	
	

	5. Click Save. 
	
	



Section 3: Update Your Expense Profile (Continued)

Step 2: Update Your Personal Bank Information 
	How to…
	
	Additional Information

	11. In the left-hand navigation, in the Expense Settings section, click Bank Information. 
	
	The bank information must be filled out in order to submit expenses within Concur.  You will receive an email notification once your account info has been validated (within three days).  The validation includes depositing $.01 into your account.

	12. Fill in your Routing Number and Bank Account Number. 
	
	If you currently get paid via a Skylight debit card, enter the bank information from that card.  Call the number on the back of the Skylight card for assistance.

	3. Click Save.
	
	For specific information on the expense reimbursement process, see Section 9 on page 39.


Step 3: Add a Delegate XE "Delegate, adding"  
Delegates are individuals that are assigned to create and submit expense reports on someone else’s behalf.  For example, you may want to delegate an Admin Assistant to prepare expense reports on your behalf.  You may also delegate someone else to approve expense reports in your absence. XE "Expense Profile:Adding a Delegate" 
	How to…
	
	Additional Information

	1. In the Expense Settings section, click Expense Delegates.  Click Add Delegate.
	
	The Expense Delegates page XE "Expense Delegates page"  appears.

From this page, you will give other users the ability to prepare, submit, approve, view receipts, approve reports, or receive emails on your behalf.

	2. In the Search by employee name, email address or logon id field, type the last name of the delegate you wish to add.
	
	As you begin to type the name, Concur Expense provides a list of users to select from.

	3. Click the name of the delegate from the list.

4. Click Add.
	
	A delegate will need to be an approver in order to approve reports on your behalf

	5. Select the appropriate task checkboxes.
	
	

	6. Click Save.
	
	

	
	
	


Section 3: Update Your Expense Profile (Continued)

Step 4: Select Expense Preferences XE "Expense Preferences" 

 XE "Expense Profile:Expense Preferences" 
	How to…
	
	Additional Information

	1. In the Expense Settings section, click Expense Preferences.
	
	From this page, you can specify when you will receive email notifications and prompts.

	2. In the Send email when section XE "Send email when section" , select the applicable checkboxes.
	
	In this section, you determine when you will receive email notifications.

	3. In the Prompt section XE "Prompt section" , select the applicable checkboxes.
	
	In this section, you determine when Concur Expense will prompt you for further action.

	4. In the Display section XE "Display section" , select the applicable checkboxes.
	
	Please see screen shot below for the recommended settings.

	5. Click Save.
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Section 3: Update Your Expense Profile (Continued)

Step 5: Review or Change Your Expense Approver 

Before beginning an expense report, please verify that your approver in the system is your correct approver. 
	How to…
	
	Additional Information

	1. On the My Concur page, select Profile from the menu at the top of the page.
	
	 

	2. On the Profile page, Click on Expense Approvers in the navigation bar on the left side of the page. 
	
	If this field is incorrect, please follow steps 4-6 below to update it.  
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	How to…
	
	Additional Information

	3. In the Approver field, begin typing the last name of the supervisor you would like to add. 
	
	A drop-down box will populate with the last names of verified approvers.  

	4. When the drop-down box displays the correct name, select it. 
	
	

	5. Click Save. 
	
	


 XE "Expense Approvers, reviewing" 

 XE "Approvers, reviewing" 

 XE "Expense Profile:Expense Approvers" 

Section 3: Update Your Expense Profile (Continued)

Step 6: Add Favorite Attendees XE "Attendees, adding favorites" 

 XE "Favorite Attendees" 

 XE "Expense Profile:Favorite Attendees" 
	How to…
	
	Additional Information

	1. In the Expense Settings section, click Favorite Attendees.
	
	The Favorite Attendees page appears, which allows you to add, edit, or delete frequently-used attendees.

	2. Click New Attendee.
	
	You should not add Kohl’s associates to your favorites list.  All Kohl’s associates are uploaded into the system and you will be able to search for them by name (see Section 6: Add Attendees)

	3. Enter the Last Name, First Name, Title, and Company of the attendee.
	
	

	4. Click Save.
	
	If you need to add more than one attendee, click Save & Add Another.

Your favorite attendees list is also updated based on attendees you add to your expense reports.
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Section 4: Create a New Expense Report XE "Create:New Expense Report" 

 XE "Expense Reports:Creating a New Report" 
Step 1: Create a New Report

	How to…
	
	Additional Information

	1. In the Expense Reports section XE "Active Work section"  of the My Concur page, click New Expense Report XE "New Expense Report feature" . 
	
	

	2. Complete all required fields (those with the red bar at the left edge of the field) and the optional fields as applicable.
	
	You must choose your Type of Travel/Expense from the following: (1) General Travel/Expense, (2) Kohl’s Conference Travel or (3) Seasonal Meeting Travel.
Examples of Report Names:

Name – Location – Date

Location – Date

	3. Click Next.
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Section 4: Create a New Expense Report (Continued)
Step 2: Add a Company Card Transaction XE "Credit Card Transaction:Company" 

 XE "Company Card Transaction"  to the New Expense Report  XE "Expense Reports:Adding a Company Card Transaction" 
Company card transactions are automatically imported into Concur Expense for you – ready to be added to an expense report.  Please note there is a 4 day delay between when charges post to your credit card and when they are uploaded into Concur Expense. All transactions will be loaded and can not be deleted. Any unmatched transactions will be audited and reviewed with management per the travel policy.
Airline charges will no longer be direct billed.  All charges will now be applied to your U.S. Bank Corporate Credit Card.  These charges will need to be submitted on an expense report. 

A Cash Advance and finance charge on your Corporate Credit card should be submitted as a transaction.

Any late fees on your corporate credit card will not be paid by Kohl’s. XE "New Expense:Company Card Transaction" 
	How to…
	
	Additional Information

	1. On the Expense Report page, click Import
	
	The Smart Expenses pane XE "Smart Expenses pane"  appears.
If you have turned on the option in your Expense Settings to be prompted to add company card transactions, you will not need to select Charges & Expenses from the Import dropdown menu.
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	2. In the Smart Expenses section, from the Import dropdown menu, select To Current Report. 
	
	The expense appears on the left side of the page, with all applicable icons, such as company card or exceptions.
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Section 4: Create a New Expense Report (Continued)
Step 3: Add an Out-of-Pocket Expense XE "Out-of-Pocket Expense"  to the New Expense Report XE "Expense Reports:Adding an Out-of-Pocket Expense" 
	How to…
	
	Additional Information

	13. Click New Expense if tab is not already open XE "New Expense:Out-of-Pocket" .
	
	If you know all or part of the expense type, begin to enter it and a listing will appear.

	14. On the New Expense tab, type “car” into the expense type field.  Click on “Car Rental.”
	
	To identify the account number associated with a particular expense type, refer to the Expense Types and Account Numbers spreadsheet (located as a link under the Company Info section on your My Concur page).
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	3. Complete all required fields (those with the red bar at the left edge of the field) and the optional fields if applicable. 
	
	For different types of expenses, such as hotel or car mileage, or for expenses incurred in a currency other than US Dollars, refer to Using Special Features in this guide.

	4. Click Save.
	
	The expense appears on the left side of the page.
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Section 4: Add an Out-of-Pocket Expense to the New Expense Report (Continued)

	For date fields, use the calendar to select the date of the expense.
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	For lists, select from the list.
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	For auto-complete fields, type the first portion of your choice and then select from the list.
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	Complete other text fields and check boxes as applicable.
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All business expenses should be purchased on your Corporate Credit card. Out-of-pocket expenses will be audited for compliance.
Section 5: Review and Edit an Expense Report XE "Expense Reports:Reviewing" 

 XE "Expense Reports:Editing" 
You should review and edit (if necessary) your reports and all expenses, including company card transactions, for accuracy before submitting your expense report. 
Step 1: Review the Report Information
	How to…
	
	Additional Information

	1. On the Expense Report page, in the Expense List, click any transaction to view the details.
	
	The expense details appear on the right side of the page.

	2. From the Details dropdown menu, select Report Header.
	
	The Report Header page appears and you can view and update report header information.

	3. Make the appropriate changes, and then click Save. XE "Edit:Expenses" 
	
	


Step 2: Review the Exceptions XE "Exceptions" 

 XE "Expense Reports:Reviewing Exceptions" 
	How to…
	
	Additional Information

	1. If the exceptions are hidden, click Show Exceptions on the Expense Report page.
	
	Once you click Show Exceptions, the label on the button should change to Hide Exceptions. The Exceptions XE "Report Exceptions"  pane opens, which displays all exceptions for the expense report. In this pane, you can select an exception to view the expense details.

	2. Click the Exception that you want to review.
	
	A red exception indicates an error that must be resolved before the expense report can be submitted.  A yellow exception indicates a warning but you are still able to submit your expense report.
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	3. Make the appropriate changes, and then click Save.
	
	


Section 6: Use Special Features

Itemize Nightly Lodging Expenses XE "Lodging Expenses" 

 XE "Special Features:Itemizing Nightly Lodging Expenses" 

 XE "Itemize:Nightly Lodging Expenses" 
A hotel bill typically contains a variety of expenses including room fees, taxes, parking, meals, valet, telephone charges, and personal items. These expenses must be itemized so that they can be accounted for correctly. Concur Expense gives you the tools to quickly itemize your lodging-related expenses. 

Step 1: Verify Auto-Itemized Hotel Expenses XE "Auto-Itemized Hotel Expenses" 

 XE "Hotel Expenses" 
The Hotel Auto-Itemization feature automatically itemizes any card transactions that have hotel folio data or an e-receipt from a hotel vendor.
The result of hotel auto-itemization is similar to what you see if you manually itemize the hotel expense. Concur Expense itemizes the hotel expense based on predetermined mapping.  You can update the auto-itemized expenses and itemize any remaining balance as described in Step 3 below.
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Itemize Nightly Lodging Expenses (Continued)
Step 2: Create and Itemize a Lodging Expense 

	How to…
	
	Additional Information

	1. Click New Expense XE "New Expense:Lodging Expense" .
	
	The New Expense tab appears.

	2. On the New Expense tab, select the “Hotel” expense type.
	
	

	3. Complete the required fields on the page as usual.
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	4. Click Itemize.
	
	The expense appears on the left side of the page and the Nightly Lodging Expenses tab appears. 


Step 2: Create and Itemize a Lodging Expense (Continued)
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	5. On the the Nightly Lodging Expenses tab, in the Check-in Date field, type the date or use the calendar.
	
	The number of nights appears automatically.

	6. In the Room Rate field, enter the amount that you were charged per night for the room.
	
	

	7. In the Room Tax fields, enter the amount of each room tax that you were charged.
	
	

	8. In the Additional Charges (each night) section, from the first Expense Type dropdown menu, select the appropriate expense type.
	
	

	9. In the Amount field, enter the amount of the expense.
	
	

	10. Repeat steps 8-9 using the second Expense Type field if you have more than one recurring additional charge.
	
	

	11. Click Save Itemizations.
	
	If there is a remaining amount to be itemized, the remaining amount is displayed and the New Itemization tab appears.


Itemize Nightly Lodging Expenses (Continued)
Step 3: Itemize the Remaining Balance 

	How to…
	
	Additional Information

	1. If the amount remaining is more than zero, on the New Itemization tab, click the Expense Type dropdown arrow, and then select the appropriate expense from the dropdown list.
	
	The page refreshes, displaying the required and optional fields for the selected expense type.

	2. Complete all required and optional fields as applicable.
	
	

	3. Click Save.
	
	The expense appears on the left side of the page and the remaining amount equals zero.

	4. Repeat steps 1-3 until the Remaining Amount equals $0.00.
	
	


Section 6: Use Special Features (Continued)
Add Attendees XE "Attendees:Adding" 

 XE "Special Features:Attendees" 
For group meals, you are required to list the attendees who were present at the meal.

	How to…
	
	Additional Information

	1. Click New Expense. 
	
	The New Expense tab appears.

	2. On the New Expense tab, select the Group Meals expense type.
	
	

	3. Complete all required fields except the attendee information.
	
	In the attendee area, your name automatically appears as an attendee with the full amount of the expense. As you add attendees to the expense, the expense amount is distributed over all attendees.
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	4. Click Favorites.
	
	The Search Attendees window opens. 

You can also locate an attendee that is already in your Favorites list by typing the first letter of the attendee name in the Favorites field, and then selecting the attendee name from the dropdown list.

	5. On the Favorites tab in the Search Attendees window, select the attendees for this expense, and then click Add to Expense.
	
	

	6. To add a new attendee to the expense, click New Attendee, complete the required information, and then click Save.
	
	The new attendee is added to the list. The expense amount is distributed among the attendees.

	7. To search for an attendee, click Search, enter your search criteria in the Search Attendees window, and then click Add to Expense.
	
	As stated in Section 3, Step 6, you will be able to search for Kohl’s associates.  These associates should not be added to your favorites list.  Once selected, the “found” attendee is added to the list. The expense amount is distributed among the attendees.

	8. Click Save.
	
	The expense appears on the left side of the page.


Section 6: Use Special Features (Continued)
Convert Foreign Currency Transactions XE "Foreign Currency Transactions" 

 XE "Special Features:Foreign Currency" 
When adding an out-of-pocket expense that was incurred in a currency other than US Dollars, Concur Expense will assist you in converting the expense to US Dollars.

	How to…
	
	Additional Information

	1. Click New Expense XE "New Expense:Foreign Currency" .
	
	 The New Expense tab appears.

	2. On the New Expense tab, select the appropriate expense type.
	
	The page refreshes, displaying the required and optional fields for the selected expense type.

	3. Complete all required fields as usual except Amount.
	
	Because the currency conversion rate is based on the Transaction Date that you select, be sure to select the exact Transaction Date.

	4. In the Amount field, enter the amount in the currency in which the expense was incurred.
	
	

	5. Select the “spend” currency from the dropdown list to the right of the Amount field. 
	
	If you select a City that has a different currency than US Dollars, Concur Expense automatically selects the spend currency for you.

Concur Expense supplies the rate and converts the reimbursement amount to US Dollars.
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Section 6: Use Special Features (Continued)
Work with Mileage XE "Car Mileage" 

 XE "Special Features:Car Mileage" 
	How to…
	
	Additional Information

	1. Click New Expense XE "New Expense:Car Mileage" .
	
	The New Expense tab appears.

	2. On the New Expense tab, select the “Personal Car Mileage” expense type. 
	
	

	3. In the Transaction Date field, type the date or use the calendar.
	
	

	4. In the From Location field, enter the starting location of your trip.
	
	

	5. In the To Location field, enter the ending location of your trip.
	
	

	6. Click the Mileage Calculator.
	
	The Mileage Calculator helps you to determine mileage between locations. Notice that the To and From locations that you entered for the expense automatically appear. Using the Mileage Calculator, you can change the locations or add additional locations. The distance between locations will appear for you to add to your expense report.

	7. Click Add Mileage to Expense.
	
	

	8. Click Save. 
	
	The expense appears on the left side of the page.
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Section 6: Use Special Features (Continued)
Allocate Expenses XE "Allocate:Expenses" 

 XE "Special Features:Allocations" 
The Allocations feature allows you to allocate expenses to a Department ID other than your default Department ID or to allocate expenses to a Product Code.
	How to…
	
	Additional Information

	1. Complete all expenses as usual.  
	
	

	2. Select the expense you wish to allocate from the Expense List.
	
	The expense details display.

	3. Click Allocate near the lower right-hand corner of the expense details section.
	
	The Allocate Report window displays.
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	4. From the Allocate By dropdown menu, select either Percentage or Amount.
	
	

	5. In the Allocate By field, enter the Percentage or Amount.
	
	

	6. If you need to allocate part or all of the expense to a different Department ID, clear the default Department ID and begin to enter the correct Department ID.  A list will populate once you begin to type the new ID.
	
	Your default Department ID appears in the Department ID field.  If this is not your correct Department ID or to obtain a listing of Department IDs, please email concursupport@kohls.com.

	7. If you need to allocate part or all of the expense to a Product Code, click in the field under the column heading and enter the correct Product Code.
	
	If the Product Code that you need to use is not listed, please email concursupport@kohls.com.

	
	
	


Allocate Expenses (Continued)

	8. Within the Department ID field, you can search by Text (Department Description), Code (Department ID) or Either Text or Code.
	
	Department ID is a five digit code.  In order to allocate to store #11, you need to enter “10011.”
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	9. Click Add New Allocation.
	
	A new allocations field appears. 

	10. Repeat steps 5-7 for each new allocation.
	
	Add as many allocations as necessary. You can adjust the amounts and percentages. You do not have to allocate 100% of the total. The amount that you do not allocate is charged to your default Department ID.

	11. Click Save.
	
	

	12. In the confirmation message box, click OK.
	
	

	13. In the Allocate Report window, click Done.
	
	The allocation icon appears on the left side of the page with the expense.
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Section 6: Use Special Features (Continued)
Allocate Multiple Expenses XE "Allocate:Multiple Expenses" 

 XE "Special Features:Allocating Multiple Expenses" 
If you have multiple expenses in a report to allocate, you can select and allocate all applicable expenses at the same time.
	How to…
	
	Additional Information

	1. Complete all expenses as usual. 
	
	

	2. Select all the expenses you wish to allocate from the Expense List.
	
	A message appears in the right pane, which states that you have selected multiple expenses and provides three options.
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	3. Click Allocate.
	
	The Allocate Report window displays.

	4. From the Allocate By dropdown menu, select either Percentage or Amount.
	
	

	5. In the Allocate By field, enter the Percentage or Amount.
	
	

	6. Click in the field under the Department ID column heading.
	
	

	7. Select the department ID that will receive the allocation.
	
	

	8. Click Add New Allocation.
	
	A new allocations field appears.


Allocate Multiple Expenses (Continued)

	How to…
	
	Additional Information

	9. Repeat steps 5-7 for each new allocation.
	
	Add as many allocations as necessary. You can adjust the amounts and percentages. You do not have to allocate 100% of the total. The amount that you do not allocate is charged to your default Department ID.

	10. Click Save.
	
	

	11. In the confirmation message box, click OK.
	
	

	12. In the Allocate Report window, click Done.
	
	The allocation icon appears on the left side of the page with the expense. 


Section 6: Use Special Features (Continued)
Allocate Personal Hotel Expenses XE "Allocate:Multiple Expenses" 

 XE "Special Features:Allocating Multiple Expenses" 
If part of your trip needs to be allocated to personal, you can itemize a portion of your expense to personal and a portion to business.  For example, you flew to Miami for a conference and then stayed an extra night in the hotel while visiting family.

	How to…
	
	Additional Information

	1. Complete the expense for the entire amount of the charge. 
	
	If using a corporate card, the entire expense will be transferred automatically.
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	2. Click Itemize.
	
	

	3. Itemize the charge in order to allocate the necessary portion to personal.
	
	In this example, allocate one night of hotel and tax as a personal expense.

	4. Click Save.
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Section 7: Submit/Resubmit Expense Reports XE "Expense Reports:Printing" 

 XE "Expense Reports:Submitting"  

Preview  XE "Print Expense Reports" Your Expense Report

	How to…
	
	Additional Information

	1. From the Print menu, select the appropriate print option.
	
	The options:

· For a fax cover page to use with Concur Imaging, select *Kohl’s Receipt Fax Cover Page.

· For a detailed report, select *Kohl’s Detail Report.

The report appears in a separate window.  In order to view the receipts, you must have Adobe version 8.0 or above.

	2. To print the report, click Print.
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Fax or Attach Scanned Receipt Images XE "Expense Reports:Receipts" 

 XE "Receipts:Faxing Images" 
Receipts are required for all expenses greater than $10.  You can either fax your receipts using Concur Imaging or you can attach scanned images of your receipts.

Fax Images XE "Fax Receipt Images" 
	How to…
	
	Additional Information

	1. From the Print dropdown menu XE "Print dropdown menu" , select *Kohl’s Receipt Fax Cover Page.
	
	The fax cover page appears.

	2. Click Print.
	
	

	3. Fax the cover page and the receipts to the number on the cover page.
	
	

	4. To view the faxed receipts, from the Receipts dropdown menu XE "Receipts dropdown menu" , select Check Receipts.


	
	After you have checked receipts for the first time, you will see two different options on the Receipts menu: View Receipts in New Window and View Receipts in Current Window.
In order to view the receipts, you must have Adobe version 8.0 or above.


Fax or Attach Scanned Receipt Images (Continued)

Attach Scanned Images XE "Attach Scanned Receipt Images" 

 XE "Receipts:Attaching Scanned Images" 
	How to…
	
	Additional Information

	1. On the Expense Report page, from the Receipts dropdown menu XE "Receipts dropdown menu" , select Attach Receipt Images.
	
	The Attach Files window appears.
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	2. Click Browse, and then locate the file you want to attach.
	
	

	3. Click the file, and then click Open.
	
	The selected file appears in the Files Selected for uploading section of the window.

	4. To attach another image, click Browse, and then repeat the process.
	
	

	5. Click Attach.
	
	

	6. Click Done when finished.
	
	

	7. To view the attached receipts, from the Receipts dropdown menu, select Check Receipts.
	
	After you have checked receipts for the first time, you will see two different options on the Receipts menu: View Receipts in New Window and View Receipts in Current Window.

In order to view the receipts, you must have Adobe version 8.0 or above.


Section 7: Submit/Resubmit Expense Reports (Continued)
Delete Receipt Images

	How to…
	
	Additional Information

	1. On the Expense Report page, from the Receipts dropdown menu, select Delete Receipt Images. 
	
	A confirmation window appears.

	2. In the confirmation window, click Yes. 
	
	When you select the Delete Receipt Images option, all attached images are deleted. You cannot delete individual receipt images.
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Section 7: Submit/Resubmit Expense Reports (Continued)
Submit Your Completed Expense Report XE "Submit an Expense Report" 

 XE "Expense Reports:Submitting" 
	How to…
	
	Additional Information

	1. On the Expense Report page, click Submit Report.
	
	The Final Review window appears, which lists all expenses that require receipts.

	2. Click Submit Report.
	
	The Report Submit Status window confirms that the report was successfully submitted.

	3. Click Close.
	
	The Expense Report List page appears.


Correct and Resubmit a Report Sent Back by Your Approver XE "Correct an Expense Report" 

 XE "Resubmit an Expense Report" 

 XE "Expense Reports:Correcting" 

 XE "Expense Reports:Resubmitting" 
If your approver requires changes or additional information, he/she will return your expense report to you.

The returned report appears in the Expense Report or Active Work section of the My Concur page, along with a comment from your approver.
	How to…
	
	Additional Information

	1. Click the report name (link) to open the report.
	
	The Expense Report page appears.

	2. Make the requested changes.
	
	

	3. Click Submit Report.
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Section 8: Review and Approve Expense Reports XE "Expense Reports:Reviewing as Approver" 

 XE "Expense Reports:Approving" 
As an approver, you can approve an expense report “as is” or send an expense report back to the employee to modify and resubmit.  As an approver, it is your responsibility to ensure that expenditures are in compliance with, and are documented as required by the Kohl’s Travel Policy.

Review and Approve an Expense Report XE "Review an Expense Report as an Approver" 

 XE "Approve an Expense Report as an Approver" 
All reports awaiting your review and approval appear in the Approval Queue section XE "Approval Queue section"  of the My Concur page.  If a report is not approved within 10 days, it will be sent back to the employee.
	How to…
	
	Additional Information

	1. Click the report name (link) to open the report.
	
	The Expense Report page appears.

	2. To review the report information, from the Details dropdown menu, select Report Header (under Report).
	
	The Report Header page appears. 

	3. Click Cancel on the Report Header page.
	
	

	4. To review receipts, click on the Receipts dropdown arrow and select “View Receipts.”
	
	It is important to view receipts to ensure the expenditures are in compliance with the Kohl’s Travel Policy.

	5. To review expense entry information, click an expense entry.
	
	The expense entry details appear on the right side of the page.

	6. When ready to approve, click Approve.
	
	The report moves to the next step in the workflow.


Send an Expense Report Back XE "Send an Expense Report Back"  to the Employee XE "Expense Reports:Sending Back to the Employee" 
	How to…
	
	Additional Information

	1. Click the report name (link) to open the report.
	
	The Expense Report page appears.

	2. Click Send Back to Employee. 
	T
	The Send Back Report box appears.

	3. Enter a comment for the employee, and then click OK.
	
	The report is returned to the employee.
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Section 9: Expense Reimbursement Process XE "Expense Reports:Reviewing as Approver" 

 XE "Expense Reports:Approving" 
Email notifications will be sent to keep you informed about payment activity.  As stated in Section 3, expense reimbursements will be deposited into your bank account on a weekly basis (every Friday).  The payment batches run every Tuesday night.  Therefore, expense reports approved after Tuesday will be paid out the next Friday.
Your US Bank Corporate Card will be paid for the exact amount of the Kohl’s business expenses you submitted.  If you have incurred expenses on your Corporate Card that are not Kohl’s business expenses, you must reimburse US Bank directly for those charges.  Your US Bank Corporate Card information can be accessed online at https://access.usbank.com.
Since Concur uploads all information from your Corporate Card, you may be required to itemize certain expenses as “personal” expenses by checking the “Personal Expense” box located within each expense type.  Examples of these situations may include going over your daily per diem, alcohol charges, hotel movie charges, fitness center charges and sundry purchases (books, magazines and other personal items).  Please see complete listing of non-reimbursable travel items in the Kohl’s Travel Policy.
Required Allocation of an Expense to Personal

The following is an example of a situation in which you would need to itemize a portion of your expense to “Personal Expense” prior to submitting the expense report:
	How to…
	
	Additional Information

	1. Click New Expense XE "New Expense:Lodging Expense" .
	
	

	2. On the New Expense tab, begin typing “meal” into the Expense Type box.
	T
	

	3. Select the “Individual Meals” expense type.
	
	

	4. Complete the required fields as shown in screen shot below.
	
	In this example, assume that you already entered $7 for breakfast and $10 for lunch.
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Section 9: Expense Reimbursement Process (Continued) XE "Expense Reports:Reviewing as Approver" 

 XE "Expense Reports:Approving" 
	5. Click Save. XE "New Expense:Lodging Expense" 
	
	

	6. Since you are over your per diem, an exception will appear as shown below.
	
	Per Kohl’s Travel Policy, the per diem for non major market US cities is $50 per day.
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	7. Click on the Individual Meal expense that you just created and click Itemize.
	
	Since you spent $7 for breakfast and $10 for lunch, you are allowed to spend $33 for dinner.  Since the cost of the dinner was $61, you must itemize $28 to “Personal Expense.”

	8. Select the “Individual Meals” expense type.
	
	Calculation: $7 + $10 + $61 = $78
                                             -50

                                            $28 personal

	9. Complete the required fields and enter $33 in the amount field.
	
	

	10. Click Save.
	
	

	11. Select the “Individual Meals” expense type once again.
	
	

	12. Complete the required fields and enter $28 in the amount field.  Click the “Personal Expense” checkbox.
	
	


Section 9: Expense Reimbursement Process (Continued) XE "Expense Reports:Reviewing as Approver" 

 XE "Expense Reports:Approving" 
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	13. Click Save.
	
	The exception will clear and you will be able to submit your expense report.


In the above example, Kohl’s would reimburse your US Bank Corporate Card in the amount of $50.  You would be responsible for paying the remaining $28 in order to clear the remaining balance on your Corporate Card.
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