How To Expense Professional Society Fees with Gulfstream
1. Go to Gulfstream Homepage  ( Resources
2. Scroll down Resources to Concur Application (Select Concur
3. A new page will open for Concur
4. Log-in with a user name of:

j#####@gdc: j in front of employee number and @gdc after then Password 
NOTE: if this is your first time or you do not know your password the Click on Forgot Password or call Help desk to set up your profile.

5. If you have never filled in your Bank Account Info in Concur then go to:

 Profile ( Profile Settings ( Bank Information – Fill in all that info.

6. If you performed step 5 then click: Expense (top left of page) then proceed.
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7. Click Create New Report (top of page)
(See next pic to help with steps a – h)

a. Report Name: SWE Dues 2017 Business Purpose: Professional Society Dues - Society of Women Engineers
b. Trip Type:  Indirect Travel
c. International Travel, Spouse Travel, and Air Travel: NO
d. Primary Category: 4 None of the Above
e. Comment: GAC to cover Half of SWE professional society dues
f. Leave the rest Blank

g. Click ( Next
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2. This will take you to the Expense Report.  Perform the following:
a. Click + New Expense (top left of window)
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b. Right Side Window choose: Dues – Professional
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3. This will open up the New Expense and fill in the following:

a. Transaction Date: This is the date on your receipt

b. Business Purpose: Professional Society Yearly dues
c. Vendor Name: Society of Women Engineers
d. Amount: Half of what you paid on your receipt
e. Payment Type: 

i. Employee Paid – if you paid via your personal Credit Card

ii. American Express – if you paid using your Company Credit Card

f. Click Attach Receipt at the bottom right of the screen
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g. Click Browse and attach the PDF file of your paid receipt for the dues.

h. Then Click Attach
4. Click Allocate at the bottom right of your screen.
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a. Only fill in your Department #

b. Leave the Job Charge & PO# - BLANK

c. Click Save

d. Then OK

e. Then Done
5. Click Save at the bottom right of your screen
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6. Click Details then click Totals
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7. Make sure the Total Paid By Company is ½ of your Professional Dues (see pic)
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8. Click Close
9. Click Details then click Approval Flow (see pic below)

[image: image10.png]Receipts *





10. Make sure the Manager Approval is set to your manager’s name.

11. Then click Submit Report
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12. You should get an email that says your report was routed and then you will get a few more emails as it goes through the approval process until it is approved.
