How to Submit
a Request

through
SAP Concur

4 Expense Approver Update
A Request




If you experience any issues please contact

Cal teCh access.caltech

Logging In
Welcome to access.caltech Links to other applications:

® AdvanceCaltech

Username *

» Go to access.caltech voemame’___
> Sign In with your Caltech Credentials Pasaword * ¢ GattaonGara
& Y . ¢ Catsch Holp

[forgot your password?) & Caltech Ready

CRCHCNCHCNCNC)

| € CardQuest

SAP Concur I§I Requests Travel Expense App Center

GardQuest +*

On the Landing Page R

» Click on Requests (upper left hand) |, ALERTS

MY TRIPS (0)
o As a California Institute of Technology employee, you are eligible for a free

You currently have no upcoming trips @ You haven't signed up to receive e-receipts. @ Sign up here

SAP Concur Requests Travel Expense App Cente|

On Active Requests T— - —

> Click on New Request Active Requests (40)

Request Name ~ Begins With ~ [



mailto:PCardServices@caltech.edu
https://access.caltech.edu/auth/login?service=https://access.caltech.edu/home/home.s

4 Request/Request Header Tab Request S o oot | ket

Status: Not Submitted
Enter Your Name:

> Request Policy: Select P-Card Request Policy et fonter | Sheen | AT ET
. . . Fequest Polcy ) Enter Your Name Request Type )
» Enter Your Name: Even if you are requesting Evrom— ] [ e S —_ =
on behalf of someone else, enter your name '
Requast Date i
» Request Type: Select Expense Approver Update | sz i esse Erpecte oo nexd morit

A\

Comment: Add comment to expedite or
other note

» Click Save

Enter Your Name: Lupe Gudino

After SaVing from SteP 4 Request Header Expenses Approval Flow | Audit Trail
‘

:| Date | Expense Type Amount Requested

Expense Type:

You will be taken to the Expenses Tab

To create a new expense, click the &
page.

» Select Expense Approver Update
» It will load and take you to Step 6

Declining Balance Card Request
Delegate Request
Expense Approver Update

Low Limit Card Request




Finishing Request
All RED fields are Required

Expense Type: Select Expense Approver
Add or Remove Delegate

Enter Delegate Name

Enter Cardholder’s Full Name

>
>
>
>
>

Click Save (bottom of screen)

7

Final Review “Pop Up Box”

Accept and Submit

To view submitted requests please go to your “Manage Requests” Tab

Request 33CL

Enter Your Name: Lupe Gudino

1

Status: Mot Submitted

Regues! Haatsr Expanses approval Flow i Teail
[ -4 Mew Expenss ]I &£ Expansa Type
Expense Approver Update i
[ Date Expe... | Amount Requested
' Request Date User Hame
!0?125-'2’.121 ER| IE"“' Birink |
Empioyse D Number Defouk Depariment Code:
i 1234567 | | (B0 Dh- FINAMCE, DEPT- PURCHASNG e i
MNew Approvers Name Commant
KMonica Marquez J Gebelle VINc 18 o longer at Camsch
Final Review 0O x

User Electronic Agreement

| understand that falsifying information or abuse of this privilege may result in the withdrawal of access to CardQuest.

Accept & Submit

Cancel




If you encounter any problems, have questions or concerns please contact
pcardservices@Caltech.edu

We really appreciate your time and effort in helping us succeed in this new
SAP Concur implementation.

~The P-Card Team

THANK YOU!


mailto:pcardservices@Caltech.edu
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