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This is an instruction that is as simple as possible (in Dutch we call it a Jip and Janneke instruction) to
request and justify an advance payment for a trip abroad.

If you still can't figure it out, please contact the HRM servicedesk:

@ servicedesk.hrm@vu.nl

@ 020-598 2882

Don’t call the financial helpdesk!



mailto:servicedesk.hrm@vu.nl

Step 1

Go to SAP CONCUR

https://eul.concursolutions.com/

Username = your VU email address
Sign in with VUnetID



https://eu1.concursolutions.com/

Step 2

1.

2.

Click on Requests

Create New Request

COMPANY NOTES

MY TASKS

SAP Concur [C] | Regmes  Emerss  Aooas Rsporinge

Manage Requests

BEGIUEST LIBRARY Vo agev heants

THERE ARE NO ACTIVE REQUESTS
+ Ciltk Create New Request 1o creale a new fequest




Step 3

Click in the field Cost Center:

(not the arrow on the left)

e select cost center when the costs must be
allocated to the 1st funding, e.g. section,
department.

¢ select WBS element when costs must be
allocated to a project (2nd/3rd)
,starter/incentive grant, fund or educational

budget. ]
Create New Request
e 7 ] i Typee ™
Cick on 7 Chands 1o WEBS T v 20 Cost
Y

Cost object ID:

cost center: 6 numbers
WABS element: starts with a R (project),
H (funds, educational budget) or S
(starter/incentive grants)

Do you want to receive

a cash advance?
choose YES

> Create Request



Step

Add expenses choose all your expected

_ expenses and enter the estimated
amount.

Add Expecled Expense *®
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Step 5

Request Details: You receive 75% of the expected total amount
Select “Add Cash advance”

as an advance. If that gets you into financial
trouble, increase your expected costs.

Submit Request

MARS conference € 1.000,00 @

HNot Submitted | Roguest ID: 3VTK
Ry i Dt Pl W AT r

CARN ADVANCES: 1
Bmcurst

€ 750,00

EXPECTED EXPENSES

> Expense type T| Detaita T| Duie Amousi 1], Requested 7|

teat 2403.2023 € 100,00 € 100,00
sl 1 st lor Aol

Rinikasd Adkl-ona No Expected Expenses

Bk Bt S ) £,
[rrpo oy r—

24-03-2023 €50000 € 500.00

— SemmnaiCourse lees 24-00-2025  €400.00 € 400,00
SAP SAP Concur

€1.000,00
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Step 1

Go to SAP CONCUR

https://eul.concursolutions.com/

Username = your VU email address
Sign in with VUnetID



https://eu1.concursolutions.com/

Step 2

Click on “+ Start a claim’> > Create from
an Approved Request

Create New Claim

(e sstscms | S ——

* Requred fieid
Ciaim Name *

Cast Object Type * ©  cCostObpain®

'Y« | (CC) Cost Center ||y « | (7112010 Financiele serv. | bt ot e s ol

Comment

Claim Travel Allowance




Step 3

Create from an Approved Request?

B S e ——_
Confirm that you want settle the advance
with the costs ‘Create from an Approved

Request’

Go back Create from an Approved Request




Step 4

Select the request and submit the costs
by pressing on create Claim, for claiming
the daily allowance go to step 4, if you do
not want to claim the daily allowance go PR N
to step 5. -




Step 5

For claiming the daily allowance >> click
on ‘Travel allowance (1) and than
"Manage Travel Allowance’ (2).

@ There are cash advances available to add to this claim. View

Nieuwe Test 75,01% €0.00 @

Not Submitted

Claim Details ~ Print ~ Manage Receipts w Travel Allowance™~

REQUEST Manage Travel Allowance

Approved
€500.93

Add Expense

No Expenses

Add expenses to this claim to submit for reimburs:

ement.

Submit Claim



Step 6

create new itinery

fill in the outward trip > save fill in the return trip > save
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Step /

create expenses )

@ Tnore are cash oavances avolatie 1o 00d 1o this ol W

Do you want to claim more
expenses click on ‘Add
Expense’, if there are no more
expenses click on ‘Submit
Claim’ .

Seppiss Petaila ty, O

...................



the end!




	1. request advanced payment��
	�������This is an instruction that is as simple as possible (in Dutch we call it a Jip and Janneke instruction) to request and justify an advance payment for a trip abroad.��If you still can't figure it out, please contact the HRM servicedesk:��	servicedesk.hrm@vu.nl��	020-598 2882 ���Don’t call the financial helpdesk!
	Step 1
	Step 2
	Step 3
	Step 4
	Step 5
	2. settlement advance payment�
	Step 1
	Step 2
	Step 3
	Step 4
	Step 5
	Step 6
	Step 7
	the end!

