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Using GEMS
Welcome to GEMS, the University of Chicago’s automated expense management system. GEMS is a powerful expense reporting solution with an integrated credit card program. GEMS allows you to create expense reports that can be submitted online and routed to a designated approver. Approvers can review, approve, or send back reports. Other roles in the application can view reports and audit expenses. In addition to streamlining the expense reporting process, GEMS pulls in your credit card expenses and allows you to report on out-of-pocket expenses. It then reconciles your reports with payroll. This helps to minimize the overhead that comes with managing your expenses.
Section 1: Getting Started

Log on to GEMS
	How to…
	
	Additional Information

	1. Using a Internet browser, go to the GEMS Login URL:

https://gems.uchicago.edu/login/auth.php
2. On the Login screen, type your CNetID and Password.

3. Click Login.

The Concur Central page appears.


	
	When logging onto GEMS, use your CNetID. Remember that your password is case sensitive. 
If you have any problems logging on, go to the CNetID page: 
http://cnet.uchicago.edu/
For any further assistance please contact NSIT at 4-TECH (773.834.8324).
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Section 2: GEMS Concur Central Page
The Concur Central page is comprised of several sections that make it easy to navigate and find the information you are looking for.

Step 1: Familiarize yourself with the available options
	How to…
	
	Additional Information

	Examine the Expense Reports section.

	
	In this section you will find a heading for Expense Reports along with the links Create and View & Edit. 

TIP: The Help for Expense Reports link and the Help icon in the upper right corner contain generic information that may not address your question. For help on using the system, it is better to use the How Do I section below.


	Explore the Company Links section.
	
	This section contains links to useful expense-related information. It includes Important Information for Travelers, Reimbursement to Individual’s Quick Reference Guide,, Federal Per Diem Rates, and Travel Policies. Clicking on any of these links displays information in a separate browser window so you do not have to leave GEMS.


	Locate the Company News section.


	
	This section contains a link to the University of Chicago’s main Web page where you can access University news.



	Explore the How Do I section.

	
	This section is your best source for help. It contains tips on how to perform common tasks using GEMS. Use these links to access web-based training modules and simulations.


	Find the My Updates section.
	
	In this section, you will see expense reports that you have created and their current status. You can click on the title of any of report to view or edit it.
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	Locate the My Work section.
Note: You will only see this section if you are logged in as an approver.
	
	If you are an approver, you will have an additional section called My Work. It will contain any expense reports awaiting your approval. To view a report, simply click on its title. 
If you have set up a delegate in the system, your delegate’s work will come to you before it is officially submitted. Reports awaiting your approval for submission will be listed when you click the View and Edit.
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Section 3: My Info – Approvers and Preferences
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The My Info section allows you to check your personal information, change your phone number, user preferences, and/or assign a delegate. 
4. General Information: View your personal information that is being used to process your expense reports. If you find any problems with this information you should contact your HR Administrator to update your information in the HR administrative systems.
5. Password: You cannot change your password in GEMS since it uses your CNetID and Password. Please ignore this link – this is a vendor product and it cannot be removed.
6. Expense Preferences: Specify certain behaviors in GEMS. For example, should the system notify you when the status of a report changes? Do you want the Print tutorial to appear every time you submit an expense report?
7. Delegates: You can authorize other users to prepare your expense reports. These users are called Delegates. Use the Delegates link in My Info to add or delete delegates. You can also assign delegates authority to prepare expense reports and to view receipt images.
Step 1: Examine Preferences and Approvers
	How to…
	
	Additional Information

	8. From Concur Central click the My Info icon in the upper right area of the screen.
	
	This opens the General Information page in My Info.

	9. From the General Information page, click the Expense Preferences link. 
	
	On this page, you can specify certain options in GEMS; for example: 
system notification when the status of a report changes, etc.


	10. Click the Concur Central link at the top of the page.
Hint: If you want to change your password, go to http://cnet.uchicago.edu

	
	The “breadcrumb trail” at the top of the page allows you to return to your previous page(s). Do not use the back button in your browser.
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Section 4: Creating a New Expense Report

Step 1: Create a New Report
	How to…
	
	Additional Information

	11. From the Concur Central homepage, click the Create link under the heading Expense Reports  
	
	The Create Report Header page appears, allowing you to enter information related to the expense report.


	12. On the Create Report Header page, complete all required fields (those with red asterisks) and the optional fields as necessary.
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	When naming your expense report:

Check with your division or department leadership to find out if there are any naming standards.

If not, use something that describes the general purpose of the report and allows you to easily identify it. See the Report Naming Standards below.

The fields that appear on this page are defined by the University. You must complete the Report Title, Policy (either Travel or Non-Travel), Report Date, and Business Purpose. 
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If you are entering travel-related expenses you must also indicate Domestic or International, Trip Start Date, and Trip End Date.
Your Department, Sub-Department (if applicable), UC Account Number and Sub-Account Override (if applicable) will pre-populate and will be used for billing purposes across all line items in your report. 

If you wish to change a UC Account or a Sub-Account Override for one or many line items on your report, you can do so by Allocating these expenses.    



	13. Click the OK link at the bottom of the page.
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Step 2:  Add GEMS Card Transactions to an Expense Report
	How to…
	
	Additional Information

	14. When you complete a Report Header, your outstanding Credit Card transactions will display (if you have any).

OR if you are in the middle of a report:

from the Add Expense for Report page, click the Add Company Card Transactions link.
	
	GEMS card transactions are automatically imported into your GEMS user account and are ready to be added to your current expense report. 
Transactions typically appear several days after they have been incurred.

	15. In the Unassigned Company Card Transactions section of the page, select a check box for each transaction that you want to assign to the current expense report.
	
	You can also click the Select All link to add all of the transactions to your report in one step.

	16. Click the Add Selected Transactions to Report link. 
	
	The selected transactions move to the Expense Report section at the bottom of the page.
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Step 3: Add an Out-of-pocket Expense to an Expense Report

	How to…
	
	Additional Information

	17. On the Add Expense for Report page, select the Expense Type from the helper pane on the right-hand side of the screen.

	
	The selected type appears in the Expense Type field. The page refreshes, displaying the required and optional fields associated with the selected expense type.
All expenses can be itemized, or, broken down into sub-expenses so that you can offer extra details within one expenditure.
Certain expenses—lodging, car rentals, ATM withdrawals and fees, and other—must always be itemized.
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	How to…
	
	Additional Information

	18. Complete all required fields (those marked with red asterisks) and the optional fields as directed by the University, using the associated helper panes when they are provided. 


	
	For the Transaction Date field, use the helper pane to select the date the expense was incurred.

For the Currency field, use the helper pane to select the appropriate currency. If you select a currency other than US dollars, refer to “Section 6: Using Special Features.” 

The University may not cover 100% of every expense. For instance, if you purchase extra insurance on a rental car, you will need to cover the expense yourself by marking “Non-reimbursable (personal) expense.
For information on the University travel reimbursement policy, refer to Adminet at:

http://adminet.uchicago.edu/admincompt/finpolic/fpintro.shtml#FP1200
If a portion or all of this expense should be charged against any Account number or Sub-Account Override other than your default, then you should click on Allocate to re-direct expenses accordingly.

	19. When the form is complete, click Save & Go to Expense List (or click Add Another Expense to manually enter more expenses).
	
	

	20. Be on the lookout for a common error: If you enter an out-of-pocket expense that matches an unused GEMS card transaction, there is a chance that you manually duplicated a transaction that was already imported to your account. 

When this happens, a Blue Diamond icon ( [image: image9.png]


 ) is displayed next to the expense entry on the Expense List page or the GEMS Card Transactions page. 
	
	You can click a Blue Diamond icon ( [image: image10.png]


 ) to see more information and then decide if the matching transactions are in fact duplicates.
If so, you can combine them by clicking Accept this Match. 
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Section 5: Reviewing and Editing an Expense Report
You should review and edit all expenses, including GEMS card transactions, for accuracy before submitting your expense report.

	How to…
	
	Additional Information

	21. On the Expense List page, click the expense type (link) of the expense you wish to review. 
	
	The Edit Expense page appears.



	22. Move through the fields and make the required changes.
	
	If a required field is blank or incomplete, type the information or select from the list in the helper pane, whichever applies.

	23. When done, click Save & Go to Expense List.
	
	If you fail to enter any of the required information, a red flag will appear next to the entry in the Expense Report list. You will not be able to submit this report until you fix the error.
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Section 6: Using Special Features
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. Nightly Lodging Expenses allows you to quickly itemize room rates and taxes, which are the same for each night of your stay. You can then itemize the remaining charges on your hotel bill. 

Step 1: Creating a New Expense Transaction 
	How to…
	
	Additional Information

	24. From the Expense List page, click the Add Expense link to add the hotel charge that will need to be itemized.
	
	If you need to itemize an already existing transaction, skip to step 3 in this procedure.

	25. On the Add Expense page, select Lodging – Itemization of Charges from the helper pane.
	
	Although hotel expenses are the most commonly itemized transaction, you can itemize any expense (except Mileage) by clicking on the Itemize link beside the transaction description in the Expense List page.

	26. After entering the required fields on the Add Expense for report page, click the Nightly Lodging Expenses link at the bottom of the page to itemize the expense.
	
	This opens the Nightly Lodging Expenses page where you enter the amounts for the Room Rate and Room Tax.
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Step 2: Itemizing Nightly Lodging Expenses
	How to…
	
	Additional Information

	27. On the Nightly Lodging Expenses page, verify or change the dates in the Check In and Check Out fields.
	
	The number of nights is automatically calculated 

	28. Complete the Room Rate and Room Tax fields or combine your nightly rate with tax and click:
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	If there is more than one type of room tax, use the additional tax fields provided.


	29. Complete any additional required fields as directed by the University.
	
	Enter any other expenses that recurred every night you stayed at the hotel (parking or gym fees for example). After this screen, you will have the opportunity to further list non recurring expenses.

	30. Click the OK link.
	
	At this point, the Amount Remaining field will show how much is left to itemize. If this number is 0, you can skip the next step.
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Step 3: Adding Remaining Lodging Itemizations
	How to…
	
	Additional Information

	31. If the Amount Remaining field on the Lodging Itemization page is more than 0, click the Add Itemization link. 
	
	The Add Itemization page is similar to the Add Expense page.

	32. Select the Expense Type from the helper.
	
	Be sure to categorize expenses correctly according to University policy.

	33. Complete the required and optional fields as usual.
	
	

	34. If any portions of your expenses are not covered by the University, you must separate them out and mark them as Non-reimbursable (personal) Expenses. Some examples include in-room movies or minibar expenses on a hotel bill.


	
	Personal charges typically include such things as personal phone calls or in-room movies that the University will not reimburse you for.

	35. When you are done done, click Add Another Itemization.

	
	Follow these steps until all associated expenses are itemized. The amount in the Amount Remaining field will be zero when all expenses are itemized correctly.

	36. When you have accounted for the entire Amount Remaining described in step 1, click Save & Go to Itemization List.
	
	You are returned to the Itemization List page.

	37. If any incurred charges need to be assigned to an Account Number or a Sub-Account Override other than your default, then click on the appropriate expense(s) and then click Allocate Selected Rows.
38. On the Itemization List page, review the information for accuracy and then click Done.
	
	You are returned to the Expense List page.
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Itemize Expenses
Use the Itemize feature to provide extra details about line items under in a single expense, account for receipts that include both business and personal expenses or to make sure that each of your expenses is billed to the correct department in your organization.

	How to…
	
	Additional Information

	39. On the Expense List page, click the Itemize link in the row for the expense you want to itemize.
	
	An alternate way to do this is to itemize while adding or editing the expense by clicking Itemize on the bottom of the Add Expense or Edit Expense page.

	40. Select the Expense type and complete the required and optional fields as usual.
	
	If a portion of one of your expenses is personal and should not be reimbursed by the University, select the Non-Reimbursable (Personal) Expense check box. Note that these expenses will be deducted from your paycheck.

	41. When done, click Add Another Itemization.
	
	Follow these steps until the expense is fully itemized. The amount in the Amount Remaining field will be zero when all expenses are itemized.

	42. When done, click Save & Go to Itemization List.
	
	The Itemization List is a quick view of how the transaction was split into parts.

	43. On the Itemization List page, review for accuracy and click Done.
	
	When finished, you will return to the Expense List page and be able to review all the transactions for this report.
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Enter a Business Meal
Business meal expenses have a unique requirement. When you enter a business meal, you are required to list the attendees who were present at the event.

	How to…
	
	Additional Information

	44. Select the GEMS card transaction that contains your Business Meal OR click Add Expense from the Expense List Page.
	
	

	45. Select the Business Meal (attendees) Expense Type.
	
	

	46. Enter in all required information including the number of employees and the purpose of the business meal (Also include optional information as necessary). 

47. Click in the Attendees field.
	
	

	48. Use the helper pane, to organize your attendees’ name, title, company. Then click Add Attendee.

	
	Recently used attendee names will be listed for your convenience. Simply click on their name and they will be added to your list.

If you have a group of over 10 people, you can use a descriptive name to identify the group instead of listing each attendee individually.

	49. After adding all attendees, continue adding more expenses or complete your report.
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Convert Foreign Currency Transactions
When adding an expense that was incurred in a currency other than US Dollars (USD), a helper pane appears to assist you in converting the currency to USD.

	How to…
	
	Additional Information

	50. When adding an expense, from the Add Expense to Report page, select the appropriate Currency.
	
	A helper pane appears and the insertion point moves to the Amount field.

	51. In the helper pane, type the amount of the expense in the Amount Spent in (Foreign Currency) field.
	
	Enter the actual amount spent, including any tax.

	52. In the Exchange Rate field, type the exchange rate you received. Click Reverse Rate, if necessary to calculate the amount in your home currency.
	
	Currency can be converted by multiplying the expense currency by an exchange rate or dividing it by an inverted exchange rate. When you enter the amount and rate in the helper pane, review your receipt. If the conversion is not accurate, click Reverse Rate.

	53. When done, click Save this amount and complete the remaining fields on the expense page as usual.
	
	

	54. Click Save & Go to Expense List after completing the form.
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Hint :  The  How Do I?   section is your  main reference source for using GEMS.  
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Allocation - Changing Accounting Information
There may be occasions when you need to change the accounting information for your expenses. When this occurs, you can select one or more line items and divide the expense between different account numbers and/or assign a sub-account override.
	How to…
	
	Additional Information

	55. While adding an expense line item click the Allocations link.
OR on the Expense List page, click one or more line items and then click the Allocate Selected Rows link.
	
	The allocations screen will appear.

	56. Click your cursor in the UC Account field.  Your default account number will be listed.
If you want to add a sub-account override number to your current default account number, add it in the UC Sub-Account Override field.

If you want your default account number (with or without a UC Sub Account Override) to cover a portion of the expense, click the Add to Allocations link.
	
	Dividing expenses between departments can be done by the User, by an Approver reviewing the report or by a Processor.
 

	57. To add another Account number to cover a portion of the expense(s), place your cursor in the UC Account field.  Use the helper pane on the right hand side of the screen to locate the new Account number.

If you want to add a sub-account override number to this account number, add it in the UC Sub-Account Override field.

58. When you are ready to add this new account number (with or without a UC Sub Account Override) to cover a portion of the expense, click the Add to Allocations Link.
	
	Every time you add a new account number, the expense will be divided equally between those accounts. You may modify the portion division in the Percent/Amount field
The percentage/amount must total 100% of the expense(s) marked for allocation.
Approvers: If you allocate and the total does not add up to 100%, the outstanding balance of the expenses is allocated to the user’s default FAS account number.

	59. Continue adding numbers until you have accounted for all accounts that will share this expense. 

Ensure that the breakdown for each account is appropriate, then click Ok.
	
	


Section 7: Printing and Submitting/Resubmitting Expense Reports 
Preview and Print Your Expense Report
As you prepare to submit your report, you’ll need to view and possibly print your UofC Fax Receipt Cover Page. It will contain a barcode and will list the expenses that require receipts. The barcode will tie your faxed receipt images to your electronic report.
	How to…
	
	Additional Information

	60. When you open On the Expense List page, click Print Report or, on the Report List page, find the report you want to view and click Print.


	
	The first time you print, a dialog box will appear with instructions on how to print and submit a cover page and send your receipts by fax. 
If you want to bypass this screen in the future, click off the Display this tutorial each time I print check-box. 

	61. On the Select Report Format page, select UOFC Fax Receipt Cover Page. Indicate if you’d like to see your broken down itemized expenses. Then click Print Preview.
	
	From the top of the Print Preview page, you can choose Close the print option or Print the report.

	62. From the preview, you can review the document and compile the receipts in the check list.
	
	There are checkboxes next to each required receipt. These check boxes do not register in the system. They are there for your convenience only.

	63. If there are receipts to submit, Click Print, then click Print again in the Print dialog box. After printing, click Close to close the Print Preview page.
Fax your cover page and your receipts to the number listed on the fax cover.
	
	In addition to receipts, you may have other paperwork to fax:

if you’ve flown first or business:
You must fax in written permission from a Dean or a Vice President. 

if you’ve purchased a gift over $200:
You must fax in written permission from the provost.

If there are no receipts and no other paperwork to fax, you can skip printing and simply submit your report.

	64. Click the Check Receipts link to make sure that your fax registered clearly.
	
	You will not be able Submit your report until you have checked your receipts.


Submit Your Completed Expense Report
	How to…
	
	Additional Information

	65. From the Expense List page, click Submit Report or from the Expense Report List page, click Submit.
	
	If you do not yet have a default approver or an FAS Account number assigned in the system, you will not be able to submit your report. See your GEMS divisional/departmental representative to help you get the proper information in place. Once the information has been corrected in the system, you will need to recreate your report.


Correct and Resubmit a Report Sent Back by Your Approver

	How to…
	
	Additional Information

	66. In the My Update area of Concur Central page, you are able to watch the status of your reports as they move through the system. 
Returned reports will have a status of Sent Back to Employee along with the name of the person that sent back the report.
	
	Your report header will contain comments from the approver that returned the report. These comments will explain why the report was returned.


	67. Click on the report name to open the report.

68. Navigate to the Report Header using the link in the upper left hand portion of the screen.
	
	

	69. Click in the Comments field and read the approver’s comment in the Comment History helper pane and then click Done in the work pane.
	
	

	70. If your approver has requested that you edit some portion of your report, navigate to your Expense List, click the name (link) of the line item you’d like to change.
	
	

	71. To view and/or edit an expense, first click the Expense type link of the transaction you want to review. When you are done with your changes click Save & go to expense list.
	
	Continue reviewing line items until you have made all recommended changes to your report.

	72. When you are done with your changes, on the Expense List page, click Submit Report. 
	
	You can also opt to re-fax in your cover page with new/extra receipts if necessary. Don’t forget to Check Receipts before resubmitting your report.


[image: image102.emf] 

  Users can s ee the status of all of their  submitted  reports in the My Updates section  without having to drill deeper to find the  information they need.   If this list gets too long, users can eliminate old  reports using the “Remove from List” link.  
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Section 8: Reviewing and Approving Expense Reports

As an approver, you can approve an expense report “as is” or send an expense report back to the user to modify and resubmit. 
Review and Approve an Expense Report
	How to…
	
	Additional Information

	73. In the My Work section of the Concur Central page, click on the title of the report you wish to view. 
	
	All of the reports waiting for your approval are displayed in the My Work section of the Concur Central page.

	74. From the Expense List page, click on each expense and review it with the Approver Check List which is available on the GEMS website in the “Resources” section. 
Then click through the links provided in the upper left hand corner of the screen. These will give you different views and extra information about the report.

[image: image24.png]Expense List Report Header Report Totals Approval Flow —Audit Trai





	
	

	75. If every line item in the report is University related and complies with all University policies, click the Approve link on the Expense List page.
	
	After a report is approved, it may or may not go on to a processor for extra review. 



	76. If there are any line items on the report that do not meet your approval and/or do not comply with University policy see the Sending an Expense Report Back to an Employee section that follows.
	
	As an approver, you may be the last person that looks at this report before the user is reimbursed. Therefore you must review all line items closely.
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Send an Expense Report Back to a User
	How to…
	
	Additional Information

	77. In the My Work  section of the Concur Central page, click on the title of the report you wish to view. 
	
	All of the reports waiting for your approval are displayed in the My Work section of the Concur Central page.

	78. From the Expense List page, review the various line items in the expense report.

Click through the various views of the expense report using the links at the top of the page.
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	During this process, you may find expenses that do not meet all of the criteria presented on the approval checklist. 
In these cases you will need to send your report back to the user along with suggestions on how to fix the report.

	79. Click the Send Back to Employee link above the expense list table.
	
	A Send Back Report comments screen appears.

	80. In the Send Back Report page, add comments in the Comment box.
	
	Comments should tell the user exactly why the report was returned and how to modify it before resubmitting.

	81. Click OK.
	
	The report is sent back to the user. 
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Add an Additional Approver

There may be times that you would like another set of eyes to review an expense report before it is sent on for processing. For example, if an expense is being charged to an alternative department (via Allocation [image: image28.jpg]


), it is highly recommended that you get approval from a party in that department that is authorized to approve the charged amount. Use the instructions below to add that extra layer of approval.
	How to…
	
	Additional Information

	82. While you are approving a report, click on the Approval Flow link in the upper left hand corner of the screen.
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	The Approval Flow screen will appear.

	83. You will see approvers that are currently slated to review the report. If you wish to add another approver to the list, click on the Add Approval Step link.
	
	

	84. Use the Employee Helper in the right hand pane to locate the additional approvers you would like to add to the workflow chain of this report.
	
	Locate a name by typing in search criteria and selecting the Search link.
Locate the name you are looking for and click on it to add it to the approval flow.

	85. Once you have added all additional approver names you can either:
Cancel: the approval flow will remain as it was before you entered this screen.

Save and go to Expense List: The new workflow will be implemented when you approve this report.

Approve: The report will go on to the next approver in the flow. It will not be returned to you unless it is rejected somewhere down the line and then the user resubmits the report.

Send back to Employee: The report will be sent back to its owner. You will be required to enter comments explaining why.
	
	If extra explanation is necessary, be sure to follow up with an email to let the additional approver know why the report has been forwarded.


Section 9: Using Delegates
In the GEMS Program, you can delegate one or more users to enter expenses on your behalf. When a delegate prepares a report for you, you are still required to submit the report which will send it on to the approver. In addition to assigning delegates, you may also be assigned to act as a delegate for someone else.   
Assigning a Delegate to Enter Expenses on your behalf
	How to…
	
	Additional Information

	86. In the top right corner of the GEMS window, click on the My Info icon [image: image31.jpg]


. 
	
	My Info displays General Information. Notice along the top that it also has options for Password, Expense Preferences, and Delegates.

	87. From the My Info page, click the Delegates link near the top of the page.
	
	

	88. To assign a delegate, click Add Delegate.
	
	

	89. Use the Employee Helper on the right to search for the person you want to assign as your delegate. Select first name, last name, or email as your search field, type in all or part of the person’s name or email, and click Search.
	
	The search function will display the person(s) who meet you search criterion. You may see more than one person listed if their names match the letters you typed for the search criterion. If no name is displayed, check your spelling or try searching for another person. 

	90. Click the name of the person you want to assign as delegate.
	
	The name of the person you click will appear in the Delegate field on the left.

	91. Click OK.
	
	The system will return to the Delegates screen. The delegate you added should now appear in the table. You have the option to allow the delegate to prepare and to view Images. Can Prepare means the delegate can create an expense report for you. Can View Images means the delegate will be able to add and view your receipts.

	92. Select Can Prepare and/or Can View Images for the delegate you just added, then click Save.
	
	After saving you settings, the person you added as a delegate will now be able to create your expense reports.
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Acting as a Delegate - Expense Reporting on someone else’s behalf 
If you have been assigned as a delegate for another user, you can prepare expense reports for that person. When you login to GEMS, you will see the option Act as an Expense delegate in the Expense Reports area.
	How to…
	
	Additional Information

	93. From the Concur Central page, click Act as an expense delegate. 
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	This option will only appear if you have been assigned as a delegate for one or more users. 
If you have been assigned as a delegate for more than one user, GEMS will give you the option to select a user before displaying the Expense Report List.

After clicking this option, GEMS will display the Expense Report List containing all reports for the selected user. 

	94. From the Expense Report List, you can either click an existing report name, or, click Create a New Expense Report to prepare a new report on behalf of the report owner – the user that appointed you as a delegate.
	
	

	95. Follow the same steps you would normally use to edit or create an expense report. When you are done, click Notify Employee. The owner will have to submit the report before it will go any further in the workflow.
	
	The report owner will be able to edit any reports you create or edit on his/her behalf.
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Section 10: Concur Expense Action Buttons and Icons

	Button/Icon Description
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	Log Off: Click to log off of the Concur Expense system.
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	My Info: Click to view your profile, change your account settings and/or assign a delegate.
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	Tooltip:  Hover the mouse pointer over a tooltip icon to view the associated field-related help.
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	Itemized expense: Click to see a detailed breakdown of an expense line item.
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	Attendees: Click to access the Attendees field on a Business Meal line item entry.
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	Comments: Click to navigate to the Comments field on the Edit Expense page. When clicked for report-level comments, the Comments field on Edit Report Header page is displayed.
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	Personal expense: Indicates a personal (non-reimbursable) expense.
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	Exception Flags:
Red: An expense report cannot be submitted until the exception is corrected.
Yellow: An expense report can be submitted, but an exception exists.

Gray: The exception has been cleared by a processor.
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	Company Card transaction: Indicates that a transaction was incurred using a GEMS credit card. Click the Company Card icon on the Expense List page, Edit/View Expense page, or Company Card Transactions page to view the details of the GEMS card transaction.

	[image: image47.png]



	Vendor Supplied Data: Indicates that the vendor has provided transaction data for a GEMS card transaction. This data is provided by the merchant at the time of the sale; note that not all GEMS card vendors provide this kind of data. 
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	Blue Diamond: Click the Blue Diamond to combine a manually entered expense with a GEMS card transaction.
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	Allocated Expense: Indicates that a portion or all of this line item has been charged to an alternative account number or sub-account override. Click the icon to review the allocated codes and percentages.


Section 11: Working with exception flags 
	Flag Type
	Flag Text
	How to clear this flag

	Red Flag [image: image50.png]



	Red Flag: Expense entry item cannot be more than $9,999,999.99.
	Contact gemspolicies@uchicago.edu. This transaction cannot be handled in the system.

	Red Flag [image: image51.png]



	Red Flag: Expense reports with negative out-of-pocket is not allowed. See your Department or Division Administrator to process returned funds.
	This flag will occur if you try to enter a return for an out- of-pocket purchase.

In this case you must submit a JV form to the Bursar’s office
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	Red Flag: Pre-Approval is required for all First or Business Class.
	If you have pre-approval for business/first class air travel from a dean or vice president you must mark your airfare form accordingly.
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If you do not, you must itemize the airfare expense and separate out the extra cost incurred for the upgrade. This extra cost should be marked as a Non-reimbursable (personal) expense.

	Red Flag [image: image54.png]



	Red Flag: This vehicle class falls outside the University Financial Policy #1202. Based on the car rental class chosen, a reason must be specified in the 'Comment' field for requesting this type of vehicle.  
	If you had work related reasons for an upgrade over a full size vehicle you must enter comments.
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Otherwise, you must itemize the car rental expense and separate out the extra cost incurred for the upgrade. This extra cost should be marked as a Non-reimbursable (personal) expense.
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	Red Flag: Travel on a foreign carrier requires compliance with the provisions of Fly America Act, and must be documented in the 'Comment' field.  See the Concur Central Page and select the Traveller’s Tips link for a list of valid reasons
	List your reasons for selecting a foreign carrier in the comments section.
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Acceptable reasons are listed on http://adminet.uchicago.edu/admincompt/
finpolic/traveltipsframeset/index.shtml
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	Red Flag: You have tried to submit a report without submitting your cover page and any required receipts. Please fax your documents.
	One or more of the line items on your expense report requires receipts.
Print out a U of C fax cover. It will provide a list of all receipts that you are required fax in with your report.
Fax in your cover sheet and all receipts. Check Receipts to make sure that everything faxed clearly. Once your receipts have registered in the system, you should be able to Submit your report.
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	Red Flag: You must have a valid FAS account code in the system before you could submit an expense report. Please delete this report and check with your GEMS Department/Division Representative for more information.
	If you are in a department or division that has gone live:

Contact your GEMS department/division representative. He or she should liaise with your HR administrator to ensure that your information is updated in the proper HR Administrative systems. Once that information is correct it will be fed to Concur and you will be able to submit expense reports.
If you are not in a department or division that has gone live, you will be notified by your department or division leadership when GEMS is coming to your department/division. 
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	Red Flag: This entry must be itemized before the report can be submitted.
	All hotel expenses, purchases made with ATM cash, car rental upgrades (above full size), car rental extra insurance and line items that contain personal expenses must be itemized.
If you have any of these transactions on your report you must go back and break up the items that make up the line item expense.

ATM Withdrawals must be itemized before you can submit an expense report.
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	Red Flag: The expense type you selected is not reimbursable. Please check 'Non-reimbursable (personal) expense' checkbox on the report.
	This expense type is not reimbursable by the University. Click the Non-reimbursable (personal) expense checkbox.
If you think you have received this flag in error, select a different expense type and include comments describing why this is a reimbursable expense.
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	Red Flag: Non-reimbursable (personal) out-of-pocket expenses may not be entered on your expense report.  Please remove this entry, and enter only the reimbursable portion of this expense.
	There may be occasions when a portion of an out-of-pocket expenses was for personal use. When this is the case, subtract the personal portion from the total receipt. Do NOT include the personal expense as a part of your expense report.
Note: If you have a personal expense which is part of a GEMS credit card expense, you *must* include it on your report and mark it as personal.
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	Red Flag: Car rental insurance is valid for international travel only.


	You may not purchase extra insurance when you rent a car in the US. 

When you travel internationally, you may purchase the equivalent of collision insurance. All other extra insurance costs will not be covered by the University. 
If you purchase any extra insurance, you must itemize the insurance cost and mark it as a non-reimbursable expense.
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	Red Flag: You cannot claim reversal charge as personal. Please unmark the expense as personal to proceed.
	If you attempt to mark a return or a credit on an expense that has been marked as a non-reimbursable (personal) expense, this flag will be triggered.

Simply uncheck the non-reimbursable (personal) expense box and the flag will clear.
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	Red Flag: Please change the expense type to 'Premium Airfare' to match class of service you picked.
	This flag will occur when your premium airfare expense type does not match the class of service field located on the airfare form. 

You will need to identify and correct the incorrect selection so that the 2 match.
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	Red Flag: '000000-NO VALUE PROVIDED' is not a valid FAS account code. Please select valid one from the list.
	This flag will appear when you are attempting to allocate an expense to an invalid FAS account number. Instead, search on and select a valid account number to clear this flag.
If you are unsure of the appropriate account number, consult with someone that is authorized to release funds from that account to get the proper numbers.
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	Yellow Flag: Airfare Premium Grants & Contract - Approval and Auditing required.
	All business class and first class tickets that were purchased on grants or contracts are subject to additional review.

When you fax in permission from a Dean or a Vice President and your processors verify that premium airfare was the best available option, they will be able to clear this flag.
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	Yellow Flag: Non-cash gifts greater than $200 must be approved in advance by the Provost (See Reimbursement Policy No. 1211). Please fax signed approval letter along with a fax cover page and required receipts.
	When you fax in written permission from the provost, this flag can be cleared by a processor.
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	Yellow Flag: Review and/or complete action on the following items:

1.)The daily rate must be reduced by 25% for first and last day of travel.

2.) Verify the Per Diem meal amount plus Per Diem lodging amount does not exceed the IRS daily maximum.
	When your processor verifies that you have calculated your per diem properly and that you have not exceeded any IRS limits, he/she will be able to clear this flag.
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	Yellow Flag: This expense report contains allocations outside of your department. Please assign a additional approver.
	Approvers: If you are approving a report that is going to hit a department other than the report submitter’s own default FAS account, you are asked to forward the report on to one or more approvers that is authorized to release funds from that department.
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	Yellow Flag: Please submit approval memo with receipts.  Premium Airfare requires Dean, VP, or Provost approval. Please fax the approval letter with your receipts.
	All business class and first class tickets are subject to additional review.

When you fax in permission from a Dean or a Vice President and your processors verify that the proper documentation has been included, they will be able to clear this flag.

	Yellow Flag [image: image73.png]



	Yellow Flag: Expense Type charged to sub-account 99xx is selected. Please ensure it's not allocated to Ledger 5.
	Approvers and expense processors will see this message under allocated expense entries that are charged to a 99xx sub-account. 

As an approver/processor it is your responsibility to ensure that no portion of the expense is charged back to a ledger 5 FAS Account.

	Yellow Flag [image: image74.png]



	Yellow Flag: The report has 'Premium Airfare – charged to a Federal Grant' or 'Premium Airfare - with Dean's approval (9912)'.
	Approvers and processors will see this flag when a user indicates that he/she flew 'Premium Airfare – charged to a Federal Grant'.

This message notifies the reviewer that he/she should look for the required pre-approval note from the Dean when viewing faxed receipts.
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	Yellow Flag: There’s no alcohol allowed on federal grant. Please ensure it’s not charged to Ledger 5.
	If you select an expense type that may contain alcohol purchases (a business meal for example), you must make sure that it is NOT charged to a Ledger 5 account. 

Any portion of the expense that IS, must be allocated to a non Ledger 5 account.

	Notice
	Notice: this report contains expenses that require receipts and/or supporting documents. Please remember to print, fax, and view the necessary documents prior to submitting your report.
	This is an informational message. It is being displayed to let you know that you will need to 

· print a cover page;
· fax in your cover page and required receipts;
· fax in any required paperwork and

· view your faxed receipt images 

before submitting your report.


�


Users have access to all of their GEMS services and tools directly from the Concur Central page without having to log-in to separate system.





�


Users can see the status of all of their reports in the My Updates section without having to drill deeper to find the information they need.





�


As an approver, you are accountable for every line item on each report you approve. Therefore it is critical that you review each line item against the Approver Checklist.








�


Users can select the scenarios that will trigger email notification. They can also set preferences for to display prompts and instructional text. 





Hint: Travel and non-travel expenses must be handled in separate reports.





�


If you make a purchase on your GEMS Card, the amount will be imported in the native currency. 


When you move the GEMS Card transaction to an expense report, it is automatically converted to USD








�


Each expense type has a specific form associated with it so you never have to fill out sections that don’t pertain to the transaction you are reporting.








�


A number of transaction details are automatically imported into your expense report. This saves you time and the chances for human error.








�


Pre-populated lists, such as the vendor list on this page, ensure data accuracy and quick data entry.





�





�


Recurring expenses may include parking or internet access. This screen eliminates the need to enter the same expense multiple times.  





�


Itemization allows you to mark some charges as personal; eliminating the need to use a separate account for all personal charges.








�


The My Attendees area is pre-populated with the attendees that you previously entered. You can easily add these attendees to an expense with a click of the mouse. 








�


Itemization allows you to:


allocate portions of your expenses to other accounts 


mark some charges as personal; eliminating the need to use a separate account for all personal charges.





�


You can use a “USD to foreign currency conversion” using a straight exchange rate or an inverted “foreign currency to USD” rate. Toggle between the two options using the Reverse Rate link.


Daily exchange rates can be found at http://oanda.com/convert/classic


 








�


A delegate is a user that you have permitted to enter expenses on your behalf.








�


When a report is returned, the report header will contain comments from your approver explaining any/all issues. 


At this point you are able to make the suggested changes to your report and resubmit it for a second review.








�


The detailed comment history attached to each request allows users and approvers to understand the path the request has taken and see each instruction and reply in sequence.








Important note: Email will be sent to addresses with the format cnet@uchicago.edu. 


If your email contains an extra qualifier  (e.g. cnet@gsb.uchicago.edu or cnet@surgery.uchicago.edu) then you must forward your basic cnet@uchicago.edu email address at: 


https://cnet.uchicago.edu/cmail/bind.cgi?to=forwarding











�





Room rate and tax can be combined into one entry if you click the checkbox at the bottom of the page





�











�


�


Fields marked with a blue triangle launch helper panes. A helper pane is an area on the right hand side of the page that provides assistance with entering and editing a field value.�





�


�


Fields marked with a blue triangle launch helper panes. A helper pane is an area on the right hand side of the page that provides assistance with entering and editing a field value.�





�


When you act as a delegate, you can view and edit reports as well as create new reports on a report owner’s behalf.





The owner will ultimately be responsible for submitting his or her reports.














Hint: Personal expenses will be deducted from your paycheck and should be avoided whenever possible.





Hint: If you do not see your hotel in this dropdown list, select “Other Vendor” and manually type in the hotel name.





Hint: If you start a report (and complete at least one screen) but don’t finish it, you can find it later by clicking on the View and Edit link in the dashboard.





Hint: Cash advances and travel requests will not be handled in the University’s system.





�





�


If you want to change accounting information, you can do this while entering a line item by clicking on the Allocate Link.





You can also allocate for multiple expenses from your Expense List by selecting line items and clicking Allocate Selected Rows.








Report Naming Standards


Name your reports in a manner that will allow you and your approvers to easily distinguish one report from another. Suggested examples are below:





If you like to sort by date, type the date first:


Standard: yyyy/mm Report name


Example: 2007/03 Office Supplies





If you like to sort by name and date:


Standard: Report name yyyy/mm


Example: Office Supplies 2007/03





If you like to sort by contract, grant or account number:


Standard: <contract #> Report name


Example: 2323-1 Lab Supplies





�
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